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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 fonnal guidance, nor is it designed to prescribe the "right way" to do 
study management. Rather it is a source of ideas, examples and other infonnation that a 
study manager might fmd useful. The idea is to take advantage of what has already been 
done and transfer this infonnation to all Corps study managers. The goal of the catalog is 
to help Corps study managers with the day-ta-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 (lWR) 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 preparing 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 correct 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 wotkshops. 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 is a need to 
gather the collective experience of study managers throughout the Corps and distill this 
infonnation into a document that will be a source of infonnation 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 infonnation 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, fonn, written procedure, notebook fonnat, useful tip, 
idea, or similar item us'ed to organize, document, coordinate, communicate, display, or 
otherwise manage data, time, funds t 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 representa~ve ones were included in the catalog. 
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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, Money, and Task: Management 
Plan Fonnulation 
Leadership, Communication, and Coordination 
Study Results 
Other Study Management T091s 

Each "tool" is described briefly; If the "tool" is a fonn or illustration of some kind the 
fonn 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 
formore infonnation 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 guidance. 

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 microcQIllPuters, 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. 
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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 infonnation abol;1t tasks needing to be perfonned, 
funding available to provide for the work effort, scheduling of the work effort, and com
munication of these agreements throughout the chain of command. The Ill'st 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 fonn of the South Pacific 
Division provides for the return routing and acknowledgment of concurrence at the bot
tom of the fonn while the Walla Walla District has developed a separate work request 
concurrence fonn to attach to the work request fonn. 

A fonn for recording the hours spent on different tasks is included. This fonn 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 ot 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 setting 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. 
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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 
shO\vn in Exhibit 1. The initiating, or requesting, element is identified at the top of the 
form while the responsible service organization, the one from which the service is being 
reques~ed, is identified at the bottom of the fonn. Total funds available and schedule 
dates for the request are also identifIed at the top of the fonn. The center portion of the 
foim pmvides space for the Specific goal of the request, instructions and remarks relat
~g 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 fonn 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 foteach organization involved. For more information on the use of this Ser
vice Request Form, contact the Planning Chief, Los Angeles District, C:BSPL (213) 894-
5522. 
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I exhibit 1 

I 
:1 

SERVICE REQUEST 
0"1'11: 010 "II:QUCST 0"'0. I"CV, ACQUaST NU .... "A 

1 Oct 84 "2 8S-AA1l9-FCAC 
IN.T'ATING Q,.OAN'ZATION A It.-"OVAL. SIGNATURe O .. Ta "0" WOI'IK COOK 

OIVISION AAl19-02-See Below 
Planninl c ..... "UMO$ .. v ........... • 

I 
..... NCH .. 0 ... 1'& t"MOI.IHT 

Water Resources .- t'I 21 Jan8S 's 38,000 
S&CTION 

~M/~ 2t{a...&S 
SCHCOU .. & O ... TS 

Sect10n A STAtlt1' PINISH 

"I'IOJ.CT ""'N)OoGa" 

,~klA '/",.L .' tb/I~s-Stephen Bawld.ns 15 Nov See Below 
.. AOJaCT N ..... /' v /'". , I .. U H ..... ' ..... I "iii 

tACDA MaUlst .. 
SIII.CI .. 'C GO"''' 

Recon level overflow maps & average flood depths . 
INST .. UCTIONS ... N" .. & ....... KS 

1) Provide reconnaissance level overflow maps with average llood depth and nOD-
damaging diacharae. 

I ADP Work Code Amount Description 

, 

Start Finish 

AA 119;-02-4210 28,000 A. Channel Reaches Covered By Th. 15 Nov 31 March 
FGAG . tACFCD Contract 1980-81 

I 1. Review LACFCD 1980-81 over ... 
flow reports and detexm1i1e miasinl' 
data. 

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

I 
. 

AA 119-02-4210 10,000 B * Channel Reaches Not Covered By 1 AprU 15 Aug 
FGAB Contract C~O tZqH4T) 

1. Determine clearance between 

I 
bridge soffit top of channel. 

2. De_emUle channel Full Q. 
3. Tabulate & prioritize break-

outs 10catiol18. . 
4. Analyze and map floodinl by 

I 
I 

P .• O.C. Dave Cozako eitber contiguous over lows or inde-

XS56S pendent overflows. 
S,. Develop storage-diacharge 

Fred curve and non-damaging discharge. 
C. C. Kawaah1ma 6" Provide report outlining 
... UNOS ...... NOT TO ••• "C •• O.O procedures and results. 

.. e:SIIIONSI ... 1t •• "VIC:. ORG .. NIZ ... TION .. " .. IItOVAL SIGNATURII 0... It C:ONC:U" 
OIVISlON ... ItS HO 

"' .. ~. 

I 
...... NCH I H&1t 
SECTION 

U •• 001 .... ,,1"'. 
UNiT 

I .. 0 .... 
, AUG 72 SPD 330 ...... vloua COlT IONS Alltll oaSOLaTa. 

I 
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Work Request" Form 

The Work Request Fonn (NPS Fonn 53) is used in the Seattle District for providing 
notification of work efforts with other technical elements. The fonn has been entered 
into a word processing file to expedite the filling out of the fonn. The routing ladder in 
the upper left cOmer of the fom 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 fonns are then routed to the chief with copies to all participating elements. 
By having the work request fQDll 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 fonn 
for identifying the project, manager, budget and date due. In the sample fonn shown as 
Exhibit 2, infonnation on the budgeting of the work and the schedule are provided in 
greater detail on an additional page. The lower half of the fonn 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 fonn and the accompany
ing loadlines. A nearly identical planning study request fonn is also used in the district 
and has been used in electronic fonn. For more infonnation about the use of the Work 
Request Fonn, contact Forest Brooks, CENPS, (206) 764-3456. 
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NPSEN-PL-CP 
Copy 

TO: Chief, to 

UX DESIGN BR _ 
Cost Eng Sec -X
Structures -X
Drafting -X
Architectural-X
Electrical -X-

___ Mechanical -X
_ PLANNING BR 

Econ&SocEval _ 
___ cp-Tech Unit ..JL 
--- CP-Brooks u.
___ B&B-Bydrology _ 

-Hydraulics 
SURVEY BR 

_ F&M BR 
_ RPM BR ..JL 
___ REAL EST DIV 

~ EN-PL file -X-

Work to be used in: General 

Inclosures: 1. Load line 

exhibit 2 

WORK REQUEST 

No.. SAC-S7-S 
Date I NoV 1986. 
~ 11I"/!!." 

Project SOuth Aberdeen - cosmopolis (CP&E) 

Work PESIGN 

Account Number(s) 
AP186035410eCOQ 

Budget: $ see pag, 2 PY un. 
Authority ~G~I~-C~P~&~S~ ________ __ 

Lead Section CiVil Projeqt Hgmt 

Proj Mgr FORES'!' BROOKS 

Due see page 2 

pesign Memo 

Ext .ll5i 

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

D!!Ua: il2t LQD Qf i(Q'Is: 

1. Participate with other NPS elements, as necessary, to review 
design of alternatives, provide technical information, and recommend 
appropriate de,sign 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 GOM including appropriate text and tables. Review GOM and revise 
cost estimate as appropriate during District, NPD, and'public review. 

3. Provide landscaping concepts and preliminary cost esti!llate for land
~caping measures at appropriate locations along the project alinement. 
Emph~sis should be placed on low maintainance landscaping solutions. 
Provide technical assistance and visual aids for use in coordination 
with the local sponsor and to answer 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 
Oct 86 WAC78AM 

9 

Requested by __________________ ___ 
FOREST BROOKS 
project Manager 



Exhibit (continued) 

No. $AC-87-8 
Date 1 Noy 1986 
Pag"e 2 

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

5. Draft final report plates, including all necessary overlays, in form 
suitable for printing. Work will be coordinated with Design Bngineer 
in CPM Section and with Structures. 

6. Coordinate Design Branch input to CP'E studies and GOM/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 GeM/BISS and 
Technical Appendix including text, tables, figures, graphs, and plates 
an~ provide to Design Bngineer 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. . 

7. Provide assistance to Structures Section regarding elect/mech elements 
of project design. Develop estimate of annual power cost for use in 
preparing annual O&M cost 'estimate. Prepare narrative and associated 
figures, graphs, tables, and plates for inclusion in Technical DeSign 
Appendix. Review and revise as necessary during District, NPD, and 
public review. " 

Funding; 

ITEM 
1. Plan Form 
2. Cost Est/Rep 
3. Landscape Con 
4. Landscape Des/Rep 
5. Drafting 
6. Structural/Rep 
7. Elect/Mech/Rep 

Schedule: 

COMPLETION 
DATE ITEM 

~ 
$ 0 

o 
o 
o 
o 
o 

-L.2 
$ 4.7 

PY87 EXPENDITURE LIMIT (0+1x$1,000) 
~ ABkL ~ IlW% HElL IlI...AD. 
$ 0 $ 0 $ 1.0 $ 0 $ 0 $ 0 

3.9 0 0 0 0 0 
o 0.5 0 0 0 0 
o 2.2 0 0 0 0 
o 0 0 5.2 0 0 
o 0 20.1 0 0 1.0 

--..ll --..ll --..ll --..ll ----1J ~ 
$ 3.9 $ 2.7 $21.1 $ 5.2 $10.6 $ 1.6 

19 Dec 86 
19 Dec 86 
27 Mar 87 
30 Sep 87 

Plan Formulation 
Landscape Concepts 
Draft Rep to CPM 
Report Revisions 

WORK ITEM NO. 
1 
3 
2,4,5,6,7 
2,4,5,6,7 

10 
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Lessons Learned: 

II We have .to be more aware of the use of time now that haH of the budget 
comes from local sponsors." 
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Using a OF for a Work Request Form 

The Planning Division of the Walla Walla District uses a disposition fonn (DA Fonn 
2496) for work request fonns, as shown in Exhibit 3. The routing is modified to include 
routing through different of(ices for sign-offs before reaching the destination. The body 
of the fonn has space provided for the work description, specification of cost codes, es
timated cost, acknowledgment of fund allocation, and comments. 

The Work Request Concurrence Fonn 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 fonn is 
usually attached to the concurrence fonn for return routing. For infonnation about the 
Walla, Walla work request and concurrence fonns, contact the·Chief of Planning, 
CENPW-PL at (509) 522-6438. '-
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DISPOSITION FORM 
'Of "' •• Of "'.1 f."" .... AR :140·'&. the "'000"'"1 .~cy;, TAGO. 

TO 
THRU: 

TO: 

s- 7 -,r7 CMT' 

:o:iaZi:::::S:A1:L~,,"/o! 
(Contact) ~r:r~.3 

Request No. ____ _ 

---------------------------------------------------------------------------
-----~---------------------------------------------------------------------/ 

------------.. ------~-------------------------------------------------------

2. a. !;t!.!t:gg 
b. !;;;t!.!t:Sg 
c. !;b!t:.9g 
: .. ~'::!t:is 

~y~2gt:~~;:~O~~LLLa~O~~~g~ __ f.C~~~~---------
~!.I!!l2gt:~ ________ -______________ ~!~!!.! __________________________ _ 
~~~g!!t:~ ______________________ ~!~!!~ __________________________ _ 
~~~~s~! ______________________ ~~mgl __________________________ _ 

J?' . -!;;9li!~~ ____ !.~s:_l::n. ____________________________________________ _ 

4. HavEl f'Jr,ds be".;- all.:o~cat:d tr.:. WO'Okin~g g'"OlJp? -~--7.-~-~--_::;::-----
S. !;2!:::1g!!1!!!L-:i(~__ __~tA<:l'" __ ~.£._~~ __ _ 
____ ... ..-:l ___ ~-------------•. ~--______ ~ __ ~-__ ~. ____________________ _ 

,. / ~·~·""-I:J ' /;'7 \ ...... 1' l.~"'~""1 -. !.. : .• , .... 

----~--~~-~~~---~--~,~ ----- . --~-------------~-----~---
-----I--:.:.,-?f.-------/---~~-;Z;~------------~---------~----;'-7--
----r-'---:.,~r.?:t..14I..k:-L- .::':t_ • .,..--.a-;::,---~--d..4.L./LA 4~~-----
-----~ ~t>t:.:":;:,y.;:-----.. -------------------:::; -------------------------------

:/ t/ /~.' -. /"/' 
1 Ene! _~~/ -'2i. !17 ~ I 
eMT • Fo.-. ~";/"'T''' q, ~T; / _ < .. ~ 
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exhibit 4 

WORK REQUEST CONCURRENCE FORM 

~ ( ______ J.:.tF.:9L ___ ) ~ -'~' ~ ~ 

_,",BJECT: ~:::_~::~::~_=_::Z:'.:. _____ ::::~-: _______ : __ :::::::::=:::::::::: 
-----------.--~-----------------------------~--------------------

1. Date l'ec:el vee: __ !.!?.ll!!~_lJ~Z ______ COY.C'JI· in est imated cost? Ye~ .. ~_No ___ _ 

2, Est: i r,bot e:: st ?"t date: _liL~_.!!Z. ____ E5t imated C'omplet ion date: -..13~"l.L-1987 

~~--~::::j~~::.=::.~===========:~========================.===========:==:.:=== - ....... _._.- --- _._ .. '. --.- --- ._ .. -.. _----.. ' .. _-_ .. _------_ .... _-_ ..• _-----... -._------------ -,...-----~-. . ----.----.. -----~-----------------------------------------------------------

r:c 

CF: £2 NPI.JPB Ve h;:·) 

---& ,------

'W Forro1 546 (TEST> 
.L 86 

~/1--LL-
--------------~ . (S:'c:nat'.II'e) 

R:C'L.\RD CARL-;:O~; 

_~~ :'~_f.!._ ~,e.i' ~ _ ~_s_t~~!. _~! :::!.~iE!!_ 
(T:';~e) 
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Lessons Learned: 

We are not managers, but leadersj manage yourself and you will lead -
others." 

-:':to" 
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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, communicating effec
tively, and elevating irreconcilable differences .. 

I. FACTORS THAT CONTRIBUTE TO CONFLICT 

A. Turf battles: ffiements don't agree on task assign
ments 

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

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

D. Inadequate documentation of previous work or 
guidance. 

E. Lack of leadership involvement. Low priority. 

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

G. Data: Data from one element are unrealistic while 
another element's data are speculative. 

IT. EFFECTS 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 
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2. Costs. 

3. Communication gaps, guidance gaps. 

4. Unhappy, frustrated people, bumout. 

m. SOLUTIONS TO CONFLICT 

A. ACE = Assimilate, Communicate, Elevate. 

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

a) Dig out their concems and address them 

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

c) 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 thein 

- ask: substitute language 

- highlight changed material 

- use passive concurrence 

- infonnalize 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 
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3. Elevate irreconcilable differences to the decision 
makefs' 

"," ." ." 

