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Preface

This catalog would not have been possible without the valuable contributions of Corps
study managers who freely shared their ideas and knowledge about effectively managing
planning studies. Each procedure, technique, tool, tip, or other item described in this
catalog has been used by someone to help get the job done. In effect, this catalog has
been written by Corps planners for Corps planners.

The catalog is not formal guidance, nor is it designed to prescribe the "right way" to do
study management. Rather it is a source of ideas, examples and other information that a
study manager might find useful. The idea is to take advantage of what has already been
done and transfer this information to all Corps study managers. The goal of the catalog is
to help Corps study managers with the day-to-day tasks associated with study manage-
ment.

The idea for the catalog grew out of the Corps Study Managers’ workshops held during
the last two years. Headquarters, Civil Works Planning Division was the major driving
force behind the workshops and supported the development of the catalog. Ken Orth,
CECW-PW, was the point of contact during the development and preparation of the
catalog.

The Institute for Water Resources (IWR) was given the responsibility for producing the
catalog as part of the Planning Methodologies Research Program. Michael R. Walsh
managed the project under the general supervision of Michael R. Krouse, Chief, Re-
search Division.

IWR retained Planning and Management Consultants to assist in prepating the catalog.

Mr. Bill Davis was instrumental in sorting through and organizing all the contributions
from Corps planners and in preparing initial drafts of the catalog.
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INTRODUCTION

Background

Planning study managers have one of the most demanding and difficult jobs within the

.- Corps of Engineers. The job requires leadership, patience, management ability, and tech- |

nical understanding. There is no one cotrect approach for handling every study, and
Corps study managers have developed many innovative ways to manage planning studies
that are not documented for sharing among all study managers.

One of the keys to improving study management throughout the Corps is to provide a
way for study managers to share their experience and approaches to solving study
management problems. HQUSACE, Planning Division took a step in this direction by
beginning a study managers’ workshop series designed to bring together study managers
from around the Corps to exchange ideas about study management and learn from one
another. Thus far, five workshops have been held with about 185 study managers par-
ticipating. ’ _

There was a wealth of "how to" information for Corps study managers produced during

~these workshops. While a written summary of presentations was given to each participant

after the workshops, there is a need for a better way to distribute a concise synthesis of
the workshop information to all Corps study managers. Moreover, there isaneed to
gather the collective experience of study managers throughout the Corps and distill this
information into a document that will be a source of information for all study managers.
This report, the Corps Study Manager’s Catalog, is that document.

Development of the Catalog

The basis for the catalog is the material presented by Corps study managers at the study
managers’ workshop. This information was supplemented by other items gathered by
contacting study managers in the field. As a way of organizing the information each con-
tribution by a study manager is described as one or more "tools" in this catalog. For this
catalog, a "tool" can be a checklist, form, written procedure, notebook format, useful tip,
idea, or similar item used to organize, document, coordinate, communicate, display, or
otherwise manage data, time, funds, team members and other study resources. The com-
mon purpose of the tools is to aid the study manager in the conduct of a planning study.
To keep the catalog to a reasonable size, every "tool" was not included. When there were
a number of similar "tools" the most representative ones were included in the catalog.

N\



Sprinkled throughout the catalog are quotes heard from study managers during the
workshops. These quotes are about study management issues and should be interesting
and thought provoking.

How to Use this Catalog

The "tools” in this catalog are grouped by five major categories:

Time, Monéy, and Task Management

Plan Formulation

Leadership, Communication, and Coordination
Study Results

Other Study Management Tools

- Each "tool" is described briefly. If the "tool” is a form or illustration of some kind the
form is placed after the description and annotated as needed. The name, office symbol,
and phone number of the person who contributed the "tool" follows the description and

the "tool" itself. If the "tool" was developed by a group effort then the name of a contact
for more information about the "tool" is listed.

Please note that this catalog of tools is intended for the exchange of ideas and is not in-
tended to offer directive guidanoe

Any mention of commercial products, including computer hardware and software is not
an endorsement of the products.
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TIME, MONEY AND TASK MANAGEMENT

One of the primary jobs of a study manager is the estimating, assigning, and monitoring

of the study work effort, schedule, and the funds allocated to the study. These are classic

study management functions with time spent on the monthly tracking and reporting of

* funds and task progress. In this capacity, the study manager is dealing with gathering cost

estimates and expenditures from all technical elements involved in a study, arranging the
data into various required reporting formats, and rearranging the data to meet the specific
management needs of a study, which may not mesh with other required formats.
Throughout all this the study manager is faced with a dynamic process in which plans,
cost estimates, policies, or designs may change, necessitating adjustments in schedules,
tasks, or funding. Recent additions to the study management responsibilities have come
about with cost-sharing requirements whereby there are both Federal and non-Federal
funds to be tracked.

The advent of computers has had a major impact on study management. With the intro-
duction of mainframe computers and the first attempts at standardized accounting to the
microcomputer with various commercial software, the work of the study manager has
been affected. In many cases, the study managers use electronic spreadsheets, data base
management programs, or study management programs on microcomputers to track
study tasks and funds in addition to the centralized Corps systems for study management.
For more information on what planners are doing with microcomputers, see the IWR
report "Microcomputer Applications in Planning Catalog," July, 1987.

This section of the catalog is divided into subsections on setting up for study manage-
ment and monitoring a study. Tools are identified under each of these subsections which
may help study managers in the management of study time, money, and tasks.



Setting Up for Study Management

Getting started in managing the scheduling and funding of a study requires cooperation
and coordination with service elements involved in the study and strong organization on
the part of the study manager. The study management tools presented in this portion of
the catalog have been used by study managers in this process. Coordination with ser-
vice elements requires the transfer of information about tasks needing to be performed,
funding available to provide for the work effort, scheduling of the work effot, and com-
munication of these agreements throughout the chain of command. The first three tools
address this issue of coordinating work efforts. In addition to providing for the descrip-
tion and estimated costs of a given task, the routing and documentation of concurrence
are importance elements of these tools. The service request form of the South Pacific
Division provides for the return routing and acknowledgment of concurrence at the bot-
tom of the form while the Walla Walla District has developed a separate work request
concurrence form to attach to the work request form. ' ,

A form for recording the hours spent on different tasks is included. This form can
facilitate the process of documenting and managing the time expended on various tasks
by the different personnel involved in a study. Also included in this section is a descrip-
tion of one of a number of computer programs which can produce schedule charts and
timelines. The flexibility of schedule generating software allows the study manager to
coordinate the different tasks of a study and quickly evaluate modification to schedules
should they occur. '

This subsection of the catalog on sétting up for managing a study ends with a draft
standard operating procedure on managing cost-shared studies. This SOP is not offered
as guidance but rather as an example of how one Division has agreed to set up for

managing a study.



Service Request Form

Los Angeles District uses a Service Request Form (SPD Form 330) for planning the
coordination of work and transfer of funds with other service elements. The form is
shown in Exhibit 1. The mmatmg, or requesting, element is identified at the top of the
form while the responsible service organization, the one from which the service is being
requested, is identified at the bottom of the form. Total funds available and schedule
dates for the request are also identified at the top of the form. The center portion of the
form provides space for the specific goal of the request, instructions and remarks relat-
ing to the goal and a breakdown of the work request. The breakdown of the request by
task includes the ADP work code, the funds available, a brief description and the
schedule dates for the beginning and completion of each. The form provides identifica- -
tion of the levels of the initiating and responsible service organization and summarizes
the work request. It also serves as a routing slip with approval signature and date -

- columns for each organization involved. For more information on the use of this Ser-

vice Request Form, contact the Planmng Chief, Los Angeles District, CESPL (213) 894-
5522.
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Exhibit 1

DATE OF AEQUEST

SERVICE REQUEST . 1.0ct 84

QRIG. |REV.

*2

n:ouESfNuuisn
85-4A119-FGAG

INFTTAT ING ORG ANIZATION

i
APPROVAL SIGNATURE

OATE

ADP WORK COOE

AA119-02«See Below

CRYEUNDS AVAILABLE"

PACIECT NAMK
LACDA Mainstem

-

DATE AMOUNT
o ~ 21-Jan 85 3 38,000
. : SCHEOULE OATE
Section A O M % 21 %&S START PINISH
PROJECT MANAGER &y —
Stephen Hawkins &QZ/MJ //2//95 15 Nev See Balow
v 7 S OTHORTTATION

et mcetonrrmimimimsemtn——
SPECIFIC GOAL

Recon level overflow maps &

average £lood depths

INSTRUCTIONS ANO REMARKS K
1) Provide reconnaissance level overflow maps with average £lood depth and non=

damaging discharge.

Y

AA 119-02-4210 28,000
FGAG .

AA 119-02-4210 10,000
FGAH

P.0.C. Dave Cozakoy
25565

Fred
C.C. Rawaghima

LACFCD Contract 1980-81

1. 'Review LACFCD 1980-81 over- |

flow reports and determine missing
data.

2. Compute average flood depth
and plot storage-discharge curve
for reaches of chliannels provide by
the LACFCD report,

B, Channel Reaches Not Covered By
Contract (LACFKD RuperT)

1. Determine clearance between
bridge soffit top of chanmnel,

2. Determiine channel Full Q.

3. Tabulate & prioritize break-
outs locations.

4, Analyze and map flooding by
aither contiguous overlows or inde-
pendent: overflows.

S, Develop storage-~discharge
curve and non-damaging discharge.

6. Provide report outlining

SFUNDS ARE NOT TO BEIEXCEEDED

procedures and results.

ADP Work Code ‘| Amount .| Description Start Finish
A. Channel Reaches Coverad By The 15 Nov 31 March

1 April 15 Aug

AESPONSIBLE SERVICE ORGANIZATION

APPROV AL SIGNATURE DATE CONGUR

QIVISION

_Engineering

Yes NO

BRANCH

L _H&H
SECTION

L Bydraulics

UNIT

SPD | X38'72 330

PREVIOUS EDITIONS ARE OBSOLRTR.




Work Request Form

The Work Request Form (NPS Form 53) is used in the Seattle District for providing
notification of work efforts with other technical elements. The form has been entered
into a word processing file to expedite the filling out of the form. The routing ladder in
the upper left comer of the form indicates to which chief notification is being given of -
the work request and to whom copies are being sent for coordination of the work effort.
Usually a draft work request is circulated to the technical elements for editing and com-
pletion of a loadline for the work effort. The completed work request and accompany-
ing loadline forms are then routed to the chief with copies to all participating elements.
By having the work request form on a word processing file, the routing ladder can be
updated or revised as needed. Space is provided in the upper right quadrant of the form
for identifying the project, manager, budget and date due. In the sample form shown as
Exhibit 2, information on the budgeting of the work and the schedule are provided in
greater detail on an additional page. The lower half of the form provides space for list-
ing enclosures and a description of the requested work. Again, in the example provided,
the description of work is carried over to an additional page. A standard operating proce-
dure (SOP 19) is available for preparation of the work request form and the accompany-
ing loadlines. A nearly identical planning study request form is also used in the district
and has been used in electronic form. For more information about the use of the Work
Request Form, contact Forest Brooks, CENPS, (206) 764-3456.



Exhibit 2

WORK REQUEST

NPSEN-PL-CP
Copy No. SAC-87-8
TO: <Chief, to Date [
Qarwed Melt©
XXX DESIGN BR — Project South Aberdeen —-Cosmopolis (CPSE)
7 Cost Eng Sec _X_
— Structures X Work DESIGN
—— . Drafting ». :
- A:chitgctural*x_ Account Number{s}
—_  Blectrical _X AD186035410BC00
_ - Mechanical _X_
— ‘PLANNING BR -
— . EBcon&SocEval __ _ Budget $_gee page 2 FPY 1987
—i ~ CP=Tech Unit _; :
—  CP-Brooks li:.. Authority GI-CP&B: .- - .o =
— H&B~-Bydrology _. _ oo
— -Hydraulics ___ Lead Section Civil Project Mgmt _. :
—ww. SURVEY BR —
—. PsM BR — Proj Mgr EQREST BROOKS Bxt 3456
.. RPM BR X
—. REAL EST DIV  ___ Due sge page 2
. EN-PL file X
Work to be used in:

Inclosures: 1. Load line

References: A. Work Request AD186-86-08 , dated 13"'MAY 86
B. Coordination between England and Brooks on 10 Oct 86

Rescription of Work:

1. Participate with other NPS elements, as necessary, to review
design of alternatives, provide technical information, and-recommend
appropriate design modifications for the selected project.

Provide necessary technical assistence to respond to NPS, sponsor,
public, and agengy concerns,

2. Provide detailed cost estimate (Phase II level) for plan recommended
in GDM including appropriate text and tables. Review GDM and revise
cost estimate as appropriate during District, NPD, and public review.

3. Provide landscaping concepts and preliminary cost estimate for land-
scaping measures at appropriate locations along the:project alinement.
Emphasis- should be placed on low maintainance landscaping solutions.
Provide technical assistance. and visual aids for use -in coordination
with the local sponsor and to answetr public and Agency concerns.

4. Prepare detailed layout, design, and cost estimates for landscaping
elements included in recommended plan. Prepare narrative and associ-
ated figures, graphs, tables, and plates for inclusion in Technical

NPS Form 53-WFB Requested by
Oct 86 WAC78AM FOREST BROOKS
Project Manager




“Exhibit 2 (continued)

No. SAcC-87-8

Date ) Nov 1986
Page 2 :

Design Appendix. Review and revise as necessary during District, NPD,
and public review,

Draft final report plates, including all necessary overlays, in form

_suitable for printing. Work will be coordinated with Design Engineer

in CPM Section and with Structures. .

Coordinate Design Branch input to CP&E studies and GDM/EISS. Provide
assistance to Design Engineer in CPM Section regarding structural
elements of levee and wall design. Review and revise as appropriate
preliminary design of closure structures and drainage facilities pre-
pared by CPM Section and Hydraulic Section, respectively, to Phase II
level of detail. Coordinate Design Branch portions of GDM/EISS and
Technical Appendix including text, tables, figures, graphs, and plates
and provide to Design Engineer in CPM Section, Coordinate and provide
revisions of Design Branch portions of GDM/EISS and Appendixes follow-
ing District, NPD, and public review and final submittal.

Provide assistance to Structures Section regarding elect/mech elements

of project design. Develop estimate of annual power cost for use in
preparing annual O&4M cost estimate., Prepare narrative and associated
fiqures, graphs, tables, and plates for inclusion in Technical Design
Appendix. Review and revise as necessary during District, NPD, and
public review. : ’

Funding:
FYys?

ITEM ELECT DRAFT MECH_. DB AD
1. Plan Form $ 0 $ 0 $ 0 $11.0 $ 0 S O 0
2. Cost Est/Rep 0 3.9 0 ] 0 0 0
3. Landscape Con 0 0 0.5 0 0 0 0
4., Landscape Des/Rep 0 0 2.2 0 0 0 0
5. Drafting 0 0 0 0 5.2 0 0
6. Structural/Rep 0 0 0 20.1 0 0 1.0
7. Elect/Mech/Rep —4.7 0 0 0 0 9,6 0.6

$4.7 $ 3.9 $2.7 $21.1 $5.2 $10.6 $ 1.6
Schedule:
COMPLETION
DAIE ITEM = WORK ITEM NO,
19 Dec 86 Plan Formulation 1
19 Dec 86 Landscape Concepts 3
27 Mar 87 Draft Rep to CPM 2'4'5'6'7
30 Sep 87 Report Revisions 2,4,5,6,7

10



Lessons Learned:

“ We have to be more aware of the use of time now that half of the budget
comes from local sponsors.”

11



Using a DF for a Work Request Form

The Planning Division of the Walla Walla District uses a disposition form (DA Form

- 2496) for work request forms, as shown in Exhibit 3. The routing is modified to include
routing through different offices for sign-offs before reaching the destination. The body
of the form has space provided for the work description, specification of cost codes, es-
timated cost, acknowledgment of fund allocation, and comments.

The Work Request Concurrence Form is used to respond to the work request. This short
form, shown as Exhibit 4, provides the work request name and number, the date of the
response with routing from the lead office through specific offices. Space is given for
the date the work request was received, acknowledgment for concurrence with cost es-
timates, estimated start and completion dates and comments. The work request form is
usually attached to the concurrerice form for return routing. For information about the
Walla Walla work request and concurrence forms, contact the Chief of Planning,
CENPW-PL at (509) 522-6438. h

12



Exhibit 3

DISPOSITION FORM

For use of thi form, 380 AR 34015, the proponent agency it TAGO.

