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FOREWORD

This National Cemetery Policy Manual, M40-1, is published to replace Army Regulation 290-5, National
Cemeteries, which remained in effect after transfer of the National Cemetery System to the Veterans
Administration by direction of Public Law 93-43 dated June 18, 1973.

Compliance with the requirements of the manual is mandatory unless written authorization to the contrary is
obtained from the Director of the National Cemetery System.

Your comments for improvement of the manual or corrections will be welcomed.

JOHN W. MAHAN
Director, National Cemetery System

Distribution: RPC: 4003 assigned
This ID per VA Form 3-7225
COand FLD
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CHAPTER 1. GENERAL
1.01 PURPOSE

This Policy Manual defines the authority and responsibility for the development, operation, maintenance, and
administration of the National Cemetery System.

1.02 THE NATIONAL CEMETERY SYSTEM

The National Cemetery System consists of 103 National Cemeteries, 3 national cemetery supervising offices, 5
Confederate cemeteries, 21 soldiers’ lots, 2 Confederate plots located in private cemeteries, 2 Confederate
monument sites, 1 National monument site and the Government owned lots in the Congressional Cemetery, and
any additional cemeteries designated by the Administrator.

1.03 STATUTORY AUTHORITY

Bazsic statutory authority pertaining to the National Cemetery System is contained in title 38, chapter 24,
United States Code, (PL 93-43 dated June 18, 1973), entitled “National Cemeteries and Memorials.”

1.04 SCOPE

Except as specifically provided otherwise herein or by directive of the Director, National Cemetery System,
this policy manual and (M40-2,) “Operations Manual” will govern the development, operation, maintenance and
administration of all activities within the National Cemetery System.

1.05 RESOURCES

Resources for the National Cemetery System are authorized in the Annual Veterans Administration budget in
the following accounts:

General Operating Expenses—Field Operations
—Central Office

Compensation - Pensions—Headstones and Markers
Major and Minor Construction—Construction

a. Funding. General operating expenses—field operations funds will be allocated by the Director, National
Cemetery System to the National Cemetery Supervising Offices and the servicing VA hospital finance officer.
Major and minor construction funds will be allocated to Construction, VA, Central Office.

b. Accounting. Funds will be controlled and accounted for separately from other funds in accordance with
applicable finance, fiscal and financial administration regulations.

c. Manpower. Manpower authorizations will be made by the Director, National Cemetery System, and each
supervising office.

1.06 RESPONSIBILITIES

a. Supervision of National Cemetery System. The Director, National Cemetery System, is responsible for the
development, operation, maintenance and administration of the National Cemetery System and for the
formulation of plans, policies, procedures, and regulations pertaining thereto (National Cemeteries Act of 1973
(72 Stat. 1117; 38 U.S.C. 301)). The Director, National Cemetery System is responsible for overall supervisory
control of national cemetery activities.

1-1
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b. Supervising Offices. Directors of national cemetery supervising offices are responsible for immediate
supervision of the national cemetery activities established by the Director, National Cemetery System.

1.07 ADVISORY COMMITTEE ON CEMETERIES AND MEMORIALS

Responsibilities in connection with Committee authorized by the National Cemeteries Act of 1973 are as
follows:

a. The Administrator shall appoint the Committee members and consult with the Committee with respect to
the administration of the cemeteries, selection of cemetery sites, the erection of appropriate memorials and the
adequacy of Federal burial benefits.

b. The Director, National Cemetery System, will schedule the frequency of meetings, make presentations
before the Committee, participate when requested by the Committee, evaluate Committee reports and
recommendations and make recommendations to the Administrator based on Committee actions.

¢. The Committee will evaluate and study cemeterial, memorial and burial benefits proposals or problems
submitted by the Administrator or Director, National Cemetery System, and make recommendations as to course
of action or solution. Reports and recommendations will be submitted to the Administrator for transmission to
Congress. A charter will be developed and approved by the Administrator to guide the course of operation of the
Committee.

1.08 DISPOSITION OF INACTIVE CEMETERIES

a. The Administrator may transfer, with the consent of the agency concerned, any inactive cemetery, burial
plot, memorial, or monument within his control to the Department of Interior for maintenance as a national
monument or park, or to any other agency of the Government.

b. The Administrator may also transfer and convey all rights, title, and interest of the United States in or to
any inactive cemetery or burial plot, or portion thereon, to any State, county, municipality, or proper agency
thereof, in which or in the vicinity of which such cemetery or burial plot is located, but in the event the grantee
shall cease or fail to care for and maintain the cemetery or burial plot or the graves and monuments contained
therein in a manner satisfactory to the Administrator, all such right, title, and interest transferred or conveyed by
the United States, shall revert to the United States.

c. If a cemetery not within the National Cemetery System has been or is to be discontinued, the
Administrator may provide for the removal of remains from that cemetery to any cemetery within such system.
He may also provide for the removal of the remains of any veteran from a place of temporary interment, or from
an abandoned grave or cemetery, to a national cemetery.

1.09 NAMES FOR NATIONAL CEMETERY ACTIVITIES

a. Responsibility. The Director, National Cemetery System is responsible for naming national cemetery
activities and features therein, such as drives, walks, or special structures.

b. Basis for Names. The names of national cemetery activities are based on physical and area characteristics,
the nearest important city (town), or a historical characteristic related to the area. Newly constructed interior
thoroughfares for vehicular traffic in national cemetery activities will be known as “drives.” To facilitate location
of graves by visitors, drives will be named in accordance with their physical location within the cemetery; e.g.,
East Mall Drive, West Mall Drive, Inner Drive, Quter Drive, Southeast Drive. When there is a single drive in the
cemetery, the drive will not be named.

1-2
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1.10 CEMETERY ENCLOSURE

National cemetery activities will be enclosed with a good and substantial brick or stone wall, a metal fence, or
suitable equivalent if required, as determined by the Director, National Cemetery System.

1.11 FEDERAL JURISDICTION

Where the State legislature has given the consent of the state to the purchase of the land which now comprises
the national cemetery, the jurisdiction and power of legislation of the United States over national cemeteries will,
in all courts and places, be held to be the same as is granted by section 8, article I, Constitution of the United
States.

1.12 GIFTS AND DONATIONS

a. Policy. The Administrator may accept gifts and donations subject to such restrictions as he may prescribe,
devises, or requests from legitimate societies and organizations or reputable individuals, made in any manner,
which are made for the purpose of beautifying national cemeteries, or are determined to be beneficial to such
cemetery. He may make land available for this purpose, and may furnish such care and maintenance as he deems
necessary. (PL 93-43, June 18,1973, 87 Stat. 75.)

b. Processing. All proffers of gifts and donations for national cemetery activities will be referred to the
Director, National Cemetery System, Veterans Administration, Washington, D.C. 20420, with the
recommendations of the National Cemetery Supervising Officer as to the action to be taken. No commitment will
be made to the donor regarding acceptance until approval has been assured.

