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ASVET MEMORANDUM NO. 02-09"

MEMORANDUM FOR: ALL VETERANS’ EMPLOYMENT AND TRAINING
SERVICE STAFF

FROM: JOHN M. McWILLIAM 777%754%41

Deputy Assistant Secretary for Operations and
Management

SUBJECT: Agency Directives

I. PURPQSE: To articulate policy and procedures governing the dissemination and
maintenance of official directives issued by the Office of the Assistant Secretary for

Veterans’ Employment and Training (OASVET) for the staff of the Veterans’

Employment and Training Service (VETS). This ASVET Memorandum updates the
agency’s policies and procedures for creating, disseminating, and archiving its national
directives. Standardizing directives management policy and procedures will ensure
consistency, continuity, and accessibility of administrative, management, and program
guidance to agency staff and to partner agencies that deliver employment and
reemployment services to veterans, transitioning service members, Reservists, National
Guard members, and other eligible persons. Standardization will also facilitate and make
more efficient staff members’ searches for currently-in-effect directives and other
guidance materials.

II. BACKGROUND: FY 2007 Risk assessments conducted as part of the Internal
Control Program activities revealed that the agency lacks an up-to-date, organized, easily
accessible library of administrative and program policy and procedure directives and
operations guides.

The VETS Council of Deputies (COD) and the VETS Strategic Assessment Team
(VETSAT) recommended a comprehensive plan for addressing the aforementioned risk
factor. One recommendation was to create of a VETS Manual Series, a multi-volume set
of reference materials that will be maintained to provide up-to-date guidance on all
programmatic and routine administrative and programmatic operations. They also
recommended a related initiative, the creation of a “directives library,” a web-based
library of current directives that is easily accessible by VETS staff and, as appropriate,