AEFERENCE OR OFFICE SYMBOL SUBJECT

Wark Request -

ow 2 ~PF _3:PE-87

S-7-£7_ |
E__ Sl
{Contact) A7 P

Request No.

——— et e i o o P

_.._C'ég ;’—‘.M:Lﬂ‘é-:__% — G .A-lfé’-\— ———-M-M-_

ot v o St 0 i o S o S e S e o e e i e b T 0 D W S S T 0 e G S

-

“, ."\-.ap::

3. Eszimated Cost: >_2_5 o S

-~

. ‘ ' - . 7/_ - " —
A ,
Vi 7= |
{
1 éncl A _

CMT & Ferm /cs'ar.
/2/{/«:’/ 75

CF: (T the)
SW Form 548 (YEST)
JuL &5
1 .
fooEeaw aran Pas\-Aue ERITIONS WILL RE USED - ©..5. 5.2, CaFiTeEE5I8Y

13



WORK REGUEST C‘ONCURRENCE FORM

J ¢ 3-PF-87 )

wJUBJECT: Work Request - —_ }Aaﬂ _--CM/'IM

THRU: C, Apprajser.f Enr/Div FROM:Ch, Real Estate ___ DATE:

Task mgm (Leadv Office}

2l May 1987 ___CMT &

Pra)y Mgr

1. Date rece:ived:__l3 May 1987

Concur in eét imated cost?- Yeg_;:____No

{Contact)

2. Estimatez start date:_26 May 87 _stxmated completion date:_J3_ 1 1.__1987

& Commense:

‘W Form S46 (TEST)
L 8&

14



Lessons Learned‘:

We are not managers, but leaders; manage yourself and you will lead = .~
others.” o - SR Sl

15
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Conflict among Team Members

Steve Rothe of Omaha District has outlined several factors which contribute to conflict
among study team members, effects of conflict, and solutions to such conflict. The
study manager can strive to avoid some of the factors which lead to conflict by provid-
ing leadership, good communication and good documentation of the work effort. When
conflict among team members does occur, the leadership and communication skills of
the study manager come into play in assimilating the team effort, commumcatmg effec-
tively, and elevating irreconcilable differences.

1. FACTORS THAT CONTRIBUTE TO CONFLICT

A. Turf battles Elements don’t agree on task assign-
. ments

B. Self-preservation/kingdoms maintain staffing levels,
job series grades, budgets, stature and integrity,
provide job experience.

C. People: Tumover causing unfamiliarity with previous
guidance; abrasive or res1stant personalities; differing
'\ . backgrounds.

D. Inadequate documentation of previous work or
guidance.

E. Lack of leadership involvement. Low priority.

- F. Imperfect communication: Independent efforts; no
notification; straw man drafts; no assigned person.

G. Data: Data from one element are um'eahstlc while
another element’s data are speculative.

II. EFFECI‘S OF TEAM CONFLICT

A. Advantages _
1. Illumination of issues and resolution.
2. Process as product; spinoffs.

3. Product can be new, meaty.
~B. Disadvantages

1. Delay

90




2. Costs.
3. Communication gaps, guidance gaps.

4. Unhappy, frustrated people, buinout.

II. SOLUTIONS TO CONFLICT

A. ACE = Assimilate, Commuhicate, Elevate.

1. Assimilate the efforts and product of team mem-
bers.

a) Dig out their concerns and address them

b) Give them roles, empower them: meetings,
text, correspondence, field reviews

¢) Use negotiating skills: active listening, em-
pathy, distinguish interests from positions, use
what-ifs, compromise/concessions.

2. Communicate effectively

a) When providing drafts:

- explain it well
- hand deliver
- sit down and point out items
- be careful with straw men - introduce them
- ask substitute 1language |
- highlight changed material
- us€ passive concurrence

- - informalize some drafts; don’t look for writ-
ten comments.

b) Mutually set tasks and schedules

c¢) Provide CFs, signoffs.

d) Clear meeting agendas

e) Hold team meetings, invite to other meetings
f) Provide regular input to superiors, involve them

g) Provide alternatives for their consideration

91



3. Elevate 'it'.reconc‘il‘a?\ble differences to the decision
- makers
' a) ban trench warfare
~ b)gets pi_'ibority’ attention
¢) elicit 10%' faster decisions o
d) prepare briefing papers w1th dlffenng vxews al-
ternatlves -

| &) s send issue resol\itlen drafts to lj,lirision for con-
currence
~ Deall IRCs
; - prepare and circulate bneﬁng ‘materials

w - have and follow agendas »'

e pre-cnculate draft MFR use it at the meetlng

1\'A OTHER APPROACHES Some i may and some may not
reduce conﬂlct g L , :

A Research know the facts, rules and regs, data,
. B. Cling to the relevant, pltch the irrelevant
C. Persist - write on

o D. Challenge broaden the frontlers expand the perspec
L tives, challenge tradition and convention, challenge
authonty -

A The process ¢an be as valuable as the\groduct itself.
B Long term change can result. -

g2




. Lessons Learned:

“Respect for lﬁdividuals is‘i'elwaided by indlviduals’ best efforts.”

- 93



Compromises with a Study Team

Delays often occur when trying to complete a report on schedule. One such delay invol-
ves the cooperation of team members and higher priority work which draws team mem-
bers away from your project. One solution to this problem is a compromise. This out-
line, provided by Stuart Brehm III of New Orleans District, defines two types of com-
promise, how and when compromises occur in a reconnaissance study, how to handle
compromise situations, and how to avoid them when working with an Interdisciplinary
Planning Team (IPT). The same principles outlined here may also be brought into play
when negotiating with local sponsors and working with a study team to expedite a
feasibility study.

I. COMPROMISES

A. What is a compromise

1. "The settlement of differences by arbitration or by
consent reached by a mutual concession."

2. "To make a shameful or disreputable concession."
'B. What's the difference? :

1. The firstis a negotiétion process by which both
sides are at least partly satisfied, and the common
good is served.

2. The second is a capitulation to the other side which
may imperil your reconnaissance study.

II. HOW COMPROMISES COME INTO PLAY DURING A
RECONNAISSANCE STUDY

A. Typical compromises in the scale of the study

1. Can the area to be investigated in the reconnais-
sance study be reduced?

2. How many types of alternatives will be inves-
tigated?

3. What kinds of benefit categories will be considered?

4. Can the individual task time frames be expanded or
reduced?




5. Can the individual task costs be increased or
reduced? '

B. Typical compromises in the scope of the study
1. What level of detail is required? For example:.
a. Does F&M need soil borings’?
b. How accurate does the hydraulics have to be?
c. Do you have to have Real Estate estimates for

all the alternatives?
d. How accurate do the design cost estimates have
to be?
2. Informal Uncertainty Analysis - - Does the informa-
tion look reasonable?

3. Can the study time frame be extended or reduced?

III. WHEN COMPROMISES COME INTO PLAY IN A RECON-
NAISSANCE STUDY

A. Comprbmise situations you can expect.

1. At initial team meetings when you first propose the
plan and time frames of the reconnaissance study.

2. At the subsequent team meeting, when the tasks,
- costs and time frames are informally agreed upon.

3. When the DF that formally documents the tasks,
costs and time frames is sent to the respective ele-
ments of the team.

B. Unforeseen compromise situations.

1. When a work effort from another team member is
due and the work is either incomplete, or worse
yet, not even begun.

- 2. When inadequate work effort is delivered on time.

3. When the task is completed on the time but the
funds are not expended.

IV. WHAT TO DO WHEN COMPROMISE SITUATIONS HAP-
PEN
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A. Decide whether it’s a negotiable compromise or a
capitulation. '

B. If possible develop a fall-back position and negotiate.

C. Regardless of the outcome - document the event in a
DF. -

V HOW TO AVOID COMPROMISE SITUATIONS WITH THE
INTERDISCIPLINARY PLANNING TEAM

A. Before you begin to deal with the team, think your
.study through and evaluate areas where compromises
are likely to occur.

B. Develop your negotiation fall-back positions early on
- know what you can live with.

C. Establish a close working relationship with each
member of the team - get to know them and what
they react to.

D. Develop a "carrot and stick" approach.
1. TY‘picél "carrots". '
a. On the spot awards.
b. Certificates of appreciation.
¢. Team "quality circle” meetings off the district.
d. Field trips. ‘
e. Coffee and donuts at team meetings.

2. The "stick" - The DF - Formally document the
failure of the team member.




Lessons Learned:

“Live within the time you have Isa three month answer much different
from a six month answer?” .
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Study Management Concept

The Fort Worth District Planning Division has prepared the following documentation of
study management procedures. Direction is offered for setting up a study team as well

- as organizing and conducting a team meeting. Two keys to managing the study team

emphasized in this document are the preparation of the manager and the communication
among team members. A Monthly Status Report is used to facilitate the flow of com-
munication to team members and document team’ meeting.

Exhibit 24 illustrates this report form which is maintained in a word processing file.
The report summarizes work recently completed and work scheduled, milestones and
schedule dates, special attention items, funds, the next meeting date, and attendees of
the team meeting. The report is prepared after each team meeting and distributed to
team members, local sponsors, Branch Chiefs and the Deputy District Engineer. For
more information about the study management concept document or use of the monthly
status report, contact John Lucyshyn, CESWF-PL, at (817) 334-2185.

General.

To promote more District involvement in the performance of
studies, civil works planning studies within the District are

managed using the multi-disciplinary study team concept. Some of
the advantages of the study team concept are that it provides for:
shared control; improved communications; broadening of ex-
perience; increased involvement by assigned participants;

creativity; and generally a better product. A Monthly Status Report
is prepared and distributed following the team meeting to inform
study participants of the team meeting discussions and other per:
tment information regarding study direction.

Setting Up Study Teams.

At the onset of initiating a planning study, a Study Manager is as-
signed responsibility for insuring the investigation and reporting
documentation are performed in accordance with current planning
guidance and within assigned funding and scheduling constraints.
To implement the multi-disciplinary study team concept, the Study
Manager coordinates with the appropriate support elements of the
Planning, Engineering, Operations, and Real Estate Divisions as
well as the U.S. Fish and Wildlife Service (USFWS). The support

-
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elements are requested to appoint a representative to participate as
a team member. The team members appointed should be the

"worker bee" who is also to have the capability of making commit-
‘ments for study tasks for which their office is to be held account-

able. Typically, the study team would consist of the Study
Manager, economist, environmental planner, hydrologic and

B - hydraulics engineers, civil design engineers, realty profcssmnal

geologists and geotechnical specialists, and also a USFWS repre-
sentative. As the study progresses and/or directions change, addi-

~ tional members with the required expertise are introduced or in-

vited to selected team meetings.

With the Study team organized, more of the study responsibilities

_were distributed to the team members. However, the Study

Manager still remains the team leader and group facilitator,
provides guidance when needed and formalizes decisions reached.
An example of increased study respons1b1]1t1es might require the
team members to establish their own communications network to
maximize data exchange and input by all team members. This is a
task traditionally thought of as the responsibility of the Study
Manager.

Team Meetings/Monthly Status Reports.

Having a multi-disciplinary study team responsible for an investiga-
tion does not antomatically guarantee a successful problem-free
study. The team and study progress still need to be monitored. Ata
minimum, the Study Manager is required to conduct at least one '
team meeting per month which provides team members an avenue.

to interact on a regular basis. The mechanism used to notify team -
members of a team meeting is a master list of planning team meet-
ings distributed to applicable Division and Branch chiefs at the
beginning of each month. The Monthly Status Report which-is dis- . -
tributed directly to team membérs also contains this information.

The appropriate branch or section chiefs are responsible for the at-
tendance of their employees at team meetings and if the team mem-
ber is unavailable, an altemnative representative should attend. The
study team meetings as a rule are run by the Study Manager. Infor-
mal guidelines established for the conduct of team meetings in-
clude the followmg
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a. The Study Manager should develop an: agenda The
-Study Manager’s supervisor should not hesitate to re-
quire a written agenda for review prior to the meet-
_ ing. This is especially true for new or inexperienced
" . Study Managers. The: preparatlon of an agenda
. should not turn into a major housekeeping task;
rather, a list of key items to be covered should be suf-
" ficient. Copies of the agenda should be made avail-
able for all team part1c1pants

b. The Study Manager should review the most current
‘budget information to determine if obligations and ex-
penditures are tracking with the 2101 schedule, and if
' not, the reasons for the variance should be addressed
-+ - atthe meeting. The expenditures vs. the amount of
~ - work completed should also be dlscnssed during the
' team meeting. :

R ‘The Study Manager should 1dent1fy the i nnportant
- 'team members, based on the agenda, and see that -
they attend the meeting with suitable study materials
in hand. However, the Study Manager should not fall
+ into the habit of reminding every team member
before every meeting. Since the monthly master list
~of planning team meetings and the Monthly Status
_ Report both include the next meeting date, the team
. 77" member should be professional enough to ensure the
e reqmred attendance at hls/her own initiative.

" a. The Study Manager should start the meeting promptly
at the scheduled time. If less time is wasted, atten-
.. dance, or lack of i mterest, should become less of a
" problem. .. o

b. The Study Manager must take charge of the meetmg
.. .He/she is the one with the agenda to fulfill and it is
. his/her. responsxbﬂlty to see that the meeting ac-
complishes at least those goals. The meeting needs to
have an open and honest two-way communication.
~. One-way dialogue should be avoided; the Study
”Manager should act as a group facilitator encouraging
" and dn'ectmg the discussion among team members.

c. The Study Manager should see that discussions last as
long as necessary to clarify points but that the meet-

%
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ing dlscussmns are not unnecessmly too detailed or
- donot go, offonatangent. . .

d The following general actions should be ac-
comphshed dunng each meeting. A

(1) If new team member(s) or guest(s) are’ present,
they should be introduced by the Study Manager
and their responsibilities explained to the study

 team. Remember that the other study team mem-

* bers are also to be mtroduced to the new team
member/guest as well. SN

(2) Eaeh team member should provnde a brief oral
status report focusing on actions since the last -
team meeting. The Study Manager should check
to see if tasks ass1gned at the last meetmg were ac-

~ complished and if not, what measures have been

- taken to expedite the work. If a problem is iden- -
tified, team members should think through a solu-
tion and be prepared to make a recomthendation.
during the meetmg on an appropnate cburse of ac-
 tion.

(3) The Study Manager should make sure the goals

~ for the next month’s effort have been identified

~ and actions planned to meet those goals

(4) The Study Manager should 1dent1fy upcc)mmg
- work and milestones for the next 2-3- moniths and
" be prepared to explain the overall study schedule

&) The Study Manager should ensure thatany -, ..
. problems or actions which team members would
like to discuss are COVered

(6) To avoid mxsunderstandmgs the Study Manager ‘
should restate any commltments and techmcal
dn'ectxon for concurrence.

(7) The next month’s team meetmg should be
scheduled and announced to all of the team merh-
bers; . :

e These are the minimum items which should be

.covered; however, the. Study Manager should avoid

) covenng only these items and’ overlookmg important

1ssues which also need to be dlscussed
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3.After the meeting:
a. Prior to the preparation of the Monthly Status Report,
ad hoc meetings should be setup and held to clarify
discussions/commitments made during the meeting.

b. The Monthly Status Report should be prepared by the
Study Manager and distributed to the team members,
guests, and the local sponsor no later than one week
after the team meeting. The Monthly Status Report

- should include discussion of work completed the pre-
vious month, work scheduled for the following
month, a milestone/schedule summary, special items
requiring attention, funds data, and the next
scheduled team meeting. If possible, the Monthly
Status Report should be limited to one page to allow
for quick scanning by all parties. In the Fort Worth
District, copies of the Monthly Status Report are also
provided to Chief Planning Division, Deputy DE, and
the team members’ supervisor to keep them informed
on the status of studies. Examples of a Monthly
Status Report prepared for an ongoing project in the
District are attached as Exhibit 24. :

¢. Follow-up commitments made at the team meeting.

Conclusions.

The multi-disciplinary study team concept is a good one, generally

resulting in a better overall product. However, the study team con-
cept can be enhanced by conducting effective monthly meetings

- and by documenting study progress via a Monthly Status Report.

