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1. Purpose.  This directive establishes the Office of Surface Mining Reclamation and 
Enforcement (OSM) Directives System containing OSM policies and procedures.  This directive 
also establishes the process and procedures for maintaining the Directives System, for modifying 
or removing existing directives, and for adding new directives to the Directives System.   
 
2. Summary of Changes.  This is a new directive. 
 
3. Definitions.   
 
  a.   Directives System.  The Directives System is the mechanism to document and 
convey bureau and office policies, procedures, and programs.  The Directives System, as of the 
date this directive is issued, consists of all active directives previously issued.  The Directives 
System provides current and proper documentation of organizations, functions, delegations, 
policies, and procedures that are central to the orderly management of bureau activities.   
 
  b.   Directive.  A directive is written communication that provides policy, guidance, 
or direction or that governs action, conduct, or procedures.  A directive may incorporate a 
manual or handbook.  
 
4.   Policy.  Directives are to be organized systematically so that they are readily available to 
users.  They should provide users with only necessary information and be written in a clear, 
concise manner and in the simplest and most easily understood language for the intended 
audience.  Only the OSM Director has the authority to issue, modify, or rescind a directive. 
 
5.   Responsibilities.  
 
 a. The Director is responsible for signing all directives, including change notices and 
rescissions.  
 
 b. Assistant Directors,  Regional Directors, and Staff Office Heads (AD//RD/SOH) 
are responsible for developing and drafting those directives that pertain to their specific program 
areas.  The AD/RD/SOH will:  (1) obtain concurrence from the Director that a new directive or 
change or rescission to an existing directive is necessary; (2) create draft directive and supporting 
materials (handbooks, manuals, etc.) in accordance with this directive; (3) work with the 



Directives Coordinator to invite comments from the other AD/RD/SOHs; (4) review and resolve 
comments on the draft directive; (5) prepare final directive for signature; and (6) ensure that, in 
accordance with this directive, electronic and paper copies of background materials are 
maintained and properly filed. 
 
 c. Assistant Director, Finance and Administration, is responsible for developing and 
maintaining the overall Directives System. 
 
 d. Chief, Division of Administration, is responsible for overseeing the operation of 
the system and designating a Directives Coordinator. 
 
 e. Directives Coordinator works with the Director’s Office, Directorates, and Staff 
Offices in the development and finalization of new or revised directives. 
 
6.   Procedures.  This directive provides the standard procedures and the format to be used in 
the preparation, processing, amending, and rescission of OSM directives, as of the date of 
issuance of this directive.  Those directives requiring revisions will be updated via a Change 
Notice or rewritten as appropriate by the AD/RD/SOH, while those deemed obsolete will be 
rescinded. 
 
 a. After identifying a need for a new directive or revision/rescission of an existing 
directive, the AD/RD/SOH will:  (1) coordinate with the Director’s Office to obtain concurrence 
on moving forward; (2) draft the directive or change notice in the format presented in Appendix 
A, using plain language easily understood by the intended audience; (3) prepare the directive in 
Times New Roman 12-point font; and (4) provide the draft directive to the Directives 
Coordinator who will review for proper formatting before distributing to all AD/RD/SOHs for 
review.  The review process is to ensure that proposed directives or changes are necessary, 
accurate, complete, without excessive detail, and do not conflict with other existing policies and 
procedures. 
 
 b. The Directives Coordinator will:  (1) distribute draft directives received from the 
responsible AD/RD/SOH to all Directorates and Staff Offices for review and comment; (2) 
verify the subject code in accordance with Appendix B of new directives and assign the 
transmittal number; (3) consolidate comments and submit to originating office for review and 
resolution; (4) obtain the Director’s signature on a directive following receipt and review for 
completeness, including any required surnames, of a final directive package from the responsible 
AD/RD/SOH; (5) maintain a current list and a historical file of all directives; and (6) work with 
those responsible for the OSM website to ensure that current directives are published on the 
OSM website. 
 
 c. The review period for comments shall be no less than 15 working days, with the 
due date specified in writing with the directive package.  If the directive is unusually complex, 
the Directives Coordinator may extend the timeline for review.  All comments shall be submitted 
electronically on the proper form, as shown in Appendix C. 
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  (1) Comments shall be worded in the same language format (plain language) 
as the original directive and shall clearly indicate the location of the text in question, e.g., page 
and paragraph number.  Comments within each Directorate or Staff Office should be 
consolidated and submitted by the AD/RD/SOH to the Directives Coordinator. 
 
  (2) Comments accepted by the preparing office shall be noted as such on the 
comment sheet that accompanies the final directive. 
 
 d. The components of the OSM directive will be uniform and prepared in the format 
provided (see Appendix A).  The format of a directive consists of the heading, text, and any 
appendices.  The text of the directive should use plain language (see References) with 
appropriate use of white space.  Paragraph outlining will follow the format in Appendix A.  The 
text is the body of the directive and must contain the elements in Appendix A.  Extensive 
material, such as a handbook or manual, should be placed in an appendix. 

  (1) Formatting of the directive should remain consistent throughout the 
Directives System to simplify finding information.  The Directives Coordinator has 
responsibility to maintain consistent formatting, including margins, justification, labels, page 
numbering, and font. 

  (2) Paragraphs will be outlined in the method shown in Appendix A.  If 
further demarcation of subjects is required, the subject matter should be reviewed for more 
appropriate enclosure in a procedures handbook.  This method of outlines optimizes the amount 
of white space in the document and visually separates associated text. 

 e. Once the directive is approved and signed, the Directives Coordinator will work 
with those responsible for the OSM website to have the directive published on the OSM website.  
In addition, the Directives Coordinator will issue an OSM-wide message announcing the 
availability of the directive. 

 f. Following signature, directive submission packages, including comments, shall be 
maintained in paper files within the Directorate or Staff Office that originated the directive.  The 
Directive Coordinator shall maintain the signed original directive. 

 g. A directive that has obsolete material and requires substantive change will be 
amended by issuing a new directive.  The same subject code (see Appendix B) should be used to 
avoid confusion.  When minor changes (typographical errors, word placement, or sentence 
rewording) are needed, a Change Notice may be issued reflecting the changes.   When there are 
substantive changes affecting small sections of a directive, a Change Notice is required.  

 h. When a directive is rescinded, a Change Notice will be issued stating the notice of 
rescission.  The rescission authority is the same as the issuing authority and will be implemented 
by a request for rescission initiated by the originating AD/RD/SOH and signed by the Director. 

 i. All directives are subject to the provisions of the OSM Records Management 
Program. 
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7.   Reporting Requirements.  None  
 
8.   Effect on Other Documents.  None  
 
9.   References.   
 
 a. Departmental Manual 381 DM 1 
  
 b. http://www.plainlanguage.gov 
 
10.   Effective Date.  Upon issuance  
 
11.   Distribution.  By electronic format   
 
12.   Appendices.   
 
 a. Appendix A:  Format template 
  
 b. Appendix B:  Subject Code Identification 
 
 c. Appendix C:  Comment Form 
 
Contact:  Finance and Administration Directorate, Division of Administration, Directives 
Coordinator  
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