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1.  REASON FOR ISSUE:  This handbook is one of a series of Board of Veterans’ Appeals (BVA or Board) publications issued under Department of Veterans Affairs (VA) directives management policies and procedures outlined in VA Directive 6330 and VA Handbook 6330.

2.  SUMMARY OF CONTENTS/MAJOR CHANGES:

a.  This handbook describes procedures for dictating Board of Veterans’ Appeals decisions and other documents and for processing completed dictation tapes.  It replaces, and updates, material previously contained in BVA Dictation Handbook, HBVA-1, which was rescinded in December 1994.  See HBVA-1, Revised, change 13.

b.  A number of new BVA publications are now under development and are being printed and distributed as they are completed and the necessary approvals obtained.  Some of the new publications referenced in this publication may be approved and distributed after this publication is issued.

3.  RESPONSIBLE OFFICE:  Office of the Chief Counsel (01C), Board of Veterans’ Appeals.

4.  RELATED DIRECTIVE:  BVA Directive 8430, “Board of Veterans’ Appeals, Decision Preparation and Processing, Policies and Responsibility Assignments.”

5.  RESCISSION:  None.







Roger K. Bauer








Acting Chairman

Distribution:  SS:  (0141J)
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1.  PURPOSE AND SCOPE OF THIS HANDBOOK TC "  1.  Purpose and Scope of this Handbook" \f C \l "2" 
This handbook provides document dictation guidance.  Following these procedures will help to ensure that dictation tapes and dictated documents are properly prepared and routed.

2.  DEFINITIONS TC "  2.  Definitions" \f C \l "2" 
As used in this publication, the following terms have these meanings:

a.  “Associate Counsel” TC "a.  \“Associate Counsel\”" \f C \l "3"   Board attorneys serving in grades GS‑9 through GS‑13.

b.  “Board Counsel” TC "b.  \“Board Counsel\”" \f C \l "3"   Counsel and Associate Counsel collectively.

c.  “Counsel” TC "c.  \“Counsel\”" \f C \l "3"   Board attorneys serving in grade GS‑14.

d.  “Professional Service” TC "d.  \“Professional Service\”" \f C \l "3"   The Chairman, the Vice Chairman, all Deputy Vice Chairmen, all other members of the Board, the Deputy Chief Counsel for Legal Affairs, the Deputy Chief Counsel for Litigation Support, the Board’s Freedom of Information Act Officer, Counsel and Associate Counsel.

e.  “Template” TC "e.  \“Template\”" \f C \l "3"   A computer software word-processing device used to automate the formatting of decisions or other documents.

f.  “The Bluebook” TC "f.  \“The Bluebook\”" \f C \l "3"   Harvard Law Review Association, The Bluebook: A Uniform System of Citation.  References are to the most recent edition distributed to Board employees.

3.  MARKING DICTATION TAPEStc "  3.  Marking Dictation Tapes" \l 2
Persons dictating material must mark the dictation tapes with the appropriate control code, e.g., “046 A 3:10/02/97.”  In the illustration, “046” is an example of an employee number assigned to each employee with dictation responsibilities.  “A” is an example of an organizational unit identification code.  See ¶ 4.  “3” is the sequential number of the tape in the series of tapes which the individual has dictated during the month.  The date used is the date on which the tape is transferred to the Administrative Service’s Operations and Support Division to be forwarded for transcription, not the date of dictation.  In the example, the tape would be for the third document dictated by employee number 046, who works in a Board unit assigned organizational unit code A, for the month of October 1997.  The tape was transferred to the Operations and Support Division on October 2, 1997.  If a decision team or other Board unit accumulates dictation tapes for batch transfer to the Operations and Support Division, the supervisor of the unit is responsible for instituting a procedure to ensure that the tapes bear the correct transfer date.  See also ¶ 17a.
4.  UNIT IDENTIFICATION CODEStc "  4.  Unit Identification Codes" \l 2
Unit
Code

Appellate Group
A

Decision Team I
B

Decision Team II
C

Decision Team III
D

Decision Team IV
E

Service Organizations
S

5.  ENUNCIATIONtc "  5.  Enunciation" \l 2
Clear enunciation is extremely important.  Speak directly into the microphone at a moderate rate and loudly enough to be clearly understood.  Dictate a complete phrase or sentence at a time.  Guard against the slurring of short words and word endings, especially plural endings, that often occurs in normal conversation.