The monthly meetings and reports can also provide the DE an _
avenue to become more closely involved in the development of
your project(s). At the Fort Worth District, the DE plans to attend
one monthly team meeting, every quarter, for each study in plan-
ning division.
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Exhibit 24

=
MONTHLY STATUS REPORT
"F-’ THE P"‘N"'-‘ [ Ht’-‘oR"“-

STUDY MAME: DALLAS FLOGDWAY . - FROJECT MAMAESS
21

LUCYSHYN
MEETINE DATE: 22 MAR 88 EXTEMNSION: 4-2

18S

WoeK COMPLETED LAST MONTH:
ETUDY INITIATION LETTER SENT TO CITY OF DALLAS 16 MAR £3. PL-R  IN{TI-
3 COCRDINATION WITH DALLAS DPW AND HAS SCHEDULED A MEETIME FIR S APR  SE.
ZR  REVIEW CF EXISTING HMYDROLCGIC CATA, DECISION WAS MADE Tii UTILIZIE THE
3 EXIETING CONMDITIOMS DATA AND FOR REFRESEMTING THE WITHOUT PROJECT Fu-
TRE CONDITIONS ASSUME THE REIS COMPUSITE FUTURE DEVELGPMENT SCSNARIC TG  RBE
it EFFECT. WITH REBARD TO THE HYDRAULICS MUOEL THE LECISION WS MADE TO uss
THE  CORRESPONDING REIS HYDRAULICS MODELS WITH THE ONLY CHANGES BEING THAT
7 ILGE SUPFER-STRUCTURES NEED TJ EE MODELED: [N THIS RESARD EXISTING BRIDGE
LATA IN CESWF WAS GATHERED AMD IN CASES WHERE INFORMATION WAS LACKING, RE-
GLEST WAS MADE FOR THE DATA FROM THE DALLAS DFW. WITH RESARD TJ LEVEE FaIL-
LURES, A DECISION WAS MADE TO CONSIDER THE OCCURRENCE OF LEVEE * FAILURE AT
OME  FSOT BELOW THE EXISTING LEVEE CREST ELEVATION. STUDY SCHEDULES aND
MONETARY CONSTRAINTS WERE ALSO REVIEWED.

WORK SCHEDULED FOR MEXT MONTH:
FL-B TO MEET WITH THE NTCGS OM 30 MAR S3 AND DALLAS DFW ON 8 APR €8.

PL-B SCHEDULE AND HOLD CIVIL WORKS PLANNING ACTION TEAM MEETING. ED-HD TO
COCE’ IN NEW BRIDGE DATA AS SCON AS DATA IS OBTAINED. BASED GN REIS DATA AND
EXPERTENCE ~ED-HD IS TO IDENTIFY LEVEE SECTIONS WITH GREATEST FOTENTIAL FOR
FAILURE. PL-RE TO COMPUTE STORAGE ¥YS. ELEVATION. RELATICNSHIF FOR AREAS RE-
HIND THE WEST., EaST AND NORTHWEST LEVEES. ED-HH TO DETERMIME FREQUENCY AT
WHICH LEVEE FATLURE WOULLD OCCUR UMDER THE CSMPOSITE FUTWRE DEVELIRMENT SCE-
NARIGD. ED-HH RLE0 WILL REFINE THE MIDELE ROUTING REACH THROUGH THE PROJECT
RREA  TD ALLOW FOR THE EVALUATION OF AN INCREASE IN VALLEY STORASE WHEN THE
LEVEES Falil.. ED-GD TO INITIATE COORDINATION WITH THE L.EVEE DISTRICT TO 0B--
TAIN EXISTING LEVEE CRE3T SURVEYS AND RECORDS OR  DATA  FERTAINING 7O
FPERFORMED/SCHEDULED MAINTENANCE OF THE FLOGDWAY. ED-BD IS ALSGC TO RESEARCH
AMNUAL INSPECTION REPORTS TO ESTABLISH AN OVERALL VIEW OF THE CURRENT CONDI-
TION OF THE FLCODWAY. PL-RC TO INITIATE COORDINATION WITH STATE HISTORIC
FRESERVATION CFFICER AND TEXAS ARCHEOLGOGICAL RESEARCH LAR.

HILESTONE/SCHEDULE. SUMMARY =
COMPLETE RECOMMAISSANCE REFORT: FEB 39

{NMVERIM W'LE;IUNtS COMPLETE EXISTING CONDITIOMS/ PROBLEM ID sJUN €8

u

A
2}
R

T
&
£
s
[

~ INVESTIGATE/DEVELIP ALTERMATIVES tNOV 88
- EVALUATE ALTERMATIVES . sDEC 38
- REFZRT PREFARATION : :FEB 8%

- PEELIM. SIGPE OF SERVICSIE FOR FEAS. STDY:FES 89
ITEMS REQUIRING ATTENTION:
FUNDS: THRU

OSLIGATIONS  EXPENDITURES OBLIGATION BALANCES
scH 30 ‘ R PROJECT TOTAL
ACT PO R OSLIGATIONS TO DATE
S UNOBLIGATED BALANCE
NEXT STUDY TEAM MESTING: -2 AFf Si. 1
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Exhibit 24 (continued)

_Ext.. .. . _Attended ().

TLUCYSHYN: 7 4-218% : %
SHAW ; . %
= NEWMAN
SHELTON
MCRBAN  °
Cloud =
MAYFIELD

CESWF-ED-HH
.. CESWF-ED=GR
- CESWF-Fi

B e

0PY._FUR
CESWF~DE"
_CESWF-DD
CESWF-PL
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Quarterly Report on Study Progress:

Rex Phillips of Wilmington District offers this suggestion for obtaining information
from study team members for use in quarterly stody progress reports. Each team mem-
ber is asked to use a reporting format to prepare nine responses in regard to the quarter-
ly work effort for a given study. The responses include: accomplishments, results, find- -
ings, problems with study, problems with progress, projected work for next quarter,
input needed, study direction, and documentation. The responses from each team mem-
ber are then collected by the study manager for distribution to each team member. The
responses are also synthesized for use in the quarterly study progress report Two ex-
amples of responses from team members shown here. - v

RESPONSES

HYDROLOGY AND HYDRAULICS

1. ACCOMPLISHMENTS. Stream surveys (cross sections-and
bridges) were completed between April and July. The back-
water model has been set up, but it has not been calibrated and
verified. Since gage data is quite limited, a lot of assumptions
will be necessary for calibration.

2 RESULTS. Don’t know anymore about H&H than in June.
The June status report is still good; i.e. 4 months behind
schedule, and sees little potential for a justifiable project be-

~ cause no urban areas in the flood plains. The June report also
indicated that reservoir sizing, critical to design and cost work,
will be a goal for completion by the end of December.

3. FINDINGS. No products prepared for others. |

4 PROBLEMS WITH STUDY. No real complications except
lack of historical data may become a problem in backwater
model verification.

5.PROBLEMS WITH PROGRESS. No; did not complete all

~ schedule work. Surveys had a late start (April). Survey results
had to precede all hydraulics work. Frequency studies,
scheduled complete, are about 50% complete. Delays were
caused by more work than expected on other projects (most-

ly Charity-2 people on it all year; also Crabtree start, Buck-
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horn start, Coharies completion -except for appendix writeup, and Falls
Lake subimpoundment start-due complete in Sept 85).

6.PROJECTED WORK 1ST QUARTER FY 86. Backwater model
verification and water surface profiles complete- 1 month - $6,000 and
existing frequency analysis completed- 1 month - $6,000. (study

- manager note-June report also included reservoir sizing and develop-
ment. It would be helpful if that can also be completed during first
quarter )

7.INPUT NEEDED. Nothing for first quarter. Water supply demands
(needs evaluation) for later. Water supply needs evaluation from plan-
ning is required to do flow duration (mass duration yield), or water
storage 'in reservoir to sausfy the need (yield analysis) by HEC-5

program. N

8.STUDY DIRECTION. Based on field observation, not a lot of flood
control benefit potential, but this is for economics to say. No problems
in developing any suggested sites from H&H perspective. None of the
sites are controlling that much of basin drainage area. Less than 10% of
the basin is controlled with all three sites. Sites near headwaters.

9.DOCUMENTATION. The only work done in FY 85 was data collec-

tion, results not available. No documentation for the report.

ECONOMIC AND SOCIAL ANALYSIS

1. ACCOMPLISHMENTS. Flood daniages have been refined since last
year’s report. The information given for the June status report is still up
to date for existing condition. No work since June.

2. RESULTS. Most potential flood control benefits are pretty much on
Marshville and Mount Pleasant sites; however, would depend on cost
estimates as to which is most feasible. Slightly more damages at Mount
Pleasant, but not enough more to make any difference.

3. FINDINGS. Marshville and Mount Pleasant are best of the three sites
from perspective of flood control benefits.
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4. PROBLEMS WITH STUDY. Limited need for flood control; -

flood control need is minimal.

5. PROBLEMS WITH PROGRESS. Did not complete all
scheduled work. Average annual benefits were not completed be-
cause improved conditions hydraulics were not available.

6. PROJECT WORK 1ST QUARTER FY 86. Refine recreational

analyses for 3 sites with Master Planning. Will mostly concentrate
on Marshville and Mount Pleasant. Also re-evaluate Cox Mill and
Coddle Creek recreation benefits to more reasonable scenario; i.e.,

- poor water quality at Cox Mill, Coddle Creek site preempted by
local government site development. Information on Cox Mill and
Coddle Creek will be used in final report.

7. INPUT NEEDED. In order to compute benefits, need hydraulics
results (profiles) for improved conditions.

. 8. STUDY DIRECTION. Nowhere except providing water supply

information to local interests. Documentation at this moment is
that flood damages don’t seem to support anything so costly as
reservoirs. -

- 9. DOCUMENTATION. June report average annual damages-

Mount Pleasant, $60,000.; Marshville, $50,000.; and Lambert,
$20,000.
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WORKING WITH LOCAL SPONSORS

Cost-sharing with local sponsors is a new aspect of the study manager’s responsibilities.
Cooperation with the local sponsor is critical to the success of the study, and the study
manager is called upon as negotiator of the feasibility cost-sharing agreement and is
_often involved with the local cooperation agreement. Working in partnership with non-
Federal sponsors requires cooperation in the planning and funding of studies as well as
additional reporting of progress and expenditures. The study manager serves as an
educator, negotiator, and facilitator. These roles stress the communication and leader-
Shlp skills of the study manager. This section offers some lessons leamed in cost shar-
ing with the local sponsor.

The first three tools focus on communicating with a local sponsor based on personal ob-
servations and experiences. Two items are included on presenting financial data and the

status of a study to the sponsor. The last tool is a list of personal observations presented

in the form of lessons leamed in cost shanng
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Making Cost Shared Studies Work

Here are four rules for making cost shared studies work from Tyrae Roelofs of
Anchorage District. Emphasis is placed on the study manager as an educator,
negotiator, manager and a professional.

RULE #1 EDUCATE THE NON-FEDERAL SPONSOR

« Discuss the entire process through to construction and highlight critical time lap-
ses. E

» Review sensitivity of B/C ratio.

« Discuss project features subject to change (e.g. channel depths) and project alter-
natives.

« Discuss relevant legislation, ER’s, EC’s.
 Use pamphlets to explain Corps services.
RULE #2 NEGOTIATE IN EARNEST —

/”/." .
« Develop a Corps Team, inform technical sections that a.sponsor is involved and
that work effort is accountable to a possible andit.

» The two teams meet, have technical sections meet with sponsor’s consultants.
« Negotiate a contract, include time and money for LCA development.
RULE #3 REPRESENT THE GOVERNMENT

» Maintain professional stature, the study manager is first a Corps team member
and second a supporter of the local sponsor. Tell the sponsor a professxonal job -
will be done even if an individual team member is causing problems.

« Don’t criticize the Corps in front of the local sponsor.

» 50/50 concept, explain to sponsor why costs change; find the ﬂexxblhty within
Corps regulations to meet the needs of the sponsor.

. Record—keepmg, bneﬂy document calls and conversation with date, persons and
key words and take minutes at meetings.

RULE #4 USE A COMPUTERIZED MANAGEMENT PROGRAM

+ Develop the FCSA, show sponsor and Corps split of time and funds for tasks main-
taining 50/50 split.

» Monitor Expenditures, use separate cost codes for sponsor and Corps funds.

» Have control within the system rather than let cost overruns occur.

+
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Roles of a Study Manager in Working with Local Sponsors

Bahiyyah Pasha of San Francisco Disﬁict suggests that the role of the study manager
should be flexible when interacting with local sponsors. She has identified the follow-
ing study manager roles:

« The Study manager serves as a teacher to the local sponsor. He or she must know
the Corps regulations and procedures and inform the sponsor.

» The study manager serves as a facilitator of the Corps process, cost sharing,
evaluation criteria, the local sponsor’s sharing of ideas and of the local acceptance
of a plan. .

« The study manager serves as a partner, sharing, collaborating and maintaining
good communication with local sponsors.

« The roles of a study manager change with the experience of local sponsors in
working with the Corps and change through the phases of the planning process.

Tips for Communicating with the Sponsor

Ada Squires of Sacramento district suggests that good communication is a key in work-

- ing with local sponsors. Problems may arise due to differing perspectives, unfamiliarity

with Corps processes and jargon, and the time and travel funds required for coordina-
tion, The following tips for communicating with sponsors may be useful to the study
manager whether conducting a public meeting, working on plan formulation, negotiat-
ing an FCSA, or coordinating with a sponsor on the management of study funds.

« Listen carefully & repeat back what you think you hear.
» Always keep in mind that the sponsor is speaking from the local perspective.
» Explain your organization & have the sponsor explain theirs.

« Talk about your boss not the branch chief. Talk about your boss’s boss not the
planning division chief.

« Explain the military role in the Corps & how it impacts the sponsor when the DE
‘rotates every three years.

« Don’t use acronyms - use the whole term and define it.
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Explain the planning process - do it often and keep it simple.
Combine meetings and use conference calls to reduce coordination costs and time.

Initial public meetings are a good place to mmally estabhsh rapport and credrbrlrty
with the sponsor.

The sponsor uses the reconnaissance report as thelr decrsxon makmg document.
- Be forewamed and beware.

« Local cost sharing works better when costs are evenly divided among multiple

local sponsors but don't include a sponsor who doesn’t receive 1dent1frable
benefits. - :

Sponsors are lookmg at regronal beneﬁts not national benefits.

The final public meeting is used by sponsors to measure polmcal support and op-

~ position.

Sponsors like to get involv‘ed in‘Corps’ meetings, workshops and IRC’

FCSA model contract is one-srded in favor of the Corps Understand their gripes
even if you can’t do much about it. . :

Sponsor will want to do 25% in-kind when they see what our indirect and over-
head are.

Sponsor needs assistance in documenting their indirect and overhead.

With multiple sponsors make clear everything’s 50-50 - Corps still has 1/2 the -
say.

Multiple sponsors have highty dxversxfred interests so coordlnatlon and formula-
tion becomes very complex.

Communicate well and coordinate often.
Working as a team with the sponsor produces a better product.

Sponsors and especially politicians are more likely to support vendables such as
water supply. Flood control, based on a 1% probability of occurrence, doesn’t
have strong support unless it affects development, i.e. money. Be prepared to
deal with that attitude.

Have an original FCSA signed for each sponsor.
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- Data for Scope of Studies

In the Seattle District, a set of tables is usually included in the Scope of Studies (SOS)
for use in negotiating with local sponsors. The tables present a summary of feasibility
phase cost estimates by activity, the allocation of cost estimates by fiscal year, a detailed
study cost estimate, and a glossary of office and agency symbols. The data used in the
SOS tables are generated by a program developed by the Sacramento District which al- -
lows the tracking of Federal and non-Federal funds (see the description of the Fund
Management Report). .

