MINING =—bi=1 ,
'onsmumca%gusw&crgnmm Tracimie usibes:

DIRECTNES SY §TEM Dats: 518/

Approval:

Subject: Estabiishment of the 0ffice of Surface Mining Reclamation and
nf -

Titde: r
1. . This directive provides quidance to all Office of
Surface ‘Reclamticn and Enfrcsmsat {OSRE] amployess in the

preparation, clearance ardd issoance of pecharsest and tamporary
directives, :

2,  Sxamry, This Directive reflacta the following changes to
OSMRE Directlve OPM-1 duted Septanber 12, 196, '

a. Dirsctiva criginators are now reguired to:

{1) use parsonal computers, installed with wordparfect
softuare, when typing directives {para 4c{l)), '

(2) recommed in writing to the Issuance Coordinator an
extenslm of the time for commentora to review draft directives wihen
they feel that 15 days is not adequaté (para 4¢{2)},

(31 recommend a more extensive distribution of draft

. divectives for comments 1f, for exsample, there is a need for state

regqulatory authority comments (para 4e(2)),

{4} notify all commentors of the diaposition of their
comments within 30 days {acceptance/rejection) (para 4c(3)),

{5) inclixie a purname sheet when sanding a2 dirmctive
theough fior final eemaming (para 4c(3)), and

{6} include a nmryuf'mﬁ received and :
dispoaition of those connemts when sending » directive through for
final surnaming {para 4c{3)). -

b. Changea the format of diractivas [para 4c{5)(b)

- G« Nids the requirement to place transmittal mavbers on
Temporary Directives {Appsndix 3)

d. Requires Assistant Directors 0 conaclidate comoente <n
draf: directives received fram divisicna {para dci2}}.
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(4) Chief, Division of t Services 1a responsible
for develaping, Implementing and i ing the cverall
di rectives system, and for reviewing operation of the syatem
throoghout OSMRE, The Issuance (oordinator on the staff of the
MMvision of Management Services shall be responsible for the
internal review process of all draft lammnces. The Chief is also
regrongible for duplicating and distrilating all directives to all
OSMRE offices and employvees and for maintaining a current
distribation liat of all directives.

(5) Amaistant Directors, Eastern Pleld Egtim%tm
Fiald ticns Cffice are raspons
Mh% omplﬁ';ﬁ with all OSMRE dlrectivem ard supplementing
Readquarters dirvectives to provide procedural gquldsnce within thelr
office whet unique or discretionary clarification is needed for
implementation. In addition, Assiastant Directors, Chiefs,
Aninistrative Service Centers and Fleld Office Drectora are
regpongible for digtribution to all affected OSMRE personnel.

(8) Originators. Originators will assure that the
diractive dosz not (a) contradict existing policy or directives from

higher organizational levels, or (b) wmnecessarily repeat policy,
procedures o guidance already adopted and published.

c. Procedurea

(1) *ion. Any organization within OSMRE that
detmimaﬂmnaed a directive my initiate one. A draft of
the proposed directive will be preparad in the approved format,
approved by the head of crgandzation (Division Chief or eguivalent)
and forwarded to the Iasuance Coordinator, Division of Management
Services. Originators mast use peracnal camputers (word perfect) in
the drafting and subsequent stages of the directive developset, '

{2) Review of Draft Issumhoes,

The Issuance (oordinator, Division of Management Sexrvices will be
reaponsible for obtaining commenta on the draft fram the rerquired
reviewers. FReviews will be conducted simultanecusly amomg all
reviewsrs., Raviewers will be given a maximam of 15 working days
(due date will be specified) to review and respond , unless the
originator of tha draft feels that imgwt from other sources (1.e,
State Regulatory BRuthoritiea) is necessary. In these cases, the
originator should request an extension of the normal distributico
schame for comments in writing. Late responses will only be

.



OPM-1

If the Issuarke (pordinator is unable to cbtain swunames from any
reviewer, the matter will be rcught to the attention of the Deputy
Director for resolution.

The entire process for receipt of the final issuance package by the
Iasuance Coordinator to signature by the Director will not exceed 30
calendar days. Expadited treatment (two weeka) can be obtained 1if

lmmance of Fleld directives. A copy of all issued field directives
ahall be forwarded to the Issuance Coordinator, Msnagement Services
Myvision within 15 days of publication.

(3) Directive Format. The componenta of OSMRE
directives will be uniform and will be prepared on the
form provided (See Appendix 1). - The format oongistas of the heading,
text, and any appendices/attachments.

