U- §' DEPARTMENT OF THE INTERIOR] Subiect Number: |

OFFICE OF SURFACE MINING |

RECLAMATION AND ENFORCEMENT |/, fumber |

DIRECTIVES SYSTEM [°* 0912/

Subject: Ratablishment of Office of Surface Mining Reclamation and Enforcement
Dirpctive Svstem

Foro < 70 Haaloga ]t

1. Purpoge. This directive provides guidance to all Qffice of
Surface Mining Reclamation and Enforcemnent {OSMRE) emplovyeea in the
preparation, clearance and issuance of permanent and temporary
directives.

2. Definitiona.

a. DPermanent Directive. Policy, guidelines or procedures
which establish or impiement agency programs and provide direction
and guidance to Headquarters, Administrative Service Centers and
Field Uffices in achieving program objectives.

b. Temporary Directive. Policy, guidelines or procedures
which egtablishes or implements agency programs on a short term
pbagis. These Directives expire one year from date of izsuance,
nowever, they may be extended in writing for a second year with the
approval of the appropriate Deputy Director.

c. Field Directives. Guidelines or procedures which
supplenent existing directives and sections to clarify diffesrences
in policy, of a diacretionary nature, between the Assistant
Directorz East and West, Field Cffices and Headquarters.

3. Policy/Procedure.

A, Concept. The OSMRE Directive Sysatem provides a means for
the issuance of policy and procedures applicable to one or more
elements of the organization. It ie the only medium used to
promulgate official policy and procedures to all OSMRE personnel.
Handbocks and operating manuals are integral parts of the OSMRE
Directives Syatem. Such documentsa ghall be issued as appendices to
directives and are subject to the clearance and approval procedures
outlined below.

b. Responsibilities.

(1) The Diresctor will sign all OSHMEE permanent and
temporary directives.

(2) Deputy Directors are responsible for final review and
approval of permanent and temporary directives in their respective
areas of responsibility prior to forwarding for the Director's
signature.
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(3) Assistant Directors are responsible for drafting,
developing and updating thoge directives which pertain to their
program areas. They are alac responsible for review and approval
of directives in their respective areas of responsibility prior to
forwarding for the Deputy Director's review. They are alao
responsible for assuring that any written pelicy or procedural
guidance is prepared in accordance with this Directive. All
permanent directives will be reviewed annually by the Assistant
Directors t0 agsure currency and accuracy.

(4) Chief, Division of Management Serviceg is responsible
for developing, implementing, and adminlatering the overall
directives system, and for reviewing operation of the system
throughout OSMRE., The Iasuance Coordinator on the staff of the
Division of Management Services shall be responsible for the
internal review process for all draft issuances. The Chief is also
reaponsible for duplicating and distributing all directives to all
OSHRE pffices and employees and for maintaining a current
digtribution list for all Directives.

{5} Assistant Directors, and Field Office Directors are
reaponaibie for insuring compliance with all OSMRE diractives and
supplement ing Headgquarters issuances to provide procedural guidance
within their office when unique or discreticnary clarification is
needed for implementation. In addition, Asslstant Directors,
Chiefs, Administrative Service Centers and Field Office Directors
are responzible for distribution to all affected OSMRE personnel.

(6) Originators. Originators will assure that the
directive does not (a} contradict existing policy or directives
from higher organizational levels, or {b) unnecessarily repeat
policy, procedures or guidance already adopted and published.

C. Procedures

{1) Preparation. Any organization within OSMRE that
determines the need for a directive may initiate one. A draft of
the proposed directive will be preparad in the approved format,
approved by the head of organization {Division Chief or eguivalent)
and forwarded to the Iesuance Coordinator, Division of Management
Services. Originators must use word procesaing equipment in the
drafting and subsequent stages of the directive development.

(2) Review of Draft Issuancee. The Issuance Coordinator,
Division of Management Services will be responsible for obtaining
comments on the draft from the required reviewers. Reviews will be
ecopnducted simultaneously among all reviewers. Reviewers will be
given a maximum of 10 working days to review and respond.
Hon-responses will ba considered as agreerent with the draft
material as written. Late responses will only be considered if a
comment period extension is sought from the Iasuance Coordinator,
pivision of Hanagement Services and granted.
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When comments have been recesived from reviewers they will be
forwarded to the originator for consolidation, reviaw and
disposition, The Issuance Coordinator shall determine the apecific
reviewers for each draft depending on itg content.

(3) Preparation of Final Iasuanceg. The originator,
after review and disposition of all comments, will prepare a final
version of the issuance. The final issuance package will be
forwarded to the Isauance Coordinator and will at a minimum contain:

— a final version of the issuance in the approved format;
- a surname copy of the final igsnance

- a pummary of all significant comments received on the
draft with the specific disposition of each significant comment
including reasons for the comments acceptance or rejection;

- copies of all comments received on the draft issuance.