Exhibit 25 shows an example of the summary feasibility phase cost estimate for the
scope of studies. This table uses the PB-6 sub-accounts to display the cost apportion-

" ment. Costs are broken down into Corps’ in-house costs, contract costs, and in-kind ser-

vices. Contingency costs are included after the costs are subtotalled. Allocation of the in- .
house, contract, and in-kind cost estimates are shown by fiscal year in the next table as
illustrated in Exhibit 26. Greater detail of the cost estimates for the feasibility phase is
provided in a subsequent table (see Exhibit 27). The detailed study cost estimates are
again by PB-6 sub-accounts and include a brief description of the work item and tasks,
references to engineering regulations (ER) and engineering circulars (EC), estimated .
work days and rates, and assigned responsibilities. For more information on the prepara-
tion of these tables for the scope of studies, contact Steven Babcock of Seattle District,
CENPS, at (206) 764-3651.
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Exhibit 25

TABLE 1
SUMMARY FEASIBILITY PHASE COST ESTIMATE FOR SCOPE OF STUDIES
OLYMPIA HARBOR, WASHINGTON, NAVIGATION IMPROVEMENT STUDY

Feasibility Phase Cost Apportionment

Program Corps of Engineers Contracts In-Kind Total
Subaccount In-House 1/ & Misc. Services 2/ Cost
.01 $ 3,315 $ 900 $ 1,700 $ 5,915
.02 : 2,248 0 2,000 4,248
.03 1,626 0 0 1,626
.04 3,252 0 o 3,252
.05 74,717 212,000 0 - 286,717
.06 0 20,250 0 20,250
.07 30,348 11,920 1,420 . 43,688
.08 0 0 o 0
.09 0 0 0 0
.10 19,825 61,425 0 81,250
1 32,758 3,000 17,772 53,530
.12 10,615 ’ 0 0 10,615
.13 99,998 1,830 25,086 126,912
16 16,899 0 7,745 24,644
.15 34,491 17,296 9,442 61,229
.33 3/ 70,624 0 0 70,624
STUDY SUBTOTAL $400,716 $328,621 ' $65,163 $794,500
Review Contingency 4/ _ 19,750 0 *- 19,750 39,500
TOTAL ESTIMATE $420,466 $328,621 $84,913 $834,000

1/ Corps of Engineers indirect costs, calculated at 49 percent of direct
labor, is included for program subaccounts (.01) through (.15).

2/ Includes Port of Olympia indirect costs (30 percent of direct labor) and
overhead costs (25 percent of direct labor).

3/ Corps of Engineers overhead is 31.88 percent of direct labor, applicable
to program subaccounts (,01) through (.15).

4/ Review contingency (5 percent of feasibility study cost estimate).
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Exhibit 26

TABLE 2
ALLOCATION OF FEASIBILITY PHASE STUDY COST ESTIMATE BY FISCAL YEAR
OLYMPIA HARBOR, WASHINGTON, NAVIGATION IMPROVEMENT STUDY

Program GOVERNMENT FISCAL YEAR 1/

Subaccount 1988 1989 1950 1591 Total 2/
.01 $ 0 $1,365 $ 975 & 975§ 3,35
0 [400] [s00) 0 (900}

0 (500) 0 (1,200 (1,700

.02 0 0o 2,248 0 2,248
0 0 (2,000} 0 {2,000

.03 0 0 1,626 0 1,626
.04 0 0 3,252 0 3,252
.05 13,827. 20,412 34,211 6,267 74,717
[95,000) {92,000]) {25,000} 0 {212,000}

.06 (1,875] (2,250] [12,625]  [4,500] [20,250)
.07 0 ' 10,678 . 17,984 1,686 30,348
0 [10,000] (1,920} 0 [11,920)

0 (1,420) 0 0 (1,420)

.08 - 0 0 0 0 0
.09 0 0 0 0 0
.10 14,335 3,965 915 610 . 19,825
(61,425] 0 0 0 [61,425)

.11 1,043 13,261 16,134 2,320 32,758
0 (3,000] 0 0. [3,000]
0 (17,772) 0 0 €17,772)

.12 1,290 580 . 7,295 1,450 10,615
.13 20,095 23,37 39,923 16,609 99,998
[325) [440] - (840} [225]) (1,830}
(2,571} (9,568) (9,684) (3,261}  (25,084)

24 0 16,899 0 0 16,899
0 (7,745) 0 0 (7,745)

-

1/ Government fiscal year is October 1 through September 30

2/ KEY: $3,315 Corps of Engineers in-house work
{900] Corps of Engineers contracts & miscellaneous
{1,700} Port of Olympis in-kind services
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T ExhIDIt 27

T ~TABLE & o
DETAILED STUDY COST ESTIMATE FOR FEASIBILITY PHASE
OLYMPIA HARBOR, WASHINGTON, NAVIGATION IMPROVEMENT STUDY
: Responsible
Program Subaccount and Study Work Item " Element - . - Cost 1/

.01 PUBLIC INVOLVEMENT. The public imvolvement program will itclude one formal public
meeting at the end of the study, one public workshop, and two informational documents (to
be distributed to agencies, interested organizations and the general public). Costs shown
below exclude allowances for associated effort of study management personnel which

are covered under program subaccount (,13). References: ER 1105-2-30 and EC 1105-2-35,

a. .Public Workshop.

1. Prepare and mail public workshop notice, prepare vxsu:l a1dl and handout
materials, and coordinate preparation of meeting record.

7 mnn-days @ $195 v - - EP=PF-— - $1,365
2. Audio-visual and other meeting,ggpport, iyc%uqing meeting place rental.
In-kind services o L PORT [$500)
3. Printing of meeting notic;'a;& ﬁéndéut materi;l. '

Contracé ) ($400)

b. Public Meeting.

1. Prepare and mail public meeting notice, prepare visual aids and _handout
materials, and coordxnate preparation of meeting record.

10 man-days @ $195 v EP-PF $1,950

Z.A Audlo-vxsual and other qeetxng aupport, Lucludlng leetxng room rental lnd
recording, transcribing and- ed1t1ng ‘of meeting record. -

In~kind services » PORT [$1,200)
3. Printing of meeting‘notice and handout material.

Contract GPO [$500]

PUBLIC INVOLVEMENT SUBTOTAL _ . $5,915

.02. INSTITUTIONAL STUDIES. This subaccount includes the determination of financial and
legal arrangements required to implement alternative and recommended plans.

1/ Costs shown in brackets are total cost for work item. All other costs include only
" direct labor plus 49 percent Corps of Engineers indirect. .
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Reporting Study Costs to Local Sponsors

The Southwestem Division has developed a procedure for reporting the current status -
of a study to local sponsors. The reports are prepared quarterly and distributed to each
sponsor of the study. The reports include the latest information on the following items:

Study name

Sponsor’s name

Date of agreement

Sponsor’s representative

Corps’ point of contact

Sponsor’s requirements

Summarized financial data

Reasons for changes in estimated costs
Status of escrow account (if used) |
Anticipated additional requirements
Status of study | -
Scheduled activities for next quarter

Other information

For more information on the preparation or use of the r_‘e‘port, contdct Larry Newbolt of
Southwestern Division, CESWD-PL, at (214) 767-2308.
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Working with the,_._Puinc e

~ "Public involvement involves conductmg meetings, workshops, public speaking, and
.workmg thh the local news media. Commumcatlon skn]ls are nnportant especmlly

standable by the general-public. Good commumcanon leads to pubhc understanding, *
trust, and mutual cooperation. Key phrases for public involvement are: "Be prepared”
and "Be professional." Being prepared includes knowing one’s audience; ‘materials, and

equipment. Bemg professxonal mvolves an' atntude of prov1d1ng a service to the cus- .
tomer. «i- ¢ 3 w : g L “

This sectlon begms w1th a checklist: to orgamze and track tasks m preparat n53?for pubhc

‘tions. The key words here are be prepared and be confident. Two dlffercnt tools are
provided for documenting attendees of a meeting, one of which also serves to organize
presenters. An extensive list of do’s and don’ts for speaking with the new media offers
many helpful hmts The section ends with some thoughts on the use of ‘a public involve-
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s1ble -for: each task and when thc task shy ,uld be rmed in days pnor to the meetmg
Space is prov1ded to note target-and actual dates for each task Thus the checklist.can
be used for tracking the completion of tasks by the action group members. More infor-
mation about the use of the checklist can be obtained from the Memphis District Plan-
mng Chlef CELMM at (901)*521-361_& v
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Appendix
MDR 1135-1-1 )
Memphis District Checklist for Public Hearings/Meetings
: Name of Responsible Office Milestones Target Completion
Action and Person (Days) Date ; Date .
1. Inform DE and OAS of Proponent Div Chief ASAP
need for public meeting/
hearing.
2. Deteruine requirements Div Project Ofcr D-65
and availability of DE '
to chair meeting.
3. Hold initial DDE . ' 60
coordination meeting. :
— ) . Q
n 4. Suggest date, time, Div Project Ofcr 47 =
location, and meeting E
site, ]
5. Confirm #4. DDE 45 g
6. Inspect meeting room and OAS = . 40
. prepare layout plans.
7. Prepare public notice Div Project Ofcr : ‘ *34
and coordinate printing
with OAS.
8. Prepare pl.:eu release. PAO 34
9. Notify congressional Exec Asst 34
interests. - :
10. Coordinate actioms with Div Project Ofcer _ - 3o
area enginzer.
% Printing contract requirements may
require longer lead ‘time.




ecl

11

12

Release and distribute
public notice to generasl

~ public.

-

13.

14.

15.-

16.

17

18
19

20

21

.

.

.

Initial press release to
accompany public notice
to medias.

Coordinate information
for text (PAQ) and
visual aides (0AS).

Begin preparation of
visual aids.

Brief DE on project and
determine photographic
requirements (to be-
attended by DDE, PAO, OAS,
Exec Asst, Div Chief).

Transportation and motel
resexrvations,

Group revievs text and
visual aids for content
and accuracy.

Second press release.
Group revievs final
remarks snd visual
aids. -

Pre-bfief local interest

groups and congressional

aides.

Compilation of handouts.

Div Project Ofcr

PAO

Div Project Ofer

0AS

Div Project Ofcr

OAS

Div Project Ofcr

PAO

Div Project Ofcr

Exec Ofcr

PAO

30

30

- 30

25

25

21

15

10

(penupuoo) gz uaiux3a




22. Press relesse to be PAO 5
handed out at meeting.

23. Aspure all AV equipsent 0AS ‘ 5
fully operationalj
gather registration
equipment (cards, tape,
pencils, sigus).

264. Finsl rehearsal and DDE . 2
' coordination meeting.

25. Set up all AV and OAS 0 ;(n

registration equipment at : -4

.site. Run thru all slide g

-t trays and operate all b
8 equipment including mikes. g
: o

26. Supervise registration; PAO : 0 Q

sort cards into will/will a

.not make a statement S

" categories. §

27. Provide copies of PAO 0 ~

. presentation to media;
insure questions are

- ansvered,
28. Write thank you letters, Div Project Ofcr +5
' as appropriate. )
29. Prepare tfan-c__ript- vhere Div Project Ofcr +7
~ appropriate. :
30. Distribute transcript Div Project Ofcr +7

_vhere appropriate.
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A Public Meeting Manual

Guidance on the preparation for public meetings, hearings and workshops was

~ developed for all Seattle District elements and documented in the early 1980’s. Thus a

fairly involved system was developed to prepare for a public meeting. In order to in-
form new study managers of this system the Public Meeting Manual was drafted.

The Public Meeting Manual can  be used effectively, particularly by new or inex-
perienced personnel, to help identify the work items required for workshops, as well as
hearings and meetings. The Manual is organized into a week by week account of tasks
that need to be accomplished prior to a meeting as outlined below. Eight weeks is con-
sidered the minimum practical time required to plan, arrange, and conduct a formal
public meeting. The manual can be used for less involved meetings, hearings, and
workshops by deleting unnecessary items and compressing the schedule accordingly.
Anyone who would like a copy of the manual should contact Steven Foster, Seattle Dis-
trict, CENPS-EP-PF, (206) 764-3604

1. WEEK ONE:

o Draft report/EIS to GPO - once Corps review of the draft report is
completed, it can be sent to GPO for printing. Preparation for the
final public meeting can then begin.

o Draft report/EIS mailing list - prepare list of report recipients
« Meeting date - coordinate with affected persons
« Meeting location - familiar place that meets your needs

» Public brochure/meefﬁxg notice - information for public to read
* before coming to meeting

« Brochure/notice mailing list - should go to affected/interested
"publics"

2. WEEK TWO:
« Draft report/EIS labels/hstmg - mailing labels for report
"« ‘Brochure/notice labels/hstmg - mailing labcls for notice

o Meeting room laybut/setup - visit meeting placé to obtain informa-
tion necessary to plan set up and meeting program

« Draft report/EIS letters - letters formally distributing report for
public review :

- New release - Public Affairs Office can develop from the draft -
brochure/notice

1
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7

3. WEEK THREE:

« Print brochure/notice -

. Speech presentation - prepared remarks for both the District En-

gineer (usually presides at final public meetings) and the study
manager '

4. WEEK FOUR:

Confirm meetmg location - formal confirmation of anangements by
letter -

Brochure/noticé mailing - mail at least thirty days before meeting

Presentation graphics - slides, charts, or viewgraphs designéd to
coincide with DE and study manager presentatlons

Meeting signs/charts - administrative signs for meetmgs room -

5. WEEK FIVE:

Schedule District Engineer pre-meetmg briefing - confirm with
briefing packet '

Meeting personncl - identify specific individuals needed to conduct
meeting

‘Checklist - develop list of items to monitor

Reserve/rent eqmpment aud10-v1sual equlpment and services need
to be scheduled and reserved

6. WEEK SIX:
« Court recorder - must be scheduled 1f a verbatim transcript is re-

quired

« Tour of stndy area - set up tour/meeting with local sponsor for Dis-

trict Engineer

. Reserve vehicles
7. WEEK SEVEN:

~ « District Engineer briefing - discussion of meeting arrangements and

dry-run of meeting presentations with graphics

« Prepare travel and overtime requests

« Make hotel and restaurant reservations
8. WEEK EIGHT:

« Presentations and graphics - complete any revisions required after

District Engineer briefing
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Gather meeting materials

Confirm court reporter
Confirm vehicles \

Confirm tour arrangements

v + Confirm reservations
9. DAY OF PUBLIC MEETING:
» Loading vehicles
» Departure

/ -
Managing Public Involvement

Richard Astrack, of the St. Louis District, and consultants, Nancy Baumann and Gerry
Reynolds, completed an extensive review of current public mvolvement methods and
practices. Their work is summarized as follows:

When developing any public involvement program, it is critical to carefully
assess each technique being used, focusing on its purpose and expectations.
A method which has proved successful in one public involvement program
may not be successful in another. Flexibility is the key to developing any
type of public involvement program. : :

The selection of methods to involve the public actively in a study is based
on such factors as 1) the public involvement objectives; 2) the study his-
tory; 3) the study area characteristics; 4) preliminary and potential
problems, 5) costs; and 6) scheduling. Below is a list of techmques that
were appraxsed for use when mvolvmg the public. '

Booth/dlsplay

Charrette

.szen s commlttees

Citizen and technical review panel
Computer based techniques

~ Contest
- Delphi ,
Fact sheet (pubhc mformatlon newsletter)

1
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Field office
Fishbowl planning process
Hot line (800)
- Identify influentials (issue specific reputauonal survey)
Interviews
Mailing list
Newspaper, radio, and TV advertisement
Ombudsman/community advocate
Participatory television (QUBE)/radro
Presentation
Press release
Public hearing
Public meeting
Public service announcement
Reports and brochures
Role playing
Snnulatron game
 Site visit - self gtuded tour
Small group
~ Speakers’ bureau
~ Survey (questronnalre)
Task force ,
Technical assistance
Training program for citizens
Workshops o
Although there is no standard formula for developing public involvement
programs, public involvement experiences have provided the following
guidelines for developing an effective public involvement program

1. Efforts should be made to inform the affected, concered, and inter-
ested publics of study activities. If the public does not know of the invol-
‘vement opportunities, they will not participate. This can result in false rep-
resentation of public preferences. :

2. Conflict reduction should be considered a major element in any resour-
ces planning effort. Consensus is the key to successful planning, and plan-
ning efficiency is directly related to the degree of conflicts.
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3. Directly related to conflict reduction, the public should be involved in
the initial stage of the planning process, or at the earliest possible moment.
Absence of this early involvement negates full participation and additional
conflicts could result as the study progresses. :

4. Mutual confidence and respect must be developed and nurtured between
the planning agency and the public. A lack of public confidence in the lead
agency, especially relating to skepticism over input effectiveness, can

result in low public response to involvement efforts.

5. Provisions should be made for interaction among differing resource
users. The development and implementation of an effective public involve-
ment plan depend on the resource user’s ability to learn and understand the

others’ goals and problems and collectively recognize the need for a solu-
tion.

6. The public involvement techniques selected and applied should match
the goals and objectives of the public involvement program. This guideline
cannot be overemphasized. :

Following these guidelines does not guarantee an effective and successful
public involvement program; however, their exclusion in the program
development could result in an unsuccessful program. For more informa-
tion about this review of public involvement, contact Richard Astrack of
St. Louis District, CELMS, at (314) 263-5600.

Preparation For Public Meeting and Workshops

William Spychalla of St. Paul District offers these tips on bemg prepared for public
meetings.