¢. Restrictions

(1) Gifts and donations will be accepted only after it has been determined that the donor has a clear
understanding that complete title thereto passes to and is vested in the VA, and that the donor relinquishes all
control over the future use or disposition of the gift or donation, with the following exceptions:

(a) Carillons will be accepted with the condition that the donor will provide the maintenance and the
operator or the mechanical means of operation. The time of operation will be coordinated with the
superintendent of the national cemetery.

(b) Aurticles donated for a specific purpose and which are usable only for that purpose may be returned to the
donor if the purpose for which the articles were donated cannot be accomplished.

(¢) If the donor directs that his gift or donation be donated to a particular use, those directions will be
carried out insofar as they are proper and practicable and not in violation of VA policy.

(d) When considered appropriate and not in conflict with the purpose of the national cemetery, the donor
may be recognized by a suitable inscription on those gifts. In no case will the inscription give the impression that
the gift is owned by or that its future use is controlled by the donor. Any tablet or plaque, containing an
inscription will be of such size and design as will harmonize with the general nature and design of the gift.

(2) Officials and employees of the VA will not solicit contributions from the public nor will they authorize
the use of their names, the name of the Administrator, or the name of the VA by any individual or organization
in any campaign or drive for money or articles for the purpose of making a donation to the VA. This restriction
does not preclude discussion with the individual offering the gift relative to the appropriateness of the gift
offered.
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1.13 LAYOUT DESIGN OF NATIONAL CEMETERY ACTIVITIES

The Director, National Cemetery System is responsible for the general design requirements of national
cemetery activities and the layout of specific sections therein.

a. Burial Sections and Memorial Plots. Official detailed plans will be prepared and maintained by the
National Cemetery System for these sections. The sizes of all gravesites and/or plots will conform to those shown
by the official plans. The standard size for all gravesites in sections established subsequent to January 1, 1947, is
5 feet by 10 feet, except at Fort Snelling National Cemetery, where gravesites measure 6 feet by 10 feet. The size
of plots for memorial markers is 5 feet by 5 feet.

b. Activation of New Sections. New sections will be activated for burials or the installation of memorial
markers only with the prior approval of the Director, National Cemetery System, and after permanent site
control monumentation has been established.

c. Establishment and/or Expansion of Post Sections. No new post sections will be established in national
cemeteries and existing post sections will not be expanded.

1.14. COMMUNICATIONS

a. Communications between the Director, National Cemetery System and superintendents of national
cemetery activities will be conducted through official channels except those concerning eligibility for interment,
interment and gravesite reservation records, and markings of graves, which will be exchanged directly.

b. Superintendents will communicate directly with the office of official record, to verify service on which
eligibility for interment is predicated. Problem cases will be called to the attention of Cemetery Service, National
Cemetery System, for assistance or decision.

c. Unless specifically provided otherwise, or as specified in subparagraph d below, supervising officers and/or
national cemetery superintendents will be expected to reply to specific inquiries from the general public
concerning cemeteries under their jurisdiction, if such replies can be made on the basis of established policies,
procedures, or known facts. When a reply is made to a member of Congress or an individual who indicates that
the matter has been or will be taken up with a member of Congress, a copy of the communication and the reply
thereto will be furnished the Director, National Cemetery System (40), Veterans Administration Central Office,
Washington, D.C. 20420, as promptly as possible.

d. The authority outlined in subparagraph c above does not apply to future plans concerning the National
Cemetery System; unusual circumstances surrounding interments; matters concerning a change in the laws,
policies, and regulations governing the National Cemetery System; or matters requiring a decision of higher
authority. Such cases will be acknowledged with the statement that the communication has been referred to the
VA Central Office, for direct reply. The communication and a copy of the acknowledgment will then be
forwarded through channels to the Director, National Cemetery System (see address in subpar. ¢ above) with
comments and recommendations thereon.

1.15 RECORDS MAINTENANCE
The maintenance and disposition of records at national cemetery activities will be in accordance with M40-2,
1.16 FORM AND FORM LETTER CONTROL

The guidance for control of field station forms and form letters in the National Cemetery System will be in
accordance with VA Manual MP-1, part II, chapter 4, and the National Cemetery System Supplement thereto.

14
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1.17 LAW ENFORCEMENT AND STANDARDS OF CONDUCT

The superintendent is charged with the responsibility for the enforcement of rules and regulations governing
conduct on national cemetery property. These rules and regulations are recorded in title 38, U.S.C. 218, a copy
of which will be posted in a conspicuous place on cemetery property.

1.18 SOLICITING, VENDING, AND DEBT COLLECTION

Soliciting gratuities and contributions, commercial soliciting and vending of all kinds, displaying or distributing
commercial advertising or collecting private debts in or on cemetery property is prohibited. This rule does not
apply to (1) national or local drives for funds for welfare, health, or other purposes as authorized by the “Manual
of Fund Raising Within the Federal Service” issued by the Civil Service Commission under Executive Order
10927 of March 18, 1961, (2) concessions or personal notices posted by employees on authorized bulletin
boards, and (3) solicitation of labor organization membership or dues under Executive Order 11491 of
October 29, 1969, as amended.

1.19 PROCUREMENT

National cemetery supplies and services will be procured in accordance with the provisions of FPR (Federal
Procurement Regulations), VAPR (Veterans Administration Procurement Regulations), and such special
procedures as may be authorized by the Director, Supply Service (134) and issued by the Director, National
Cemetery System.

1.20 ACCOUNTABILITY AND RESPONSIBILITY FOR PROPERTY AND SUPPLIES

National Cemetery System equipment and supplies will be accounted for in accordance with the applicable
policies outlined in VA Manual MP-2, subchapter E. Specific procedures implementing the foregoing policies
applicable to the accounting processes will be in accordance with M40-2.

a. The Director of each National Cemetery Supervising Office is designated as Accountable Officer for all
nonexpendable property located in the National Cemetery Supervising Office and the cemeteries under his
jurisdiction. He is responsible officer for equipment in the National Cemetery Supervising Office. Each cemetery
superintendent is designated as responsible officer for nonexpendable property used by the cemetery or
cemeteries to which he is assigned.

b. Individuals who have Government property and/or supplies in their possession or under their supervision
are responsible for the proper custody, care, and safekeeping of such property and may be held pecuniarily liable
for failure to exercise that responsibility.

1.21 BLANK AMMUNITION FOR USE IN NATIONAL CEMETERIES

a. Based on special statutory authority (10 U.S.C. 4683), the Department of the Army may issue free blank
ammunition to recognized national veterans organizations for use at funerals and other ceremonies at VA
National Cemeteries. VA Manual MP-2, subchapter E, section 108-26.650 outlines VA ordering procedures for
blank ammunition from the Department of the Army when required for use at burial ceremonies conducted in
nat’ nal cemeteries.

b. The following is a list of veterans organizations recognized by the VA. Additional organizations may
qualify from time to time as they are recognized by the VA.

(1) American Legion
(2) American National Red Cross

(3) American Veterans Committee

1-5
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(4) AMVETS

(5) Army and Navy Union, U.S.A.

(6) Army Mutual Aid Association

(7) Blinded Veterans Association

(8) Catholic War Veterans of the U.S.A.

