RCD 03-01
Appendix D

Reclamation Manual
Directives and Standards

Formatting Templates for Policy, Directives and Standards,
Temporary Reclamation Manual Releases, and Appendices

Ko PHE
Reclamation Manual
Policy

Subject: Insert Subject Here

Purpose: Insert purpose here. The purpose statement must identify the benefits

intended to be realized with issuance of this Policy.

Authority: See RCD 03-01, Appendix G for proper listing and citation of authornities.

Approving Official: Commussioner

Contact: The Semior Executive of the program function and (mail code)

1

Imtroduction. Each Reclamation Manual (BM) release will include an miroduction
onenting the reader to its contents.

Applicability. The applicability will state to whom the release applies. This paragraph can
also be used to define the scope of the Policy; but it must identify the people within
Feclamation to which it applies.

Definitions.

A, Each BM release will define terms that are used in the release to facilitate
comprehension of the requirements it sets forth.

B. Temms must be in alphabetical order for easy reference.

BResponsibilities. Each FM release will include statements of responsibility for those
positions and offices accountable for the implementation of its requirements. The
statements generally set forth responsibiliies further detailed through the remamnder of the
Policy or Directive and Standard (D&S).

Policy. The fifth paragraph in every EM Policy mmst include a Policy statement that
establishes the Commussioner’s leadership philesophy and the framewoerk within which
Feclamation will pursue its mission in a specific program.

Headings. Every paragraph mumber have a number or letter assigned to it.

Formatting. For specific formatting requirements, see Appendix E of EM D&S,
Reclamation Manual Release Procedures (R.CD 03-01).

A Every Paragraph level must have at least two entries [e.g., if there is a 1., there mmst be
a 2; if there 15 an A __ there nmst be a B ; if there 15 a (1), there mmst be a (2); if there is
a (a), there must be a (b); 1f there 1= a (1), there mmst be an (u); if there 15 an (aa), there
mmst be a (bb), etc.].

B. This is a placeholder to show proper formatting.

(1} This is a placeholder to show proper formatting.

(#5E) mmiddfyyyy Page 1
NEW RELEASE/SUPERSEDES (##8) X00{ PE# or MOO! #-88# mmiddiyyyy

(338) 06/27/2008
SUPERSEDES RCD TRMR-15 (249) 06/15/2006 and minor revisions of 04/24/2008
(Minor revisions approved 02/12/2009, 09/27/2013, 08/25/2014, 04/13/2015)
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Xox PHE

Reclamation Manual
Policy

(2) Thisis a placeholder to show proper formatting.
{a) This is a placeholder to show proper formatting.
(b) This is a placeholder to show proper formatting.
(i} Thisis a placeholder to show proper formatting.
(if) Thisis a placeholder to show proper formatting.
(aa) This is a placeholder to show proper formatting.
{bb) Thas 1s a placeholder to show proper formatting.

(#5E) mmiddyyyy Page 2
HEW RELEASE'SUPERSEDES (##4) X0 PE# or X000 #8-88 mmiddiyyyy

(338) 06/27/2008 Page D2
SUPERSEDES RCD TRMR-15 (249) 06/15/2006 and minor revisions of 04/24/2008
(Minor revisions approved 02/12/2009, 09/27/2013, 08/25/2014, 04/13/2015)
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Subject: Insert Subject Here
Purpose: Insert purpose here. The purpose statement nmst identify the benefits
intended to be realized with issuance of this Directive and Standard
(D&S).
Authority: See RCD 03-01, Appendix G for proper histing and citation of authonties.
Approving Official: The official title of the Semor Executive delegated authonity to approve
D&S.
Contact: The onginating office name and (mail code)

1.

Imtroduction. Each Reclamation Manual (EM) release will include an mtroduction
orienting the reader to its contents.

Applicability. The applicability will state to whom the release applies. This paragraph can
also be used to define the scope of the D&S; but it must identify the people within
Feclamation to which it applies.

Definitions.

A Each BM release will define terms that are used in the release to facilitate
comprehension of the requirements it sets forth.

B. Terms must be in alphabetical order for easy reference.

Responsibilities. Each BM release will include statements of responsibility for those

positions and offices accountable for the implementation of its requirements. The

statements generally set forth responsibilities further detailed through the remainder of the

D&S.

Headings. Every paragraph mumber must have a mumber or letter assigned to it

Formatting. For specific formatting requirements, see Appendix E of BM D&S,
Reclamation Manual Release Procedures (F.CD 03-01).

A Every Paragraph level must have at least two entries [e.g, if there is a 1, there nmst be
a 2 ; if there iz an A . there nmst be a B ; if there is a (1), there nmst be a (2); if there is
a (a), there mmst be a (b); if there is a (i), there nmst be an (i1); if there 15 an (aa), there
mmst be a (bb), etc.].

B. Ths is a placeholder to show proper formatting.
(1} This is a placeholder to show proper formatting.
(2) This iz a placeholder to show proper formatting.

(#55) mmJ/ddfyyyy Page 1
HEW RELEASE/SUPERSEDES (388 000 PE# or X000 #8584 mmiddiyyyy

(338) 06/27/2008
SUPERSEDES RCD TRMR-15 (249) 06/15/2006 and minor revisions of 04/24/2008
(Minor revisions approved 02/12/2009, 09/27/2013, 08/25/2014, 04/13/2015)
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{a) This is a placeholder to show proper formatting.
(b) This is a placeholder to show proper formatting.
(i) This is a placeholder to show proper formatting.
(i1) Thisis a placeholder to show proper formatting.
(aa) This is a placeholder to show proper formatting.
(bb) This is a placeholder to show proper formatting.