The Issuance Coordinator will manage the surname process agsuring
that all appropriate surnames have been raceived, Based on
content, the Ispuance Coordinator will determine if the surnames of
both Deputy Directors are required. After the surname of .

the appropriate Deputy Director (or both Deputy Directors) has been
obtained, the Issunance Coordinator will forward the issuance
package to the Director for review and signature.

If the lesuance Coordinator is unable to obtain aurnames from any
reviewer, the matter will be brought to the attention of the
appropriate Deputy Director for reaclution.

The entire process from receipt of the final lssuance package by
the Issuance Coordinator to signature by the Director will not
excesd 30 calender days. Expedited treatment (two weeks) can be
obtained if neceasary.

(4) Iesuances Subject to the Review Process. All
permanent and temporary directives are gubject to the process
datailed above. The Assistant Directors, Eastern and Western
Operations shall establish their own processes for the review and
igsuance of field directives. A copy of all issued field
directives shall be forwarded to the Issuance Coordinator,
Management Services Division within 15 days of publication.

(5) Permanent Directive Format. The components of OSMRE
permanent directives will be uniform and will be prepared on the
form provided (See Appendix 1). The format consists of the
heading, text, and any appendices/attachments.

(a}) Heading consigts of the following parts:

1. Logo is preprinted on form.

2. Subject Number assigned by the Divislon
of Management Bervices in accordance
with Appendix 2.
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3. Transmittal Humber assigned by the

Division of Hanagemant Services, Issuance
Coordinator and serves as an indicator of
continuity to the users and is assigned to
each directive chronologically. A

log should be kept of the tranamittal by all
usera to insure an up-to-date System. (See
Appendix 3}.

4. Date is the date of issuance, or the
affective date, whichever is later.

5. Subject should be brief and descriptive of
the content.

6. Approval will be the signature and title of
the Director.

(b) Text. The bedy of the directive should contain
the following parts. )

1. FPurpoge. The purpose ghould be stated in
the opening paragraph and should aummarize the subject matter of
the directive. This paragraph should alsc delineate the scope of
applicability if it is not OSMRE-wide.

2. pDefinitions. This section provides the
originator the opportunity to define words or phrases used in the
body of the text which may require clarification. If there are no
definitions to be defined, the word “none" will be placed
immediately following the paragraph heading.

3. Policy/Procedures. This section will
contain other parts of the instruction {(I.e., responeibilities,
procedures, etc.) sufficient to convey the intant of the directive
to the users. The directive should be clear and concise.
Subparagrarhing will be accomplished ag shown in Appendix 1.

4. Reporting Requirements. This section is
regerved for a listing of any reporting requ rements established by
the directive. It enables the users to readily identify any

reporting requirements without having to search the entire document
to locate then.

5. References. This section may be used to
cite policy. procedures, etc., that are already in exlatence in
other media., Clear cross-references ghould be made to such
material if it is generally known and readily available.
otherwise, pertinent sections should be attached as ah appendix.
All citations should enable the unser to readily locate and consult
applicable references.

6. gffect on Other Documents. This section
should be used to indicate if the directive supersedes another on
the same subject or consclidates two Or more existing directives
into a aingle revision.
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7. Contact. This section identifies the
contact point for any questlions on the content of the directive.
It consiste of the organizational unit and telephone number of the
pergon mogt familiar with the content of the directive {(i.e., the
originator}.

{c) Temporary Directives. Procedure and guldance of
ghort term duration will be issued in memorandum format as
temporary directives (Appendix 6}. Tenporary Directives will be
nunbered sequentially by fiscal year (e.g., 86-1). The number
asgignment will be determined and entered on the temporary
directive by the Iasuance Coordinater. Routing procedures are
outlined in Paragraph 3c.

{(d) Field Directivesa. The Diractive System is
intended to include policy, procedures and guidance which hava
general application, obviating the need for separate directives
aystems in the field. It only should be necessary to issue
supplements to exiasting directives and sectiona to clarify
differences in policy, of a 2iscretionary nature, between the
Agsistant Directors, Eaat/Wesat and the Fleld O0ffices. The field
directive supplement will utilize the same format and procedures as
permanent directives, except they will be identified by a "P"
preceding the subject number of the directive they are
gsupplementing. They wil! alsmo be identified by the title "FIELD
OFFICE XX SUPPLEMENT", Asgistant Director,Program Operation XX
Bupplemant or "ADMINISTRATIVE SERVICE CENTER XX SUPPLEMENT" helow
the approval and title blocka (See Appendixz 4). Administrative
Servica Centers and/or Field Offices will forward five (5) copies
of each supplement isaued to the Issuance Coordinator, Division of
Management Services, Field Directive supplements toc permanent
directives iassued with a * as part of the Directive Number require
concurrance by the appropriate Deputy Pirector hefore issuance in
the Field.