(9) Coast Guard League

(10) Congressional Medal of Honor Society

(11) Disabled American Veterans

(12) Disabled Officers Association

(13) Fleet Reserve Association

(14) Jewish War Veterans of The United States

(15) Legion of Valor of the United States of America, Inc.

(16) Marine Corps League

(17) Military Order of the Purple Heart

(18) Military Order of the World Wars

(19) National Jewish Welfare Board

(20) National Tribune

(21) Navy Mutual Aid Association

(22) Paralyzed Veterans of America, Inc.

(23) Regular Veterans Association

(24) United Spanish War Veterans

(25) United Indian War Veterans, U.S.A.

(26) Veterans of Foreign Wars of the United States

(27) Veterans of World War I of the US.A., Inc.
1.22 REVOCABLE LICENSES

The construction or erection of poles and lines, including underground lines, for the transmission and
distribution of electric power; poles and lines, including underground lines, for telephone and telegraph purposes;

gas, water and sanitary and storm sewer lines will not be permitted without the authority of the VA. Requests for
revocable licenses to construct water, gas, or sewer lines or other appurtenances on or across the cemetery or an
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approach road in which the Government has a right-of-way or fee simple title or other interest will be submitted
to the superintendent concerned, accompanied by a complete description of the privilege desired, together with a
map showing the location of the project or the roadway in question. The superintendent will forward the
application and enclosures with his comments and recommendations to the Director, National Cemetery System,
Veterans Administration, Washington, D.C. 20420, through the appropriate NCSO Director who will also include
his comments and recommendations. The licenses will be issued by Office of Construction with the concurrence
of the National Cemetery System.

1.23 GENERAL STANDARDS OF CONSTRUCTION, MAINTENANCE, AND OPERATION

The following general standards of the VA will be observed in the development, operation, maintenance,
administration, and support of national cemetery activities, including budgetary reviews within the VA. The
specific engineering and construction standards will be in accordance with those established by the Office of
Construction, VA Central Office.

a. As permanent national shrines provided by a grateful nation to the honored dead of the Armed Forces of
the United States, the standards for construction, maintenance, and operation of national cemetery activities will
be fully commensurate with the high purpose to which they are dedicated.

b. Structures and facilities provided for national cemetery activities will be permanent in nature and of a
scope, dignity, and aesthetic design suitable to the purpose for which intended.

¢. National cemetery activities will be beautified through landscape planting and by means of appropriate
special features based on historical aspects, location, or other factors of major significance to the activity.

d. The accommodations and services provided to next of kin of the honored dead and the general public will
be of a high order.
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CHAPTER 2. INTERMENTS AND DISINTERMENTS
2.01 EXPLANATION OF TERMS

a. Armed Forces of the United States (hereinafter referred to as “Armed Forces”). The Army, Navy, Air
Force, Marine Corps, and Coast Guard.

b. Army National Guard. That part of the organized militia of the several States and territories, Puerto Rico,
the Canal Zone, and the District of Columbia, active and inactive, that is—

(1) Aland force;

(2) Trained, and has its officers appointed, under the sixteenth clause of section 8, article 1, of the
Constitution;

(3) Organized, armed, and equipped wholly or partly at Federal expense; and
(4) Federally recognized.

c. Army National Guard of the United States. The Reserve component of the Army, all of whose members
are members of the Army National Guard.

d. Air National Guard. That part of the organized militia of the several States and territories, Puerto Rico,
the Canal Zone, and the District of Columbia, active and inactive, that is—

(1) An air force;

(2) Trained, and has its officers appointed, under the sixteenth clause of section 8, article I, of the
Constitution;

(3) Organized, armed, and equipped wholly or partly at Federal expense;and
(4) Federally recognized.

e. Air National Guard of the United States. The Reserve component of the Air Force, all of whose members
are members of the Air National Guard.

f. Reserve components of the Armed Forces are—
(1) Army National Guard of the United States.
(2) Army Reserve.

(3) Navy Reserve.

(4) Marine Corps Reserve.

(5) Air National Guard of the United States.

(6) Air Force Reserve.

(7) Coast Guard Reserve.

2-1
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g. Members of the National Guard. Note, from subparagraphs b and d above, that a person is not a member
of the Army or Air National Guard unless his unit has been federally recognized. Therefore, this determination
must be made before interment of the National Guardsmen may be authorized.

h. Active Duty. Full-time duty in the active military service of the United States. It includes duty on the
active list, full-time training duty, annual training duty, and attendance, while in the active military service, at a
school designated as a service school by law or by the Secretary of the military department concerned.

i. Inactive Duty Training—

(1) Duty prescribed for Reserves by the Secretary concerned under section 301 of title 37, US.C., or any
other provisions of law;and

(2) Special additional duties authorized for Reserves by an authority designated by the Secretary concerned
and performed by them on a voluntary basis in connection with the prescribed training or maintenance activities
of the units to which they are assigned. It includes those duties when performed by reservists in their status as
members of the National Guard.

j. Unmarried Adult Child. In the application of this manual, will be interpreted to include step-children,
adopted children, widows, widowers, divorcees, and unmarried persons 21 years of age or over and will be
restricted to those who were in fact, incapable of self-support and were dependent for support upon the
service-connected parent or surviving parent because of a physical or mental disability attained before the age of
21 years on on others if both parents are deceased (par. 2.03j).

k. Minor Child. Includes natural, step, or adopted sons or daughters of the service-connected parent who, at
the time of death, were less than 21 years of age, and who, after attaining the age of 21 years and until
completion of education or training (but not after attaining the age of 23 years), is pursuing a course of
instruction at an approved educational institution.

1. President or Former President of the United States. The President or former President of the United
States in his capacity as Commander in Chief of the Armed Forces is a “Member or former member of the Armed
Forces who served on active duty. . . .. > within the meaning of Public Law 93-43, 87 Stat. 75.

2.02 AUTHORITY FOR INTERMENTS

The Act of June 18, 1973, (PL 93-43, 87 Stat. 74) authorizes burial in national cemeteries under such
regulations as the Administrator may prescribe.

2.03 PERSONS ELIGIBLE FOR BURIAL

a. Any member of the Armed Forces (Army, Navy, Air Force, Marine Corps, and Coast Guard) who dies
while on active duty.

b. Any veteran who was discharged under conditions other than dishonorable. Undesirable, bad conduct or
other than honorable may or may not qualify depending upon a special determination, made by the
Administrator of the VA based on the facts of each case, as to whether the veteran was separated from service
under “dishonorable” or “other than honorable” conditions. A person who was discharged or released from one
period of service under conditions other than dishonorable is eligible regardless of the fact that another period of
service terminated under dishonorable conditions.

c. Any member of a Reserve component of the Armed Forces, and any member of the Army National Guard
or the Air National Guard, whose death occurs under honorable conditions while he is hospitalized or undergoing
treatment, at the expense of the United States, for injury or disease contracted or incurred under honorable
conditions while he is performing active duty for training, inactive duty training, or undergoing that
hospitalization or treatment at the expense of the United States.