6.  PUNCTUATION, PARAGRAPHING, AND CAPITALIZATIONtc "  6.  Punctuation, Paragraphing, and Capitalization" \l 2
Do not assume that the transcriber will translate pauses or voice inflections into appropriate punctuation marks or paragraph breaks.  State the punctuation mark to be used at the place it is to be used.  Specifically indicate where you want paragraph breaks to occur.  The transcriber will know to capitalize common terms normally capitalized, but specify any unusual capitalization.

7.  QUOTED MATERIALtc "  7.  Quoted Material" \l 2
a.  Formatting.tc "a.  Formatting" \l 3  Follow Bluebook guidelines to determine when quoted material should be indented, whether punctuation should be placed inside or outside the closing quotation mark, etc.  If the material is not to be indented, it is sufficient to dictate the placement of the quotation marks at the beginning (by saying “quotation mark”) and at the end (by saying “close quote”) of the quoted material.  If the material is of sufficient length that indenting is required, inform the transcriber that the material which follows is a block quotation that should be indented.  Also inform the transcriber when you reach the end of indented quoted material so that the normal margins may be restored.

b.  Lengthy Quotations.tc "b.  Lengthy Quotations" \l 3  Quoted material which exceeds one-quarter page should be photocopied and sent to the transcriber with the dictation tape.  Pause at the point in dictation where the quoted material is to appear in the document and instruct the transcriber to add the material that accompanies the tape.  If more than one item is sent to quote, briefly identify the one to be inserted at this particular point.  The photocopied material should be clearly marked to show the beginning and ending points of the material to be quoted.  Staple the photocopied material together in the order in which it will be inserted into the dictated document.  Place the number of the dictation tape (see ¶ 3) on the first page of the photocopied material.

c. Omissions/Alterations.tc "c. Omissions/Alterations" \l 3  Following Bluebook guidelines, give specific instructions to the transcriber about the placement of ellipses, parenthetical expressions, placement of brackets when there is a change in the case of the first letter of quoted material, etc.  

8.  SPELLINGtc "  8.  Spelling" \l 2
Unusual words and difficult names should be spelled out after the word or name is dictated, but it is not necessary to spell a word more than once in each dictation.  Words with very different meanings which sound alike, such as facial/fascial, mucus/mucous, refracted/retracted, arrhythmia/erythema, bronchovascular/bronchovesicular, palpation/ palpitation, abduction/adduction, perineal/peroneal, enuresis/anuresis, hema ... /hemo ... /hemi ..., etc., should be spelled out.  It is not necessary to use phonetic spelling for every letter of a word or name, but use phonetic spelling for letters that sound alike, such as b/d, f/s, m/n, and p/t/v.  Use the following phonetic alphabet.

A ‑ Alpha
H ‑ Hotel
O ‑ Oscar
V ‑ Victor

B ‑ Bravo
I ‑ India
P ‑ Papa
W ‑ Whiskey

C ‑ Charley
J ‑ Juliet
Q ‑ Quebec
X ‑ X‑ray

D ‑ Delta
K ‑ Kilo
R ‑ Romeo
Y ‑ Yankee

E ‑ Echo
L ‑ Lima
S ‑ Sierra
Z ‑ Zulu

F ‑ Fox-trot
M ‑ Mike
T ‑ Tango


G ‑ Golf
N ‑ November
U ‑ Uniform


9.  CITATIONStc "  9.  Citations" \l 2
Instructions need not be given for common types of citations, such as statutory and regulatory citations and standard-form citations to court decisions.  Transcribers will follow citation guidelines in BVA Handbook 8430.2, “Board of Veterans’ Appeals, Decision Preparation and Processing Procedures, Decision Style Manual.” Give the transcriber specific format information when dictating unusual types of citations not addressed in BVA Handbook 8430.2.

10.  STYLE AND FORMATTINGtc "10.  Style and Formatting" \l 2
See BVA Handbook 8430.2 for guidance about matters of style.  As transcribers have copies of that handbook for their use, it is not necessary to give formatting instructions except in unusual cases where deviation from standard formatting is required.

11.  ORDER OF DICTATION OF TENTATIVE DECISIONS AND REMANDStc "11.  Order of Dictation of Tentative Decisions and Remands" \l 2
The Board’s document production process utilizes computer word-processing templates that require the transcriber to enter information in a set order.  Providing information for tentative decisions and remands in the following order will help to ensure that the transcriber has the right information at the right time.

SYMBOL 183 \f "Symbol" \s 10 \h
State your name and Board organizational unit.

SYMBOL 183 \f "Symbol" \s 10 \h
State the Board organizational unit to which the transcribed decision should be sent, if different from the unit to which you are assigned.

SYMBOL 183 \f "Symbol" \s 10 \h
If the case is a fee agreement or representative’s expense charge case, inform the transcriber of that fact at the beginning of the dictation tape so that he or she will know which template to use.