Every public meeting or workshop that you hold should have a _spécific ob-
jective. How you prepare for that meeting or workshop can affect how well
you will meet your objective.

I AUDIENCE
» Identify who your audience is

+ Respect your andience
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II. MATERIAL

« Know your material

Prepare your material well

*

Present your material in a complete, concise and professional man-
ner o

Have a professional attitude

Practice your presentatidn

Remain calm under pressure

III VISUAL AIDS
« Good visual aids are essential
« Type of visual aid can be very important

'« Format and level of detail is important; keep it as simple as pos-
sible

« Watch for adverse reactions to expensive visual aids

IV. FACILITIES

« Arrange for appropriate facilities; this includes checking out the
facilities in advance '

« Be prepared for equipment failures and for changes in presenta-
tion format ‘

-« Know how to operate equipment; can you change a projector bulb
in 30 seconds and continue with your presentation?
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Attendees Roster

The form shown in Exhibit 29 can be used at any meeting, whether a public involve-

~ment meeting or a study team meeting. It provides more organization than simply pass-

ing a notepad around the room for people to sign. If used in public, the form can be
modified so that the space for "office" reads "address/office."

Exhibit 29
ATTENDEES ROSTER
SUBJECT: '
LOCAT1ON: _ DATE: | |
NAME : OFF I CE . TELEPHONE NUMBEFR
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Less«ms,_Learned:

« Besincere
- Be brief
.** Be seated
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30 people::

Attendance Form

The Ohio River Division uses a form to register attendees at public theetings. This form
(ORD form 731) records the name and address of the participant, whether the in-
dividual represents any organization or agency, and whéther an oral or written state-
ment will be presented. Not only is a list of participants and groups recorded with this’
form but organizers of the meeting can get an idea of the number of presentations to-ex-
pect and.plan‘accordingly. A statement of the Privacy Act is printed on the back side of
each card. The form is shown in Exhibit 30; -

In addition to the attendance card, there is a standardized format for public meetings, -
The format consists of a welcoming statement, introduction, Corps presentation, public
statements, questions and discussions, and the summary and closing remarks.

The welcoming statement includes a self introduction of the speaker, a statement of pur-
pose of the meeting, an announcement of smoking regulations, the:introduction of .
Corps personnel; and a self introduction of participants if there'are-not more '

The introduction consists of a statement regarding the purpose of the stu y he cuf--
rent status of the study. At this point, thie purpose of the meeting is restated in‘detail, in-
cluding a statement of what the Corps needs from the public at this point in time, The
Jpurposes of the attendance cards (ORD form 731)are discussed (to have an accurate
record of persons and groups in attendance and to indicate those who wish make a state-
mient). The transcriber of the proceedings is introduced as is the person doing the Corps
presentation. |

Following the Corps pres;éntaﬁonwreggfdmg* the study; the purpose of the meeting is
reiterated. Statements are then taken as noted on the attendance cards, followed by any
additional statements. The floor is then opened for comments and discussion. Summary

remarks include thanking the participants for their comments and announcing when and
where to.submit written statements.
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REGISTERED ~"?‘1TTENDANCE AT °UBI.IC MEETINGS

~ (PRIVACY ACT STATEMENT ON REVERSE).
NAME AND MAILING ADDRESS-

WILL BE USED T0 NOTIFY YOU
| OF FUTURE ACTIONS AND TO
- DETERMINE WHO WISHES TO
RESENT STATEMENTS.

DO YOU vmn 1o man AN OIAL wuon ARE vou unmmmm

STATEMENT?
I seLr [j mmu STATE OR LOCAL:
[:l YES. m VERNMENT AGENCY
E!omsa

DO YOU WISH TO SUIMN’ A WII’TTEN
STATEMENT?

;va!s NO - -}

Pao o™ 7 T (PRRVIOUS DITIONS OSIOLETE ) _ [See loum Side).

1. Authority: ‘Section 101(b), Public Lew 91-190, National nm:a&i.ou
T 1969, (83 Star.852), January 1, 1970.
R 1105-2-800. "publie Imlvnmt Ceuneral Policiles.’

2. Principsl Purposas: To. cbtain hfametm from nunvtdnah in attendance at pubuc
meetings. Raquested data include neme, ad: 0 senting:self
or organization, and adére
desives to.make #n oral or vritten sta 3
discussion; end Tequastd the subject of tiu cntunt.

3. lcutine Uses: Purpouo of the ton are: .. ‘l'o obtain d.u to be md in fomulating

All data requasted is volunury.

opportunity to participate in.the yhnning ptouu
in the event be/she chooses not te furnish requested dati is that the eéffectiveness
of his/her sarticipation: wnld ba hluncd to: vhnunr ¢xunt h./uhe elccud to
remain .anonomously. v

PRIVACY ACT STATEMENT ~ 26 Sep .75
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Do’s and D&ﬁ‘t’s fbrL.ﬁSpaaklng:wlth: News Media

4. Be positive. Don t lecture the reporter or criticize opp ents.

5. Be very‘ careful to use terms the reponer and the general pubhc under-
stand.

6. Be straightforward and say, "I don’t know, but I'can get the answer for

you'.if you don’t know the answgr toa questlon Reporters appreciate this
honest approach .

9. Try to' respond to'aqu stion rather than referrmg it, or have someone
‘with the info needed call the reporter ASAP. Reporters oftensee a referral '
as getting the shuffle.
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. .

10. Try to minimize "second-day" stories on bad news items. Asking fora
retraction or trying to "clear up" something said in an earlier story are usual-
ly bad tactics. Bad stories generally die within hours on radio and TV and
don’t linger more than a day or two in neWspapers unless someone keeps

them stirred up.

11. Recognize that TV is a visual medium. When a TV reporter comes call-
ing, have charts, maps, or pictures to film which explain at a glance to the
viewer what you are talking about. You’ll get your point across better.

12. Remember these tips for TV interviews:

a. Don’t wear dark or photo-gray glasses.
b.Wear medium-color, conservative clothes.
c. Sit back in your chair and lean slightly toward the camera.

d. If you make a mistake or don’t like the sound of somethmg you
just said, immediately ask that it be stricken and correct.

e. Don’t touch your face; you'll appear nervous and unsure of
yourself.

f. If possible, have PAO present during interviews.

13. Ask reporter when and where material will be used, then notify PAO.

DON'TS

1. Don’t forget that you are the expert and that the reporter probably knows
little about the subject matter. He or she will often appreciate being guided
through the issues, which also gives you a chance to make your points.

2. Don’t let the reporter rattle you.

3. Don’t say anythmg in an interview you would not care to have repeated

4. Don’t try to go "off the record." Don’t even go "on background” with a
reporter unless you know her or him, and ground rules have been estab-
lished. ("Off the record” means that the reporter cannot use or make .
reference to anything you said. "On background" means that the reporter can-
not attribute it-to you, but can use the information.)
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5. Don’t try to be witty--you may look silly or flippant in print.

6. Don’t accept a reporter s facts or figures as accurate. He or she may have
gotten them from an inaccurate source.

7. Don t assume that a reporter appearing friendly really is friendly or that a. |
reporter appearing hostile really is hostile.

8. Don’t forget you can stop talking whenever you want to by building in a
cutoff such as "and that’s about all we know at this time." Most reporters
will get the hint. Just don’t use "I can’t talk about that" or "no comment" un-
less you want to look evasive and invite more questions.

9. Don’t let your zeal to be cooperative stray from the fact that you are com-
mitting the whole Corps of Engineers to your position.

10. Don’t speculate on what some other agency may do or what its motives
are. The answer should be "ask the agency." Drop it at that.

11. Don’t be offended if the reporter criticizes you, your organization, or the
Corps. The reporter may have been misinformed.

12. Don’t play favorites because one medium seems to giire better treatment
than another.

13. Don’t address hypothetical situations or use hypothetical arguments.
Don’t be afraid to say "we would have to analyze that."

14. Don’t lie to a reporter. You shoot your credibility and the Corps’.

15. Don’t refuse to be quoted or identified. Many media have a standing
rule for their sake and_that of their audience that information must be at-

tributed to someone. |
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Use of a Public involvement Contractor

Jon Sweeten of Los Angeles District offers these comments on public involvement. The
Los Angeles District has-a large audience to reach, many of whom are new residents

not familiar with the potential flooding problems of the area. Corps personnel worked
closely with a public involvement contractor in the production’of a video on the Los An-
geles County Drainage Area flood control system. The video has been shown at various
inter-agency and public meetings. For more information on the production of the video
or the use of a public involvement contractor, contact Jon Sweeten, CESPL-PD, at
(213) 894-5463. ‘

" 1. Why did we need a strong public involvement program?
- large project affecting mahy agencies and millions of
people - |
- public perception problem regarding flood threat

2. Why did we use a public involvement contractor?
- one was available on open-end contract
- provided skills we didn’t currently possess .
- provided a conduit for letting other contracts quickly

- freed study manager to manage study

3.What are the benefits of certain public involvement materials? -
a. Public information brochures

- answers basic questions
- provides quick response to inquiriés
- serves as reference for the public
b. Congressional briefing books v
- advance information to Congressional offices
- reference for Congressional offices
- greased the political wheels
c. Video '
- easy to present

- consistent presentation over many repetitions
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- people are comfortable viewing video - -

- it tells a dramatic and informative story quickly

4. How were the pubhc mvolvement materials lmplemented?

- press briefing
- pubhc wor_kshops

- presentation to congressional delegations

5. Miscellaneous lessons leamed

- Advanced Public Involvement training class is good

- Large-scale public involvement campaign can require one full-
time person

- critical review of materials going out to the public needsto
happen early, it’s expensive to make corrections in mid-
production

A Few Opinions on Videos

Videos may come across as impersonal and non-interactive, they may be too slick
for the public.

Videos are a good way for the study team to view a study -area.
Videos are good to use on public television.

Videos are a good way to introduce new residents to historical events.
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STUDY RESULTS

The results of the work effort during a study must be documented while the study is in
progress. It can become a major responsibility of the study manager to maintain the study
documentation in an organized fashion. The end product of the study is the report. This
section is subdivided into management tools for documentation and for study reports and
réviews.
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Use of Outline Software

Ralph Roza of Omaha District offered this idea of using an outline software program
for organizing study data. If you like the idea, there are a number of outliner software
programs commercially available.

A new type of software can be used to develop, document and or-
ganize your work. This type of software is called an outliner.

The five most important characteristics of a good study mariager as
defined by the Savannah Study Managers’ Workshop were:

« Ability to communicate

o Keep the study goa]s in front of the study team

Good organizer

Good tech writer

Good people person

An outliner program can iniprove the performance of the study
‘manager in the middle three areas.

In the area of report writing/study documentation, an outline includ-
ing the major study areas such as planning objectives, problems and
needs, plan formulation, assessment, etc., can be initiaily defined
and then developed with the study team. This outline becomes the -
study documentation as the study progresses, and the meat of the
report is included in the outline file. -

The outline also serves as a reminder at each team meeting of the
major study goals. All fact. sheets records of meetings, etc.,canbe -
contained in a single file to provide a central tool for organizing
nearly all the material developed on the study.

Because all data is organized in outline fashion, many pages of data

and references to reports and data can be found quickly and
managed without great effort.

The program can also be used to perform those "other duties as as-
signed" such as:
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- Prioritizing and documenting work tasks ... ot i
- Speech writing

. data collection and organization. .-

prepare fer?’speech and meetmg e

Lessons Leamed
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Study Manager Notebooks

Los Angeles, Omaha, and Huntington Districts each have study manager notebooks for
organizing and maintaining study documents. Outlines for these notebooks are shown
in Exhibits 31, 32, and 33, respectively. The Los Angeles and Omaha notebooks are
each organized into two binders, the first binder containing more frequently used
documentation and the second containing less frequently used documentation. The
study notebooks are useful for organizing and storing the paperwork associated with a
study and become convenient resources for meetings and inquiries.

Each of the notebooks uses tabs to separate the study documents. The first book of the
Los Angeles notebook (Exhibit 31) has 28 separate tabs for organizing the frequently
used data such as cost estimates, schedules, information sheets, current budget data,
meeting minutes, documents pertaining to local support, and service requests. The
second book of less frequently used documents has 44 tabs for detailed budget data;
documents and speeches for briefings, appropriations and authorization; documents
from and to cooperating agencies; and formal reports and comments.

The list of contents for the Omaha District notebook is printed on a cover page form
such that the list may be used to set up a new notebook. The first of the Omaha books
contains seventeen tabs which include sponsor related documents, contacts, fact sheets,
budget data, schedules, MFR’s, and correspondence with cooperating agencies. This

. book also has a section labeled "Checklists" which includes a checklist on study initia-

tion, IPR’s, initial appra1sa1 reports, reconnaissance reports, and section 14 reports. The
second Omaha book has nine tabs for District, Division, BERH, Chief’s and ASA(CW)
reports, as well as Congressional level speeches and documents.

The Huntington District’s study manager’s notebook is organized into introductory -_
documents, study schedules, budget and programming information, and fiscal data. Al-
together, there are 23 sections in this notebook. The outline to the Huntington notebook
also contains accompanying comments for each section which indicate who is respon-
sible for the information in the section and how frequently updates can be expected.
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Exhibit 31

LOS ANGELES DISTRICT
STUOY MANAGER'S NOTEBOOR
BOOK | ~ FREQUENT. USE

Introduction

A: Map

Cost Estimate

Study Authorization & Cost Higtorv
Misc. Budget and Schedule

Grunt Sheet. ) :
Suppliemental Information Snaet
Congressional Justifucatuon Shect
Project Data Shest

Conman Moduie Prc-Update

8ranch Budget Monitoring Svstem -
SPD Review Conference

PR4A Reports

Meaeting Minutes

Local Supoort .

Service Requast Guidance

Dasngn

Economics

Environmental.

Filoodplain Management.

Geoliogy

HMydraul ics -

Hydrologic Engineering

Materials & investigations
Recraation

Soils

Study Management

Other Saervice Reguests

.

1.0S ANGELES DISTRICT
STUDY MANAGER'S NOTEBOOK

BOOK i - LESS-FREQUENT USE .
Iintroduction
1: Map v
2: Authority )
3: Detaited Projaect Schedule
4: Misc. Fact Sheets and Briefing Paoers
§: Budget 8riefing Speecn
6: House Appropriations Documents
7: Senate Appropriations Documents
8: Conference Appropriations Documents
g9: Work Al lowances
10: Transfer Requests :
11: Schedule of Obligations ana Exoenditures

12: Report on Status of Appropriations and Work Aliowances

t3utla)

183: Civil Works Funds Scheaulea Obligations and Exoenditures {2104

14: Misc. Budget Manitoring Reocorts
18: Current Fiscal Year Expenditures
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Exhibit 31 (confinued)

Monthly Accruat Report

Undel ivared ‘Orders Report

CEPMS Report .
Congrassional Project Summarv Sheet
Congressional Project informat:on Sheet
Congressional Contacts

221 Agreement - )

Fish & Wildlite Coordination Act
Endangered Species Act :
National Historic Preservation Act
Claan Watar Act

Draft Reocort Comments

‘Final Report Comments

OCE Fact Sheet

Authorization Soceech

District Rapart

Division Report

BERM Report .

Chiaf’s Report/Approval

Sec Army/OM8 Approval

House Authorization Documents
Senates Authorization Documents
Conferencae Authorization Documents
Adminigstration Authorization Documents
ROD/FONS | '

Reclassifications

Appropriations Siides
Authorization S)ides
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. Exhibit32 - /

OMAHA DISTRICT
Study Manager’s Notebook

Partlof il

A. Local Sponsor + FCSA/LCA notes

Name and phone# of sponsor; notes on, or
surnmary of, the FCSA/LCA.

B. Other Contacts (Local, State,

Names and .Phones#s of the people you work

Study Team, etc) with, -

C. Fact Sheets The most recent lew fact sheets you want 1o
_ keep. - )

D. Maps

E. Cost Estimote " Latest approved. PB-6 for survey study cost,

PB-3 for project construction cost.

F. Authorization and Cost History

Study o, project autharities and history of ap-

G. Annual Schodulo of Obligations
and Expenditures(2101)

proved chgg_ges of the cost estimate(s).

3 Supplemental information Sheet

I Curent Budget and/écmd_ul_a

Include CPMIBar Chans and current working
budget. '

J. D.F’s, Contracts Purchase Or-
den

Copies of conepondence that otligates study
funds. -

K MFR's / :

-Record of meeting agreements made with

MRD/OCE/Locals etc.