22
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d. Any member of the Reserve Officers’ Training Corps of the Army, Navy, or Air Force whose death occurs
under honorable conditions while he is—

(1) attending an authorized training camp or on an authorized practice cruise
(2) peforming authorized travel to or from that camp or cruise; or

(3) hospitalized or undergoing treatment, at the expense of the United States, for injury or disease contracted
or incurred under honorable conditions while he is:

(a) attending that camp or on that cruise;
(b) performing that travel; or
(¢) Undergoing that hospitalization or treatment at the expense of the United States.

e. Any citizen of the United States who, during any war in which the United States has been or may hereafter
be engaged, served in the Armed Forces of any Government allied with the United States during that war, whose
last active service terminated honorably by death or otherwise, and who was a citizen of the United States at the
time of entry on such service and at the time of death.

f. Any commissioned officer of the Coast and Geodetic Survey (now titled the National Oceanic and
Atmospheric Administration), who qualified under the following subparagraphs and who died in the service or
after being honorably separated from his last service.

(1) A commissioned officer assigned to an area of immediate hazard described in the Act of December 3,
1942 (56 Stat. 1038; 33 U.S.C. 855a) as amended.

(2) A commissioned officer serving in the Philippine Islands on December 7, 1941.

(3) A commissioned officer actually transferred to the Department of the Army or the Department of the
Navy under the provisions of the Act of May 22, 1917 (40 Stat. 87; 33 U.S.C. 855).

g. Any commissioned officer of the United States Public Health Service who was detailed for duty with the
Army or Navy during World War 1 pursuant to the Act of July 1, 1902 (32 Stat. 712, 713), as amended, and
Executive Order 2571, April 3, 1917. See Act of April 30, 1956 (46 U.S.C. 654; 70 Stat. 124) or any officer of
the commissioned corps of the Public Health Service who served at any time during the period from December 8,
1941 through July 3, 1952, and whose service terminated honorably.

h. The spouse, widow, or widower of an eligible active duty member or veteran, including the widow or
widower of a member of the Armed Forces of the United States lost or buried at sea or officially determined to
be permanently absent in a status of missing or missing in action. A spouse of a veteran who has remarried and
whose remarriage is void, terminated by death or dissolved by annulment or divorce by a court with basic
authority to render such decrees, regains eligibility for burial in a national cemetery unless it is determined that
the decree of annulment or divorce was secured through fraud or collusion.

i. Minor children of an eligible active duty member or veteran. For purpose of burial in a national cemetery, a
minor child is a person who is unmarried and—

(1) who is under the age of 21 years;

(2) who, after attaining the age of 21 years and until completion of education or training (but not after
attaining the age of 23 years), is pursuing a course of instruction at an approved educational institution.
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j. Unmarried adult children of an eligible active duty member or veteran if they become permanently
incapable of self-support because of physical or mental disability before attaining the age of 21 years. Included in
the term “unmarried adult children” are step-children, adopted children, widows, widowers, divorcees, and
unmarried persons 21 years of age or over. The interment of every adult child must be approved by the Director
of the National Cemetery System. Request for authority to make the burial should be submitted at the time of
death to the superintendent of the cemetery in which interment is desired accompanied by (a) a statement of the
decedent’s marital status; (b) a statement of the degree of dependence; and (c) a statement of an attending
physician about the nature and duration of the physical and/or mental disability.

k. If the spouse or dependent child predeceases an active duty member or veteran, the burial in a national
cemetery is authorized upon request on the basis of a statement on VA Form 40-4969, Agreement for Burial
(Dependent), signed by the veteran indicating that he/she elects to be buried in the same cemetery as the
dependent to the exclusion of any other national cemetery, and it is the intent of that person to be interred in
the same grave. The superintendent is responsible for providing the agreement form and having it properly
executed.

1. Widows or widowers of service members interred in a national cemetery as a part of a group burial may be
interred in the same cemetery if space is available but not in the same grave. If space is not available in the same
cemetery, they may be buried in any national cemetery in which space is available.

2.04 PERSONS INELIGIBLE FOR BURIAL

a. Fathers, mothers, and in-laws are not eligible for interment in a national cemetery by reason of relationship
to an eligible service person regardless of whether they are dependent upon the service member for support
and/or are members of his household.

b. Persons whose only separation from an Armed Force was under dishonorable conditions.

c. Persons who, although they may have been ordered to report to an induction station, but were “discharged
from draft” and were not actually inducted into the military service, are not eligible.

d. Members of the family of the service person listed in paragraphs 2.03c and d are not eligible for burial
(except when eligible in their own right) unless such service member actually dies on the training duty specified
or under one of the other conditions cited pertaining to such training duty and his remains are interred in a
national cemetery.

e. Dependents are not eligible for burial in a national cemetery unless the service connected family member
has been or will be interred in the nativnal cemetery in which interment of the dependent is desired. This does
not apply to widows/widowers of members of the Armed Forces lost or buried at sea or officially determined to
be permanently absent in a status of missing or missing in action.

f. Any person who is convicted after September 1, 1959, of subversive activities shall, from and after the date
of commission of such offense, have no right to burial in a national cemetery under the laws administered by the
VA based on periods of active military service commencing before the date of the commission of such offense.
Eligibility will be reinstated if a pardon is granted by the President of the United States.

2.05 SPECIAL PROVISIONS
a. Until grave space is exhausted in sections that were in existence prior to January 1, 1947, burials may be
made in accordance with procedures and policies in effect at the time such sections were established; provided,

however,

(1) that all grave assignments shall be made without discrimination on the ground of race, color, or national
origin, and
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(2) that no person otherwise eligible will be denied burial by reason of policies in existence prior to
January 1, 1947, if burial space exists any where in the cemetery. In all burial sections established after
January 1, 1947, burials will be made in accordance with policies or procedures in effect on or after that date.

b. Government-owned Confederate cemeteries, Confederate plots, soldiers’ lots, monument sites, and
memorial parks are closed to burials. No additional interments will be made in these national cemetery activities.

¢. Burials will not be made in memorial sections.
2.06 ASSIGNMENT OF GRAVESITES

a. Under present policy of the VA, only one gravesite is authorized for the burial of the service member and
eligible members of his immediate family. This policy will be applied to all national cemeteries under the
jurisdiction of the VA, except in these cases in which the Director, National Cemetery System, specifically
determines this to be infeasible.

b. Gravesites will not be reserved in cemeteries in which the one-gravesite-per-family-unit policy has been
placed in effect.

¢. Gravesite reservations made in writing prior to the establishment of the one-gravesite-per-family-unit policy
will remain in effect as long as the reservee remains eligible for burial in a national cemetery.

2.07 DISINTERMENTS

a. Interments of eligible decedents in national cemetery activities are considered permanent and final, and
disinterments will be permitted only for cogent reasons and then only with the prior written authorization of the
Director, National Cemetery System. Disinterments and removal of remains from a national cemetery activity will
be approved only when all living close relatives of the decedent give their written consent or in recognition of a
court order directing the disinterment.

b. All requests for authority to disinter remains will be submitted on VA Forms 40-4970 and 4970a, Request
for Disinterment, and Disinterment Affidavit, and will include the following information:

(1) A full statement of reasons for the proposed disinterment.