SYMBOL 183 \f "Symbol" \s 10 \h
State the claim number and any other number which appears in the caption, including any letter prefixes and suffixes.  (E.g.,  “Operator, the claim number is SS 123 45 6789.  The loan guaranty number is LH 123 456 TN.”

SYMBOL 183 \f "Symbol" \s 10 \h
State the name of the appellant.  If the record reflects that the appellant has used more than one name and that fact is relevant (e.g., records listing the appellant by different names are pertinent), list the other names.  For example, “John Doe, also known as John Smith.” 

SYMBOL 183 \f "Symbol" \s 10 \h
If the appellant is someone other than the veteran, include any appropriate information about the appellant’s status followed by “in the case of” and the veteran’s name (e.g., “the appellant is I. M. Fiduciary, Guardian, in the case of Joseph A. Veteran”).

SYMBOL 183 \f "Symbol" \s 10 \h
Give the docket number.

SYMBOL 183 \f "Symbol" \s 10 \h
If the decision is of a special type identified as such on the first page of the decision (i.e., “Corrected Decision,” “Merged Appeal,” “Reconsideration,” or “Supplemental Decision”), notify the transcriber of that fact.

SYMBOL 183 \f "Symbol" \s 10 \h
Identify the VA regional office or other agency of original jurisdiction.

SYMBOL 183 \f "Symbol" \s 10 \h
Give the name of the representative.  If the appellant is represented by a veterans’ service organization (VSO), state the name of the organization, not the name of an individual VSO employee who has performed representational services.  If there is no representative, so state.

SYMBOL 183 \f "Symbol" \s 10 \h
Provide the name(s) of witness(es) at hearing(s) on appeal.  If there was more than one witness or more than one hearing, remind the transcriber to pluralize “witness” and/or “hearing” in the heading, as required.  If there was no hearing, so state.

SYMBOL 183 \f "Symbol" \s 10 \h
State whether you are dictating a decision, a remand, or a combined decision and remand.  (The template asks for this information at this point.)  If the decision will be a memorandum format document other than a remand, inform the transcriber.

SYMBOL 183 \f "Symbol" \s 10 \h
State the issue, or dictate the issues as a sequentially number list if there are multiple issues.  Remind the transcriber to pluralize “issue” in the heading if there is more than one issue.

SYMBOL 183 \f "Symbol" \s 10 \h
State your name as you wish it to appear under the heading “ATTORNEY FOR THE BOARD” and your title (i.e., “Counsel” or “Associate Counsel”).

SYMBOL 183 \f "Symbol" \s 10 \h
Dictate the material which goes under each heading in the body of the decision, in turn, after identifying the heading.  (E.g., “Operator, the following material should be typed under the “INTRODUCTION” heading.”)  See BVA Handbook 8430.2 for information on standard headings and the order in which they appear.

SYMBOL 183 \f "Symbol" \s 10 \h
Provide any additional information required for proper formatting of the decision.  (E.g., tell the transcriber how many extra signature lines are required if the case is assigned to panel, whether the notice of appellate rights should be modified or deleted, etc.)

12.  ORDER OF DICTATION OF OPINION REQUESTS AND Thurber DOCUMENTStc "12.  Order of Dictation of Opinion Requests and Thurber Documents" \l 2
a.  VHA, AFIP, and IME Opinion Requests and Thurber Documents. TC "a.  VHA, AFIP, and IME Opinion Requests and Thurber Documents" \f C \l "3"   BVA Handbook 8440, “Board of Veterans’ Appeals Administrative Development Procedures,” includes instructions for dictating letters or memoranda necessary for obtaining opinions from the Veterans Health Administration, the Armed Forces Institute of Pathology, and independent medical experts, as well as instructions for dictating “Thurber lists.”

b.  GC Opinion Requests and Central Office Investigation Requests TC "b.  GC Opinion Requests and Central Office Investigation Requests" \f C \l "3" .  BVA Handbook 8440 describes the documentation required to request opinions from the Department’s General Counsel and to request Central Office investigations, but it does not include dictation instructions for those documents.  Follow the general dictation guidance in ¶ 13 of  this handbook in preparing those documents.

13.  ORDER OF DICTATION OF CORRESPONDENCE AND MEMORANDAtc "13.  Order of Dictation of Correspondence and Memoranda" \l 2
Provide information to the transcriber in the following order:

SYMBOL 183 \f "Symbol" \s 10 \h
State your name and identify your Board organizational unit.

SYMBOL 183 \f "Symbol" \s 10 \h
Identify the type of dictation (e.g., letter, formal memorandum, etc.).