. a) ban trench warfare 

. b) gets priority attention 
- . . 

c) elicit 10% faster decisions 

d) prepare briefing. papers with differing views, al· 
termltives 

e) send issUe resolution drafts to D,ivision for con
currence 

t)canIRCs 

'. - prePare and circulate 'brIefing 'materials 

" .' - 4ave ~d follow agendas 
- ..... ". .... . ". . 

.- pre-circulate draft MFR, use it at th~ meeting . 

~ . onmrt APPROACHES - Some inayand some may not 
redu~~(jnflict, .' '. 

, 
' .. 

. . 

A. Research -kno~ the facts, rules and regs, data. 
B. ding to the relevant,pitch the, irrelevant 
<;. Persist -~te on 
D~ Chall~nge - broaden the frontiers, expand the perspec-

.,. . tives:ch~enge tradition and convention, challenge 
. . authority. 

'A: The .process can be as valuable as th~toduct itself. 
. B: Long tean change can result. 

'". ' . .... ". -

-:j. , 

f·· - .... 

~ . ~:'. 
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c; -.• : . 

, Lessons Learned: 

, . ' 

"Respect for Individuals is rewarded by individuals' best efforts." 

... '. 

',; , .: ~ - - t 
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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 m of New Orleans District, dermes two types of com
promise, how and when compromises occur in a reconnaissan~e 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 rlI'St is a negotiation 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. 

n. 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? 

.. , 

94 



I 
:1 

I 
·1 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
1 
1 
1 

:1 

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. Infonnal Uncertainty Analysis - - Does the infonna
tion look reasonable? 

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

m. WHEN COMPROMISES COME INTO PLAY IN ARECON
NAISSANCE STUDY 

A. Compromise situations you can expect. 

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

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

3. When the DF that fonnally 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 
OF. 

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. Typical "carrots". 

a. On the spot awards. 

b. Certificates of appreciation. 

c. Team "quality circle" meetings off the district. 

d. Field trips. 

e. Coffee and donuts at team meetings. 

2. The "stick" - The DF - Fonnally document the 
failure of the team member. 
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Lessons Learned: 

"Live within the time you have. Is a three month answer much different 
from a six month answer?" 

97 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

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 fonn 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 infonnation 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 perfonnance 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 toinfonn 
study participants of the team meeting discussions and other per.: 
tinent infonnation 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 Wlldlife Service (USFWS). The support 

··f 
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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 conunit
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 

, . hydraulics engineers, civil design engineers, realty professional, 
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 fonnalizes decisions reached. 
An example of increased study responsibilities might require the 
team members fo 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 'automatically 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 members also contains this infonnation. 
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 alternative repreSentative should attend. The 
study team meetings as a rule are ron by the Study Manager. Infor
mal guidelines established for the conduct of team meetings in
clude the following: 

99 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

1. Befote the meetin&: 
a. The Study Manager shoUld develop an: agenda. The 

,Study MaJilag.er' s,supervisor should not hesitate to re
quire a written agenda for review prior to the meet
ing. This is especially true for ~ew or, inexperienced 

, 'Study Managers. The preparation of an agenda 
, , shoUld not turn into a major hO\is~eeping task; 

'rather, a liSt of key items to be covered should be suf-
, ' : flcient. Copies of the agenda should be made avail-

'! 

able for all 'team p3.rticipants~' 
b. The Study Manager should ~eview'the most current 

, budget infonnation to determine' if obligations and ex
penditures are tracking with the 2101 schedule, and if 

, not, the reasons for the variance should be addressed 
at the meeting~ The ,expenditures vs. the amo~t of ' 

" work' completed should also be'discussed during the 
team meeting. 

c; The Study Manager should identify the important 
'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 
Repqrt bo~ include the next meeting4ate, the team 

,," m,ember should be profeSSional enough to' ensure the 
,: . ',;, ~:," "required attendance at his/her own ~initiative. 

, " 

.:" : 

a. The StudY'Manager should'start the meeting promptly' 
at the scheduled'time. If less time is wasted, atten-

:, "" "':' dance,orl89k, of interestt should become less of a 
prQblem. " 

." ~ ~. 

b. The Study Manager must take charge of the meeting. 
,~e/~lJ.eis ~e one.~ith the agenda to fulfill and it is 
,l#s/her. ~~nsibi1ity ,to see that the, meeting ac
complishes at least those goals. The meeting needs to 
lJ.ave an open and honest two-way communication. 
One-way dialogue shoUld be avoided; 'the Study 

" ,'Manager should act as a group facilitator encouraging 
'and directing the 'discussion amorig 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 discussions are not unnecessarny too 4etan~d or 
do not. go off on a tangent~ . . 

. d. The following general actions should be ac
complishedduring each meeting: 

'.( . 

(1) If new team member(s) orp~t(s)arepresent, 
. mey should be introduced by ~e Study. Mallager 

and .theii' respon$ibllities e1tplained 'to t:he . study 
team. Remember that the other stu~y team .pent.: 
hers are alSo to be introduced' to the new te$til 
~mber/guest as well. 

(2) ~achteam member showdprovide a brief ofal: 
status report foCusiIig on actions sitlce the ~ . 
t~am m¢cting. The StUdy Manager.should check 
to See. if tasks assigned at the last ~ing were8C
complished and if not. what me~eS' ttave been 
taken to expedite the work. If a probiem is iden .. 
Pfied, .team members should think through asolu
tion and be prepared to lllak~ a recorilthen~iQn .• 

. d~g the meeting' on an aWropriatec~ulse9f ac-
ti,on. . . . '. 

(3) The Study Manager should·make.mue the goals 
for the next month '8 effort have been identified 
and actions planned to ~eet thos.e golds . 

. (4) TheStudy Manager ~houldiden.tify upcoming' 
work and mBestones for the next ,~3'lnolithsaqd 
be prepared to explain. thecwerall study schedule; 

(5) The, Study Manager shouldensw:et\\atany )1«' 

prob.lems or actions which tCmll rtlerii\')ers,)Vould; 
like to discuss are coveied.. . .' . '. " 

. (6)Toavoid misunderstatidir.gsthe Study Manager 
.should restate any coIDIriitmentsand technical 
dii~ction for concurrence' ... " . 

(7) The next month·s team meet#lgsh~uldbe 
. scheduled and announced to all of the team mertl
bers~ 

e. Th~~ are the minimum items which should be 
.~overed; however, the Study Manager should avoid . 

. covering only these i~ems and'ovedookihg importal1t 
. . issues which also need tobe diScussed; 
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3.After the meetin&: 

a. Prior to the preparation of the Monthly Status Report, 
ad hoc meetings should be setup and held to clarify 
discussions/commitn)ents 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 teani meeting. The Monthly Status Report 
should include discussion of wode completed the pre
vious month, wode scheduled for the following 
month, a milestone/schedUle sununary, special items 
requiring attention, funds data, and the next 
scheduled team meeting. H 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 infonned 
on the status of studies. Examples of a Monthly 
Status Report prepared for an ongoing project in the 
District are attached as Exhibit 24. 

c'. Follow-up commitinents 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 

( 

M 0 NTH L Y S TAT U 5 

F:JR THE r-1tJNTH G~ 

STUDY ~b''\ME: DALLAS FLOODWAY 
MEETING DATE: 22 MAR ae 

WORK COMPLETED LAST MONTH: 

REP 0 R r 

. F~:OJECT 1'1ANAe::;;:: LUCYSHYN 
EXTENsrCN: 4-2185 

SrUDY INITIATION LC:TT5:R SENT TO CITY OF DALLAS 16 MAR E:';. F'L-B INITI-
ATE:) COORDINATION WITH DALLAS DPW AND HAS SCHEDULED A MEETiN:: F·:JR !5 APR 88. 
n':T';:;;: RE'IIE'J DF EXISTnlGHVDROLOGIC i;ATA. DECISION ~JAS MADE ii:::: UTILIZE Tf;::: 
FEn EX ISTING CONDITIONS OA TA AND FOR REPRESEi'ITING THE wITHOUT Pf;.OJECT FU
TuRE CONDITIONS ASSUME THE REIS CCMPOf3ITE FUTURE DEVELOPMENT SC:::NARIO TO EE 
Ii'i EFFECT. WI TH REGARD TO THE HYDRAUL.!CS MOQ€L THE DECISION W':'::; MADE TO USE 
THe: CORRESPONDING REIS HYDRAULICS MODELS WITH ThE ONLY CHANGES eEl:NG THAT 
Br--~l)GE SUPF'ER-SiRUCTur~e:5 NEED TO E"E. MODELE:); IN THIS REGARD EXISTING BRIDGE 
CgiA IN CES;';F WAS GATHERED AND IN CASES WHERE INFORMATION WAS LACKING. RE
wLEST WAS MADE FOR THE DATA FROM THE DALLAS DFW. WITH REGARO TO LEVEE FAIL
LJF:ES, A DECISION WAS MADE TO CONSIDER THE OCCURRENCE OF LEVEE· FAILURE AT 
ONE FOOT BELOW THE EXISTING LEVEE CREST ELEVATION. STUDY SCHEDUI.ES AND 
MONETARY CONSTRAINTS WERE ALSO REVIEWED. 

WORK SCHEDULED FOR NEXT MONTH: 
PL-B TO MEET WITH THE NTcoe 01'1 30 MAR 8S AND DALLAS DFW 01'1:; APR 8S. 

PL-B SCHEDULE AND HOLD CIVIL WORKS PLANNING ACTION TEAM MEETING. ED-HD TO· 
CODE IN NEW BRIOGE DATA AS SOON AS DATA IS OBTAtNED. BASED ON REIS DATA AND 
EXPERIENCE ED-HD IS TO IDENTIFY LEVEE SECTIONS WITH GREATES' POTENTIAL FOR 
FAILURE. PL-RE TO COMPUTE STORAGE VS. ELEVATION. RELATIONSHIP FOR AREAS BE
HIND THE WEi3T. EI~ST AND NORTHWEST LEVEES. ED-HH TO DETERMINE FREQUENCY AT 
WHICH LEVEE FAILURE WiJUUJ OCCUR UNDER THE COI'!FOSIIE FUTIJRE DE"EL,JF'HEI'iT SCE·
NARW. ED-HH AI.SO WILL REFINE THE MODELS F:1~UTINI3 REACH THF.;:;UG~ THE PRD.jEeT 
AR~'; TO HLLIJI}l FOR THE EVALUIlTION OF AN INCRe:ASE IN VALLE V STO~AGE WHEN THE 
Lt::I.'EES FAlL. ED-GO TO INITIATE COORDINATION wITH THE LEVEE DISTRICT TO OB
TAIN EXISTING LEVEE CI't::ST SURVEYS AND RECORDS OR DATA PERTAINING TQ 
Pl:RFORMED/SCHEDULED MAINTENANCE OF THE FLOODWAV. ED-GO IS ALSO TO ~ESEARCH 
ANNUAL INSPECTION REPORTS TO ESTABLISH AN OVER(4LL VIEW OF THE CURRENT CONDI
TION OF THE FLCODWAY. PL-RC TO INITIATE COORDINATION WITH STATE HISTORIC 
PRESERVATION OFF rCER AND TEXAS ARCHEOLOGICAL RESEAf::CH LAB. 

~I~SSTONE/SCHEDULE SUMMARY: 
COi'iPLETE RE;CuNNA I SSANCE F:EF'ORT: FEB 99 
l:--r:ERlf'1 l"~l1.~:;TUNES COMF:..ETE EXISTING CONDITIONSI PROBLEM 

- INVES iI GATE I DEVEL,CIP AL TERNATI VES 
10 :JUN 

:NOV 
.8S 
88 

- EVALUATE ALTERNATIVES :DEC 58 
~ REP~RT PREFARATION :·FEB S'? 
- P!';::::~IM. S::Qf!'E OF SERt..;I~;S: FljR FEAS. ;;TDY:Fi::S 89 

ITEMS REQUIRING ATTENTION: 

FUNDS: THRU 

SCH 
ACT 

OBLISATIONS EXPENDITURES 

NEXT STUDY TEAM l"!EETtNG: ~.,:; ~;".;' .. ,..... .~.,,,' £.\i~ 
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~'(;' ... ', UNOBLIGATED BALANCE: 
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STUQY .•.• TEAMMEMSERS: 

CESl-JF~PL-t< ... 
CES~JF-PI_-S 

GE: st~r--PI. .... RC: 
CESWF-PL-RE' 
Cf,SWF-i='L";;R~ 
USFW$ 
tESWF.,.,ED-HO 
CESialF-E!>-HH 
.CESWF-E;>~GP 
·CESWF.,.,Pl.;S· 

exhibit 

L,UCYSHYN ... 

SHAW 
,NEWMAN 

3HELTON 
MORGA"". 
Cloud , .. , .. 
MAYFIEf..,;O 
HARRX~ 
HowEtL 
GRIFFitH 

continued} 

Ext •. 

4-2185 
4-3246 
4·.,.,2095 
4;--:2995 
4-.2095 
4'-'2961 
4 .... ;:aS16 
4-2219 
4';'9912 
4 ... Z:Z46 
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Quarterly Report on Study Progress: 

Rex Phillips of WIlmington District offers this suggestion for obtaining inf.onnation 
from study team members for use in quarterly study progress reports. Each team mem
ber is asked to use a reporting fonnat to prepare nine responses in regard to the quarter
ly work effort for a given study. The responses include: accomplishments, results, fmd- . 
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.' -' , . 

RESPONSES 

HYDROLOGY AND HYDRAULICS 

l.ACCOMPUSHMENTS. Stream surveys (cros$ sections·at)d 
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, atot 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 ChaFity-2 people on it all year; also Crabtree start, Buck-
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hom start, Coharies completion -except for appendix writeup, and Falls 
Lake subimpoundment start-due complete in Sept 85) . 

6.P~OJECfED 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 fll'St quarter. Water supply demands 
(needs evaluation) for later. Water supply needs evaluation from plan
ning is required to do flow dlJlation (mass duration yield), or water 
storage in reservoir to satisfy the need (yield analysis) by HEC-5 
program. 

8.STUDY DIRECI'ION. Based on field observation, not a lot of flood 
control benefit potential, but this is for economics to say. No problems 
in developing any ~uggested 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.DOCUMENT ATION. The only work done in FY 85 was data collec
tion, results not available. No documentation for the report. 

ECONONUCANDSOClALANALYS~ 

1. ACCOMPUSHMENTS. Flood damages have been refined since last 
year's report. The infonnation 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. PROJECf WORK. 1ST QUARTER FY 86. Refme 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. Infonnation on Cox Mill and 
Coddle Creek will be used in final report. 

