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	This is the initial release of Veterans Benefits Manual M21-1MR, Part II, “Direct Services;” Chapter 5, “Correspondence”, and Chapter 6, “Inquiry Routing and Information System (IRIS)”

The new Part II, Chapter 5 provides general guidance for processing correspondence, Reader-Focused Writing techniques, developing claims using email and facsimile, and the use of VA Form 119 (Report of Contact).

Chapter 5 consists of the following sections:

· Section 1 – “General Guidance for Processing Correspondence”

· Section 2 – “Signature Authority for Correspondence”

· Section 3 – “Acknowledging Correspondence”

· Section 4 – “Reader-Focused Writing (RFW)”

· Section 5 -  “Handling Various Types of Correspondence”

· Section 6 – “Preparation of Correspondence”

· Section 7 -  “Freedom of Information Act & Privacy Act Issues”

· Section 8 – “Developing Claims Using Telephone, Email, and Facsimile”

· Section 9 – “Contacting Claimants or Veterans Using Email and Facsimile”

· Section 10 -  “Using VA Form 119, Report of Contact”

· Section 11 – “References for Help in Writing”

The new Part II, Chapter 6 provides general policy and procedure relative to the IRIS, preparation of IRIS responses, timeliness, security concerns, reporting work credit, and references.  

Chapter 6 consists of the following sections:

· Section 1 – “Policy and Procedures”

· Section 2 – “IRIS Responses”

· Section 3 – “Timeliness”

· Section 4 – “Security”

· Section 5 – “Reporting Work Credit”

· Section 6 – “References”




Transmittal Sheet, continued 

	Notable Changes Included in This Release
	As this is the initial release of Part II, Chapters 5 and 6, there are no changes applicable to this release.   


	Rescissions
	None
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