(a} Beading consists of the following partas
Loge is prepared on form,
Subject Rarber assigned by the

Divislon of Management Sarvices in
accordance with Apcendix 2.

D

|

Transmittal Number aaaigned by the
Mivieicn of Management Sarvices,
Iasuance Qoordinator and serves ag an
indicator of continuity to the users
and ix asaigned to each directive
chranologically.

Date is the date of ismzance.

-

Subgect ghould be brief and
ptive of the ocontent.

&

will bea the signature and
tie ‘the Director or Deputy
Director.

{b] Text. The btody of the directive should

contain the following parts
-5~
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10. . Thia mection showld liat

keywords, phrases or regulatory citatlons which describe the
contants of the directive.

11. Appendices. All attachments are to be
listad separataly.

(o) Directives. Procedures and
guidance of short term dura will be iaszed in memorandun format
ag tamorary directives (Apperndix 3), Tamporary Directives will be
narbered sequentially by flscal year (e.q., 86-1). The number
agsigment will be determined and enterad on the tamporary directive
by the Isauance Coordinator. BRouting procedures outlined in

Paragrach 4c,

(a8} Field Directives. The Directive System is
intended to include policy mocedires and guidance which have
general application, eliminating the need for separate directives
aystema in the field. It only should be necessary to issue
supplaments to existing directives and sections to clarify
differencea in policy, of a discretionary nature, between the
Amgigtant Directors, East/West and Field Officea. The field
directive supplement will utilize the same format and procedures ag
permanent dlrectives, except they will be jdentified by a "F"
preceding the subject mumber of the directive they are
supplamenting. They will alac be identified by the title “FIELD
FFICE XX SUPPLEMENT”, "ASSISTANT DIRECTOR, PROGRAM POLICY XX
SUPPLEMENT", "ADMINISTRATIVE SERVICE (ENTER XM SUPFLEMENT" below the
approval and title blocks (See Apperidix 4) Administrative Service
Centarg and/or Field Offices will forward five (5) coples of each -
supplement izsued to the Issuance Coordinator, Ddvision of
Manacyement. Services, Pleld Directive aupplements to permanent
directives issuad with a * ap part of the Directive Hmber
concurrence by the Depaty Director before issuance in the Field,

{6) Amendment, Cancellatiomn, or Expiration. Directives
that have cbsclets material and require subatantive change will ba
amendad by issuing a new directive. The same subject nuber shomld
e used in crder to avoid eonfusion. When minor changes
{typograpiileal errors, word placement, or sentence rewordirg) are
needed, a Change Motice [Appendix 5) will be lamued reflecting the
coxrectiona. When a directive ia cancelled, a Change Notice will be
issued stating the notice of cancellation. Cancellation authority
will remmin the same as issuing authority, and will be implamented
by a Tequest fur cancellation initiated by the reviewing official
and signad by the Director. 1In the event that a numiber of
directives are cancelled at the same time, a aingle Change Motice
will be issued. Temporary dirsctives will explre on the date stated
o the marerandun, unless axtended in writing for a maximmm of an ;
additional year bw the appropriate Depaty Diractar.

-
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Effert On Other Documents. Thisz Directive suparsades Directive

OPM~l, Transmittal Mmber 26, dated Septesiber 12, 1986 aa changed.

7.

References.

a, DOI Department Manmal, Part 116
b. FPME 11.2, Commmicating Policy and Procedures

PEfective Date,

Upon: Issuance.

Qontact. Division of Management Services. (202) 343-7826

Keyworda, Mrectives, Policy, Regulations.

List of Appendices

Appendix 1
Appendix 2
Appendix 3
Appendix 4
Appersdix 5

"Sample" of Permanent Directive format
Subject Number Identification and Code
"Sample" of Temporary Directive format
"Sample" of Field Supplement format
"Sawple" of Change Motice format
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APPENDIX 2