(6} Awmendmant, Cancellation, or Expiration. Directives
that have obsolete material and require substantive change will be
amended by issuing a new directive, The game subject number ashould
be used in order to avoid confuaion. When minor changes
(typographical errors, word placement, or sentence rewording) are
needed, a Change Notice {Appendix 5) will be issued reflecting the
corrections. When a directive is cancellad, a Change Notice will
be igsued stating the notice of rcancellation. Cancellation
authority will remain the same as issuing anthority, and will be
implemented by a request for cancellation initiated by the
raviewing officlal and signed by the Director. In the avent that a
number of directives are cancelled at the same time, a single
Change Notice will be issued. Temporary directivea will axpire on
the date stated on the memorandum, unless extended in writing for a
maximum of an additional year by the appropriate Deputy Director.
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{7) Control. The Issuance Coordinator, Division of
Management Services is responsible for: {1) coordinating review of
draft directives: {2) asaigning numbers; {3) legging and
maintaining a historical file of directives and related background
material; (4) iesuing, on a semi-annual basis, a current listing of
" all directives. The lssuance Coordinator is the source of guidance
and assiztance to all elemente of OSMEE in the preparation of
directives. If no regponse 1s received from the reviewing office
Within 30 days., the Iesuance Coordinator will assume that the
Directive is obsolete and delete it.

(8) Review. Annually, on ita anniversary date, aach
directive will be administratively reviewed by the Division of
Management Services and referred to the originating office for a
determination that the directive continues to be valid. Those
directives that reguire updating will be revised;: by the
originating office; those deemed obsolete will be cancelled.

() Distribution/Retention. All directives ipeued by
' OSHMRE Headquarters will be distributed to and retained by the
following offices:

Director
Deputy Diractors
Special Asaistant to the Director
Congressional Liaison
Public Affairs
Equal Employment Qpportunity
Regulatory Davelopment and lssues Management
Program Evaluation
External Affairs

Asgigtant Directors
Divisions
Br;nchea

Field Office Directors

Assistant Directore East/West, Administrative
Sarvice Ceanters
Divisions

Asgociate Solicitor, OSHMRE
Field SBolicitors



- -

Each above mentioned office will assign & pembar of ite ataff to
maintain a complete file of all directives.

4, Reporting Requirements. Hone

5. References.

a. DOI Departmental-ﬂaﬁual, Part 116
k. FPMR 11.3, Conmunicating Policy and Procedures

6. Effect on Other Documents. Supersedes Temporary Directive
OPM-1, Transmittal Number 245, dated July 31, 1985, as changed.

7. Effective Date. Upon Issuance.

8. Contact. Division of Management Services, {202) 343-6315.

9, Recission and Cancellation

The use of the policy memorandum as an OSMRE issuance for policy
and procedural purposes is rescinded.

Attachment
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APPEHDIX 2

OFFICE OF SURFACE MINING RECLAMATION AND ENFORCEMENT

SUBJECT HUMBER

IDENTIFICATION AND CODE

Information Systems Management
Administrative Services
Abandoned Mine Lands

Lgual Employment Opportunity
Grants Management Program
Inspection and Enforcement

Legislative and Legal Affairs
General

Organization Planning and Management
Peraonnel

Procurement and Contracting
Reguiatory Preogram Development
Training

Travel and Transportation
Collections and Assessment
Audit and Fee Complianca
Conference Officers Program
Field Oversight

Budget and Planning

Financial Management
Hanagement Analysis

Internal Control Review

I5M

oPrP
PER

PRC

TRN

TRV

Cop

FO

B

FM

HA

ICR
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LT T T o T T T R



APPENDIXZ 3

OFFICE OF SURFACE MINING RECLAMATION AND ENRFORCEMENT
TRANSMITTAL NUMBEER
CHECKLIST OF MATERIAL RECEIVED

Subject Numhber Tranamittal Number and Date bate Recelved

PER-2 225 D7/2D/84 07731784

SAHPLE



- U's napm"-mzm OF THE INTERIO 5“'"5": Numbar:
%)ECMMHCEA%ENSEN%F &?&%&% Tranemiial Number:
DIRECTIVES SYSTEM
Subject:
Approval; | Title:

FIELD ¥X SUPPLEMENT

 GONPLE




Srpendix S :
U- S' DEPARTMENT OF THE mmon{

20 | OFFI URFACE MININ
oy ucmcaﬁ%gﬂsmn giggncmm'? Tramenital Number:

2" | DIRECTIVES SYSTEM [*

Sabject Numbar:

CAVPLE
—

[CHANGE NOTICE |
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EXAMPLE OF TEMPORARY DIRECTIVE
APPENDIX 6

yemporary Directive Ho: B86-1 *k

Expires: (Date)

fos Managers and Supervisors
From: Director

Subject: Directive Eysﬁam

% Thig number is obtained from the Tssnance Coordinator.