7. INPUT NEEDED. In order to compute benefits, need hydraulics 
~esults (profdes) for improved conditions. 

. 8. STUDY DIRECI'ION. Nowhere except providing water supply 
infonnation 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
ship skills of the study manager. This section offers some lessons learned 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. 1\vo items are included on presenting financial data and the 
~tus of a study to the sponsor. The last tool is a list of personal observations presented 
in the fonn of lessons learned in cost sharing. 

, 
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Making Cost Shared Studies Work 

Here are four roles 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. 

• Review sensitivity ofB/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, infonn technical sections thil~~.spt)riSor is involved and 
that work-effort is accountable to·a possible audit., 

• 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 TIlE 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 professional 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 flexibility within 
Corps regulations to meet the needs of the sponsor. 

• Record-keeping, briefly 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 District 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 defme it. 
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• Explain the planning process - do it often and keep it siinple. 

• Combine meetings and use conference calls to reduce coordination costs and time. 

• Initial public meetings are a good place to initially establish rapport and credibility 
with the sponsor. 

• The sponsor uses the reconnaissance report as their decision making document. 
- Be forewarned 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 identifiable 
benefits. 

• Sponsors are looking at regional benefits not national benefits. 

• The final public meeting is used by sponsors to measure political support and op
position. 

• Sponsors like to get involved in Corps' meetings, workshops and IRe's. . . 

• FCSA model contract is one-sided 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 highly diversified interests so coordination 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 sununary 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 taMes 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-accoUllts 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, 
referenc~ to engineering regulations (ER) and engineering circulars (BC), estimated . 
work days and rates, and assigned responsibilities. For more infonnation 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 PRASE COST ESTIMATE FOR SCOPE OF STUDIES 

OLYMPIA HARBOR, WASHINGTON, NAVIGATION IMPROVEMENT STUDY 

Fp.asibi1itx Phase Cost AEEortionment 
Program Corps of Engineers Contracts In-Kind Total 

Subaccount In-House 11 & Misc. Services 21 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 0 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 0 0 

.09 0 0 0 0 

.10 19,825 61,425 0 81,250 

.11 32,758 3,000 17,772 53,530 

.12 10,615 0 0 10,615 

.13 99,998 1,830 25,084 126,912 

.14 16,899 0 7,745 24,644 

.15 34,491 17,296 9,442 61,229 

.33 1.1 70 1624 0 0 70 1624 

STUDY SUBTOTAL $400,716 $328,621 $65,163 $794,500 

Review Contingency ~I 19 1750 0 19 1750 39 1500 

'IOTAL IS'J:IllATE $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). 

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

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

~I Review contingency (5 percent of feasibility study cost estimate). 
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exhibit 26 

I 
TABLE 2 

I 
ALLOCATION OF FEASIBILITY PHASE STUDY COST ESTIMATE BY FISCAL YEAR 

OLYMPIA HARBOR, WASHINGTON, NAVIGATION IMPROVEMENT STUDY 

I 
I 

Proaram GOVERNMENT F I S CAL YEAR 1/ 
Subaccount 1988 1989 1990 1.991 Total 2/ 

.01 $ 0 $ 1,365 $ 975 $ 975 $ 3.,315 
0 [400] (500) 0 [900) 
0 {500} 0 {l,200} . {l,700} 

.02 0 ° 2,248 ° 2,248 
0 0 (2,OOO) 0 {2,OOO} 

I 
.03 0 0 1,626 0 1,626 

.04 0 0 3,252 0 3,252 

I 
.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) [ 11,625) [4,500] [20,250) 

I 
.07 0 10,678 17,984 1,686 30,348 

0 (10,000) [1,920) 0 (11,920) 
0 {l,420) 0 0 {l,420} 

I 
.08 0 0 0 0 0 

.09 0 0 0 0 0 

I 
.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 (l7,772) 0 0 {l7,772} 

I .12 1,290 580 7,295 1,450 10,615 

I 
.13 20,095 23,371 39,923 16,609 99,998 

[325} [4401 [840) [225) [1,830) 
{2,571} {9,568} {9,684} {3,261} {25,084} 

.14 0 16,899 0 0 16,899 
0 (7,745) 0 0 {7,745} 

I 1/ Government fiscal year is October 1 through September 30 

I 
2/ ICEY: $3,315 Corps of Engineers in-houle work 

[900] Corps of Engineers contracts & miscellaneous 
(I,700) Port of Olympia in-kind services 
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'TABLE 4 
DETAILED STUDY COST ESTIMATE FOR FEASIBILITY PHASE 

OLYMPIA HARBOR, WASHINGTON, NAVIGATION IMPROVEMENT STUDY 

Program Subaccount and Study Work Item 
Responsible 

Element Cost 1/ 
------------------------------------------------------------------------------------------
.01 PUBLIC IRVOLVIHBHT. The public involvement program will include 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:, IR ·1105-2-30 and le'll05-2-35. 

a. ,Public Workshop. 

1. Prepare and mail public workshop notice, prepare visual aids and handout 
materials, and coordinate preparation of meeting record. 

7 man-days @ $195 $1,365 

2. Audio-visual and other meeting .s~pport, i?cluding meeting place rental. 

In-kind services PORT l$SOO) 

3. Printing of meeting notice and handout material. 

Contract GPO [$400] 

b. Public Meeting. 

1. Prep~re and mail public meeting notice, prepare visual'aids and .handout 
materials, and coordina~e preparation of meeting record. 

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

'2.' Audi~~vi:suil"a~d.otliei \I!~et;ing,support~ incJuding 'meeting .room rental and 
recording, transcribing and ',!tditing/;of Iiie"eting rec.ord. . . 

In-kind services PORT [$1,200] 

3. Printing of meeting notice and handout material. 

Contract GPO [$500] 

PUBLIC IBVOLVIHDT SUBTOTAL $5,915 

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

1/ . Costs snown 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 Loc;:al Sponsor, 

The Southwestern Division has developed a procedure for reporting the current status 
of a study to local sponsors. The reports ate prepared quarterly and distributed to each 
sponsor of the study. The reports include ~e latest infOrination on the following items: 

• Study name 

• Sponsor's name 

• Date of agreement 

• Sponsor'srepresentative 

• 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 qraarter 

• Other infonnation 

For more infonnation on the preparation or use of the report, contact Larry Newbolt of 
Southwestern Division, CESWD-PL, at (214) 167-2308. 
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Working with the Public 

Public involvement involves conducting meetings, workshops, public speaking, and 
working with the localnews media. Conununication skills are important,especiaJIy 
when. conveying complex iSSUes, plans,andCorpsprocessinteIminology under
standable by thegeIieralpublic.Gooo cOlll111unicationJeadsto public understanding, 
trust, and mutual C()operation •. l(~y phrases for· public involvement are: "Be prepared" 
and "Beprofessional!'Being prePared.includesknovvingoil.e·saudience,materials~ and 
equipment. Being professiona1. invQlvesanattitudeofproviding a .serviceto the cus
tomer. 

This section begins with a checklist to organize and tr&ck tasks in preparatiqnfor public 
meetings. Similarly, the second tool isa week'-by-week guide for meeting preparation; 
An abstract of an extensive review of publjcinvolvement techniques offersideas for 
meetings as well as some guidelines for developing an effective public involvement 
. program. Two items ate inqlyded Which offer tips on preparing for and. giving presenta .. 
·tions. The key words here are be prepared and be confident. Two different tools are 
providedJoidocumenting attendees ofa meeting, one .Qf which also serVes tf) organize 
presenters. An extensive list of do's and don~ts for speaking with the new media offers 
many helpful hints. The section ends with some thoughts on the use ora publi.cJnvolve~ 
merttcontractor and video productl()ns. 
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Menlplli~Distri(;t usesachecId1st for public he~gsand.meetings~Themeetingsare· 
planned.by~.actiori groupCOll,Sjsting of the DepuD' P~strictBtl,giIleet(QDB),.Public 
A(faits Qfficef(rAO),Chief9fthe()ffi~e of Ad1llnistrativeServices (OAS),·.artd. Chief 
and Project Offic~ofPlanning, orotbeJ.", QiYision~Thecheckijst,shQwn in Exhibit28, 
identifiestasksto1»perfoDUed .. in prq)~~tiohfor*~hearing orm~eting;who is respon
si"l~fQl"e8(;h.t_and whenthcJaskshQUld be.perfOl'1l1ed.in days prior to. the llleeting. 
Space is {'Iovided tonotetargetandact\l~datesf()te~cllUlSk. Thus the checklist. can 
be used for tracking the completion of tasks by.theaction group members. More infor
mation about the use of the checklist can be obtained from the Memphis District Plan
ningChief, CELMM, at (901)521::,361~. 
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Hemphi8 Di8trict Checklist for Public Hearings/Keetings 

Haae of le8ponaible Office 
~ and Person 

1. Inform DE and OAS of PrDponent Div Chief 
need for public meetinsl 
hearing. 

2. Determine requirement a Div Project Ofcr 
and availability of DE 
to chair meet ins. 

3. Hold initial DDE 
coordinati~n aeeting. 

4. Sugge8t date, time, Div Project Ofcr 
location, and meeting 
aite. 

5. Confirm #4. DDE 

6. Inapect aeeting room and OAS 
prepare layout plans. 

7. Prepare public notice Div Project Ofcr 
and coordinate printing 
wlthOAS. 

8. Prepara presa relea8e. PAO 

9. Hotify congreaaiona1 Exec Aaat 
intere8ta. 

10. Coordinate actionl with ~iv Project Ofer 
area engineer. 

- - -

HUeatonea 
(Daya) 

ASAP 

D-65 

60 

47 

45 

.40 

*34 

34 

34 

30 

- -

Target 
Date 

- -

Coapletion 
Date 

.* Printing contract requirement a may 
require longer leau·time." 

- -

i 
g 
I 



- - - - - - - - - - - - - - - - - - -
11. Rel ••••• nd illatdbut. Dlv Proj.ct Ofcr _____ 30 

publtc notic. to .. n.r.l 
publtc. 

12. Initial pr... 1'.1.... to PAO 30 
accoapan, pubUc aoUce 
to .eelia. 

13. Coordinate infor.ation Div Project Of~r 30 
for text (PAO) and 
v1eual aide. (GAS). 

14. Begin preparatioD of OAS 25 
~ 

v1eual a.id •• m' )( 

15. Bri.f DE on project and Div Project Ofcr 25 ::r 
d.t.min. 'photographic i -requir .. ent. (to b." I! att.nded by DDI, PAO, GAS, 
Exec A •• t, Div Chief). 0-.... 0 

~ 16. Tran.portatloD and motel OAS 21 :::a 
rea.rvation •• g: 

17. Group review. text and 
i 

Div Project Ofc~ 15 .a vl.ual atd. for content 
and accuracy. 

18. ~econd pre •• rele •• e. PAO 10 

19. Group rev~ew. flnal Dlv Project Ofcr 7 
re.ark. and vi.oal 
aid •• ' 

20. Pre-brlef local intereat Exec Ofer 5 
,group. and congre •• ional 
alde •• 

21. Compilation of handout •• PAO 7 

1 



- - - - - - - - - - - - - - - - - - -

22. Preaa releaae to be 
han4ed out at meeting. 

PAO 5 

23. Aa,ure all AY equipment OAS S 
fully operational, 
sather resiatration 
equipment (carda. tape. 
pencila. aigna). 

24. Pinal rehearaal and DDE· 2 
coordination meetins. 

25. Set up all AY·and OAS 0 m 
regiatration equipment at i aite. Run tbru all alide E ..... traya and opera~all -~ equipment inc Iud inc _ikea. I 

26. Superviae regiatration; PAO 0 C' g aort carda in·to will/will 
;t not .ake a atate_ent :::s .categoriea. 

i 27. ProYid.e copiea of FAO 0 -.;;;; 

preaentation to _edia; 
inaure queationa are 

·.anawered. 

28. Write thank you lettera. ~lY Project Ofcr +S 
aa appropriate. 

29 •. PrePare tranacript llbere Diy Project Ofcr +7 
appropriate. 

30 •. ~~atdbute transcript 
. ~bere appropriate •. 

Diy Project Ofcr +7 
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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
fonn 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 fonnal 
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: 

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

• 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/meeting 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/ElS labels/listing -mailing labels for report 

• Brochure/notice labels/listing - mailing labels for notice 

• Meeting room layout/setup - visit meeting place 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 
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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 meeting location - formal confmnation of arrangements by 
letter 

• Brochure/notice mailing - mail at least thirty days before meeting 

• Presentation graphics - slides, charts, or viewgraphs designed to 
coincide with DE and study manager presentations 

• Meeting signs/charts - administrative signs for meetings room . 

5. WEEK FIVE: 

• Schedule District Engineer pre-meeting briefmg - conflIlll with 
briefmg packet 

• Meeting personnel - identify specifIc individuals needed to conduct· 
meeting . 

• . Checklist - develop list of items to monitor 

• Reserve/rent equipment - audio-visual equipment and services need 
to be scheduled and reserved 

6. WEEK· SIX: 

• Court recorder - must be scheduled if a. verbatim transcript is re
quired 

• . Tour of study 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 

• Confmn court reporter 

• Confirm vehicles 

• Confmn tour arrangements 

• Confinn reservations 

9. DAY OF PUBLIC MEETING: 

• Loading vehicles 

• Departure 

/ 

Managing Public Involvement 

Richard Astra~k, of the St. Louis District, and consultants, Nancy Baumann and Gerry 
Reynolds, completed an extensive review of current public involvement 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). p~liminary and potential . 
problems;~) costs; and 6) scheduling. Below is a list of techniques that . 
were awra:ised for use when involving the public. . 

Booth/display 
Charrette 
Citizen's committees 
·Citiien and technical review panel 
Computer based techniques 
Contest 
Delphi 
Fact sheet (public information newsletter) 
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Field office 

Fishbowl planning process 
Hot line (800) 

Identify intluentials (issue specific reputational survey) 

Interviews 
Mailing list 
Newspaper, radio, and TV advertisement 

Ombudsmanlconununity advocate 
Participatory television (QUBE)/radio 
Presentation 
Press release 
Public hearing 
Public meeting 
Public .service announcement 
Reponsandbrochures 
Role playing 
·ShDulation game 

Site visit - self guided tour 
Small group 
Speakers' bureau 
Survey (questionnaire) 
Taskforce 
Technical assistance 
Training program for citizens 

Wo~op~ 

\ 

Although there is no standard fonnula 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 infonn the affected, concerned, 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. Contlict 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 being prepared for public 
meetings. 

Every public meeting or workshop that you hold should have a specific 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 audience 
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ll.MATERIAL 

• Know your material 

• Prepare your material well 

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

• Have a professional attitude 

• Practice your presentation 

• Remain calm under pressure 

m 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
tionformat 

• 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 fonn 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 fonn can be 
modified so that the space for "office" reads "address/office." 

