M28, Part II, Table of Contents

July 14, 2008
July 14, 2008
M28, Part II, Table of Contents

Part II.  Office Administration

Chapter 1.  Program Establishment and Office Requirements

1.
Vocational Rehabilitation and Employment (VR&E) Management


Responsibilities 

1-1

2.
Required Personnel Practices and Program Components

1-4

3.
VR&E Division Office/Site Requirements

1-9

Chapter 2.  Managing Folders and Forms

Section A:  Folder/File Maintenance


Overview

2-A-1


1.
Department of Veterans Affairs (VA) Folders Used by the Vocational




Rehabilitation and Employment (VR&E) Division

2-A-2


2.
Ordering Counseling/Evaluation/Rehabilitation (CER) Folders

2-A-3


3.
Creating CER Folders

2-A-4


4.
Maintaining CER Folders

2-A-8


5.
Handling Retired CER Folders

2-A-10


6.
Handling Sensitive Files

2-A-11


7.
Exhibit 1:  Sensitive Access Levels for the Benefits Delivery Network (BDN)




and the Common Security System (CSS)

2-A-14

Section B:  Correspondence and Correspondence Files


Overview

2-B-1


1.
Corresponding With the Veteran

2-B-2


2.
Maintaining Correspondence Files

2-B-4

Section C:  Department of Veterans Affairs (VA) Forms and Form Letters (FLs)


Overview

2-C-1


1.
Using VA Forms

2-C-2


2.
Using VA Form Letters (FLs)

2-C-6

Section D:  Test Supplies and Materials


Overview

2-D-1


1.
Maintaining and Securing Tests and Testing Supplies

2-D-2


2.
Releasing Test Results

2-D-4

Continued on next page

Chapter 2.  Managing Folders and Forms, Continued

Section E:  Occupational and Educational Information and Professional Publications


Overview

2-E-1


1.
Occupational and Educational Information and Professional Publications




Available to Vocational Rehabilitation and Employment (VR&E) Divisions

2-E-2


2.
Obtaining Occupational and Educational Information and Professional




Publications

2-E-4

Chapter 3.  Setting Up Facilities and Contracts

Section A:  Facilities and Contracts Overview


Overview

3-A-1


1.
Establishing the Method of Payment for an Institution or Service Provider

3-A-2


2.
Vendorizing an Institution or Service Provider

3-A-4


3.
Vocational Rehabilitation and Employment (VR&E) National Acquisition




Strategy (NAS)

3-A-7


4.
Exhibit 1:  WINRS Corporate FMS Vendorizing Data Sheet

3-A-9

Section B:  Setting Up a Facility


Overview

3-B-1


1.
Facility Requirements

3-B-2


2.
Establishing and Maintaining the Facility

3-B-4


3.
Exhibit 1:  VA Form 27-8206

3-B-6

Continued on next page

Chapter 4.  Hiring and Managing Office Staff

Section A:  Office Staffing


Overview

4-A-1


1.
General Information on Office Staffing

4-A-2


2.
Management, Supervisory, and Administrative Staff Positions

4-A-4


3.
Case Management Positions

4-A-7

Section B:  Performance Standards and Evaluations


Overview

4-B-1


1.
Vocational Rehabilitation and Employment (VR&E) Division Performance 




Standards and Evaluations

4-B-2


2.
Individual Performance Standards and Evaluations

4-B-4

Section C:  Staff Development


Overview

4-C-1


1.
General Information on Training and Staff Development

4-C-2


2.
Providing Training and Staff Development

4-C-6


3.
Maintaining and Providing Certifications for Rehabilitation Counselors Through




the Commission on Rehabilitation Counselor Certification (CRCC)

4-C-14

2

1