SUBTECT MUMEER IDENTIFICATICN AND OCODE

Adminlstrative Sarvices

Acoomting and Accounting Policy

MArdit and Fee Campliance

Abandored Mine Lands

Badget and Plannirky

Collectionx and Asseassment

Conference Officers Program

Equal Employment Opportunity
Field Evaluaticn

Financial Management

Grants Management Frogram

Intermal Control Review

Inspection and Enforcement

Information Systems Management

Legislative and TLegal Affairs General

Management Ahalysis

Operaticns Evaluation

Drganizaticn' Planning and Management

Paraornel

Procurement and Contracting

Requlatory Program Development
Technical Guidance and Research

Training

Travel and Transportation

CFFICE OF SURFACE MINING RECLAMATICN AND EMFORCEMENT

ADS - X
acc - X
AFC - X
AML - X
BP - X
CAA - X
o - X
EED - X
FE - X
FM - X
GMY - X
ICR - X
INE - X
1M - X
1IG - X
MB - X
CE ~ X
oM -~ X
PER - X
PRC - X
REG - X
TGR ~ X
TRY - X
TR - X



SAMPLE OF TEMPORARY DIRECTIVE FORMAT

Appendix 3
Temporary Directive No: 86-1%% Trangmittal Numher:
Expires: (Date)
T Managers and Supervisors
From: Director

Ty D e N S D O OO COORR0NA00000
o000 .

+* Thig mamber is added by the Issuance Ooordinator.



APPENDIX 4

SAMPLE 0F FIELD SUPPLEHENT Funnnf

U-S- DEPARTMENT OF THE INTERIOR] W’-‘w

OFFICE OF SURFACE MINING

RECLAMATION AND ENFORCEMENT

DIRECTIVES SYSTEM

Trasmittal Humbm

Dats:

Title:

“ FIELD XX SUPPLEMENT

SAMPLE

QSMI03

Ti22/86
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SAMPLE OF CHAKGE NOTICE FORMAT

.

U- S REPARTMENT OF THE INTERIOR “Subject Namber: -

DIRECTIVES! SYSTEM [=vve

To claglify the lao and intent of this directive sxd to reflact
mmﬁmmmnﬂm-umdm
acministrative dscmtralization, the Sollowing addd and dhancges
are mxia to FPER-ZI. . '

-

. 2. Ad: 4. Parpconal Office wearm |
) Branch of ' Sacvices in
o ' Washington, D.C.: Branch of Parscnoel Manageost
in Denver, Colormdor of Fersconal Services in
Pletsturgh, Peccsylvania.

3.£,(3)(4) . Insert "Servicing” betwesn “the” and
’ "Bl:l:lmlla"

" 3.g.{1)(B) Coance "Division of Perscooal of Administrative
Sarvice Canter” to “smployes's Servicing
Parsormwl Cffice.”

345,(1)(b)L . Chunge *Divisicn of Persconal® to "sployee's
3.g.(1){()2 .  Dalats.
3.q.{1) {013 Cange 3 to 2.
3.g.({1){v}4 Change 4 to 3. Chinge wording tor  "The COGE
- ethics commelors designatad ursiar 43 Part
m-'m-r' :
3.9.{2) Change "Division of Patsconal o the .

Aministrative Sarvice Canter” to “emplome’s
Servicing Parmcoroal Office.”

" 2.g.(3) Add after secand smtence: “Advising of
grisvance rocess are axcluded

- [[CHANG

' 3
|
i
] |
- - T
OSMN0e et TrIA

irmi
Z
Ol
-
e
I [T




Paragraph

3.1.(1)

3-1 » (2}

3.i.{2)(a)

3.1.(2)(c) .

3.9.(1)
3.3.{2)

3.q.

Apperyliz B
Step 4

Step 4.a.

Change or addition

Changa "Diviaion of Peracxmmel or the

AMninistrative Service Center® to “emploves's
Sarvicing Personnel Office."”

Chapge "Diviaion of Persannel or the
Adminigtrative Service Centar” to “employee's
Servicing Perascnnel Officae."

Insart in sixth lins down aftar the word
“recpast”: “within fifteen {15) days of receipt
af the rejection noticas,™

Charge “Perscmel Office or Administrative
Bervice Cantar® to “emplcywe's Servicing
Personnel Office.™

Qm:gt“mvisimnfﬂ'ermlur&- -
Admimlatrative Sarvice Canter” o elplayaas
Sarvicing Personnel Office.”

Change “Division of Personnel or the
Administrative Service Canter® to “employee’s
Servicing Peracnnel Office.™

Chanpge "Division of Personnel or Administrative
Service Center" to "esmployoe's Servicing
Parsannel Offica.”

Eihm:ge “Para;c:mul Office or ldniniztra.tiw )

Service Center” to "emloves's s-:rv:l.cing
Persamel Office."

Change “Directcr of Persomnel, DOI to
“Parsornel COfficer, CSMRE."