Exhibit 29 

ATTENDEES ROSTER 

SUBJECT: 

LOCATION: DATE: 

NAME OFFICE fEl.EPI1QNE NUMetiR 
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Lessons Learned: 

BulesOb public s.peakiggi 

• Besincere 

• Be brief 

• Beseated 
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Attendance Form 

The Ohio River Divisionyses a fonn to register attendees at public meetings. This fonn 
(ORD form 731) recoJ:dS the name and address of the participant, .wh~r the in
dividual rq,resel1,tsany organization or agency, and whether an oral or written state~ 
ment will be presented. Not only is a list ofparticipjrtts 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 backside of 
each card. The form is shown in Exhibit 30. ..' 

In addition to the attendance card,. there is a stand~ed format for public meetings~. . ... 
The fonnat cons~~of 3;. welcoming statement,introduction, .corps presentation, public 
statements, q"estiol1$ and discussions, and the summary and (;losing rern~ks. 

The welcoming ... statement ...... includes a self introduction of tl:te. speaker, a.sta. tement of pur-
pose of the meeting. ~ .. announcement .of sm.oking regulations, the introduction of ... 
Corpspersonne1, and a self introduction of participants if the~8!eQQth)Q~ trnm·20.~> 
30people~ .... . ' . '. .. . ........ ". 

The introduction consists of a statemenfregarding the putpose of the stUdjtfud thecut-· 
rent status of the study. At this point, the purpose oftl:te meeting is restated in detail, in
cluding a statement of what the Corpsneeds from the public at this poiI!tin.titn.e~ 'J'4e 
purposes of the attendance cards (ORD fOlll) 731 rare discussed (to have an accUrate 
. record of persons and groups in attendance and to indicate thosewbo w~h make a state
Dient). The transcriber of the proceedings is introduced as is the person doing the Cotps 
presentation. 

Following theCorpspresentafion reg~gthe stu<ly; the purpose oftheme~ting ls. 
reiterated .. Stat~mentsarethentaken.as noted on the attendance cards, followed by any 
additional statem~ntstThe floor is then opened f.or comments and ~cussion. Sumniary 
remarks include thanking the participantS for their comments and announcing when aIld 
where to submit written statements. 
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Exhibit 30 

REGISTERED ArtENDANCEAl PUBilCMEETINGS 
('RIVACY ACT' STATEMENT ON REV.RSE) 

NAME 'AND MAIUNO ADDRESS '" 
INFORMATION ON THIS C.ARD 

.... . ...... . 

DO YOU WISH TO M.AKIAN ORAL 
STATEMENT? '. 

0, ..,ES QNO 

W1lL BE USED TO NOTIFY YOU 
OF FUTuRtAcnONS AND TO 

DETERh1'N~ WHO WISHES TO 

I.PR~SENT STAteMENTS. 

WHOM ARE YOU REPRESENTING? 

CJ SELF· 0 FEDUAL, STATE OR LOCAL 
OOVERNMENT AGENCY 

DOROAN IIA "ON DOTHER 
DO YOU WISH TO SUIMIT·AWtITTfN NAMEOfORGA.N,ZATIONOa 
STATEMENT? .. ' ............ AGENCY AND YOUR POSITION 

OJ NO 
...... 

O~D fo, ... 731 
1M., ,. «""IOU' •• mo ... OIlOlit. i ,h ..... '".$.1 ... ". 

. .............. . 

1. A~bod.tl:' "ct~ 101 (b). Publicl.av 91-190~l.'at1C1ilallDV11:ClIIii.otaipoiley A~tof 
• •.•• 1969. (13 St-,.~152) .JIIIlUA1:l I. 1970. . ......... . 

II. 1105-2-100. "Mltc IllWl._at: .CHat.l 'oUclea. II ". '.' . 
... ':'. ".": 

2. hSDcbal 'uno •• a: To .... tda tafonat1on. fna iDcJ1d4ual. ill .tteDcJua~at publl~ 
.. tiD.,. ' .. It8q~et.' .. ~~c~~ ..... aI;4ft .. t~tl./(jccup.tl ....... p~.tl"'.Qlf 
O~ O1:,_l_t_~ a' a,dd ..... ita, ~foqad .. tJ.C!ll. ..~. foftlld.o.~~ i.f.t~.1n4~v1dua.1 
... lrea to ... Moral or ¥ritee etat..ntcOIlcel1lSDatbiiplauiDg.act1.vitylmclet 
'i.c •• ioat .... qu .. dthe abject of tM etat_t. .. 

3. I.outine u ... : Purpo ... of tbe fo~ aft: a. To obtain dIlt. to b~uaed SD formulating 
"U:bl, lUt. toaotif), 'J'1Iropd..ta~d1.vtdUAb of futUft .. et1Il'~/ ..... .. .. 
b~' To 1aam tbecla.t.~~Of·.tbe1.acJ1nchaal.re,.~cJ1nl·.·.t .• t_n.t.ti.'eh •.• vtebe.to_e 
at tbe.au.ril ol'lateoclato eu1»lI1t. ao,tllat ftO pen~.ulbe.~rl,oo~d. .... • ••........•••... 
c.To •• ther 1trtefocelipn'101lal,iofl1e1ofoaatioft tOlaciUtatea,ency combtlon 
of na"'illlllclarau. Oftxptrtlaa. ...... '. 

4. Mandatory Or901uftUttDi.cloau" •• "Zlfeel on lIidtVid\l&tll~t?roVitJini IDf~rmat:iCm 
All data requaatad 10 voluntary. PubUe .,ciQa aft. Mld tooff'er1,~d1~dua1. a~ 
opporiuntt)' to pertiefpat. intha plulI:I#& proce... The Oftl, -'fect oil thelliciivldual 
ia~" evant be/.he cbooee.not ·t~fural.h __ que.ted data 1. that the effectivene.s 
.of hlo/her oartidpaUOIlwuld,.laaMIWI t~vllata ... r exUDt J1a/.be elacted to 
r .. a1a~on~u.ly. . 

faIVACt' N:tSTATEMEHT •. ~. 16 SaP •. 75 
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Do's and Don't's for$pealtlngwlth News Media 

Linda WilkesqfN8shville Districtoffers these general guidelinesJoiresponding to in
quiries by~e news Ine4la~ .. l{eypoints to rem~mb.er .are that the stydy 1l1anag~rsb9uld 
be a good communicator; be in controlof the·inlerview, be prepared,andmaintaina. 
positive~ professional attitude. 

PO'Sp .. 

L. No~.the Public .. Affairs Office. 

2 •. If possj1;)l~,try tod~~nnineinac1yaI),cewhat the reporter wants to talk 
about. 00 softlelast-mfuuteresearchand j()t down tltepoillts you want to make. . ...... ... . 

3~ Bepolite:~orQugh'lU1dc()ncl~ with your response. It's possible to talk 
.... yomsel(lrttoa.ll~~t9iyby g()iJ.lginto .1l10re det;rl1th~j~nece~sary. 

. .. 

4. Be positive. Don'tlecture the reporte:ror criticize oppqpents. 
".:. .".: 

••• o. 

5. Be very careful to usetenns the reporter and the general public un<l~{-
stand. . 

6. Be straightforward and say, til don't know, but lean get the answer for 
you'.' if you don't know th¢~erto·aqtlestion. Reporters appreciate this 
honest approach. . .... ... .... ..... . . 

····~.it .. ~~~.;:r~~~cei~E 
othe:rwise,lt's a '·cover .. up." ..... .... . .. 

<8~ Rememllefthat radio and. ~elevision stati~n~'\VillliJfeIYt~e you,~ 
.. proc~syou¢an u.~~toyogJ;'3<iY~tage if youpye aclear.andconci~st~te
ment~Donot ramble on with background and explanations. Holdyopr 
resp9lls~. to el\c~qllestiontoa.1Joul15 ~~ollds. Doing thiS}Villgive You 

... morecolltrol~ve*the repQrC .... . .. .... ... . ... . .... 

9. Try to' respond to a question rather than referring it, or have someone 
with the info needed call the reporterASAP. Reporter~oftenseeareferral 
as getting the shuffle. .... . 
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10. Try to minimize "second-day" stories on bad news items. Asking for a 
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 :f'ihi1 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 something you 

just said, inunediately 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 P AO 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 anything in an interview you would not care to have repeated. 
'. I 

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 est8.b-. 
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 iHo 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 asslUlle 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 give be~er 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'. 

1,5. 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 Sw~ten of Los Angeles District offers these connnents 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 infonnation 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 many 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 con~acts quickly 

- freed study manager to manage study 

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

- answers basic questions 

- provi~es quick response to inquiries 

- serves as reference for the public -
b. Congressional briefmg books 

- advance infonnation 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 infonnative story quicldy 

4. How were the public involvement materials implemented? 

- press briefmg 

- public workshops 

- 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 needs to 
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 goodway 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 
reviews. 
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DOCUMENTATION 

The organization and maintenance of study-related documents isa time-consuming task 
of the Study manager. However; mainHuning up-"to-"date iriforiIul,tion on a study 
facilitates the reporting process and shorteristheresponse timeJoinqujp.es. O~ganized 
study documen;tsare also heJpft.dwhen o#entiItgIlevv personnel to the history of a 
study. The fust item pres~ted in this part.of the catalog is a review of the use of 
software used to generate outlines. This section provides differentJonnats for a study 
manager's notebook. in which many docUlllents pertaining to a study may .be organized 
. into one or two sources. 
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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 
vrograms 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 st:udy manager as 
defined by the Savannah Study Managers' Workshop were: 

• Ability to communicate 

• Keep the study goals in front of the study team 

• Good organizer 

• Good tech writer 

• Good people person 

An outliner program can improve 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 fonnulation, assessment, etc., can be initially 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 flle. 

The outline also serves as a reminder at each team meeting of the 
major study goals. All fact sheets, records of meetings, etc., can be . 
contairiet:t in a single file to provide a central tool for org~ing 
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 quicldy and 
managed without great effort. 

The program can also be used to perfonn those "other duties as as
signed" such as: 
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;;. Prioritizing and documenting work tasks 
... Speech writing 

data collecti()nandorg~tion 
·prepatef6tspeechand meeting 

.. ··organize ;ql4geuerat~ ~bnple slides. 
org~··ir1ddisPlay.·~~mpleJt.s,1i4es 

- Letter writing 
- Org~irlg$1ides and photos 
-"~eal tmelt meeting documenta.tion 

.... - <:!91pputer time 
... ... . .. . 
. " . . ..... . 

E<:UtotforcJQMe prQgramming 
Hard.disk organizer·.·.· 

Lessons Learned: 

Do~~tkeep notes to. yo"r$eHwhlctfare.morethan a w';k;ld." 
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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 ~toring 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 fQr debilled budget data; 
documents and speeches for briefings, appropriations and authorization; documents 
from and to cooperating agencies; and fonnal reports and comments. . 

The list of contents for the Omaha District notebook is printed on a cover page fonn 
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 cooper~ting agencies. This 
book also has a section labeled "Checklists" which includes a checklist on study initia
tion, IPR's, initial appraisal reports, reconnaissance reports, and se~tion 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 infonnation, 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 infonnation in the section and how frequently ~scan be expected. 
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Exhibit 31 

LOS ANGELES DISTRICT 
STUDY MANAGER'S NOTEBOOI(. 

BOOI(. I - FREQUENT,USE 

Intr-oduction 
A: Mao 
B: Cost Estimate 
C: Study Authorization ~ Cost Historv 
0: Mise, Budget and Schedule 
E: Grunt She.t, ' 
F: SUPOlemantal Information Sneet 
G: Congr-esslonal Justlticatlonsne.~ 
H: ProJact Data Sheat 
I: Common Modula Pra~Uodate 
J: BranCh Budget Monitoring System 
K: SPO Review Contar-enca 
l.: PR&A Reoorts 
M: Meeting Minute. 
N: Local Supoort 
0: Sar-vlce Request Guidance 
Design . ~' 
economic. 
Environmantal 
Floodplain Management, 
Geology 
Hydrau I I cs 
Hydrologic Engineering 
MaterialS ~ Investigations 
Recreation 
Soils 
Study Management 
Other Se,-vice Requests 

LOS ANGELES DISTRICT 

Introduction 
1: Mao 
2: Authority 

STUDY MANAGER'S NOTEBOOK 
BOOK IJ - LESS~FReQUENT USE 

3: Oetailed' Pr-oJect Schedule 
4: Misc. Fact Sheets and Sriefina Paoer~ 
5: Budget 8',- ieting Soeecn . 
6: House Aoor-o,or i at ions Documents 
7: Senate Aopropriations Documents 
S: Confer-ence Aoo,-oor-Iations Documents 
9: Work AI lowanc •• 
10: Transfer- Requests 
11: Schedule of Obi igations ana Exoenditures 
12: Recort on Status of Aoorooria~lons ana WorK AI lowances \~UI la, 
13: Clvi I Works Funas Schedulea Obi Igatlons ana Exoenoltures 4~1~I' 
14: Misc. 8udget, Monitoring ReDerts 
15: Current Fiscal YearExoenaiture~ 
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16: 
17: 
18: 
19: 
20: 
21 : 
22: 
23: 
24: 
26: 
26: 
27: 
28: 
29: 
30: 
31 : 
32: 
33: 
34: 
36: 
36: 
37: 
38: 
39: 
40: 
41 : 
42: 
43: 

exhibit 31 (continued) 

Monthly Accrual Aeoort 
Undel ivered Orders Aecort 
CEPM5 ReDort 
Congressional Project Summary Sheet 
Congressional Project Information Sneet 
Congressional Contacts 
221 Agreement 
Fish & Wildl ife Coordination Aot 
Endangered $pecie~Act 
National Historic Preservation Act 
Cle.n Water Act 
Draft Aeoort Comments 
Final Report Comments 
aCE Fact Sheet 
Authorization Soeech 
District Reoort 
Division Report 
8ERH Report 
Cnlef'. Reoort/ADoroval 
Sec Army/OM8 Approval 
Hou.e Au.thor i zat i on Documents 
Senate Authorization Documents 
Conference AuthorJzation Documents 
Administration Authorization Documents 
ROO/FONSI 
Reclassifications 
Approoriations SI ide. 
Authorization 51 Ide •. 
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.' EXhlblt32 . 
/ 

CMAHA OIsnuCT 

Study Manager's Notebook 

Part I 0111 

A. Local SpoMOt + FCSAlLCA notes 

B. Other Contlcts (Local, State. 
Study T .. m. etc) 
C. Fact Sheela 

D. Map. 

E. eo. EstImate 

F. Authorlzlltl~ and Coat History 

G. Annual Schedule of Obligations 
and ixpendllutn(2101) 

H. Supplementll Information Sheet 

chedule 

J. D.F.'I, Contracts Purchase Or-
de,. 
K. MFR', 

L Fish and WlldUfa Coordination Act 

M. Endangered Specie. Act 

N. National Historic Pre.ervation Act 

O. Cle.n Water ~ct 

P. Slide. 
Q. Checklists 

R. 

s. ---
T. 