L. Fish and Wiidlite Coordination Act

Planning Aid Letter, F&W Service Coordination
Act Report, correspondence.

M. Endangered Species Act

Coordination lefters and documents, FWS
biclogical opinion, coordination ete:

N. National Historic Pressrvation Act

Coordination letters with SHPO, Cultural docu-
ments, etc.

O. Clean Water Act

Coordination letters and documents for the Sec-
tion 404 evaluation.

P. Slides

Photos and best word slides.

Q. Checklists

R.

S.

T.

u.

V.
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Part it of It

Exhibit 32 (continued)

A. Latter of Transmittal - District
Report i

B. Division Report

C. BERH Report

D.-Chier's Report

E. Sec Army Report/OMB Approval

. Speech's and Siides o

The Speech and siides presanted (o the BEAH,
other major speeches/slides. .

G- Evidence of Congressional Inter-
et - S ‘

Wa need to know which members have indi-
cated Interest. Document that interest here.

. Congressional Actions

i. Documents prepared for Congres-
sional Testimony i

Chronolegy of Congressional actions and
copies of ns of cngressional documents.
Q’s and A's and other docurnents prepared for
the General's Testimony in February each year
should be here. )

Jd

K

-
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— Exhibit 33

HUNTINGTON DISTRICT
STUDY MANAGER'S NOTEBOOK

INTRODUCTION
ORHPB Status Report
Coniressional Briefing Sheet
Maps

STUDY SCHEDULE
ORHPD Quarterly Status Report (PPM-4)
E1-P1 Schedule
Bar Chart, CPM, etc.
Study Mansgers Log ~

BUDGET AND' PROGRAMMING INFO

Supplemental Info Sheet
Concise Statement (DTO)

Project Data Sheet
ORD Q's & A's for FY & BY

S-Year Program.
BY Funding Capabjilities
Study Managers Log

FISCAL DATA
Study Cost Estimate, PB-6
Civil Works Budget Report
Study Data Summary Table (Grunt Sheet)
Work Allowances
Obligations & Expenditures (2101)

Status of Appropriations & Work
Allowances :

Cost by Division, FB/4
Report of Cost & Manpower Utilization
Study Managers Log

MISCELLANEOUS

Public Involvement

Interagency Coordination
Internal Correspondence, etc.
Study Managers Log

Comments

Updated Quarterly by PD
P:epcréd Annually by PD
Location & Site Maps as Minimum

Prepared Quarterly for ORD

Same Data Contained in Printouts
Available Data as Appropriate
Log of Significant Actions

Illustration A-2.1 (t-pincci
“Justification sheet)

Data for Testifying Off;, Prepared
Annually

Authorized or CP&E, Prepared Annually

Prepared Annually for Congressional
Hearings

Prepsred Annually by PD
Prepared Anmually by ORD
Log of Significant Actions

1st Year for New Starts

Prepared by ORHRM-F Monthly

Illustration A-2.1, Prepared Annually
Prepsred Annuaily by OCE

Prepared Sy ORHPB, Updated Monthly
Prepared Monthly by ORD '

Maintain Current and Prior Month
FB/2.2, Prepnrnd3ﬁonth1y
Log of Significant Actions

Record of Meétings, etc.
Conferences, Workshops, etc.
Scopes of Work, DF's, MFR's

Log of Significant Actions, Events
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Study Reports and Reviews

The production of a study report is a major focus of a study manager. Thus, technical
writing skills are an important criteria of a good study manager. In some districts,
editors are available to review reports. A brief checklist is offered which the study
manager might use when submitting a report.

This section also addresses the issue of the study review process. Two different Stand-
ard Operating Procedures (SOP) are provided for the establishment of a review board
for the review of studies and projects. One of these SOPs includes a sample information
sheet which summarizes a study’s progress, schedule, problems, and recommendations.
A sample meeting summary sheet is also included in that same SOP. '

151

/ /



A Planning Review Board

The Mobile District has instituted a Plannihg Review Board (PRB) which operates
within the Planning Division. The review board provides policy clarification, issue
resolution, and oversight at key decision points of a study. The Standard Operating Pro-

cedure (SOP) shown below outlines the objectives, membership, and guidance for meet- - :

ings of the review board. Study managers prepare summary data sheets for distribution
prior to a review meeting, as well as a Memorandum for Record of the issues and
decisions discussed during the meeting. For more information regarding the Planning

~ Review Board, contact the Chief of Planning, Mobile District, CESAM.

SAMPD SOP for Planning Review Board

1. In"accordance with recommendations from the "A" Theme on "Cost
Sharing Implications” the Planning Review Board (PRB) was estab-
lished to enhance the quality, timeliness, and acceptability of District
planning products. This DF will establish the guidance to govern PRB
activities within Mobile District.

2. PURPOSE The PRB will perform review of studies being managed
within the Planning Division of the Mobile District.

3. OBJECTIVES. The objectives of the PRB are as follows:

a. Provide the Executive Office and staff with insight into
ongoing smdies and project features.

b. Provide program management and technical oversight to -
studies at key decision points (prior to public meetings,
checkpoints, conferences, etc.).

. Develop District staff consensus on pertinent issues un-
resolved by study teams.

d. Clarify points of policy as they may apply to the various
study efforts. '

: e. Provide final MDO review and quality assurance on
' studies about to be submitted to SAD.
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.tumty to interact w1th key District staff members, and
therefore raise the study teams’ level of visibility and ac-
countability with respect to meeting schedules and
providing quahty producfs

g. Assistin meetmg the objectives of EC 1105-2-162°
(Gmdance on Cost Shared Planmng Procedures), specrﬁ-

-Chief, Engineering Division"

ing of study tasks by local sponsors.

P. The MDO PRB will consist of the followmg mem-

Deputy District Bngmeer C1v11 Works (Chairrnan)
Chief, Planmng Division (V. 1ce-Chamnan)
__Clnef 0petat10ns D1v1sxon :

;Chlef ReaI Estate D1v1smn

‘Chief, Hydrology and Hydrauhcs Branch, Bngmeermg
Division

Chief, Structural and General Ehginéei'iﬁgf:l?”ranch, En-
gineering Division

Chlef Geotechmcal apd Matenals Branch, Engineering
Dmsmn

Chlef le Works Program Dev..and Mgt Branch En-

Chief, Envxronment and’Resources Branch, Planning
Division

Chief, Plan Formulation Branch (PD-W, PD-A, PD-N )
Planmng D1v1s10n ,

should be made to the PRB at least three times dunng the course of GI
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studies and a minimum of once on Continuing Authorities Program
(small projects) studies. Studies being performed under the GI Program
should be presented: when the without-plan conditions of the study area
are completed; when anvinitial array of alternative plans are formulated;
and lastly, when a final array of plans have been evaluated, the NED
Plan identified, and a selected plan chosen. Studies under both programs
may be rev1ewed more or less frequently at the discretion of the Chair-

" man. The PRB is intended to complement study management; therefore,

study progress will not be "held up" to await Board meetings. Also,
undue demands on Board members’ time will not be made by the con-
duct of lengthy meetings or by meetings bemg scheduled more frequent-

, ly than once a month.

- a. Conduct. Meetings will be opened by the Chairman. Fol-
- - lowing the Chairman’s opening comments, the study

manager and team will make a brief (15-minute) presenta-

“ tion to the Board concluding with a statement of the per-

" tinent issues for Board consideration. The study manager
will then turn the floor over to the Chairman to open the
meeting to discussion and questions. Questions concern-
ing the study elements will be fielded first by the ap- -
propriate team member (the person responsible for the

- particular study task). Further clarification may be -
provided by the study manager or by the branch or sec-
tion chiefs who have personnel involved in the study ef-
fort (a format for PRB presentations is enclosed for use
by study managers).

b. Working Papers. The study manager will provide each .
PRB member summary data no later than five working
days prior to the date of the PRB meeting. If any Board
member requires further data to clarify issues contained,
in the working papers, the study manager should be con-
tacted no later than two working days prior to the PRB
meeting date.

¢. Memorandum for Record. Each study manager will be
responsible for preparing a Memorandum for Record
(MFR) of their portion of the PRB meeting to be trans-
mitted through their Branch/Section Chief to each Board
member by DF signed by the Chairman or Vice-Chair-
man. Included in or attached to the MFR should be a list-
ing of the significant issues raised by the PRB and the
team’s responses. The MFR will be provided to the mem-
bers of thé PRB no later than 10 working days (2 wks)
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following the PRB meeting. No written minutes of PRB
meetings will bé made, but the proceedings will be tape

. recorded and kept on file by the Planning Branch or Seco

tion responsible for managing the study

d. Ammdange. Other than PRB members, attendance at

meetings is required of the Planning Division Branch/Sec-
tion Chiefs responsible for studies being reviewed, the -
study manager, and study team members that the study
manager determines are required to address the pertinent
issues before the Board. Also, active technical review

and representation by non-Federal sponsors at PRB meet-

* ings is encouraged. Non-Federal representation could in-

clude the sponsor’s study manager, the sponsor’s execu-
tive committee members, and any individuals who have
prepared sponsor input to the study (i.e., City Engineer or
technical contractor). Non-Federal study team members
should participate in PRB presentations along with their
Federal counterparts whenever possible.

.6. ADMINISTRATIVE SUPPORT. Scheduling of meetings, arrange-
ments for meeting locations, and other such administrative support will
be provided by an employee of the Planning Division demgnated as the
"Executive Secretary "

Repert Credibility Checklist

Fred Snyder of Missouri River Division offers these five questlons a study manager
should ask before submitting a report o

* Have I proofed it? -
Do I understand it? .

Are there unanswered questions?

Have HQUSACE/Division previoiis comments all been resolved?

Is it realistic?
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A Study Review Board

The New England Division utilizes a Project Review Board (PRB) to review studies at

~ major checkpoints in the study, before public meetings, and before reports are sent out. -
The objectives, responsibilities, composition, and conduct of the review board are out-

lined in the DF summarized below. In preparation for the review meeting, the study
manager prepares a PRB Information Sheet. A sample Information Sheet is shown in
Exhibit 34. This sheet includes the reasons for the meeting, members of the study team,
a description of the study, progress to date, a summary of altematives, current schedule,
issues or problems, and recommendations. After the review meeting, a meeting sum-
mary is prepared. The summary includes attendees, issues or problems, discussion, and
board recommendations. A sample meeting summary is shown in Exhibit 35. For more
information on the functions of the Project Review Board, contact Joseph Ignazio of
New England Division, CENED-PL, at (617) 647-8508.

NED Project Reyiew Board (PRB) ,'
" 1. In accordance with the direction of the DE a Project Review Board is es-
tablished. Pending publication of a coordinated regulation the guidance
provided by this DF will govern the board’s activities.

2. OBIECTIVES: The objectives of the PRB are as follows:
a. Provide the DE and staff insight into on-going studies.
b. Provide final high level review to studies about to go public
or be submitted to HQUSACE or other Federal agencies.
c. Provide guidance and direction to studies at key decision
points.
d. Provide an additional quality assurance review.

3. RESPONSIBILITIES:
a. Chief of the division or office responsible for conduct of the
study or review will schedule PRB with Chief PDO.

b. Chief NDO will convene PRB and provide minutes of the
~ meeting,
c. Study manager assisted by team members will prepare and
conduct briefing.

4. COMPOSITION:
a. Primary membership will consist of DE, DDE, ADDE, Ch,
Planning Division, Ch, Engineering Division and PDO.
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b.. Other division and' office chiefs will pamclpate as members :

(3) Schedule (current and devxatmns from 0
;_ schedules) L :

'(4) Finaticial data B
é) Overv1ew to date to mclude

(a) How the work is organized.

:-(b) Alternatives for solution.

(6) Presentatlon by each team member of hxs/her actual or
. planned pamcxpanon :

(7):.Issues/prob1cms/ImPact,s.

c. Meetmgs wil
- employees- who may attend but not pamcxpate
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Exhibit 33

PRB INFO SREET
For 17 Jun. 86, 2:00 P.M,, 113§

PROJECT/STUDY: SENE: Revere, Lynn, Saugus, and Maldeo, MA ‘
' ' Saugus River and Tributaries, Flood Damage Reduction Study

REASON FOR PRB:

L7 inttiate Project/Study - [T pubitc besring/workshop

(exclude szmall project recon) :
. ’ LT Report relesse to OCE/Public
» U Completion of Section 14 Recon .

(recommending co_nur_ueuon) o _Ef Schedulgdfumding change
L7 1stetecing DPR - [T Requist by PR3 menber
| 2roseer Tean: - ' | ENGINEERING DIVISION ESTATE
PLANNING DIVISION | Bob LeBlane, Layougs & Es Fallon, Appraisal
. Paul Schimelfenyg g GEB
Bob Hunt, P.M. Don Wood, Tidal H.
Ed O'Leary, Econ. Anal, Mike Michi ti, §nt.H PUBLIC AFFAIRS
Joe Horowitz, Envir. Mogr. Bill-Holth Tulgur; )
Dave Keddell, Damage ’ Warren Nordman (TDY)
. Surveys | Pete Willi oastal En
Merianne Matheny, Culturall

DESCRIPTION- OF PROJECT/STUDY: Southigetern New England (SENE) Study is
investigating the problems andfsol ons’ Tor flood damages in six geographic
mreas in Revere, Lynn, Saugus Ma . Three optlons are being formulated
to protect up to 4,500 residefg1a¥p indus/commercial and public structures:

ments; (2) Nonstructura@ flood ofing and warning; and (3) Floodgates,
{ncliding navigation an lemental flushing gates, on the Saugus (ot Pines)
tefront structures and flowage easements for a
l{ng in all six geographic areas.

1400 acre estuary to redgke fl

- (1) Five local protectign projegts with 13 miles of walls, dikes and revet-  J .

PROGRESS TO DATE: 14c involvement has included meetings with close to a:
100 public officiafs representing about 40 Congressional, legislative, Fed/
State and local agencies. ‘A Correspondence Report (100 pages of letters and
news relesses) was reproduced for use by Citizen and Fed/State Cummittees
currently being formed to facilitate coordination and a joint NEPA/MEPA
process. Over 400 persons have been 4ntervieved to identify flooding problems.
Also accomplished: damsge surveys for about 3,000 buildings; surveys of first
floors, high vater msrks, bridges, shorefronts, et al; topo maps of Revere
and Lynn; instaslled gaging stations; WES modelling; psrtislly essessed about
25 zones for interior flood level frequencies; preliminary designs and cost
estizates for 3 flood gate structures and over 8 miles of wall and dike option
enviroimental recon. report and wetland mapping; obtsined property maps and
estimate real estate damsges for 4 miles of structures; and partisl benefi
and econonic snalyses for 2-LPP's and 3-River Floodgate plans,

Page 1 of 2
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S Exhibit 34 (confinued)

SUHHARY OF ALXERNATIVES
“(vhere applicable)

~ Alternative o pumpinJ Enuutcd ‘Cost//

Revere Beach Backshore i
2. East. Saugus

3. Lynn

4, North Gate

5. Town ‘Ling Btook

iwm/o Lynn.Revet.
2. Saugus.Ri w/Lynn Revet::

“13. Pines "River :

FY 87/688 proceed w/pr ect plng.
FY 89/90 plan’ optimiznt:}.on. uitigation. EIS & rej

BUDGET:
F 83 to F. 85'

i xssm:s»nomus. )
; 1, Prior. to. approv

Damage -BUTVeys are.
-upon completion of ¢
be.firsed up for rem; niug 1ans. i &

2 An additionsl $§ K 1is fieeded this FY for public 1nvolv ent ndrth NEPA/

;nncomimﬂmons. B
. Approval of the total study cost of § K 80 we can alert OCE and
co-ittees during our preparation of the FY 88 ‘budget. e
2. Approval fo spend the $: K for accompliahing scheduled w::tk and’ advance
Jwater quality efforts which are important to concerns: on the floodgates and

decisions on the modeling effort.

Page:2 of 2
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|LSSUES/PROBLEMS: 1. Prior to approval of the gotal agudh cost, the Dec. 85 PRY

Exhibit 35

SUMMARY OF PRB_MEETING

e

 PROJECT/STUDY: SENE: _Sauigus River & Tributariss DATE OF PRB; 17 June 86.7 -

Flood Damage Reduction, Revere, Lyon, Malden & Saugus, MA -: "-ss.