(##E) mm/ddfyyyy Page 2
MEW RELEASE/SUPERSEDES (#5) X000 PE# or X004 #8828 mmiddiyyyy

(338) 06/27/2008 Page D4
SUPERSEDES RCD TRMR-15 (249) 06/15/2006 and minor revisions of 04/24/2008
(Minor revisions approved 02/12/2009, 09/27/2013, 08/25/2014, 04/13/2015)
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Reclamation Manual
Policy / Directives and Standards
TEMPORARY RELEASE
(Expires mm/dd yyyy)
Subject: Insert Subject Here
Purpose: Insert purpose here. The purpose statement must identify the benefits
intended to be realized with issuance of this Temporary Feclamation
Manual Pelease (TEMRE) Policy or Directive and Standard (D&S).
Authority: See R.CD 03-01, Appendix G for proper listing and citation of authorities.
Approving Official: Policy — Commissioner; D&S - the official title of the Senior Executive
delegated authority to approve the Policy or D&S.
Contact: Policy — Senior Executive of the program fimetion and (mail code); D&S - the

orginating office name and (mal code)

Introduction. Each Feclamation Manual (E1M) release will include an introduction
onenting the reader to its contents.

Applicability. The applicability will state to whom the release applies. This paragraph can
also be used to define the scope of the TEME. Policy or DdS; but it must identify the people
within Feclamation to which it applies.

Definitions.

A, Each PM release will define terms that are used m the release to facilitate
comprehension of the requirements it sets forth.

B. Terms must be in alphabetical order for easy reference.

EResponsibilities. Each RM release will include statements of responsibility for those
positions and offices accountable for the implementation of its requirements. The
statements generally set forth responsibilities further detailed through the remainder of the
TEME. Policy or D&S.

Headings. Every paragraph mumber must have a mumber or letter assigned to it.

Formatting. For specific formatting requirements, see Appendix E of EM D&S,
Reclamation Manual Release Procedurss (R.CD 03-01).

A Every Paragraph level must have at least two eniries [e.g, if there is a 1., there nmst be
a 2 ; if there 1s an A, there mmst be a B ; if there 15 a (1), there nmst be a (2); if there 1s
a (a), there must be a (b); if there 1= a (1), there must be an (1n); if there 15 an (aa), there
mmst be a (bb), etc.].

B. This is a placeholder to show proper formatting.

(#54E) mm/ddfyyyy Page 1

TEMPORARY RELEASE / SUPERSEDES (#8#) mmiddiyyyy

(338) 06/27/2008
SUPERSEDES RCD TRMR-15 (249) 06/15/2006 and minor revisions of 04/24/2008
(Minor revisions approved 02/12/2009, 09/27/2013, 08/25/2014, 04/13/2015)
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Reclamation Manual
Policy / Directives and Standards

TEMPORARY RELEASE
(Expires mm/ddyyyy)

(1) This is a placeholder to show proper formatting.
(2) Ths iz a placeholder to show proper formatting.
(a) Thisis a placeholder to show proper formatting.
(b) This is a placeholder to show proper formatting.
(i) Thisis a placeholder to show proper formatting.
(i1} Thisis a placeholder to show proper formatting.
(aa) This is a placeholder to show proper formatting.
{bb) This 15 a placeholder to show proper formatting.

(#55E) mm/ddfyyyy Page 2
TEMPORARY RELEASE ! SUPERSEDES (#8#) mm/ddlyyyy

(338) 06/27/2008 Page D6
SUPERSEDES RCD TRMR-15 (249) 06/15/2006 and minor revisions of 04/24/2008
(Minor revisions approved 02/12/2009, 09/27/2013, 08/25/2014, 04/13/2015)
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Appendix X

Reclamation Manual
Policy / Directives and Standards

1. Appendix Formatting. Appendix formathng mmst follow the same formatting as other
Reclamation Manual releases.

A Every Paragraph level must have at least two entries [e.g, if there is a 1., there mmst be
a 2.; if there 15 an A, there mmst be a B.; 1f there 15 a (1), there nmst be a (2); if there 13
a (a), there must be a (b); if there 1s a (1), there nmst be an (u); 1f there 1= an (aa), there
must be a (bb), ete.].
B. This is a placeholder to show proper formatting.
(1) Thisis a placeholder to show proper formatting.
(2) Thsis a placeholder to show proper formatting.
{a) This is a placeholder to show proper formatting.
(b) This is a placeholder to show proper formatting,
(1) This 1s a placeholder to show proper formatting.
(i) This is a placeholder to show proper formatting.
(aa) This 1s a placeholder to show proper formatting.
(bb) This is a placeholder to show proper formatting.
2. Example. This is a placeholder to show proper formatting.

(#HE) mmiddfyyyy Page X1
HEW RELEASE /! TEMPOARY RELEASE ! SUPERSEDES (##5#) mm/ddfyyyy

(338) 06/27/2008 Page D7
SUPERSEDES RCD TRMR-15 (249) 06/15/2006 and minor revisions of 04/24/2008
(Minor revisions approved 02/12/2009, 09/27/2013, 08/25/2014, 04/13/2015)