U. 

V. 

w. 
X. 

Y. 

Z. 
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Name and phoneii' of sponsor; notes on, or 
summary of, the FCSAILCA. 
Names and.Phoneil's of the people you work 
wIlh. 
The most recent few fact sheets you want to 
keep .. 

Latest approved. PB~ for survey stUdy cost. 
PB-3 for prefect construction cost 
StUdy or .. project authorities and history of ap
proved changes of the cost estlmate{s). 

InclUde CPM/Bar Charts and current working 
bud et. 
Copies of carrepondence that obligates stUdy 
funds. 
Record of meeting agreements made with 
MROIOCEJLOc:als etc. 
Planning Aid Latter, F&W Service Coordination 
Act Report. correspondence. 
CoordinatiOn letters and documents, FWS 
biological opinion, coordination etc: 
Coordination letters with SHPO, CUltural docu
ments. etc. 
Coordination letters and documents for the Sec· 
tion 404 evaluation. 
Photos and best word slides. 
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Exhibit 32 (conUnued) 

Part II of II 

A. LeIter 0' T~namitta. - District 
Report ., 

. ' .... ~>i;' 

C. lEAH Report 

D., Chief's Report 

E. Sec Army Report/OMS Approval 

F, Speech'o 8IId Slid .. 

G. Evidence of Congressional Inter
est ",' 
H. Congressional Actions . .;; 

I. Documents prepared for Congre .. 
1I0nai Testimqny 

.I. 

K. 

L 

M. 

N. 

O. 

P. .. 
a. 
R. 

S. 

T. 

.U. 

V. 

W.' ...• :.: 

x. 
Y. 

Z. 

'., 

The Speech and slides pr.eHnted to the BERt-!, 
other malar speecheslslides. 
We need to know which members have indi
cated Interest. Documetit that Interest here. 
Chronology of Congressional actions and 
copies of portions of cngress10nal documents. 
a's and A's and other documents prepared tor 
the General's Testimony in February each year 
should be here. 
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Exh bit 33 

~ DISI'RICl' 

STUDY MANAGER'S NOTEBOOK 

INTRODUCTION 

ORHPB Status Report 

Conareasional Briefing Sheet 

Maps 

STUDY SCHEDULE 

ORHPD Quarteriy Status Report (PPK-4} 
E1-P1 Schedule 
Bar Chart. CPM, etc. 
Study Hana,ers Lo, 

BUDGET AND· PIOGRAMMING INFO 

~upplemental Info Sheet 

Concise Statement (DTQ) 

Project Data Sheet 

ORO Q's 6 A'I for FY & BY 

5-Year Proar ... 

BY Fundina Capabilities 

Study Hanaaets Loa 

FISCAL DATA 

Study Cost Estimate. PB-6 

Civil Works lud,et leport 

Study Data S~ry Table (Grunt Sheet) 
Work Allowance. 
Obliaationl 6 Expenditure. (2101) 
Statu. of Appropriations 6 Work 
Allowance. . 

CoSt by Divilion, FBI. 
Report of COSt 6 Hanpower Utili.ation 
Study Hanaaerl Loa 

MISCEL.LANEOUS 

Public Involvement 

Interaaency Coordination 
Internal Correlpondence, _etc. 
Study Manaaers Loa 
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COOlDents 

Updated Quarterly by PD 

Prepared ~nnuaLLy by PD 

Location & Site Haps -as Minimum 

Prepared Quarterly for 010 
Same Data Contained in Printouts 
Available Data a. Appropriate 
Lo, of Si,nificant Actionl 

Illustration A-2.1 (replacee 
justification she.t) 

Deta for Teltifyin, Off., Prepare4 
Annually 

Avthorhed or cp&i·~ Prepared Annually 

Prepared Annually for Con,rellional 
Hearin,1 

Prepared Annuelly by PO 

Prepared Annuslly by ORO 

Lo, of Sianiflcant Actions 

1st Year for New Starts 

.prepared by OIHRH-F-Monthly 

Illustration A-2.1. Prepared Annuaily 

Prepared Annu.ily by OCI 
Prepared by OIHPI, Updated Monthly 
Prepared Monthly by 010 

Haintain-Curre~t and trior Month 
FB/2.2, prepared-Monthly 

Lo, of SianificantAcUonl 

Record 01 Meetin,s, etc. 

Conferences. WO~k5hops, etc. 

Scope. of~ork. DF'I, MFR'. 
Loa of Slanillcant Actionl, EvenU 
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Study Reports and Reviews 

The production of a study report is a major focus of a study manager. Thu~, 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 
~anager might use when submitting a report. 

This section also addresses the issue of the study review process. 1\\'0 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 infonnation 
sheet which summarizes a study's progress, schedule~ problems, and reconunendations. 
A sample meeting summary sheet is also included in that same SOP. 
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A Planning Review Board 

The Mobile District has instituted a Planning 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 sununary 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 infonnation 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 perfonn review of studies being managed 
within the Planning Division of the Mobile District. 

3. OBJECII\TES. The objectives of the PRB are as follows: 

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

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

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

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

e. Provide final MOO review and qualitY assurance on 
studies about to be ,submitted to SAD. 
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f. Ptovide study managerswsd team membets the OpPol;;; 
tunity to interact with key District staffmembers~ and 
therefore raise the study teams' level of visibility andac
countability with respect to meeting schedules and 
providiDgquality products~ 

g. Assist in meetiJ1g the objec;ti'veS of BC n05-2 .. 162 .. 
(Ouidance on Cost S}taredPlanning Procedures), spec.~~ 
callytherequi,nments to manage studies irieqt1a1 .... · .. 
partnership with local sponsors, and the rleceS$it)itcf 
re'vieweompleted study elements resulting from the shar~ 
irig of Study tasks by local sponsors. . . 

4. MEMBERSHIP. The MJjO PRB will.consist of the followirig mem-bers: .... .. 

Deputy.Dis~rict Engineer, Civil works (Chairrban) 
Chief, Planning Division (Vice"Chainnan) 
OUef, Operations Division 
Chief, Consitucnoll Division 
. Chief, RealEstate Division 
Chief, Engineering Division 
Chief, Hydrology and Hydraulics Branch, Engineering 

DiVision . . .. .••. . . 
Chief, StlUctQraland Oeneral ErigmeeringBtanch, En

gineering Pivision 

Chief,Geotechni~al andMa~ria1sBJ'at1C~Engineering 
Division .. .. . .. 

Chief~Ci.viIWorksProgram Dev.andM3t. Branch, En
... gineetittg Division . 

Chief, Environment and Resources Branch, Planning 
Division 

Chief. Plan Fonnulation Branch (pD;;W, PO-A, PD;;;N) 
Planning Division 

Chief, Socio'-Economics·Branch,Planning"··pjvision 
. . 

5. MBE]JNO$.'nl$:PRBwill meetolldates ~ppropriate to the needs of 
the Civil W'odts Pt()gra1Il as detennined by theChainnan and the Chief 
of Planning Division. Meetings are expected to occur approximately 
six times per year, or about· once every other mOllth. Presentations 
should be made to the PRBat least three times duriJ)g the course of 01 
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studies and a minimum of once on Continuing Authorities Program 
(small projects) studies. Studies being perfonnedunder the OJ Program 
should be presented: when the without-plan conditions of the study area 
are completed; when an;initialarray of alternative plans are fonnulated; 
and lastly, when .a fmal array of plans have been evaluated, the NED 
Planidentified,m.d a selected plan chosen. Studies under. both programs 
~ay be reviewed more or less frequently at the discretion of the Chair
man. ThePRB is intended to complement study management; therefore, 
study progress w~. not be "held up" to await Board meetings. Also, 
undue. demands on B,oard members' time will not be made by the con
d~ctoflengthy meetings or by meetings beiJ,lgscheduled more frequent
ly than once a month. 

a. Conduct. Meetings will be opened by the Chainnan. Fol
lowing the Chainnan's opening comments, the study 
manager and team 'will make a brief (IS-minute) presenta
tion to the Board concluding with a statement of the per-

. tinent issues for Board consideration. The study manager 
will then tum the floor over to the' Chairman to open the 
meeting to discu~ion and questions. Questions concern
ing the study elements will be fielded flISt by the ap
propriate team member (the persott.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 fonnat 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. 

c. 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 Chainnan 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 th~ PRB no later than 10 working days (2 wks) 

.,. 
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following the PRB meeting. No written minutes ofPRB 
meetings will be·made, but the proceedings will be tape 
recorded and kept on file by the Planning,Branch or Sec
tion responsible for managing the study. 

d. Attendance. 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 detennines 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. ADMJNISlRAIIVE SUPPORT. Scheduling of meetings, arrange
ments for meeting locations, and other such administrative support will 
be provided by an employee of the Planning Division designated as the 
"Executive-Secretary." -

R~port Credibility Checklist 

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

• Have I proofed it? 

• Do I understand it? 

• Are there unanswered questions? 

• Have HQUSACE/Division previous comments all been resolved? 

• Is it realistic? 
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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 Infonnation Sheet. A sample Infonnation Sheet is shown in 
Exhibit 34. This sheet includes the reasons for the meeting, members of the study team, 
a description of ~ study, prog'ress to date, a summary of alternatives, 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 reeoIriliiendations. A sample meeting summary is shown in Exhibit 35. For more 
infonnation on the functions of the Project Reyiew Board, contact Joseph 19nazio of 
New BnglandDivision, CENED-PL, at.(617) 647-8508. 

NED ftoj,et Review Doatel (PO) 
1. In aC90rdance·with the direction of the DB a Project Review Board is es

tablished. Pending publication of a coordinated regulation the guidance 
provided by this DF will govem the board's activities. 

2. OBWCIIVBS: The objectives of the PRB are as 'follows: 
a. Provide the DE and staff insight into on-going studies. 

b. Provide fmal high level review to studies abo~t to go public 
or be submitted to HQUSACE or other Fe~ agencies. 

c. Provide guidance and direction to studies at key decision 
points. 

d. Provide an additional quality as~ance review. 

3. RESPONSIBIL~: 

a. Chief of the division or office responsible for conduct.of the 
study or review will schedule PRB with Chief PD~. 

b. Chief NDO will. convene PRB and provide minutes of the 
meeting. 

c. Study manager assisted by team members will prepare and 
conduct briefmg. 

4. COMPOSITION: 
a. Primary membership will. consist of DE, DDE, ADDE, Ch, 

Planning Division,'Ch, Engineering Division and PD~. 
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b.Qther division and office .chiefs will participate as ~~berS 
on any study wherein they have. a staff interest. .. 

S.CONPUCT: 

a.PRB wlllbeheld.upderfollowing conditions~ i 

(1) Ptiorto., pubJ,i,c;b,eating or workshop. 
.. ... .. . .. ":::" 

(2) Prior to a majorcheckpQint. 

(~)?ri9!to rele~of study or report fotpubliC ot 
HQUSACB.J:'eView. .. 
..... . 

(4) WIle!! a. stpdyis inttouble (insufficiefitbl14g~, sch~uJ.~ 
charig~6f mpre thaQ.30 days.). . . .. . . 

.... (5) Wh"n.8new study isipitiateci. (Reco~{ep(t~ ¢t;cepted);O 

(6) At thereqll~~of anyPRB member. . ..... 0 ••• ........> 
b. Presentationwilli?e formal,~companiedbyslides ~or 

gr~hicS.andnormallYbe limite<ito 45.11linutes.Ptesen~ .. 
tionswil1include (as applicable):· .. 

(1 )ReasonfotPRB.· ••••. 

(2)Ptm?9~~Norobjectiy~ ofstu<ly~ 

(3) ScheCtule (current and deviationsftolll o~~ .... 
sch~ul~).· , 

(4) Finadcial data. 

(5) Overview to date to include: 

(a) How the work is organized. 

.(b) Alte~tives for solution. 

(c)Analyses of alternatives. 
:......... . ....... :... . .... t;:····· 

(d) (;pneIllsipns ... 

. " (e).Recopllllendations. 

(6) Presentation by each team.member of his/heractuafor 
plaQJ1ed.p.811icip~tion. 

(7).Jssues/p:tOblems/ltnpacts. 

(8) Recommendations. 

c. Meetings Willnorrriany be open to all interested staff and 
employees who may attend but not participate. 
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Exhibit 34 

PU INFO SHEET 

For 17 Jun. 86, 2:00 P.H., 1135 

,aOJECT/StuDY: SENE: aevue, ·Lynn, Sauau., and Halden, ItA 

Saulu. Rivu· and Tributarte., Flood Damaae leduction Study 

UASON lOI PU: 

J:jr Initilte 'roject/Study 
(exclude .mall proj.ct ~.COD) 

.J:jr Coapl.tion of S.ctioD 14 laCOD 
(r.c~eDdin, cODitructioD) 

J:jrlaiUatf.D, I)JII 

D PubUc baar11l1/vorubop 

J:jr laport r.l ..... to OCE/'ublic 

JiJ SClledr-dina chan,e 

a .. queu by pa _.ber 

llOJECT 1'Wl: ENGINEERiNG DIVISION ESTATE 

PLANNINr. DIVISION 

BOb Hunt, P .H. 
Ed O'Leary, Icon. Anal. 
Joe Horovitz. Envir. MII,r. 
Dav. ltedde11. D.lle 

. Survey. 
Harianne Hatheny,Cultura 

PUBLIC AFFAllS 

Werren Nordaan (TOY) 

. DtSCllIPTION OF nOJECT/STlJDY: South tern New Enaland (SENE) Study is 
investilating the problems anQl.ol ons· or flood damages in six geographic 
.reas in Revere, Lynn. saUgUS~~LHa • Three options are being formulated 
·to protect up. to· 4.500. res·ide ,ia~-lndus/cOllllll.. erciaf·and ·plibl1C-·structure~: 
(1) .Five local protect n proj a vlth13 milea of. wa1.lsJ_ 4ik!.s and. rev~~:-__ .. 
menta; (2) Nonstructura lood ofing and warning; and (3) Floodgatea. -
!hcluaing-navigation an leaental flushing gates. on the Saugus (or Pines) 

. River·with about 3 mile 0 tefront· structure. and flowage easement. ·for a 
~400 acre .atuer .to red .ing in all six geograp'hic areaa. 

lic iwolv.~t h.. included .... ting. vitb do.e to a' 
100 public officia repre.anting about 40 Conlr ••• ional. leaillative. F.dl 
State.nd local .llDcie.. ·A Corre.pondanee leport (100 p.ge. of letter. and 
new. r.1.a.e.) v.. reproduced for u.e by Citizen .nd Fe4/St.te Ctimmitte •• 
currently.beinS formed to facilitate coordination aDd._ joint N!PA~A 
proce... OIrer 400 perlon. bav. been interviewed to identify floodinl prob1 ••• 
Al.oaccomplisb.d: d .... I •• urvey. for .bout 3,000 bu1ldlDI.; au~ey. of firat 
!loora, bllb vatu ... dt., bddge •• allorefronta. et .1;topo aap. of lever. 
and Lynn; In.talled la&ing .tation.; WES aodell~ftl; p.rtially~.e •• ed .bout 
2S aone. for interior flood level frequencie.; pre1imin.ry d •• lan. aDd co.t 
e.ttm&t •• for 3 flood gate structure. and over 8 aile. of vall and .1ke option 
envlroi'llDental recoil. report and vetlllld .. "iIla: obtained property •• ,. .nd 
.. ti .. te real e.t.te .... ge. (or 4 .11~.of .tructur •• ; IIld partial benefl 
.nd economic .na1y.e. for2-LPP' •• nd .3-l1v.r Floodp;tW ,1an.~· 

'.se 1 of 2 
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Exhibit 34.(contlnued) 

SUMMA.ltYOF ...r..1ERAATIVES 
..•• (Where IppH:clble) 

A.l.ternltiv" wlo pumpin 

--~----~--~~~--~~----------~ LPP '.K R~vltr, BeBch S.a«:k.hore 
--.,-.. 2.: East: Saugu. . 