E. O'Leary, Econ.  R.MichieluttiWCB-HLTC.Hammond,DDE | A.Doyle,BMB
J. Horowitz, Envir. .P,Williams,DB-CE {Joe Ignazio,Ch,PD }J.Finegan,WCB
M. Matheny, Cult. - C.Ravens, rep.PAO IDick Reardon, +ED {R.Byrne,PO
P. Schimelfenyg, GEB L.rarente.Ch.DB.teTin Scully#h,P0 [D.Coodrich,P0

.Boechino,PD
4 |C.VWemer, WCB

rected that we meet with Congressmen and Se Hoytego determine commitment
jto the expanded effort. This was accomplish 'gl well as, extensive coordina-
tion with Federal, state and local agenficy, risulgfing in confirmed support for)
the Saugus River floodgate plan’ and/or pajde udy effort. We have firmed
up cost estimates for the floodgate plaX which shows strong potential economic
feasibility. This September, upon complégfon of these surveys and stage-fre-
quencies, BCR's will be firmed up T ning plans.-

2. An additional $ K 1s needed this for public involvement and the NEPA/

A Process, and to advance realfest se anywater quality studies.

ISCUSSION: (See attached handdyt.) Option #1 (5 LPP's) lacks public support
due to the fmpact on wetlands, ri t‘ront. openings needed, and preference for
tion 3. Option 2, nonst ictural A 4s of interest but does not respond to the
total problem. Discussio ntered¥on the description/feasibility and generall}
supported Option 3, the Sahghe River Floodgate Plan. °The major concern is for
estyary when gates are closed and runoff is stored
be"a problem, baseline data ($ ) is needed this
FY-~also § . forf NEPA/MEPA Yoord. and Real Estate. Also reviewed were: study
cost, scheduling§ scqpe and dbdeling effort. Cost sharing is not an issue due
e low cost of the option compared to area pro=- .
tected ve. other state pYojects. State property is protected. State relation~
ships are excellent. Vejlure definitely heading in the direction of the Saugus

River Floodgate option gAd there's no foreseeable resson this will change.

BOARD DIRECTION: THe Board approved the total study cost of § and § of
additional effort this FY. Col. Rhen and Messars. Ignazio and Reardon congratu~
lated the team on the excellent job of public coordination and extensive work
accomplished. :
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OTHER STUDY MANAGEMENT TOOLS

This section contains miscellaneous tools for the study manager. The first tool described
in this section is an organizer for documenting events, making notes, and planning ahead.
Second is a checklist for tracking the fiscal year budget cycles. Suggestions are then of-
fered for responding to congressional inquiries. A list of Standard Operating Procedures
of Planning Division activities is included in this section, as is the outline of the Planner
Orientation Course Manual. These tools offer additional resources for study managers as
does the last tool which describes an electronic bulletin board for Corps planners
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Daytimer

There are a number of commercially available organizers such as DAYTIMER and JOT-
A-WEEK which can be used to plan and organize your day. These come in a variety of
sizes from pocket size to desk top calendar size. The organizer can be used to record im-
portant phone calls or conversations, thus making it easier to document when conversa-
tions occurred. Some of the larger versions have space for a daily list of things to do.

"By flipping ahead, you can note meeting dates and times or make notes to yourself as to

when to expect work from team members. Most of these organizers have an address and
phone number section and small memo pads as well. By carrying an organizer with
you, you will have your planning calendar available at meetings or for those important
hallway conferences and you can briefly document everything you do. Daily organizers
are available at office supply stores or bookstores.

Budget Cycle Checklist

Here is a checklist for following the budget cycle for a number of fiscal years. The
cycle goes fiom the reviews of study cost estimates (PB-6’s) all the way up to the Con-
gressional appropriation. This 18 month long process results in two different budgets
being in process during the period from March through October of each calendar year.
For example, in June 1988 while the Federal budget for fiscal year (FY) 1989 is making
its way through the congressional appropriation committees, the District budget for FY
1990 is being submitted to HQUSACE. Also note that in June 1988 while operating
under the FY 1988 budget, the District budget is being established for FY 1990. This
checklist, which offers an easy method for tracking the fiscal year budgets through the
_various stages of development, was provided by Ada Squires, CESPK-PD.

Budget Cycle
Month FY FY FY
89 90 91
Review PB-6 Mar 87 88 89
Division Budget Conference
Overview District Engineer to Division Engineer May 87 88 89
Budget Year Submittal through Division to HQUSACE* Jun 87 88 89
HQUSACE Review & submits through ASA(CW) to OMB Oct 87 88 89
for January CW budget conference Nov 87 : .
OMB pass back to Division and District (Have time to try to reinstate) Nov 87 88 89
President’s budget Jan 88 89 90
Budget briefing Jan 88 89 90
Division Engineer testify to Congress Fcb 88 89 90
Non-Fed testify to Congress : Mar-Apr 88 89 90
Congress appropriation committee :
House to Senate to Conferees Jun-Jul 88 89 90
Budget Released ) Oct 88 89 90
* Estimate "locked in" in June. It absolutely can’t be changed after September 15.
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Responding to Congressional inquiries

......

Norwyn TJohnson' ’bf the Lower MlSSlSSlppl Valley Division offers these lessons leamied

" on responding to congressional inquiries and HQUSACE data requiests. -

* '§T#PS YOU CAN TAKE IN RESPONDING TO A DATA REQUEST

IR S

Ftioadine

CHARAW’ Vi

A At the Drstuct Level:

"1’ Coordinate with Division to be sure you understand the: by, ;
whom, what, when, and how of the request.

2. Establish a priority for the work with your supervisor.
*3.* Allocate the necessary time to assure a good, timely responiwe
4 Makesureyougetyourmampomtacmss _ ETTTR

s, Cébrdmate internally and get supervisor to approve. If a Con- ;.. -
gressional, also get approval of the Executive Ofﬁce '

6. Forward to Division and await questions.

NEEN

B. At the Division Level:
1. Basically the same process. :
" 2. You will probably relay the request to the Districts via S
: {eibphone or ONTYME immediately-after reéceipt and mshouSeQ, :
" “analysis of the content. In addition, you will need to tonitor-to -
' ’jisure your request gets adequate piiority and you willneedto .. ...
coordulate and consolidate the Districts’ responses. T

ISTICS/SKILLS OF A COMPETENT MANAGER ’WI‘HCH 3
AID N ACCOMPLISH]NG THE TASK OF DATA RESPONSE '

A. Communication skills

B. Organization skills

C. Be objective-oriented

D. Flexibility, without sacrificing quality and principles
E. Ability to see the big picture

F. Ability to handle pressure

G. Enthusiasm/positive attitude

H. Deadline enforcement: Meet the suspense date

164



Planning Division Suspense Form-

provxded fornotmg dates in and out of each person mvolved theu' mmals and to
-whom 1t was asmgned or forwarded There is also space for a qmck summary of what

165



Exhibit 36

T division

Incoming Request |

Dated:

i Branche: ... .

Section:::

From (Individual):
Qf (Organization):

Other:
(Organization)

(Number)

TJo:

= { Date)

SUbjéct:

Routing Log |

Incoming Request

t ndividual

Date Received

Date -Assigned.

Division I:J' > Branch r% > Section

Assigned To

Suspense Date

Assigner Initials

Division <: “Branch

Date Received

secﬁon = =I:':

Date: Forwarded

Forwarded To

[T Suspense Accomphishment

Outgoing Response

Action To Be Taken
(It Other Than Letter):

“Gorps Agtivitiés:involved
in Response;

" Authéie/ Contributors:

" Estimated Hours
“Spent .On Response:

G’ommgnts

O Crrm 7 B
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Index of Planning Division SOP’s

The Planning Division of the Los Angeles District has developed standard operating
procedures (SOP) for nearly thirty different activities. These activities range from
recording Congressional contacts to emergency operation guidelines. Many of the -
SOP’s include sample and blank forms to use with a given procedure. The SOP’s are or-
ganized into one notebook as shown in the following index. For more information
about these SOP’s, contact Robert Joe at Los Angeles District at (213) 894-7962.

IQQ-EI v'!‘ |o

100-1 Submitting and Processing SF 52’s
100-2 Corresponderice (Congressional)
100-3 Congressional Bﬁeﬁngs

100-4 Suspenses |

100-5 VIP Senior District Staff Tours
100-6 Helicopter Tours -

200 - Intemal Controls
200-1 Travel
200-2 Overtime

200-3 Training

200-4 Property Accounting, Management and Inventory
200-5 Contract Administration '
200-6 Computer Management
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300-1 Milestone System
. .300-2 Study Networks

300-11 Plap of Study
300-12 Dredging Permits
300-13 Format for Block Signatures

500-1 Guidelines for Ettiefgency Operation Center
500-2 Emergency Operations for Coastal Projects:




The Planner Orlentation Course Manual

- The manual of the Corps’ Planner Orientation Course (POC) is updated each year by

the Water Resources Planning Associates. The manual offers current, factual informa-

- tion on Civil Works planning, policy, and procedures. The POC Manual is not an offi-

cial Corps publication, but rather a working document and teaching tool. The manual

_consists of eight chapters which follow the Corps planning process as shown in the
table of contents below. In addition, there are six appendices which offer supplemental -
information to Corps planner. For information about the Planner Orientation Course or
its manual, contact the Chief of Education and Policy Division of the Board of En-
gineers for Rivers and Harbors at (202) 355-2453.

Chapter 1:
Chapter 2:
Chapter 3:
Chapter 4:
Chapter 5:
Chapter 6:
Chapter 7:
Chapter 8:

Appendix A:
Appendix B:
Appendix C:
Appendix D:
Appendix E:
. Appendix F:

Contents of Planner Orlentation Course Manual

Planrﬁng Investigations and Assistance

Project Purposes and Local Cooperation

The Planning Process

The Review Process

Study Manageiment and Study Elements

Civil Works Program Development and Executlon
Planning Tools g ‘
Trends and New Developements _
Water Resources History and Federal Agencies
Glossary and Abbreviations

Reporting - Organization and Content -
Qrganization Charts

Cdordination: Agencies, Subjects and References
Management Techniques
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Corps Planners Remote Bulletin Board System Dol e g

have been developed usmg"bommercral software that can be used in planmng actxvme
Often by transferring an application from the bulletin board to a- mlcrocomputer ata:
Corps plannmg office one can save the time it would have taken to develop a sumlar ap-

manager program “This hub is.on-line. 24 hours a day wamng for Calls
from planners from around the Corps Any Corps planner with a
microcomputer and rhodem can.access:the CPRBBS hub. i g, S

Access

Currently only one user at atime can access the CPRBBS A'prospec-
tive caller should set his' communication software so that the following
parameters are set: no parity, 8 data bits, 1 stop bit. The CPRBBS sup--
ports either 1200 or 2400 baud transmission speeds selected by the
planner who is ca]lmg Once the commumcatxon parameters are set, the



CPRBBS will answer the phone within 3 rings by emitting a high--
pitched squeal through the modem. The phone connection for the

'CPRBBS is on a rotary. If the CPRBBS does not answert within three

rings it means their is'another planner using the board and you should

" call back later. If demand increases another line will bé added to the
'CPRBBS to allow simultaneous by two planners After you connect to

the CPRBBS you will be asked to state your name and city and state. If

. Yyou are contacting the board for the first time you ‘will be asked to

register. Once your status as a Corps planner is verified you will be given

© full upload and download privileges on the CPRBBS.

Cohtents '

After you complete the logm you will be presented with the current Bul-
letins on the CPRBBS. These bulletins will alert you to items of impor-
tance about the CPRBBS or other planning topics. You can read.each bul-
letin or not as you choose. When you leave the Bulletins section you are
taken to the Main menu. The Main menu presents the planner with a num-
ber of options on what to-do next on the board. The two main options
have to do with Messages and Files. You have the option of reading exist-
ing messages to you, answering a message left by another planner, or ad-
ding a new message on another topic. Often a planner will leave a mes-
sage inquiring about a topic, such as cost-sharing rules, and ask all

callérs to comment or provide an answer to his questions. It is always to
examine the messages section when you call the CPRBBS. The other
main option is the Files section. The Files section contains a directory of
public-domain programs and applications developed by Corps planners
by category. For example, all spreadsheet applications are listed in the
sheet directory. All the files listed in the directories are available for trans-
fertoa callmg microcomputer. Transfer of files to the CPRBBS is also
executed via the Files section. There is a special Upload directory for

" new files contributed by Corps planners. These files are distributed to the

category directories after they are examined.
Why should I contact the CPRBBS?

The main purpose of the CPRBBS is to provide a forum for the inter- -
change of information among Corps planners. The CPRBBS prov1des a
mechanism whereby Corps planners can keep up to date on such items as
the status of the Planning Guidance Notebook or the latest utilities for
mlcrocomputers or the latest application developed at another Corps plan-
ning office that might save duplicate development cost. The CPRBBS is
the electronic equivalent of the office bulletin board and more. It is
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another means for Corps planners to Share experieﬁCes about common

reached at(703) 355 2098 or 385-2098 (PTS) For more information,
contact Michael Walsh, IWR; at (703) 355-3087 or 385-3087
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Appendix A - Abbreviations and Acronyms

A
AAA
a-b-c’s
AC
ACE
ACHP
ACTEDS
ADP
AE
AE&D
AF
AP

- AL
ALRPG
AMOPS
AMPRS

_ AMSC
AR

 ASA
ASAP

ASA(CW)

ASCE
ASPO
AWT
B
BARCI
BC
B/C
BCR
BEA
BEB
BE
BE/HUR
BERH
BG
BLM
BLS
BOB
BOD
BOR
BPA
BR
BR
BY
Cc
CA
CA
CBD
CBO
CE
CECAP

(June 1988)

Level A framework study and assessment
Army Audit Agency ‘

requirements for local cooperation

acre

Assistant Chief of Engineers

Advisory Council on Historic Preservation
Army Civilian Training, Education and Development System
automatic data processing
architect-engineer

advanced engineering and design

Alir Force .

American Institute of Planners

annual leave

Army Long Range Planning Guidance

Army Mobilization and Operations Planning System
Automated Military Program Reporting System
Army Management Staff College

Army regulation

Assistant Secretary of the Army

as soon as possible

Assistant Secretary of the Army (Civil Works)
American Society of Civil Engineers
American Society of Planning Officials
advanced waste treatment

Level B regional and river basin study

bar code inventory

benefit-cost

benefit-cost ratio

benefit-cost ratio

Bureau of Economic Analysis

Beach Erosion Board

beach erosion

beach erosion/hurricane protection

- Board of Engineers for Rivers and Harbors

brigadier general

Bureau of Land Management
Bureau of Labor Statistics
Bureau of the Budget

biological oxygen demand
Bureau of Outdoor Recreation
Bonneville Power Administration
branch ’

Bureau of Reclamation

budget year

Level C implementation study
commercial activities

continuing authorities

central business district
Congressional Budget Office
Corps of Engineers

Corps of Engineers Corrective Action Program
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CEMOPS Corps of Engineers Mobilization and Operaﬂ )
CEMP Corps of Engineers Mobilization Plan =~
CEO chief executive officer
== CEPMS Corps of Engineers Performance: Measurement System'::
CEQ Council on Environmental Quality E
CERB Coastal Engineering Research Board
CERC- .. Coastal Engineering Research Center
CERES Corps of Engineers Readiness Evaluation Systé'm
CERL Construction Englneering Research Laboratory
CETAL Corps of-Engineers time and attendance lab (report)
=, CETIC Corps of Engineers Training Issues Committ
CF copy for,.copy furnished:
CFC Combined Federal Campaign
CFR Code of Federal Regulatlans ......
CG Coast Guard
CcG Commanding General
CcG construction, general
CIVPERCEN.: Civilian‘Personnel Center
CM centimeter -~ .
CM construction management """
CMR Command Management Revnew
coB closeof business .
coD
COE
COE"
COEMIS
coG -
cOoG
coL
COLA cost-of-living adjustment
s CONTRAST Corps nontraditional systems training
CONUS ‘continental United States
COOP continuity of operations plan _ ~
COR contracting officer's representatlve
CP&E continued planning and engineenng
CPM critical path method
CPO Civilian Personnel Office’ "~
CPR Command Performance Revievi
CPT captain
CRREL Cold Reglons Research and Engineering Laboratow
CsC Civil Service Commission
CSR . Chiefof Staff Regulation:
CSRS Civil Service Retu'ement System
cu cubic
cw civil works A
CWA Clean.Water Act (of 1977)
Ccwi civil works investigation.
CwIS Civil Works Information System
CwWP Civil Works, Planning Division
cYy ‘ - calendar year
cYy cubicyard '
CZM coastal. zone management
CZMA +  Coastal Zone Management Act
D . Democrat "
DA ~ Department of the Army
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DAR
D/CW

- DBH

DCSLOG
DCSPER
DCSOPS
DE

DE

DEH
DEIS

DF
DIST
Div

DM

- DNR

DOA
DOD
DOD
DOE
DOl
DOJ
DOT
DPR
DPR
DPS
D/S
DTO
DWR
EA
EAB
EASA
EC
E&C

E&D -

EDA
EEO
EIS
EM
EO
EOB
EOC
EP
EPA
EPA
EQ
ER
ERTS
ESA
ESC

"ESCS

ES(RC)
ETL
ETL
EUD
FAD

Defense Acquisition Regulations

Director, Civil Works

diameter at breast height

Deputy Chief of Staff for Logistics
Deputy Chief of Staff for Personnel
Deputy Chief of Staff for Operations
district engineer

division engineer :
Director of Engineering and Housing
draft environmental impact statement
disposition form

district

division :

design memorandum

Department of Natural Resources
Department of the Army

Department of Dofense

dissolved oxygen demand
Department of Energy

Department of the Interior
Department of Justice

Department of Transportation
definite project report

detalled project report

detailed project study

downstream

data for testifying officers
Department of Water Resources
environmental assessment
Environmental Advisory Board
Engineer Automation Support Activity
engineer circular

Engineering and Construction
engineering and design

Economic Development Administration
equal employment opportunity
environmental impact statement !