(2) Notarized statements by all close living relatives of the decedent that they interpose no objection to the
proposed disinterment. “Close relatives” are defined as widow (widower), parents, adult brothers and sisters, and
adult children of the decedent and will include the person who directed the initial interment, if living, even
though the legal relationship of such person to the decedent may have changed. Copies of VA Forms 40-4970 and
4970a will be furnished by the National Cemetery System.

(3) A sworn statement, by a person having knowledge thereof, that those who supplied affidavits comprise all
the living close relatives of the deceased, including the person who directed the initial interment.

¢. In lieu of the documents required in subparagraph b above, an order of a court of competent jurisdiction
will be considered. The VA or officials of the cemetery sk uld not be made a party to the court action since this
is a matter between the family members involved.

d. Disinterment of the remains of the dependent of a veteran which were interred in a national cemetery,
based on co'upletion of an agreement by the veteran to be buried in the same or .djoining grave, may be
authorized by the Director of the National Cemetcry System upon receipt of a written request on VA Form
40-4983, Request for Disinterment (Dependent), from the veteran.

e. Any disinferment that may be authorized under this paragraph must be accomplished without expense to
the Government.
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CHAPTER 3. DESIGN, CONSTRUCTION, AND MAINTENANCE

3.01 GENERAL

This chapter establishes the responsibilities for planning, design, construction, repair, and maintenance in
connection with the development, expansion, and maintenance of national cemetery activities under the
jurisdiction of the VA and financed from appropriations for the National Cemetery System. Regulations which

are inconsistent herewith are inoperative so far as the design, construction, and maintenance of national cemetery
activities are concerned.

3.02 EXPLANATION OF TERMS

a. Project Design Requirements Criteria Include:

(1) The scope, functional, quantitative, and qualitative requirements of the items listed below.

(2) General type of construction and architectural characteristics.

(3) Cost limitations.

b. Engineering and/or Architectural Investigations. These include the making of on-the-site topographic and
subsurface surveys, tests, architectural measurements, engineering or architectural studies, cost estimates, reports,

and recommendations incident to existing or proposed major construction as defined below.

c. Design. This includes preparation of general development plans and working drawings, specifications, and
cost estimates covering existing or proposed major items as defined below.

d. Contract Documents. These include, but are not limited to—
(1) Working drawings and specifications.

(2) Abstracts of bids and recommendations for awards.

(3) Contracts, performance bonds, and related papers.

e. Construction

(1) Major construction (over one million dollars) covers area development and includes initial erection or
installation of basic cemetery buildings, structures, roads and other paved areas, landscape planting, utility
systems, or terrain modifications for the original development or alteration of any of the foregoing, requiring
detailed engineering investigation, or othe: field engineering work, and the execution of engineering or
architectural designs by the Office of Construction.

(2) Minor construction (less than one million dollars) includes landscape planting, minor alterations,
additions, or extensions to, or modifications of, any of the basic items listed above for which engineering
investigations or other field engineering work and engineering or architectural designs by the Office of
Construction are required.

f. Other Documents. These include documents in connection with the acceptance and transfer of completed
work to the using agency.
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g. Repairs and Maintenance. Includes any repairs or maintenance to the cemetery grounds and those items
described above for which engineering investigations or other field engineering work or engineering or
architectural designs by the Office of Construction are not required. Any technical engineering services and cost
estimates that may be required may be provided by the VA hospital that is responsible for servicing the national
cemetery when requested by National Cemetery System.

3.03 RESPONSIBILITIES
a. Director, National Cemetery System. The Director, National Cemetery System is responsible for:
(1) Longrange planning for the national cemetery program, which includes—

(a) Establishing the scope and determining the functional, quantitative, and qualitative requirements of all
essential facilities.

(b) Initiating and/or reporting upon enabling legislation.

(c) Establishing priorities and allocating planned projects to the budgetary programs of the VA by fiscal
years.

(2) Establishing design requirements criteria, type of construction, and/or architectural characteristics of all
items as specified in paragraphs 3.02e(1) and (2), chapter 3.

(3) Review and approval of preliminary plans, designs, specifications, cost estimates, the scope of work to be
accomplished and concurrence in whether or not contracts will be awarded on items specified in paragraphs
3.02e(1) and (2).

(4) Participating in final acceptance inspections of completed work and concurrence in action to be taken as
a result of such inspections.

(5) Development of requirements and defense of budgetary estimates as they relate to the necessity for each
item and concurrence in the use of funds appropriated therefor.

(6) Providing specialized consultative service during the progress of the work, when requested, to the
engineering service responsible for accomplishing construction.

(7) Exercising technical and staff supervision over National Cemetery Supervising Offices in connection with
construction, operation, development, maintenance, and repair of national cemeteries so far as they are
authorized to perform or participate in the performance of such functions.

b. Office of Construction. The Office of Construction is responsible for:

(1) Conducting engineering field investigations of conditions at the site, based on requirements criteria
established by the Director, National Cemetery System.

(2) Preparing budgetary, preliminary, and final plans for major and minor construction, including engineering
and architectural designs, working drawings, specifications, and cost estimates. These documents will adequately
delineate the scope of each item. Cost estimates will be defended as requested.

(3) Preparing and executing contract documents necessary to construct or procure the facilities to be

provided and effecting the construction or procurement thereof, including supervision and inspection during the
progress of the work.
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(4) Coordinating with the Director, National Cemetery System arrangements for joint final acceptance
inspection of completed work.

(5) Furnishing the Director, National Cemetery System with a complete set of “as-built” drawings for each
completed major project and operating and maintenance instructions and guarantees for equipment.

c. National Cemetery Supervising Office Directors. The NCSO Directors are responsible for:

(1) Accomplishing the repairs and utilities functions as defined in paragraph 3.02g.

(2) Accomplishing of such construction as may be directed by the Director, National Cemetery System.

(3) Participating in all final acceptance inspections of all completed national cemetery construction and
taking action to correct deficiencies in repairs and maintenance projects as directed by the Director, National

Cemetery System.

(4) Signing transfer documents and accepting property accountability for completed construction as specfied
by paragraph 3.03¢(2), chapter 3.
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CHAPTER 4. INSPECTIONS
4.01 GENERAL

National Cemetery activities will be inspected as prescribed herein or by special instructions from the Director,
National Cemetery System.

4.02 INSPECTIONS TO BE MADE
Except as otherwise provided in paragraph 4.01, inspections of national cemetery activities will be as follows:
a. Technical, Operating, and Administrative Inspections
(1) By representatives of the NCSO Directors—at least once a year.
(2) By representatives of the Director, National Cemetery System—biennially.

(3) Administrative inspection only of National Cemetery Supervising Offices, by representatives of the
Director, National Cemetery System—as determined to be necessary by the Director, National Cemetery System.

b. Special Inspections

(1) By representatives of the Director, National Cemetery System—when required.