3. Lynn 
4. North Gate 
5. ToWn·Une Brook 

Floodgates 
Saugu.Riw!o Lynn.Revet.· 
SauguaRi w/Lynn Revet·~ 

nes····R1ver . 

;~. Dec~c~~ .• ': •••.. e\.~~iL.'.! ..• S .•..•.• 1. ~~~~~ ••.•• es~ .•. e .• ni: .!$n~ •. p.'.la.~. . .• 8.1. :tiQn ..•.. ("9rk.~o .•. p.8 . i .. #<,N ........ OV .•..•. : •...• ) •.. ' •.. FY 87/88 proceed w/projec:t pIng. data. collection d 0 elling »:i< 
FY 89/90 plan optimizaclon. lIIitigation, EIS &. rer iew7 ••..•. > .. '" . 
BUDGET: I .... . ..... 

1J:~f~~:$ $ .. ,~~ V> . 

i~~su:rsl:!~~L~~p\OVaiotth~t~~tudycost.the.llee •• 85l>iBdi;;·c:t~<l:hatwe 
lII_eet .~1otbCon8re.S1IIel1.an ee .~~tI~odete.1necoa#i~t ~cftbeexl.'a~e~. _ 

.
'8._ f ... f .... o~ .. t. • This w.as acci01llP. ~ .••. '.IIIIk ... '. " . .A.A ...••. '1(1111. as •.••• 8X •. t. en~:I: •• v ..• " ••.•••. <: ..• :.0.·.0. rdi ... nat .. iOl1>~ .. i .... th ..•.. F ....•• e ...... d .... ~.r ..• a ..• ~ ... . • tate and local agenc:ieh. ~\lill1na tDconf1rmed .uppot~. forth. sauRUal!.1vet . 
floodgate:plan .andI· el(pa . d st-udy effl;)rt.~ehavef1rm8tl Ulvcoat. *.t1Utu 
fOJ:' .. the floodgate plwhlch~ows stto1'l.g potenti4! aconomiefeasil»l1i tj> ' •. 
Damage survey. are •. 11 erwayfor about 2000 a~ruC:tu.J:es.thi.Sept_ber. 
upon -cOlIIplet"ion oft e s eya andsiage frequency relatio .. 8hipa .BCR fa will 
be.f1tiliedup for rem. Ding .1~8. '... 
2. AIl.dd1blonal $ It is eeded this FY for public1Dvolv~entandtbeNEPA/ 
KEPA.Proeess. and t1) adv ce real estateO\in4 waterqual!!,:y stUdiea. 

t. 4pprovalof tbe total.iudy cost of $ It 80 we can alert OCE and 
c01lllDittees during our preparation of the FY 88 >budget. 

. .•. 

.. " 
2. Ap#~al to liP end the $ It for accOlllplishing scbeduled w()rk and advance 
water quality efforta which are important to coneer" •• 9n tbeflood~ate8 and 
dec1aions on tbelllodeling effort. 

'a,e 2 of 2 
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Exhibit 35 

StlHMAllT OF, PUMEmNG 

t···. 

,aonet/smy; SENElSaugus River & Tributaries ' ~tE fIf .a/UJune 86.c r' " \. 
F~ood Damage Reduction. Revere, Lynn, Halden tr Saugus,!fA .. ': '!-. ',,;", ~l·"L~ 

", 'I'" •• eaNr.' 
R. HUnt. P.H. D.Wood. ,WCB-WQ 
E. O'Leary. Econ. R.Hichielutt1.WCB-
J. Horowitz, Envir. ,P.Williams,DB-CE 
H. Hatheny. Cult. . C.Ravens. rep.PAO 
P. Sch1me1fenyg. GEB L.Parente.Ch.DB,re 

ISSUES/PROBLEMS: ,1. Prior to approval 'of the otal 
rected that we .. et with Congre ... eD and Se 

Oellar. 1" ,{"~',:"':;"',,.' 

D.Hartin,cb,W' Ii,., f. ,::i', .:~, t" 
A.Doyle,BHB 
J.Finegan.WCB 
R. Byrne ,PO 
D.Coodrich.PO 

.JIocchisao.PD 
C.Wener. WCI 

to the expanded effort. Thia va. acc:omp tah ' .. vel as. extensive coord1na 
tion with Fed.ral. state and local agen ti~r 1.1 nl in confimed aupport fo 
the Saugu. liv.r floodgate plan'and/or pa e ,dy.ffort. W. have fimed 
up co.t •• tiDat.s for the floodgate pIa wb h. 'owa strong pot.satial .conomic 
fea.ibility. This September. upon compl on of th ••• surveys and stage-fr.
queac1es. BCI'. vill b. firmed up rx ning plans.' 
2. AD additional $ K i. Deeded t s fo"ublic involvement and the NEPA/ 

A Proc •••• and to advance rea ~.t t. an~wat.r quality .tudies. 

ISCUSSION: (5 •• attach.d hand t. 0 iOD '1 (5 LPP's) lacks public support 
due to the 1mpact on wetlands. 1'1 r'-ront, openings ne.ded. and pr.ference for 

tion3. Optiosa 2, Donst ctura! ia of intereat but doea not re.pond to the 
total problem. Discussio 'n~red nth. description/f.asibility and lenerall 
supported Optiosa 3, the Sa g River Floodgat.·Plan~ "Th •• ajor concern'ia for 
ater quality 1mpa • on t e ...... ry vhen gates are' clo.ed aDd runoff i. star 
lthough it doessa app.ar be~ problem, ba.eline data ($ ~ i. saeeded this 

FY-alao $ : fa NEPA/HEPA oord. and Real Estate. Al.o reviewed vere: study 
cost, scheduling .e' and de1ing effort. Co.t shariq i. not an i.sue due 
to. as .xpr ••• ed • e' low cost of the option compared to a~ea pro- ' 
tacted vs. other .tat. p ject.. State property i. protected. State relation
ship. are excellent. We e definitely heading in the 4ir.ctioO of the Saugus 
liver Floodgate option ther.'s no foreseeable reason thi. will chang •• 

BOARD DIRECTION: THe Bo.rd approved the total .tudy eoat of $ and $ of 
add1doDAl. effort thi. n. Col. Rben and Heaar8. Iinado ad a.ardosa congratu
l.ted the t .... on the excellent job of public coordination ad extenaiv. work 
acccapl1ahed. 
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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
f~ for respop4ing to congressional inquiries. A list of Standard Operating Procedures 
of PJ..ung Divisio~ activities is included in this section, as is the outline. of the Planner 
OJ'i~tatiop Cqurse Manual. These tools offer additional resources for study managers as 
~s the 1. tool which describes an electronic bulletin board for Corps pianners ... 
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Day timer 

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. tlipping ahead, you can note meeting dates and times or make notes to yourself as tQ 
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 brietly 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 flSCal years. The 
cycle goes ftom the reviews of study cost estimates (PB-6's) all the way up to the Con
gressional appropriation. This 18 month lorig 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 py py py 
12 2Q 21 

ReviewPB-6 Mar 87 88 89 
Division Budget Conference 
Overview District Engineer to Division Engineer May 87 88 89 
Budget Year Submittal through Division to HQUSACB* lun 87 88 89 
HQUSACB Review & submits through ASA(CW) to OMB Oct 87 88 89 
~ for lanuary CW budget conference Nov 87 
o B p_ back to Division and District (Have time to try to reinstate) Nov 87 88 89 
President's budget Ian 88 89 90 
Budget briefing Ian 88 89 90 
Division Engineer testify to Congress Feb 88 89 90 
Non-Ped testify to Congress Mar-Apr 88 89 90 
Congress appropriation conunittee 
House to Senate to Conferees Jun-Jul 88 89 90 
Budget Released Oct 88 89 90 

* Estimate "locked in" in lune. It absolutely can't be changed after September IS. 
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NorwYhJohtl~6rt~bf ill~ u,'*er 'Mississipp~ Valley Division offers these lessOns l~amed 
on reSporitlmg to congressional inquiries and HQUSACB datatequests. 

'isttiii~ Vb\] CAN TAKE IN RESPONDING TO A DATARBQUEsT 

A At the Oistrict Level: 
'Ii; :, 'ii: :,ii;~::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. 

, ' i' ; ; I!;!. , :' '; l, 13: ll:\J1Ocate the necessary time to assure a gOOd, timely respo*~", 

4., Make sure you get your main point acr()SS. ' ';' i ~ i \' 
~'! ; i'; 1!i:5~~C~tirdinate internally and get supervisor to approve.lf'a Con .. ; i;: 

, ; gressional,'also get approval of the Executive Office. ' , , 

6. Forward to Division and await questions. 

B. At the'Diyision Level: ' 
1. Basically the same process. '; , ;,: 

, , ,i ,I "!(', 2. You will probably relay the request to the DistrietS via , : ,,;' " 
;, .,:!':, I, : : ,~: ,~t~hone orONTYME irnmediately·,after receipt andirti.hOuse~Ji"~:, )'" 

" ' , ",',~' I ': . " • ailalysis of the ~ontent. In addition, you will need· to monitof.to ;". 
"; , :. ,:,;"; llisure')ioUr request gets adequaterptiorityand you will need to ' ',' ','0> 

, coordinate' and consolidate the Distrlcts' responses. ," " 

'ClI~A~ds/SKILLS OF A COMPBTBNTMANAOBR wHICH' , 
AID;IN ACCOldPUSHING THB TASK OF DATARBSPONSE /,' , 

A. CommUnication skills 
B. Organization skills 

C. Be objective-oriented 
D. Flexibility, without sacrifICing quality and principles 
B. Ability to see the big picture 
F. Ability to handle pressure 
G. Enthusiasm/positive attitude 
H. Deadline enforcement: Meet the suspense date 

" 
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Planning Division Suspense Form 

Here's alJandyfQrmforroutiIig and tracking a data request. SeeExhibit.36. Spacels 
providedforlllot~g,dates iIi and. out oteach person iIivolved,tbeg initials, and to 
wh()1ll itw3S aS$ignedor forwarded. There is also space for a quick SUllltll31'Y of what 
should~dqpe,bYv.vhoJll, who said it,and how much time w8S,spenton the response. 
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Subject: 
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Outgoing Response 

I 
Outg() ingRe sponse 

I Action To 8e Taken 
If Other Than l.etter): 

Corps ActiviU.,'nvolved 

I 
In Response: ... ... .... 

AuthQr/ Contributors: 

I Estimated Hour • 
. SpentOn Respo.nse: 

I Comments 

I 
I 
I 
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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 foDDS to use with a given procedure. The SOP's are or
ganized into one notebook as shown in the following index. For more infonnation 
about these SOP's, contact Robert Joe at Los Angeles District at (213)894-7962. 

SOP Number· Title 

100 - Administrative 

l00-~ Submitting and Processing SF 52"s 

100-2 Correspondence (Congressional) 
,100-3 Congressional Briefings 
100-4 Suspenses 
100-5 VIP Senior District Staff Tours 
100-6 Helicopter Tours 

200 -Internal Controls 

200-1 Travel 
200-2 Overtime 
200-3 Training 

200-4 Property Accounting, Management and Inventory 
200-5 Contract Adminis~on 
200-6 Computer Management 

300 - Project Management 
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300-1 Milestone System 

300-2 Study Networks 

300-3 IPR's 

30()-4ProjectNot~book8 
... 300£$h>cessing EsR's witlUllPD 
> 300.-6R.eport Completi~~andTransmittal 

3QO±7 9 &MDredgingPtoject$ 
300.,8 Coastal Work for SPN 

300-9 G\lide to Preparing FoOD forBstimated ~ost ofSemces 
·300-10 Coordinating TIC ConfC}~ces 
300-11 Plan ()f Study 

300-12 Dredging Pennits 

300-13 fonnat for Block Si~tures 

400-1 Environment@! Planning and Reporting 
400·2 Public Involvement 

5Q() .. Emergency Qperiltions 

500-1 Guidelines for:Em.efgency Operation Center 
500-2 Emergency Operations for CoastalProjects 

.... =-. 
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The Planner OrlentaUon Course Manual 

The manual of the Corps' Planner Orientation Course (POC) is updated each year.by 
the Water Resources Planning Associates. The manual offers cwrent, factual infotma
tion on Civil Wodcs 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 . 
infonnation to Corps planner. For infonnation 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: 

AppendixB: 

AppendixC: 

AppendixD: 

AppendixE: 

AppendixF: 

Contents of Planner Orientation Course Menual 

Planning Investigations and Assistance 

Project Purposes and Local Cooperation 

The Planning Process 

The Review Process 

Study Management and Study Elements 

Civil Works Program Development and Execution 

Planning Tools 
. ,;.' 

Trends and New Devel~l11ents 

Water Resources History and Federal Agencies 

Glossary and Abbreviations 

Reporting - Organization and Content . 

Organization Charts 

Coordination: Agencies, Subjects and References 

Management Techniques 
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Corps PI,,,)ners Remote Bulletin Board Systeria 

·The Corps PlabnersReI1l,ote Bulletin Boar4(CPRBBS)has .been·oJ}±lli1e since .~984at ...•. ·.·.· 
the InstituteforWat~J;aeS9urces.TbeCrRBBS isareSotlt{;~Jof'Co1PsPlanners .who<. 
wanttoexcWutge inforinatioDonavariety of planning topicscandseryesa8tl hubJorthe···· 
transfer of prognuns·. apd data electl'()Irlcally .. between.microcomputers.·Thebulletin ••.•••••••• 
board· contains many public"-4omaiti·IlliCIocoIllputerprograms·.contribute4 •• byplanners 
acrossthe .. Co1:ps.Thesep(OgranlScan.be.usedto. improvetheeffectiveness·and·produc
tivity 9f plannerS who use microcomputers. Also,. the. ooaJ."d cont~tlpplicationsthat 
have been developedl1singconullercial8()ftw~e that can be used in planning activities. 
Often by transfeI'1ing aJll application fromtheblll1etinboardto.amicrocomputetat a· 
C01:pS planning oft'ieeone can save the time it would have taken to develop a silnilar ap
plication from scratch. 

