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	VBA IRM Handbook No.  1.01.01.HB2

Directive Development


	This handbook contains the procedures that the proponent organization, the Information Resources Management Planning, Coordination and Evaluation Staff (20M5) has developed to implement VBA IRM Policy Directive No. 1.01.01 of VBA Manual M20-4 and to supplement VBA IRM Handbook No. 1.01.01.HB1, Directives and Handbooks Management.  You may direct any questions or comments concerning these procedures to the proponent organization. 


	VBA IRM Directives communicate the particular ways that people within VBA's Office of Information Technology (20M) will conduct business.  They also explain the most effective and efficient ways for organizations and individuals supported by 20M to request and receive IRM-related support.  The Director of the proponent organization will determine the best way to develop assigned directives.  When a Directive Development Team (DDT) is formed to prepare a directive, 20M5 recommends that it follow these procedures to ensure optimal agreement and cooperation by involved organizations.


	
	WHO (Actor)


	
	ACTION



	


	Team Leader (TL) and 20M5 Team Member (TM)
	
	a.  Meet before first Directive Development Team (DDT) meeting to review Information Technology (IT) senior official's guidance concerning what the policy should involve.



	
	
	
	b.  Based on that guidance, prepare an initial draft of the directive for the DDT to consider during the first meeting.



	


	Team Leader
	
	Make arrangements for the DDT to meet.

(1)  Identify a meeting location and time; coordinate facilities and equipment.

(2)  Notify team members.

(3)  Arrange to record comments at the meeting.




	
	WHO (Actor)


	
	ACTION
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	DDT
	
	a.  Meet.

b.  Review IT senior official's guidance concerning what the policy and/or procedure should involve.

c.  Review and discuss initial draft prepared in step 1. 

d.  Review Appendix "How to Write a Directive."

e.  Develop and approve a directive that is acceptable to all DDT members.



	


	TL
	
	a.  Review the directive to ensure that it meets the guidance given by the senior IT manager.

b.  Inform the Director, PO, that the directive has been developed and is beginning the concurrence process.

c.  Forward the directive to the Director, 20M5.
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This handbook is approved.  It will be used to implement VBA IRM Policy Directive No. 1.01.01 of VBA Manual M20-4.  It supplements VBA Handbook No. 1.01.01.HB1 and should be filed behind that handbook in Part II of M20-4 behind tab 1.0 Management and Administration.

By Direction of the Under Secretary for Benefits

/S/  ORIGINAL SIGNED
Rhoda R. Mancher

Director

Office of Information Technology

[THIS PAGE LEFT BLANK]

	Appendix

HOW TO WRITE A DIRECTIVE


VBA IT senior management use directives to publish policy within the VBA IT organization (20M).  Directives explain, in a general manner, the ways that 20M staff will conduct business.  They also explain effective and efficient ways for organizations and individuals being supported by 20M to request and receive that support.

You may direct any questions or comments concerning these instructions to the Chief, Planning, Evaluation and Information Division (20M51).

	
	
	ACTION



	


	
	Gather all appropriate information.  This includes things such as the VBA IT senior official's guidance, comments made by DDT members during Step 3c, and the Department and/or Federal laws, regulations and/or policies that relate to this directive.



	


	
	Develop the policy statement:  a short, concise statement of how business will be conducted.  Remember that this is a general statement that reflects the thinking of senior management.  Save specifics (including "how" and "who") for handbooks.  (See Directive 1.01.01 as an example.)



	


	
	Develop the references paragraph.

(1)  The first reference(s) should be any handbook(s) that will be developed to support the directive.

(2)  Any other references should be only to those Department and/or Federal laws, regulations and policies that require the VBA IT organization to do business the way the directive states it will be conducted.

(3)  If there are no handbooks or external requirements, this paragraph should be blank.  The idea is to get to the basics--not to list all the documents that might possibly apply or be related to the issue.



	
	
	


	Appendix (Continued)


	
	
	ACTION

	


	
	Develop the proponency paragraph.



	
	
	(1)  If there is no handbook, write:

"Any questions regarding this directive should be directed to the Director of the [proponent organization's official name followed by the mailing symbol]."

(2)  If there is a handbook, write:

"Any questions regarding this directive and its procedures handbook(s) should be directed to the Director of the [proponent organization's full name followed by the mailing symbol]."



	


	
	Put the three parts together:  policy, references, and proponent.


 NOTE:  Don't worry about assigning a directive number or the effective date of the directive.  20M5 will do these steps prior to publishing the directive.
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	This completes directive development.
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