(2) By representatives of the NCSO Directors and the cemetery superintendent—as frequently asnecessary.
(3) By representatives of Internal Audit Service, Planning and Evaluation, VA Central Office—when required.
(4) By representatives of the General Accounting Office.

¢. Construction and Landscape Planting

(1) By a technical representative of the Director, National Cemetery System—for the acceptance of
completed construction or landscape planting projects.

(2) By representatives of the Office of Construction and Director, National Cemetery System for
construction performed or procured by the Office of Construction. A representative of the supervising officer will
be present at such inspections to sign documents for the acceptance of real property accountability.

4.03 SCOPE OF TECHNICAL, OPERATING, AND ADMINISTRATIVE INSPECTIONS

The inspections prescribed by paragraphs 4.02a(1) and (2), chapter 4, will include, but will not necessarily be
limited to, observations and evaluations as to compliance or deficiencies on each of the following items:

a. Administration

(1) Whether reports and records of interments and reservations are being prepared promptly and maintained
accurately and whether headstone inscription data is actually verified by next of kin.

(2) Whether correspondence is answered promptly; whether replies are accurate, tactful, and clear; and
whether they are prepared in accordance with applicable instructions.

(3) Whether correspondence and historical records are maintained in accordance with applicable regulations;
adequacy of the filing system and equipment.
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(4) Whether estimates of budgetary requirements submitted to the NCSO Director by the superintendent are
realistic, excessive or deficient, and adequately substantiated.

(5) Whether headstones are inspected promptly upon receipt for damage and conformance of inscriptions to
headstone orders; whether interment records are posted to reflect changes; and, as determined by a spot check
sampling, whether headstones are erected at correct locations.

(6) Whether prescribed procurement and property accountability regulations and procedures are being
observed.

(7) Whether cemetery personnel are being adequately trained in cemetery policies, methods, and procedures;
whether they are observed to assure that optimum efficiency and accuracy are achieved and maintained.

(8) Whether recruitment procedures for which the superintendent may be responsible are sufficiently
effective to assure that there is no undue loss of average employment because of delay in filling authorized
positions.

(9) Whether the superintendent is qualified and effective in his position; whether his appearance and
personality are pleasing; whether he has the potential and desire for advancement to more responsible positions
within the National Cemetery System.

(10) Number and adequacy of cemetery personnel on duty; number of authorized positions which will be
filled; adequacy of funds provided.

(11) Whether the regulations on the erection of private monuments are being complied with.

(12) Whether communication services to and from the cemetery and costs thereof are satisfactory.

(13) Whether the superintendent and other cemetery personnel/subject to the Promotion Plan for
Competitive Positions Centralized to the Director of the National Cemetery System (NCS Supplement, MP-5, part
I, chapter 335) and Personnel Management in the VA (MP-5, part I, chapter 250) have copies of, and understand,
the applicable career management regulations and whether these regulations are adequate.

(14) Estimated number of visitors to the cemetery annually; basis of estimate.

(15) Determine what, if any, action has been taken on deficiencies reported as a result of inspections by
representatives of the Director, National Cemetery System, and the NCSO Directors.

(16) Determine whether the records of the installation inspected contain a copy of each report of inspection
and copies of correspondence relating to the action taken, or if no action was taken, the reasons why not.

(17) Determine whether the superintendent or other official in charge of the installation inspected brings to
the attention of the inspecting official copies of official reports and correspondence pertinent to the inspection
being made by him.

(18) Whether the superintendent has full authority for the administration of the funding and programming
aspects of his position, and whether he is satisfactorily managing the assigned cemetery funding and programming
responsibilities.

b. Operations

(1) Nature and adequacy of working relationships between cemetery personnel and funeral directors, local

veteran and civil organizations, Federal agencies, and others who transact business with, or have an inherent
interest in, the national cemetery.
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(2) Understanding of the superintendent and other concerned cemetery personnel of, and compliance with,
applicable policies, regulations, and procedures relating to—
(a) Establishing eligibility for interment and gravesite reservations.
(b) Conditional burials—by agreement with next of kin pending final determination of eligibility.

(¢) Scheduling, arranging, and effecting individual and group burials of active duty decedents and veterans of
the Armed Forces and their eligible dependents.

(d) Methods of accurately laying out, opening, and backfilling graves.

(e) Preparation, erection and maintenance of temporary markers and accurately locating and setting of
permanent headstones or markers.

(3) Adequacy and condition of casket-lowering devices, grass greens, funeral tents, grave-excavating and
backfilling equipment, and other burial equipment, feasibility of providing additional labor-saving devices and
equipment.

(4) Existence of unusual conditions which require special consideration from the standpoint of resources,
such as the difficulty in the preparation of graves because of rock, hard ground, a high water table, sand, extreme
cold, and other such conditions.

(5) Depths to which graves are dug for single and multiple burials.

(6) Number of conditional interments made since last inspection. (Attach statement from superintendent
showing names of decedents, dates of burials, authority, and reasons for each conditional burial.)

¢. Maintenance

(1) Condition of buildings and structures, including large monuments, foundations, structural framing, floors,
roofing, sheet metal, and miscellaneous metal work; exterior and interior painting; water, plumbing, heating,
electricity, sewers, storm drainage, fire and safety precautions.

(2) Adequacy and condition of cemetery enclosure; roads, walks, curbs, gutters, and drains; existence of
erosion or soil problems.

(3) Condition of lawns, trees, shrubs; adequacy of measures to feed, trim, cable, prune, brace, splice, and
prevent damage or disease thereto; insect and pest control; whether landscape planting is adequate; excessive, or
deficient; nature of cooperation received by superintendent from city, county, and State agencies and/or need for
technical advice or staff assistance from the Director, National Cemetery System on landscape planting or
horticultural problems.

(4) Appearance of lodge areas; whether the lawn space assigned the superintendent is adequate; whether
clotheslines, play areas, and other lodge features which are not necessarily related to cemetery affairs are
appropriately screened from public view.

(5) Adequacy of policing of cemetery for removal of trash, dead flowers, and unauthorized flower
receptacles.

(6) Adequacy and neatness of storage areas and facilities.

(7) Whether permanent flower containers are installed in accordance with regulations.
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(8) Alignment and cleanliness of headstones, markers, private monuments, and legibility of inscriptions
thereon; necessity for repairs or replacement.

(9) Condition of undeveloped areas; also of any area outside the cemetery inclosure for which the cemetery
has maintenance responsibility. Necessity for action by superintendent with local individuals or officials for
maintenance of adjacent area outside cemetery for which the Government is not responsible.

(10) Adequacy and condition of approach road.

(11) Utilization of cemetery lands; whether there are areas in cemetery which are not presently, but which
could appropriately be laid out in, gravesites; number of “obstructed” gravesites in the cemetery, reasons for
obstructions, and feasibility of removing obstructions.

(12) Whether group burial lots, if any, are appropriately marked with the prescribed group burial corner
markers.

(13) Comparison of the degree of maintenance of the national cemetery with the maintenance of private
cemeteries in the local area served by the cemetery; express in percentages, assuming 100 as meeting the desired
national cemetery standard.

