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CHAPTER 1.  INTRODUCTION





1.01  PURPOSE AND SCOPE.  The system outlined in this manual will give first level supervisors an effective management tool for evaluating:  quantitative performance; adjusting personnel requirements to changing workloads; scheduling work assignments; and controlling production in order to maintain a satisfactory level of performance.  Other levels of supervision will be able to use this system for planning and controlling Administrative activities.  The work rate standards outlined in the following chapters will be applied to functions and activities, not individuals.  The work rate standards reflect time values for work performed by qualified, trained employees working at a reasonable sustained pace.





1.02  CONTROLS





    a.  It is very important that work processed by Administrative Division or Administrative Section employees ONLY be reported to VA Central Office (VACO) under this system.  Only those employees assigned to an administrative cost center will report their completed work.  The Administrative activity can take a work count or credit for work which is an Administrative activity but performed by another element; however, the hours expended by the other element MUST be loaned to the Administrative activity, and those hours "loaned" MUST be borrowed by the Administrative activity.  Otherwise, no work count or credit should be taken by the Administrative activity.  





    b.  In instances when a function is under the jurisdiction of another operating element and the work is performed by the Administrative activity, the work count or credit will be taken by the operating element concerned.  The hours expended by the Administrative activity performing the work will be considered loaned to that operating element.  





    c.  Care must also be used to ensure that all workload and hour data collected are accurate and associated with the descriptions of work units and definitions contained in this manual.  The first level supervisor is responsible for collecting and preparing the quantitative data required for input into the Distribution of Operational Resources (DOOR) system.  When time and production data must be compiled by individual employees, it will be the responsibility of the supervisor to install adequate safeguards to ensure that the data collected is accurate and valid.








1.03  ADJUSTMENT OF WORK RATE STANDARDS.  These standards are periodically reviewed to ensure they reflect realistic effectiveness of field station Administrative operations.  The review will be conducted by the Administrative Policies and Procedures Division, Office of Resources Management, VACO, with the assistance of selected field stations.
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