The CPRBBS is a microcomputer-b~ed conpnunications system~at. 
consists.of centralmicroc;:ompu,ter hubwithlinksto all Co1:pS plaririirtg 
microcomputer~.~t.can acceS$tlle~el¢Ph9ne network with a mOOeJ.1!.· 
The hub of the CPRBBS isamiCIO£otnpu,ter located at IWR with a . 
hard dislduid modem that is· constahtlyiunning tlleb1lll~ b9ard 
managerpt 9gI'am.This hubison-1itte24hoursa day w~ing.for ¢lIl1s 
from planners from around the.Corps ... Any Cotpsplanner ",ith.a . 
microcomputer andmqtiemcanatcesstheCPRBBS hub. 

Once connected the C:Pgl\S @ll9",S~planller~9: 

• Send~4~ive ~age~ wi~ p~~rd protection 

-Transfer files (prograqlSanc:tte)[t)t98Jld from the central hub .• 

,ReClCi b~tinS.abOu,tjt~oiil1teresttOCo1PS .planners·· 

Access 

CUrrently only one user at a-tintecari.access the CPRIU3S. Aprospec
tive caller should set his·communication·software so that the following 
parameters are set: noparlty, 8 data bits, 1 stop bit. The CPRBB,S sup
portseither.12oo or 2400. baud tr~$sion s~ds selected by the 
planner who is calling. Once the<:o~unicationparameters are set, the 
CPRBBScan berea<;hed at 703"35~;209~ or 385-2098 (FfS).'I'be 
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CPRBBS will answer the phone within 3 rings by ·emitting a high-
pitched squeal through the modem. The phone connection for the 
. G;PRBBS is on a rotary. If the CPRBBS does not answer within three 

... riDg~ 'it means their is· another planner using the board arid you should 
.. call hack later. If demand increases another line will be added to the 
. ; <;~BSto allow simultaneous by two planners. After you connect to 

the CPRBBS you will'be asked tostate your name and city andstate. If 
you 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. 

Contents . 

After you complete the login 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 canread,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 roles, and ask all 
call~rs 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 sectioitcontains 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
fer to a calling microcomputer. Transfer offiles to the CPRBBS is also 
ex~uted 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 CPRBBS1 

The main purpose of the CPRBBS is to provide a forom for the inter
change of information among Corps planners. The CPRBBS provides 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 
microcomputers or the latest application developed at another Corps plan
ning office that might save duplicate development cost. The CPRBBS is 
the electronic equivalen~ of the office bulletin board and more. It is 
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another means for Corps planners to share experiences about common 
problems and possible solutions in planning; 

CPRBBS Infonllation 

The Btllletin BoardOper~"s 24 ho\1IS a day, 7 days a week and can be 
r"acbed~<(703)355-2098 or 38S:'2098 (FI'S). Formore infonnation, 
contact :Michael Walsh, IWR.at (703) 355-3087 or 385-3087. . .. 
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I 
I Appendix A - Abbreviations and Acronyms 

(June 1988) 
A level A framework study and assessment 

I AM Army Audit Agency 
a-b-c's requirements for local cooperation 
AC acre 

I ACE Assistant Chief of Engineers 
ACHP Advisory Council on Historic Preservation 
ACTEOS Army Civilian Training, Education and Development System 

I 
AOP automatic data processing 
AE architect-engineer 
AE&O advanced engineering and design 
AF Air Force 

I AlP American Institute of Planners 
Al annual leave 
AlRPG Army long Range Planning Guidance 

I AMOPS Army MobiHzation and Operations Planning System 
AMPRS Automated Military Program Reporting System 
AMSC Army Management Staff College 

I 
AR Army regulation 
ASA Assistant Secretary of the Army 
ASAP as soon as possible 
ASA(CW) Assistant Secretary of the Army (Clv" Works) 

I ASCE American Society of Civil Engineers 
ASPO American Sodety of Plahnlng Offldals 
AWT advanced waste treatment 

I 
B level B regional and river basin study 
BARCI bar code Inventory 
BC benefit-cost 

I 
B/C benefit-cost ratio 
BCR benefit-cost ratio 
BEA Bureau of Economic Analysis 
BEB Beach Erosion Board 

I BE beach erosion 
BElHUR beach eroslonlhurrlcane protection 
BERH Board of Engineers for Rivers and Harbors 

I 
BG brigadier general 
BlM Bureau of Land Management 
BlS Bureau of Labor Statistics 
BOB Bureau of the Budget 

I BOD biological oxygen demand 
BOR Bureau of Outdoor Recreation 
BPA Bonneville Power Administration 

I BR branch 
BR Bureau of Reclamation 
BY budget year 

I 
C Level C Implementation study 
CA commercial activities 
CA continuing authorities 
CBO central business district 

I CBO Congressional Budget Office 
CE Corps of Engineers 
CECAP Corps of Engineers Corrective Action Program 

I 
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I 
I CEMOPS 

CEMP'" 
CEO 

I 
-:CEPMS 

CEO 
CERB 

I 
CERC 
CERES 
CERL 
CETAL 

I CETIC 
CF 
CFC 

I 
CFR 
CG 
CG 
CG 

I CIVPERCEN 
CM 
CM 

I CMR 
COB 
COD 

I 
COE 
COE 
COEMIS 
. COG 

I pOG 
COL 
COLA 

I CONTRAST 
CONUS 
COOP 

I 
COR 
CP&E 
CPM 
CPO 

I CPR 
CPT 
CRREL 

I 
CSC 
CSR 
CSRS 

I 
cu 
CW 
CWA 
CWI 

I CWIS 
CWP 
CY 

I 
CY 
CZM 
CZMA 
0 

I DA 

I 

Corps of Engineers Mobilization. and Operatl9~ Planni"9)SY!!ltel1l .... 
Corps of Engineers Mobilization Plan .. 
chief executive officer 
'Corps of E,ngineers Performance Mt)asl.lrelllent Sy'$t~lfI\ 
cOuncil on EnvironmentalOuailty .... . , 
Coastal !;oginejiJrillg Research . Board 
C?oastafEnglneering ReseardlCeflter 
COrp$otEnglneers Readiness Eval~lonSY$.tem 
C9nstructiohEngllleeririg Research Laborat9tY 
COrps otl;nglrle8rs tilneandattendance labqr (r~port) 
corps of Engineers Tralnllig Issues CQmmJtt.; •. " 
COpy for, copy furraished. . 
ComblnEKi Federal Campaign 
Code of Federal Regulatipns 
cOast Guard 
Commanding General 
construction, general 
CivlllarfPersonnei Center 
centirrieter' . 
construction management 
Command Management Review 
cl()Seof business 
ctlemJcal oxygen demand 
Chlefot Engineers. 
Corps of Er1tJ!'1eerS ___ .. _ ....... . 
Corps pfEOQIi'ieersManagement Information§y~ 
contln~ity9fgovemm~ ". ..' . 
CounqllQfGovemments 
cOlonel . .-
cqst,.ofrllv1ng adjus1ment 
Corpsinontradltlonal systemS training 
. Continental United States 
CC)Otinult'/of operations plan ...... . 
contracting officer's representative 
continyed planning and englneeflng 
critical path method 
Civilian Personnel Office < 
Command Performance RevieW 
cQPtain '" '.' . . 
CQlci Regions Research andEllglneel'ing Laboratory 
Civil Service CommiSSion .... 
Chlefof Staff Regulation 
Civil Service Retirement System 
cubic 
civil works 
Clean Water Act (of 1977} 
civil works Investigation 
Civil Works Information System 
Civil Works, Planning DiVision 
calendar year 
cubic yard 
coastal zone management 
Coastal Zone. Management Act 
Democrat 
D~partment of the Army 
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DAR Defense Acquisition Regulations 
D/CW Director, Civil Works 

·DBH diameter at breast height 

I 
DCSLOG Deputy Chief of Staff for Logistics 
DCSPER Deputy Chief of Staff for Personnel 
DCSOPS Deputy Chief of Staff for Operations 
DE district engineer 

I DE division engineer 
DEH Director of Engineering and Housing 
DEIS draft environmental Impact statement 

I 
OF disposition form 
DIST district 
DIV division 
OM design memorandum 

I DNR Department of Natural Resources 
DOA Department of the Army 
DOD Department of Defense 

I DOD dissolved oxygen demand 
DOE Department of Energy 
001 Department of the Interior 

I 
DOJ Department of Justice 
DOT Department of Transportation 
DPR definite project report 
DPR detailed project report 

I DPS detailed project study 
DIS downstream 
DTO data for testifying officers 

I 
DWR Department of Water Resources 
EA environmental assessment 
EAB Environmental Advisory Board 
EASA Engineer Automation Support Activity 

I EC engineer circular 
E&C Engineering and Construction 
E&D engineering and design 

I EDA Economic Development Administration 
EEO equal employment opportUnity 
EIS environmental Impact statement 

I 
EM engineer manual 
EO Executive Order 
EOB Executive Office Building 
EOC emergency operations center 

I EP engineer pamphlet 
EPA Environmental Protection Agency 
EPA extended planning annex 

I EQ environmental quality 
ER engineer regulation 
ERTS earth resources technology satelll~e 

I 
ESA Endangered Species Act 
ESC Engineering Studies Center 
ESCS Economics, Statistics and Cooperative Service 
ES(RC) engineer and scientist (resources and construction) 

I ETL engineer technical letter 
ETL Engineering Topographic laboratories 
EUD European Division 

I 
FAD funding authorization document 

I 
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FAR 
F&A 
FC 
FCA 
FCSA 
FDM 
FOP 
FEI~ 
FEMA 
FERC 
FERS 
FHA 
FIA 
F&tJr 
FOA 
For 
FOIA 
FONSI 
FOROON· 
FPC 
FPI 
FPM 
FPMS 
FR 
FRO 
FS 
FT 
FIE 
FIp 
FTS 
F&W 
F&Wl 
FWS 
FY 
FYI 
G 
GAL 
GAO 
GBl 
GDM 
GE 
GI 
GIS 
GIWW 
GM 
GNA 
GNF 
GPAS 
GPO 
GRH 
.GS 
GSA 
HAZMAT 
HCRS 
HD 

Federal.Acqulsltion . Regulations . 
flJ')8f1ceandacc()unting 
Jlqo4 .control 
. flood control act 
feasibility cost sharirigagreement 
feature design memorandum\ 
flood damage prevention 
final environmental Impact statement .. 
Federal Emergency-Management AgencY 
Peder~' EnergyR~gUlatory COmmission .•.•..... 
Federal.Employees RetirementSystem 
Federal HighWay Administration 
Federal Insurance Administration 
foundatIOns and.m~terlals 
field operating activity 
Freedom of Information 
Freedom of Information Act 
finding of no sign11icantimpact 
Force Configuration 
Federal Power Commission 
floocfplalo Information 
. flood.plaln managernent .. 
floodplain management services 
Federal Register ..... 
Field RevieW GrOup 
FOreStServ~ ... 
foot,Jeet· .. · ... 
full .. tlme eq.,.lvaff)nt 
. fun time permanent 
Federal Telecommunications System> .... 
fish and wildlife) . 
fish and wildlife :-: .. 
Fish and WlldllfeServlce 
flsqllly~ 
for your Infor""atl(d1 
gram 
gaUon 
.GeneralAc:counting Office 
governmerrt.bm of lading 
general deslgrunemorandum ....... . 
general expense 
general Investigation 
~r~phlc Information system 
GOlf Intet .. Coast~IW~erway 
generatschedule l1l~rit p~y system 
grief alldaggrayatlon . 
generainaVigatiorifacilltles 
General.PertormanceAppralsaJ System 
Government PrInting Office 
Gramm,Rudman,··Holllngs···· 
ge.neiWschedule 
General Services Administration 
hazardOUS material 
Heritage COQServatlonand Repreatlon Service 
House docUment··· . 
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HEC Hydrologic Engineering Center 
HEP habitat evaluation procedures 
HEW Health, Education and Welfare 

I 
H&H hydrology and hydraulics 
HHG household goods 
HHS Health and Human Services 
HJ House Joint 

I HL hired labor 
HPWC House Public Works Committee,,. .. ; ;", 

HPWCR House Public Works Committee. Resolution: .,. 

I 
HPWTC House Public Works and Transportation Committee .: I ; ~<; , 

HO headquarters . ".!,.. 

HOUSACE Headquarters, U.S. Army Corps of Engineers 
HR hour .. ~ 

I HR House of Representatives 
HR House Resolution 
HSOR hurricane and storm damage reduction ! . 

I HUO Housing and Urban Development 
HVAC heating, ventilation and air conditioning 
188 Initiatives '88 

I 
I&L Installations and logistics 
IA initial appraisal 
IATS Integrated Army Travel System 
lAW in accordance with 

I IBWC International Boundary and Water Commission 
10 Identification 
IDA Initial denial authority 

I lOP individual development plan 
IG Inspector general 
IJC International Joint Commission 

I 
1M Information management 
IMO Information Management Office 
IN Inch 
INSA Inland Navigation Systems Analysis 

I ·jpA Intergovernmental Personnel Act 
IPM independent project manager . 
IPR independent project review 

I 
IPR In-progress review 
IPT Interdisciplinary planning team 
IRC Issue resolu~on conferef'!ce 
ISB Installation support book 

I ISPI Information systems planning implementation 
IWR Institute for Water Resources 
IWWTF Inland Waterways Trust Fund 

I K thousand 
KG kilogram 
KM kilometer 

I 
KSA knowledge. skills and abilities 
L liter 
LAN local area network 
LASH lighter aboard Ship 

I LB pound 
LCA local cooperation agreement 

"\ LCPM life cycle project management 

I L&O lock and dam 

I 
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LEAD leadership enhancement and development 
LERR lands, easements, rights of way, relocations 
LERRO lands, easements, rights of way, relocations, disposal 
LMVD Lower Mississippi Valley Division 

I LOI letter of Intent 
LPP local protection project 
LRSS Long Rang.e Stationing Study 

I LT lieutenant 
LTC lieutenant colonel 
LTG lieutenant general . 