(14) Existence of actual or potential factors in the area which may have an adverse effect upon the cemetery,
such as industrial plants creating noxious fumes, smoke, or dust; abattoirs; extreme noises.

4.04 RESULTS OF INSPECTIONS

a. The results of inspections made pursuant to paragraphs 4.02a, b,(1), and ¢, chapter 4, will be submitted in
writing to the NCSO Director or the Director, National Cemetery System, Veterans Administration, Washington,
D.C. 20420 as appropriate, within 22 workdays after the inspection itinerary has been completed. A rating of
“Satisfactory” or “Unsatisfactory” will be assigned to indicate the evaluation of the overall condition of the
cemetery,

b. Information as to the action taken on any deficiencies recorded pursuant to subparagraph a above, which
require action by the superintendent or other official in charge of the installation will be submitted in writing to
the Director, National Cemetery System (see address in subparagraph a above) through channels within 22
workdays after the prescribed data has been received. If action on the deficiencies has not been completed by the
time this submission is due, the reasons why not will be explained.
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CHAPTER 5. HEADSTONES, MARKERS AND MEMORIALS
5.01 GENERAL

a. Authority. The National Cemeteries Act of 1973 provides that each grave in a national cemetery shall be
marked with an appropriate headstone or marker furnished at the expense of the United States. This act also
provides that when available, suitable areas will be set aside in national cemeteries to honor the memory of
members of the Armed Forces missing in action, or who died or were killed while serving in such forces and
whose remains have not been identified, have been buried at sea or have been determined to be nonrecoverable.
The act provides that an appropriate memorial headstone or marker will be furnished upon request, for placement
in the memorial area to honor the memory of those individuals or groups of individuals referred to above. Except
as provided in paragraphs 5.02 and 5.03, headstones will be of white marble, upright slab design.

b. Applications. Headstones and markers furnished by the Government for graves in national cemeteries will
be ordered from Records of Interment (VA Form 40-4956). Applications from next of kin are not required.
However, Applications for Headstone or Marker, VA Form 40-1330, are required for memorial markers and
must be submitted or approved by the next of kin of the decedent.

c. Inscriptions. Inscriptions on Government headstones, markers, and private monuments will be in
accordance with policies and specifications of the Director, National Cemetery System. The section designation
and grave number will be inscribed on the reverse side, near the top of the upright headstone. The section
designation and grave number on flat granite markers will be inscribed on the front (face) of the stone in the
upper right corner. Instructions governing the section designation and grave number on private monuments are
contained in M40-2.

d. Replacement Policy

(1) Headstones and markers will be replaced if they are damaged or weathered to the extent that they are no
longer serviceable, if they constitute a safety hazard, if the inscriptions are illegible, or if they are stolen.

(2) All Government replacement headstones and inscriptions thereon will be identical with the original
headstone so far as practicable and desirable.

(3) If the Director, National Cemetery System, determines that private monuments are not maintained in a
safe and serviceable condition, the next of kin will be given an opportunity to effect necessary repairs or to
replace the monument. If the next of kin cannot be located or if he/she will not accept responsibility for
repairing or replacing the monument the VA reserves the right to remove the monument from the cemetery and
replace it with a standard Government headstone or marker.

5.02 GOVERNMENT FURNISHED

a. Individual Graves. In those cemeteries where the use of flat markers for marking individual graves has
been approved by proper authority prior to transfer of the National Cemetery System to the VA or by the
Director, National Cemetery System, subsequent to the transfer, the markers will be granite or marble and will
conform to specifications approved by the Director, National Cemetery System.

b. Multiple Interments

(1) Whenever an additional interment is made in a grave, the stone will be replaced with a multiple-inscribed
stone of the same type. Upright replacement stones will be inscribed on the face with the names of all decedents,
together with other pertinent inscription data, if space permits. When space is insufficient to accommodate the
inscription of all decedents, inscription for the service-connected decedent and his spouse will be placed on the
face of the stone, if possible; and inscriptions for the additional interments will be cut on the reverse side.
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(2) In those cemeteries where flat granite stones are authorized specifically in lieu of upright headstones,
inscription data for additional decedents will be placed on the face of the stone, if space permits. When space is
inadequate for this purpose, two stones will be provided and will be placed side by side at the head of the grave
with the long sides in alignment with the stones marking the adjoining graves on each side.

¢. Group Burials. The design of headstones or markers erected for group interments will be as determined
specifically by the Director, National Cemetery System.

d. Memorial Markers. Memorial markers may be erected in national cemetery sections established for this
purpose, and such markers will be of the standard design authorized for the cemetery in which they are to be
erected. In addition to the authorized inscription, the words “In Memory Of” are mandatory.

5.03 MONUMENTS AND INSCRIPTIONS AT PRIVATE EXPENSE

a. The erection of markers and monuments at private expense to mark graves in lieu of Government
headstones and markers required prior approval of the Director, National Cemetery System, and is permitted only
in sections in existing national cemeteries in which private monuments and markers have been previously
authorized. Such monuments will be simple in design, dignified, and appropriate to a military cemetery. The
name of the person(s) or the name of an organization, fraternity, or society responsible for the purchase and
ercction of the marker will not be permitted on the marker or anywhere else in the cemetery.

b. Where a headstone or monument has been erected to an individual interred in a national cemetery and the
next of kin desires to inscribe thereon the name and appropriate data pertaining to a deceased spouse, parent,
son, daughter, brother, or sister whose remains have not been recovered and who would have been eligible in their
own right for burial in a national cemetery, such inscriptions may be incised on the headstone or monument at no
expense to the Government with the prior written approval of the Director, National Cemetery System. The
words “In Memoriam” or “In Memory Of” are mandatory elements of such inscriptions.

c. Except as may be authorized under paragraph 5.02¢ for marking group burials, ledger monuments,
monuments of free-standing cross design, narrow shafts, mausoleums, or overground vaults are prohibited.
Underground vaults may be placed at private expense, if desired, at the time of interment.

d. Specific instructions concerning private monuments and markers are contained in M40-2.
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CHAPTER 6. PERSONNEL MANAGEMENT
6.01 RESPONSIBILITIES
a. Personnel Management

(1) The primary responsibility for personnel management in the National Cemetery System rests with the
Director, National Cemetery System.

(2) Directors, National Cemetery Supervising Offices will establish personnel ceilings, as appropriate, for
natjional cemeteries within their regions based on authorizations issued by the Director, National Cemetery
System.

(3) Appointing authority is delegated to the Director, NCS; Directors, NCSO’s; Cemetery Superintendents;,
and servicing station personnel officers, as prescribed by VA Manual MP-5, part I, chapter 250.

(4) Assistant Directors, National Cemetery Supervising Offices, Cemetery Superintendents, Assistant
Cemetery Superintendents, and Superintendent Trainees are selected by the Director, NCS, except for positions
at GS-14 and above, which are centralized to the Administrator (NCS Supplement, MP-5, part I, chapter 250.) All

other cemetery employees are selected by the Director, National Cemetery Supervising Office and Cemetery
Superintendents.

b. The Director, National Cemetery Supervising Office will be responsible for accomplishing the following
functions:

(1) Evaluating staffing needs of National Cemeteries and applying position management principles in
establishing cemetery ceilings.

