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Appendix A
Reclamation Manual
Directives and Standards

Process for Originating, Reviewing, and Issuing a Reclamation Manual Release
Determine need for new or substantial revisions to existing
Reclamation Manual (RM) Policy or Directives and Standards (D&S), o
and notify RM manager (84-52000) of development efforts to be —
added to the Inventory of Reclamation Manual Policy and Directives [ originating Offices_|
and Standards Development Efforts. Senior Executives |

Reviewing Offices |

Collaborate with affected offices, particularly regional and area office
staff and management involved in the program related to the RM
release, in drafting RM release. Provide draft to responsible Senior
Executive.

v

Determine when draft is ready for intemal and external review and
whether the reviews will be independent or concurrent.

v
Sign memorandum distributing draft RM release to all Senior
Executives, directorate RM contacts, area managers, and program nEE
coordinators for at least a 30-calendar-day internal review.
v
Provide comments to originating office by due date or request an Thfse ‘r"" a_c“"“‘e_ﬁ t(irll:emlal and
extension. Concurrence will be assumed by the originating office if extema Faviev) wil take pace

i ®— independently or concurrently at
due date passes and extension is not requested. the discretion of the Senior

Executive.

1
Y |
|

RM Manager |

A
Officially transmit consolidated comments for their organization.

v

Approve draft release to be posted for external review. —

v
E-mail background statement and draft release to the RM manager
(84-52000) to post on the RM website for at least a 30-calendar-day
external review.

Post draft RM release on the RM website for external review.

v

Maintain file on disposition of all significant internal and external
comments, and forward a copy to the RM manager.

v

Ensure proper formatting of final RM release, obtain review and
approval of RM release using Form Nos. 7-2522C and 7-2522B, and
provide RM manager (84-52000) with approval package and final
electronic Microsoft Word document.

v

Produce final RM release, assign RM release number and issue date,
and forward for reproduction and distribution; maintain official
approval records for RM release; ensure RM release is available on
the Internet; and prepare quarterly Distribution E of RM activity.

Biennially review release to ensure it is current and responds to the
needs of Reclamation and its stakeholders.
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