SYMBOL 183 \f "Symbol" \s 10 \h
Give the appropriate correspondence symbol (e.g., “011A”).

SYMBOL 183 \f "Symbol" \s 10 \h
Give the applicable VA file number(s).

SYMBOL 183 \f "Symbol" \s 10 \h
State the name of the veteran.

SYMBOL 183 \f "Symbol" \s 10 \h
Give the necessary inside address information.  (Give the complete address for correspondence.  Give the title and correspondence symbol of the recipient for formal intradepartmental memoranda.)

SYMBOL 183 \f "Symbol" \s 10 \h
Dictate the body of the document.  Remember that paragraphs of formal VA memoranda are consecutively numbered, unless the body of the memorandum is a single paragraph.

SYMBOL 183 \f "Symbol" \s 10 \h
For letters, provide information for completing the signature block.

SYMBOL 183 \f "Symbol" \s 10 \h
Give the number of attachments and describe them (e.g., “There are 3 attachments, consisting of the claims folder; 1 14” x 17” X-ray film dated May 11, 1995; and 1 box of tissue slides from Kaiser Permanente Hospital in Riverside, California”).

SYMBOL 183 \f "Symbol" \s 10 \h
If companion documents, such as a “Diary Slip” (VA Form 0243, formerly VA Form 21‑693), are required describe them and dictate their content.

14.  Corrections to Dictated Material TC "14.  Corrections to Dictated Material" \f C \l "2" 
It is preferable to correct mistakes as they are made by rewinding the dictation tape to the point where the error occurred and recording over the erroneous material.  However, if an error does not become obvious until a considerable amount of intervening material has been dictated, the correction should be dictated after the complete document has been dictated.  Clearly explain both the nature and the location of the correction.  (E.g., “Operator, near the end of the ‘reasons and bases for findings and conclusion’ section of the decision, there is a paragraph describing a May 1995 examination by Michael Smith, M.D.  Please change the spelling of the doctor’s last name from ‘Smith’ to ‘Smithe.’”)  If the revisions are extensive, redictating the document may produce a better result.

15.  DICTATION PROCEDURES IN TWO-DECISION APPEALStc "15.  Dictation Procedures in Two-Decision Appeals" \l 2
When dictating two separate decisions in a single case, dictate each decision on a separate tape. The tapes must be taken to the Administrative Service as one package.  For Board policies on when separate decisions are appropriate, see BVA Directive 8430.

16.  TRANSMITTAL OF RECORDS TO TRANSCRIBERStc "16.  Transmittal of Records to Transcribers" \l 2
VA records folders and other original appellate records will not be sent to transcribers.  See ¶ 7b for information on providing photocopies of documents quoted at length.

17.  TRANSMITTAL OF DICTATION TAPES TO TRANSCRIBERStc "17.  Transmittal of Dictation Tapes to Transcribers" \l 2
a.  Delivery of Tapes for Transcription TC "a.  Delivery of Tapes for Transcription" \f C \l "3" .  Completed dictation tapes should be hand-carried to the Administrative Service’s Operations and Support Division for processing.  Supervising Deputy Vice Chairmen, or their designees, may specify procedures for collecting and transmitting tapes dictated by decision team personnel to the Administrative Service’s Operations and Support Division.  The Senior Deputy Vice Chairman, or his or her designee, may specify such procedures for tapes dictated by personnel assigned to the Appellate Group.

b.  Case Dictation Logs TC "b.  Case Dictation Logs" \f C \l "3" .  It is essential that each person dictating official Board documents has a means of monitoring whether dictated documents are returned and, if not, of providing sufficient information to permit tracking the missing dictation.  Accordingly, every Board employee dictating documents will maintain a log showing, for each dictated document, case identifying information (e.g., the veteran’s name and the claim number), the dictation tape number for the applicable document, the nature of the dictation (decision, remand, Thurber list, opinion request, etc.), the date the tape was transported to the Administrative Service’s Operations and Support Division (or the date that the tape was deposited at the unit’s collection point if the unit uses batch transfer procedures), and the date the transcribed document was returned.  The log may be maintained on-line (e.g., in a spreadsheet) or on paper in what ever form the employee finds most convenient, provided that it includes the necessary information.

18.  DICTATION FOLLOW-UP PROCEDUREtc "18.  Dictation Follow-Up Procedure" \l 2
If follow-up is necessary because dictated material is not received in a reasonable amount of time, direct the inquiry to the Administrative Service’s Operations and Support Division.  Provide the control code marked on the dictation tape and the date that the tape was delivered to Operations and Support.

2



3