(2) Furnishing copies of tables of organization to servicing personnel and fiscal officers.

(3) Initiating requests for personnel action for cemetery and assistant cemetery superintendents, cemetery
superintendent trainees and for employees in the NCSO.

(4) Developing such programs as employee-management relations, economic opportunity and equal
employment opportunity, including preparation of an annual required EEO plan of action for all cemeteries
under his jurisdiction.

c. The cemetery superintendents are responsible for:

(1) Informing cemetery employees of VA conduct regulations and for being alert to, and reporting on,
violations of such code of conduct.

(2) Administering the oath of office and providing full employment orientation of employees on
employment and other matters where it is impractical for this to be done bv the servicing station.

(3) Initiating requests for personnel actions for all cemetery employees under their jurisdiction.
(4) Designating unit timekeepers and alternates.

(5) Insuring that the unit timekeeper completes (VA Form 4-5631,) Time and Attendance Reports, in
sufficient time to assure scheduled delivery to the servicing fiscal office.

(6) Certifying cemetery employee’ time and attendance reports as to correctness of information, and
determining that reports are promptly delivered to the servicing fiscal office.
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d. Certain VA hospitals, centers and regional offices have been designated by the Administrator to provide
personnel and payroll service for NCS employees. In these instances the personnel officer and his staff assume the
same responsibilities for the cemetery that they have for their own station as outlined in the personnel policy
manual MP-5. The responsibilities include, but are not limited to, processing personnel documents, signing
personnel actions, maintaining personnel records, administering the oath of office to new employees, recruitment
of personnel for cemetery positions, position classification and job grading for non-centralized positions and
furnishing employee and labor relations guidance and assisistance to the Director, NCSO and cemetery
superintendents. The servicing station will also make available their EEO counseling staff for those cemeteries
which do not have counselors, as specified in MP-5, part I, chapter 713.

e. The servicing station fiscal or finance office provides the same degree of coverage in the PAID system
(except for funding) to NCS employees that is furnished their station employees.

f. The servicing station director evaluates reports of security investigations as prescribed in MP-1, part I,
chapter 5, for cemetery employees and issues certificates of clearance when appropriate. When unfavorable
information is disclosed and a security clearance cannot be given, the case will be handled in the same manner as
for the director’s station employees. In doubtful cases, the Director, NCSO will be consulied.

6.02 CIVILIAN CAREER PROGRAM FOR CEMETERY MANAGEMENT

The filling of centralized positions of the National Cemetery System as specified in NCS Supplement, MP-5,
part I, chapter 250, is retained by the Director of the National Cemetery System. The “Promotion Plan for
Competitive Positions Centralized to the Director of the National Cemetery System,” NCS Supplement, MP-5,
part I, chapter 335 will be followed in the selection of candidates to fill vacancies. This plan specifies areas of
consideration, source of candidates, qualifications, evaluation of candidates and referral and selection procedures.

6.03 REQUIREMENTS FOR APPOINTMENT TO SUPERINTENDENT POSITIONS

Persons selected to fill the position of superintendent, assistant superintendent, and trainee superintendent
must meet appropriate United States Civil Service Commission qualification standards.

6.04 APPOINTMENT, REASSIGNMENT, OR REINSTATEMENT OF TRAINEE SUPERINTENDENTS

Trainee superintendent/assistant superintendent (relief) positions will be established only at those national
cemeteries as specifically authorized by the Director, National Cemetery System. Directors, National Cemetery
Supervising Offices may make recommendations of candidates for vacant positions. However, prior written
approval of the Director, National System is required for the appointment, reassignment, or reinstatement of
persons to such positions. Directors, NCSO’s will submit the following data to the Director, National Cemetery
System, Veterans Administration, Washington, D.C. 20420 for each applicant who is eligible and is unqualifiedly
recommended by the Director, NCSO for appointment, reassignment, or reinstatement:

a. Standard Form 171, Personal Qualifications Statement.
b. Written results of interview with applicant.

c. Results of work check.

d. Other pertinent qualifications data.

e. Recommendations of the supervising office.
6.05 PRIOR APPROVAL OF OTHER PERSONNEL ACTIONS

Approval of the Director, National Cemetery System is a prerequisite for reassignments, promotions,
permanent changes of station, demotions, and removals of personnel occupying superintendent and assistant
superintendent positions and the position of Director and Assistant Director of National Cemetery Supervising
Offices.
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6.06 PERMANENT CHANGES OF STATION

Superintendent personnel are employed with the understanding that they are subject to transfer anywhere
within the National Cemetery System as is determined by the Director, National Cemetery System to be in the
interest of the Government. Demonstrated ability and efficiency in the management of the smaller cemeteries will
be important factors in determining eligibility for transfer to larger cemeteries. When transfers are made solely in
the Government interest, the change of station will be made at Government expense in accordance with travel
regulations, MP-1, part 1, chapter 2, that govern at the time the transfers are effected. Servicing personnel offices
are responsible for accomplishing all technical personnel processes involved.

6.07 OTHER PERSONNEL ACTIONS

Supervising offices and their servicing personnel offices are responsible for accomplishing personnel actions
other than those specified in paragraph 6.05 without prior approval of the Director, National Cemetery System.
These officials are also responsible for providing the Director, National Cemetery System with sufficient advance
notice of contemplated actions involving separations of employees in centralized positions to permit the filling of
vacancies as promptly as possible. Information copies of papers or briefings of the circumstances involved in
written disciplinary actions will be furnished the Director, National Cemetery System promptly for inclusion in
records that are maintained by that office for the career program for cemetery management. Subsequent reversal
or lessening of disciplinary actions will also be reported after completion of action.

6.08 QUARTERS AND UTILITIES

a. Superintendents are required by VA policy, to reside in the lodges provided in the national cemeteries in
order to protect Government property and furnish information to the public.

b. Charges for quarters and utilities within national cemeteries which are furnished cemetery personnel will
be the responsibility of the National Cemetery System and will be fixed and administered in accordance with
applicable laws and regulations. Appeals of rentals will be made by the appropriate national cemetery supervising
office to the Director, NCS. All backup papers showing the basis for the rental and utility charges proposed by
the agency making the appraisal will be submitted with the appeal. Any adjustment of charges, upward or
downward, resulting from the appeal will be made retroactive to the date the rental appealed from was first
placed in effect.

¢. Quarters will not be constructed in national cemeteries for the primary purpose of providing living
accommodations for personnel other than superintendents and bona fide members of their household. However,
with the prior approval of the Director, National Cemetery System, other residential structures on cemetery lands
may be assigned to cemetery personnel.

d. Superintendents or other persons to whom housing facilities are assigned will exercise due care to protect
the facilities from damage other than reasonable wear and tear. These individuals will be held responsible for the
conduct of persons occupying the facilities as guests or bona fide members of their households; they also may be
held pecuniarily responsible for abnormal damage to the facilities caused by such members of their household or
guests.
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