I 
LTT long term training 
M meter 
MACOM Major Army Command 
MAJ major 

I MARAD Maritime Administration 
MARKS Modern Army Recordkeeplng System 
MBO management by objectives 

I MCA military construction, Army 
MCAF millta.~ construction, Air Force 
MCD ~Inor civil division 
MCD miscellaneous commitment document 

I MFR memorandum for the record 
MG major general 
MG milligram 

I MI mile 
M&I municipal and industrial 
M&IE meals and Incidental expenses 

I 
MILPERCEN MIlitary Personnel Center 
MIN minute 
ML milliliter 
ML multiple letter 

I MLG mean low Gulf 
MLW mean low water 
MLLW mean lower low water 

I MMP mobilization master plan 
MO month 
MOA memorandum of agreement 

I 
MOB mobilization 
MOBEX mobilization exercise 
MOD miscellaneous obligation document 
MOU memorandum of understanding 

I MPF maximum probable flood 
MRC Mississippi River CommiSSion 
MAD Missouri River Division 

I MR&T Mississippi River and tributaries 
NA not applicable 
NA not available 
NAD North Atlantic Division 

I NASA National Aeronautics and Space Administration 
NATO North Atlantic Treaty Organization 
NAV navigation 

I NCO North Central Division 
NED national economic development 
NED New England Division 

I 
NEPA National Environmental Policy Act 

I 
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I 
I NG National Guard 

NGVO national geodetic vertical datum 
NMFS National Marine Fisheries ServIce 

-I NOAA National Oceanographic and Atmospheric Administration 
NPO North Pacific Division 
NPDES National PoHutant Discharge Elimination System 

I 
NPS National Park Service 

-, NRA National Recreation Area 
NRC Nuclear Regulatory Commission 
NRHP National Register of Historic Places 

-I NSC National Security Council 
NSEP national security emergency preparedness 
NSF National Science Foundation 

I 
NTIS National T echnicallnformation Service 
NTl not later than 
NWC National Water Commission 
NWQC National Water Quality Commission 

I O/A on or about 
OASA Office of the ASSistant Secretary of the Army 
OBE overcome by events 

I ·OBERS. Office of Business Economics/Econoinlc Research Service 
OCE Office of the Chief of Engineers 
OCONUS outside continental United States 

I 
OCS officer's candidate school 
OEQ Office of Environmental Quality 
OER officer efficiency review . 
OF old fossil 

I OIC On-Une Interactive COEMIS 
OJT on-the-job training 
OM operating manual 

I O&M operation and maintenance 
OMB Office of Management and Budget 
OM&R operation, maintenance and rehabilitation 

I 
OMRR operation, maintenance, repair and rehabilitation 

____ OPM Office of Personnel Management 
ORO Ohio River Division 
ORV off-road vehicle 

I OSA Office of the Secretary of the Army 
OSE other social effects 
OST Office of Science and Technology 

I 
OT overtime 
OZ ounce 
P2M Planning: Program Management 
P3 Planning: Principles and Procedures 

I P4 Planning In Partnership: PrinCiples and Procedures 
PA Planning Associate 
PAC postauthorlzation change 

I PAO Public Affairs Office 
PAS planning assistance to states 
PB planning and budgeting 

I 
PB-2a Engineering Form 2201 a, Detailed Project Schedule 
PB-6 Engineering Form 2204, Study Cost Estimates 
PBS Program Budget System 
PC personal computer 

I PCS permanent change of station 
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I 
I PDC paid during construction 

PED preconstruction engineering and design ., 
P&G Principles and Guidelines 

I 
PGN Planning Guidance Notebook 
PI principal Investigator 
PIANC Permanent International Association of Navigation Congresses 
PIC Project Implementation Critique (Task Force) 

I PL public law 
PL-99 Public Law 99, 84th Congress, Emergency Flood Control Funds 
PM project manager· ,. ", -.~ 

I PM public meeting 
PMF probable maximum flood .. '.:> .. "-

PMRS Performance Management and Recognition System 

I 
POA plan of action 
POC Planning Orientation Course 
POC point of contact 
POD Pacific Ocean Division 

I POM Program Objective Memorandum 
POS plan of study 
PPBERS Program Performance and Budget execution Review System 

I 
PPBS Planning, Programming and Budgeting System 
PR&A program revi~w and analysis 
PRIP Plant Replacement Improvement Program 
PRISM Project Reporting Information System for Management 

1 PROSPECT proponent-sponsored engineer Corps training pas plans and specifications 
pas Principles and Standards 

I pas procurement and supply 
PT pint 

I PTP part time permanent 

I 
Q's&A's questions and answers 
QT quart 
R Republican 
RAPM Resource Analysis/ProJect Management 

I RAIPM Resource Analysis/Project Management 
RAS Resource Analysis System 
RAT Register of Accepted Transactions 

I \ 
RATS \Resource AllocationTables . 

\ 
RBC ~ver basin commission . 

\ RBIAC \ ver basin inter-agency commission 
RCS reports control system 

1 \ . RD regional development 
R&D research and development 
RE real estate 

I REC recreation 
RED regional economic development 
RFP request for proposal 

1\ 
RHA river and harbor act 
R&H river and harbor 
R&HA river and harbor act 
RHFCA river and harbor and flood control act 

I RIF reductio" in force .. RMO Resource Management Office 
ROD Record of De.cislon 

1 ROW ' right otway 

I 
., 
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I 
I R-O-W right-of-way 

RRAP Regulation Reform Act or Program 
S second 

I 
S Senate 
SA Secretary of the Army 
S&A states and agencies 
S&A supervision and administration 

I SIA states and agencies 
SAD South Atlantic Division 
SAME Society of American MDitary Engineers 

I SBH small boat harbor 
SCORP state comprehensive outdoor recreation plan·.· 
SCRB separable cost-remaining benefit 

I 
SCS Soli Conservation Service 
SO Senate document 
SEC second 
SEC section 

I SepWC Senate Environment and Public Works Committee 
SES Senior Executive Service 
SF standard form 

I SFO support for others 
SGT sergeant 
SHPO state historic preservation officer 

I 
SIRAP Systems for Information Retrieval and Analysls.for Planners 
SITREP situation report 
SKAP skills, knowledge, abilities and petsonaicharacteristlcs 
SL sick leave 

,I SM study manager 
SOF statement of findings 
SOP standard operating procedures 

I 
SOS scope of services 
SOS scope of studies 
SPA Southwest Power Administration 
SPAC significant postauthorizatlon change 

I SPD South Pacific Division 
SPF standard project flood 
SPG Senior Planning Group 

I SPIG Strategic Planning Integration Group· 
sp~c single point of contact 
SPWC Senate Public Works Committee 

I 
SPWCR Senate· Public Works Committee Resolution 
sa square 
SR Senate resolution 
SS suspended SOlidS II S&S savings and slippage 
STRAP, Structured Requirements Analysis Program 
swe social well-being 

I 
SWD Southwestern Division 
TAO travel approving official 
TAP The Army Plan . 

I 
TAPA . Total Army Personnel Agency 
T&A time and attendance 
TBA to be announced 
TBD to be determined 

I TDA table of distribution and allowances 
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I 
I TOY temporary duty 

TO travel order 
TRADOC Training and Doctrine Command 

I 
TVA Tennessee Valley Authority 
UDO undelivered order 
USACE United States Army Corps of Engineers 
USAF United States Air Force 

I USAR United States Army Reserve 
USC United States Code 
USCG United Stated Coast Guard ; 

' ! 

USEPA 

I 
United States Environmental Protection Agency 

USFWS United States Fish and Wildlife Service 
USF&WS United States Fish and Wildlife Service 

I 
USGS United States GeOlogical Survey 
VE value engineering 
VOA Voice of America 
VW revolving fund 

I WI with 
WES Waterways Experiment Station 
WIK work in kind 

I 
WK week 
WO withoUt 
WIO without 
WPRS Water and Power Resources Service 

I WRC Water Resources Council 
WRDA Water Resources Development Act 
WRSC Water Resources Support Center 

I WS water supply 
WWM waste water management 
WY work year 

I 
YO yard 
YR year 
ZSS zero based budgeting 
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I 
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AppendixB • Numbers. 

Number 

1~2-3 

3 

10 

14 

50 

52 

99-662 

103 

107 

111 

164 

168 

171 

205 

208 

216 

221 

404 

566 

662 

710 

903 

1556 

. (March 1988) 

Definition 

LOTUS 1-2-3 

Section 3, 1945 River~nd Harbor Act. (snagging and Clearing fOfnavlgatlon, 
continuing authority) '. . . . ... 

Section 10,1899 River and Harbor Act (perooit authority) 

Section 14, 1946 Flood Control Act, as amended (emergency streambank and 
shoreline protection of publicworks and nonproflfpublic . 
~ervlces. continuing authority) .. 

SF 50, Notification of Personnel Action 

SF 52, Request for Personnel Action 

.Public t,.aw99-662, Water Resources Development Act of 1986 

Sectio ... 103, 1962 River and Harbor Act. as amended.(small beach erosion 
.'. controfproJect, continuing authority) 

Sectio ... 107, 1960 River and Harbor Act, as amended (sma" navig~on 
project. continuing authority) . 

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

EC 1105-2-164, Continuing Auth()ri~es Program Procedures 

EC 1105-2.;;;168, Procedures for Two-Phase Planning 

Standard Form 171, Personnel Qualifications Statement 

Section 205,1948 Flood Control Act, as amep(Jed (small floOd control 
proJect. continuing authority) . 

Section 208. 1954 Flood Control Act, as amended (snagging and clearing for 
floodcolltrol, continuing authority) . 

. Sectlon 216. 1970 RiVer and Harbor and Flood Control Act(revlew of 
completed projects) 

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

Section 404, Federal WaterPoIIution .Control Act Amendments of 1972 
(permit authority) 

Public Law 566, Watershed Protection and Flood Pr~vention Act (Secretary 
of Agriculture authority for flood prevention and soD conservation) 

. public Law 99-662, Water Resources Development Act of 198() 

Code 710 (budget code for recreationfaciUties) 

Section 903, 1986 Water Resources Development Act 

DD Form 1556, Request, Authorization, Agreement. Certlflcationof Training 
and Reimbursement '. 
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2101 

2302 

2544 

3011a 

11988 

11990 

Civil Works Funds Scll!duf~'ObligiatJonsandExpendlturf:)$:" 

DAForm 2302~R,ClvIli8llCareerPr()gram Qualification Aeridrd ' 
DA Form 2544; Intra-Army Order for Reimbursatjle Services 

Report ()n Status of Appropriations and Work Allowances 

Executive Order 11988, 24 May 1977~ Ro'od PfainManagement 

Executive Order 1'1990,'24 May 19T1,prQtectlonof Wetlands 
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APPENDIXC-PLANNERS'CAL.ENDAR··.· 

Milestone 

January 

10.January' 

15 January 

February 

15Febmary 

Marcb 

March 

April 

10 April 

15 April 

MaycJune 

June 

15 June 

July 

July 

10 JUly 

15 July 

.Adivity Reference 

~si~~·s'bu<lgets\J61l1itted·toC~n.gre88 
NlUiC)IiiFl(j6dlPS~ran~l'f9grarn(J9artedyER 1105-2-10 
report due in CBCW-PF ...... . 

..... -..... .. " .. 

TecbnicaJ,Setvices Infonnation SyStem BR 1105.;2-1() 
semiannuaheportduein CBCW;;PF 

Division Boginee1'8' budget requesttes-
tilllony before Congressional committees 
(Departmental testilllob}') 

long-temuraining nominatioos (HQUSACB ER 3S(h1-416 
and locally sponsored) due in CBPB-CI' 

• Planning Associates Program 

• MissiQll Related Graduate Program 

annual budget BC distributed toFOA 's 

CoDtinuingAuthorities Program database BCII05-2-189 
update due in CBCW-P:f4 

aDnualHQDA Bnginee1'8and annual letter 
Scientists (SKA,p) panel meets from 
CBPB-C .. ' 

National.Ft~~·Ins~l1U1ce·Program·4uarterly 
update due in CBCW-PP •••••• ·•·· 

HQn(Sville (Purple Book/PROSPBCf cour
ses)training nominations due in 
CBHND~TD . , 

legi$l~ti:ye prop~~(qr.~ .. ~.s.~onof 
COngtessdue in.cECW~RL 

reco~sancestudy new ~ justification 
sheets dueiOCBcW-B ...... .. . .. . 

Flood Plain MaiulgementServices Program 
Review due in CBCW-Pf 

~ontinuing illvestigatioll studies justification 
sheetSdueiriCECW-B . . ........... .. 

other gegetW,jnV'estigations programs jus
tifications'd6e·lli·CBCW':;B 

National Flood InSulante PlYg.tam quarterly 
uPdate due inCSCW -FF .. . 

Technical Services Infonnatiori System 
seJDiannuat.reportdue inCBCW-PF 
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ER 1105~2-10 

annuaUetter 

annual letter from 
CBCW-RL 

annual1>udget~ 

BR 1105 .. ;i;.10 

.... annual budget BC 

BR 1105~2-10 
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September 

1 September 

30September 

1 October 

October 

October 

10 October 

November 

31 Ilecembet 

NO'}'BS: 

long-term trainingl'lOroina~c:niS (~y spon"(lDDuaJ letter 
sored) dUe in CEPa..ct . .. . 

• 
• 
• 

National WarCo.Ue~ 
Industrial College of the AnnedPorces 

Anny Wat College R~delltbogtaJll 
• ··ArmyWarCon;geC~~g 

• 

• 

SmdiesPrograD\ . ...... .. 

ArQled·Force~~tUf991~~ 

USGIS (90llgtessional)fellows 
~&tP ... . ........ . 

• Secretary of the ArntyResearch and·· 
Study Fellowsbip ....••••••• 

Continujog Authorities Program daJab(lSe 
update due in CECW~PM 

end fisca1year 

begin &cal year 

yvorka1lowances isStJed. 

Be 1105-2-189 

nud-yearHQDABngineers·andScientists aonualleuerfJ'om CEPB-C 
(SKAP) panel meets 

Nati9na1 Flood~ Prognun quarterly BR 1105-2-10 
update duem CECW .. rP. 
Feasibility report production scheduleliue BIt 1105-2-60 
in CECW~P (dUe 30 days aftertece!ptof 
wodt allowances). . ... 

Planning awardnominatioDS due in .AR 612':20 
CECW .. P 

• Planning ~cellence .A.W~ 
,; }. ;()utstlllldingPtanniniAchievement 

Award·· . 

feasibility~portfact sheetandsll~ updates BIt 110S-~60i 
dUem CECW-P .... .. 

I. MilestC)l)e~tes are when materialis~ inHQUSACB;.Di'risions often establish earlier due 
dat~~ ..... . .. . ................ . 

2. Mllestone;iridicated by the month only ~. ~Ilte ~mllY vary ea~ »'¥~ 
3. Pl~address change~to:Ken Ortb,~CW~r. 402--272-0146 •. 
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Proc Tips Form Sprd Wdpr Data Other Page 

Service Request Form, CESPL ........................................................... ~ ...................................................... 7 
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