" engineer manual

Executive Order

Executive Office Building

emergency operations center

engineer pamphlet

Environmental Protection Agency

extended planning annex

environmental quality

engineer regulation

earth resources technology satellite
Endangered Specles Act

Engineering Studies Center

Economics, Statistics and Cooperative Service
engineer and scientist (resources and construction)
englineer technical letter

Engineering Topographic Laboratories
European Division

funding authorization docurnent
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__fiood control
,ﬂood control act

-~ final environmental impact staiement

flood plain management

fulHtime permanent

fish and wildlife

= general design memorandum

finance and aocounting

ﬂood damage prevennon

Federal Emergency:Management Agency
Federal Energy Regulatory Commission..
Federal Employees Retirement:System
Federai Highway Admimsiratron

Freedom of Information e
Fi reedom of information‘Act::. i
finding of no significant rmpaci
Force Configuration” E
Federal Power Commission:

flood plain information

flood plain management services e
Federal Register .
Field Review Group

foot; feet
full ime equivaient

Federal Telecommunrcationa Syste »
fish and wildlife

for your information
gram
gallon’
General Aooounting Ofiice
government bill of lading

general expense i
general investigation:
geographic information system
Gui ntor-Coaslai Waterway

griei and aggravation
general navigation facilities: -
General Performance. Appraisai System
Govemment Printing Office -
Gramm, Fiudman, Hoiiings

Generai Services Administration
hazardous material - .
Heritage:Conservation and Recreation Service’
House docuinent. -
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HEC
HEP
HEW
H&H
HHG
HHS

HJ

HL
HPWC
HPWCR
HPWTC
HQ
HQUSACE
HR

HR

" HR

HSDR
HUD
HVAC
88
1aL

IA
IATS
IAW
IBWC
ID
IDA
IDP
G

e
M
IMO
IN
INSA
iPA
IPM
IPR
IPR
IPT
IRC
ISB
ISP
IWR
IWWTF
K

KG
KM
KSA
L .
LAN
LASH
LB
LCA
LCPM
L&D

Hydrologic Engineering Center

habitat evaluation procedures

Health, Education and Welfare

hydrology and hydrautics

household goods

Health and Human Services

House Joint

hired fabor :

House Public Works Committee R
House Public Works Committes. Resolution i
House Public Works and Transportation Committee
headquarters g 'y
Headquarters, U.S. Army: Corps of Engineers
hour

House of Representatives

House Resolution T
hurricane and storm damage reduction a
Housing and Urban Development.

heating, ventilation and air conditiomng
Initiatives '88

installations and logistics

initial appraisal '

integrated Army Travel System

in accordance with

International Boundary and Water Commission
identification

initial denial authority

individual development plan

inspector general

International Joint Commission

information management

Information Management Office

inch

Inland Navigation Systems Analysis
Intergovernmental Personnel Act

independent project manager .

independent project review

in-progress review

interdisciplinary planning team

issue resolution conference

installation support book :
information systems planning |mplementation
Institute for Water Resources

inland Waterways Trust Fund

thousand

kilogram

kilometer

knowledge, skills and abilities

liter

local area network

lighter aboard ship

pound

local cooperation agreement

life cycle project management

lock and dam
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LEAD
LERR
LERRD
LMVD
LOI
LPP
LRSS
LT
LTC
LTG
LT

M
MACOM
MAJ
MARAD
MARKS
MBO
MCA
MCAF
MCD
MCD
MFR
MG
MG
Mi
M&l
M&IE
MILPERCEN
MIN
ML
ML
MLG
MLW
MLLW
MMP
MO
MOA
MoB
MOBEX
MOD
MOU
MPF
MRC
MRD
MR&T
NA
NA
NAD
NASA
NATO
NAV
NCD
NED
NED
NEPA

leadership enhancement and development

lands, easements, rights of way, relocations

lands, easements, rights of way, relocations, disposal
Lower Mississippi Valley Division

letter of intent

local protection project

. Long Range Stationing Study

lieutenant

lleutenant colonel

lieutenant general .

long term training

meter

Major Army Command

major -

Maritime Administration

Modern Army Recordkeeping System
management by objectives
military construction, Army
military construction, Air Force
minor civil division

miscellaneous commitment document -
memorandum for the record
major general

milligram

mile

municipal and industrial

meals and incidental expenses
Military Personnel Center

minute '
mitliliter

muitiple letter

mean low Gulf

mean low water

mean lower low water
mobilization master plan

month

memorandum of agreement
mobilization

mobilization exercise
miscellaneous obligation document
memorandum of understanding
maximum probable flood
Mississippi River Commission
Missouri River Division
Misslssippi River and mbutarles
not applicable

not available

North Atlantic Division

National Aeronautics and Space Administration
North Atlantic Treaty Organization
navigation

North Central Division

national économic development
New England Division

National Environmental Policy Act
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|

NG
NGVD
NMFS
NOAA
NPD
NPDES
NPS
NRA
NRC
NRHP
NSC
NSEP
NSF
NTIS
NTL
NWC
NWQc
O/A
OASA
OBE

"OBERS .

OCE
OCONUS

OEQ .
OER
OF
oIc
oJT
oM
o&M
omMB
OM&R
OMRR

._OPM
ORD

ORV
OSA
OSE
osT
oT

oz

P2M

P4
PA
PAC
PAO
PAS
PB
PB-2a
PB-6
PBS
PC
PCS

National Guard
national geodetic vertical datum

" National Marine Fisheries Service

National Oceanographic and Atmospheric Admmistratlen

~ North Paclfic Divigion

National Pollutant Discharge Elimination System
National Park Service '
National Recreation Area

Nuclear Regulatory Commission

National Register of Historic Places
National Security Council

national security emergency preparedness
National Science Foundation

National Technical Information Service

not later than '

National Water Commission

National Water Quality Commission

- on or about

Office of the Assistant Secretary of the Army
overcome by events

Office ot Business Economics/Economic Research Service

Office of the Chief of Engineers
outside continental United States
officer's candidate school
Office of Environmental Quality
officer efficiency review .
old fossil
On-Line Interactive COEMIS
on-the-job training
operating manual
operation and maintenance
Oftice of Management and Budget
operation, maintenance and rehabilitation
operation, maintenance, repair and rehabiitation
Office of Personnel Management
Ohio River Division
off-road vehicle

" Office of the Secretary of the Army

other social effects
Office of Science and Technology
overtime

- ounce

Planning: Program Management

Planning: Principles and Procedures

Planning in Partnership: Principles and Procedures
Planning Associate

postauthorization change

Public Affairs Office

planning assistance to states

planning and budgeting

Engineering Form 2201a, Detailed Project Schedule
Engineering Form 2204, Study Cost Estimates
Program Budget System

personal computer

permanent change of station
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—

-
7

PDC
PED
P&G
PGN
Pl

- PIANC

PIC
PL
PL-99
PM
PM
PMF
PMRS
POA
POC
POC
POD
POM
POS
PPBERS
PPBS
PR&A
PRIP
PRISM

PROSPECT

P&s
P&s
P&S
PT

| PTP

Qs & A's
Qr

R
RAPM
RA/PM
RAS
RAT
RATS
RBC
RBIAC
RCS
RD
R&D

~ RE

REC
RED
RFP
RHA
R&H
R&HA
RHFCA
RIF
RMO
ROD
ROW

paid during construction
preconstruction engineering and design
Principles and Guidelines

Planning Guidance Notebook

principal investigator

Permanent International Association of Navigation Congresses -

Project Implementation Critique (T ask Force)
public law

Public Law 99, 84th Congress, Emergency Flood Control F unds -

project manager

public meeting

probable maximum flood '
Performance Management and Recognition System
plan of action

Planning Orientation Course

point of contact

Pacific Ocean Division

Program Objective Memorandum

plan of study

Program Performance and Budget Execution Review System
Planning, Programming and Budgeting System
program review and analysis

Plant Replacement Improvement Program

Project Reporting Information System for Management
proponent-sponsored engineer Corps training

plans and specifications

Principles and Standards

procurement and supply

pint

part time permanent

questions and answers

quart

Republican ‘

Resource Analysis/Project Management

Resource Analysis/Project Management -
Resource Analysis System :

Register of Accepted Transactions -

\Resource Allocation Tables
. gver basin commission _
ver basin inter-agency commission

reports control system

regional development

research and development

real estate

recreation

regional economic development.
request for proposal

river and harbor act

river and harbor

river and harbor act

river and harbor and flood control act
reduction in force

Resource Management Office
Record of Degision

* right of way
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SR

R-O-W
RRAP

SA
S&A
S&A
S/A

SAD . - -

SAME
SBH
SCORP
SCRB

- 8CS

SD
SEC
SEC
SEPWC
SES

SF

SFO
SGT
SHPO
SIRAP
SITREP
SKAP
SL

SM
SOF
SOP
808
SOS
SPA
SPAC
SPD
-SPF
SPG
SPIG
SPOC
SPWC
SPWCR

S8
8&S

STRAP -

swB
SWD
TAO
TAP
TAPA
T&A
TBA
8D
TDA

right-of-way

Regulation Reform Act or Program

second

Senate

Secretary of the Anny

states and agencies _
supervision and administration '

states and agencies :

South Atlantic Division '
Society of American Military Engineers
small boat harbor

state.comprehensive outdoor recreatuon plan
separable cost-remaining benefit

Solil Conservation Service

Senate document

second

section ’
Senate Environment and Public Works Committee
Senior Executive Service

standard form

support for others

sergeant - -

state historic preservation omcer :
Systems for Information Retrieval and Analysls for Planners
situation report

skills, knowledge, abilmes and personal characterisﬂcs
sickleave

study manager

statement of findings

standard operating procedures

scope of services

scope of studies

Southwest Power Administration

significant postauthorization change

South Pacific Division

standard project flood

Senior Planning Group

Strategic Planning integration Group -
single point of contact A

Senate Public Works Commilttee

Senate Public Works Committee Resolution
square

Senate resolution

suspended solids

savings and slippage :

Structured Requirements Analysis- Program
soclal well-being

Southwestern Division

travel approving official

The Army Plan -

. Total Army Personnel Agency

time and attendance

to be announced

to be determined :
table of distribution and allowances
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TOY
TO
TRADOC
TVA
UDO
USACE
USAF
USAR
usc
uUsca
USEPA
USFWS
USF&WS
USGS
VE
VOA
vw

Wi
WES
WIK
WK
wo
W/0o
WPRS
WRC
WRDA
WRSC
ws
WWM
wY

YD

YR
ZBB

temporary duty

travel order

Training and Doctrine Command
Tennessee Valley Authority
undelivered order

United States Army Corps of Engineers

United States Air Force
United States Army Reserve
United States Code

United Stated Coast Guard

United States Environmental Protection Agency

United States Fish and Wildlife Service

United States Fish and Wildlife Service -

United States Geological Survey
value engineering

Voice of America

revoiving fund

with

Waterways Experiment Statio
work in kind :

week

without

without

Water and Power Resources Service
Water Resources Council

Water Resources Development Act
Water Resources Support Center
water supply

waste water management

work year

yard

year

zero based budgeting

184



Appendix B - Numbers -

(March 1988) ,,,,,,,

Number Definition

1-2-3 LOTUS 1-2-3

3 -Section 3, 1945 Ruver and Harbor Act (snagging and cleating tor navigation,
continuing authority)

10 Section 10,1899 River and Harbor Act (permit aulhqmy)

14 Section 14, 1946 Flood Control Act, as amended (emergency streambank and
shoreline protection of public works and nonprofit publlc
services, continuing authority)

50 SF 50, Notification of Personnel Action

52 SF 52, Request for Personnel Action

99-662 Public Law:99-662, Water Resources Development Act of 1986

103 Sectioq 103, 1962 River and Harbor:Act, as amended (small beac

_ control project, continuing authority)
107 Section 107, 1960 River-and Harbor Act, as amended (small navigation
: project, continuing authority)

111 Section 111, 1968 River and Harbor Act, as amended (mitigation of shore
damage attributable to navigation works, continuing authority)

164 EC 1105-2-164, Continuing Authorities Program Procedures

168 EC 1105-2:168, Procedures for Two-Phase Planning:

171 ‘Standard Form 171, Personnel Qualifications Statement

205 Section 205, 1948 Flood Control Act, as amended (small flood control
project, continuing authority)

208 Section 208, 1954 Flood Control Act, as amended (snagging and clearing for

flood control, Gontinuing authority)

216 Section 216, 1970 River and Harbor and Flood Control Act.(review of
completed projects)

221 Section 221, 1970 River and Harbor and Flood Control Act (written
agreement for local cooperation)

404 Section 404, Federal Water Poliution Control Act Amendments of 1972
(permit authority)

566 Public Law 566, Watershed Protectiofi:and Flood Prevention Act (Secretary

' of Agriculture authority forflood prevention and soil conservation)

662 Public Law 99-662, Water Resources Development Act of 1986

710 Code 710 (budget code for recreation facilities)

903 _Section 803, 1986 Water Resources Development Act .

1556 DD Form 1556, Request, Authorization, Agreement, Certification of Training

and Reimbursement
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DA Form 2302.R, Clvilién Career :Progfém Gualfication Record
2544 DA Form 2544; Intra-Army Order for Reimbursable Services
3011a Report on Status cf Approprlaﬂons and Work Allowances
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APPENDIX C- PLANNERS’ CALENDAR

Milestone

January
10 January’

15 January,

February

(Depamnental testimony)y
15 February *
and locally sponsored) due:in CEPE-CT
»  Planning Associates Program = i ¢
o Mission Related Graduate progim
March annual budget EC distributed to FOA’s

. March S Continuing Authorities Program database -
update due in CECW-PM:

April ‘annual: HQDA Engmeets and annual letter

Nauonal Flood Insurance Program quaxterly
update due in CECW-PE:

10 April

15 April

May-June

Jupe ............

15 June “ Flood Plain Management Services Program
Review due in CECW -PF

hy:

10 July

pdate due in CECW—PF
15 July Techmcal Servxoes Informatxon System

187

long-term training nominations (HQUSACE.

Referenice

1105-2-10

ER 1105-2-10

ER 350:1-416°

EC1105-2-189:

ER 1105:2-10

annual letter

annual letter from
CECW-RL

annnal_ budget EC

__annual bgdget EC

1105210

ER 1105-2-10




-September

1 September

30'September
L October
October
October..::+

10 October

November

31 December

sored) diie in CEPECI‘
¢ National War College
o Industrial College of tbe Axmed Forces

update duein CECW‘PM

end fiscal year .

begin ﬁscal year:

work allowanws lssued

Feasnbnhty report produotlon schedule e:':'
in CECW-P (due 30 days after teoeipt of
work allowances): :

Planning award nominations due in - h
CECW-P" . . .

+  Planning Excellence Award

<+, Outstanding PlamnngiAchlevement -
Award -

feasibility report fact sheet and slide update
due 'in CECW-P

188

EC 1105-2-189

annual letter from CEPE-C

ER 1105-2-10

ER 1105-2-60

AR 672-20

ER 1105-2-60
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