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WEBINAR BREAKDOWN

Review Manager SOP Contents

1. Evolution of P&LCR roles and responsibilities
2. Dos and Don’ts - Study initiation - Final report submittal

3. MSC review manager perspective

1. Dos and Don’ts — Final report review = Chief’'s Report
2. Additional best practices / pitfalls

3. MSC review manager perspective
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EVOLUTION OF POLICY REVIEW TEAMS AND
ENGAGEMENT

“The old days”

2012 2018 2019 2020 2021 2022 2024 2025

_ Today
MSCs develop regional processes for delegated

milestones and review



1 - FORMATION OF THE P&LCR TEAM

Follows EP 1105-2-61, Section 11-2

The MSC/Division Chief of Planning and the HQ Chief of
Office of OWPR will collaborate to identify and endorse
a Review Manager. HQ Chief of OWPR will have the
ultimate decision as to selection of the Review Manager



1 - FORMATION OF THE P&LCR TEAM

MSCs... Do: Don’t assign a P&LCR
1 Coordinat _ t | team member without
. Coordinate assignments early buv in f OWPR
between MSC Planning Chief and Ly Ih from

OWPR Chief Chief (especially RM)

2. Request an OWPR advisor if there
are no OWPR staff assigned as
reviewers

3. Notify RITs and District about
assignments so they can update
Project Monitor and review plan



1 - FORMATION OF THE P&LCR TEAM

Questions about who does
what?

Refer to Attachment B...

(will need to update for Command Validation Milestone)



1 - FORMATION OF THE P&LCR TEAM

PDTs... Do: Don’t assume that other
people will forward invites
1. Include the P&LCR team in to the right people (e.g., entire
the review plan roster and P&LCR team).

update as needed...

2. ... and use the review plan’s
roster when sending
invitations to major meetings



1 - FORMATION OF THE P&LCR TEAM

P&LCR Team do’s:
Review managers —

1. Send a welcome message to the P&LCR team when
it is formed

2. Consider tools to facilitate communication with
your team (email template, DLL, and/or MS Teams
site).

RMs and Reviewers —
3. Create / maintain a portfolio dashboard of your

review assignments, including team members, next
milestone, study status
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REVIEW PORTFOLIO DASHBOARD EXAMPLE
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What’s the best way to figure out who'’s
on your study’s P&LCR team?

1. Call the OWPR Chief
2. Look in the review plan
3. Ask the review manager

4. Consult Project Monitor
5. Ask the RIT Planner
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BOTTOM LINE:

All of these sources are a good
starting point, but due to
turnover, assignments should be
confirmed w/the P&LCR team
members

What’s the best way to figure out who’s on your
study’s P&LCR team?

1. Call the OWPR Chief... typically, only do this if
you are an MSC Planning Chief

2. Look in the review plan... but double check that

the PDT has been updating rosters

3. Ask the review manager... they'd better know!
But he/she should also confirm w/P&LCR team

4. Consult Project Monitor... if you have access —

but confirm with RM/RIT/OWPR/MSC. Studies
prior to draft report may be missing.

5. Ask my RIT Planner... who is going to consult

Project Monitor and probably check with
RM/OWPR/MSC
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CHATBOX CHECK
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2 - BETWEEN STUDY INITIATION AND TSP

P&LCR kickoff meeting with PDT

P&LCR team responsible for reviewing cost, schedule,
and scope established in Vertical Team Alignment Memo
(VTAM)

Review Manager should work with the P&LCR team to
identify policy issues that may arise during the study



2 - BETWEEN STUDY INITIATION AND TSP

PDTs/Districts... Do:

1. Include the P&LCR team in early study
activities
— e.g., kickoff meetings, charettes, and/or a
dedicated VT coordination meeting

2. Prior to AMM and TSP milestones, have at
least one readiness/preparation IPR that
includes the P&LCR team.

3. Coordinate often with the review team —
especially if there are delays or changes to
the schedule.
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2 - BETWEEN STUDY INITIATION AND TSP
PDTs/Districts...

1. Don’t wait until you’re approaching a
milestone before engaging the P&LCR
team for the first time

2. Don’t provide milestone RAHSs less than
one week before milestones.
v If you have a pre-meeting IPR specifically
to discuss RAHSs, provide at least couple of
days in advance.

3. Don’t sign the milestone MFR w/o
allowing participants to review the draft
MFR.
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2 - BETWEEN STUDY INITIATION AND TSP

Report Summary Best Practices

v PDTs — use the required template
v 10-15 pages max

v" Review teams — give PDTs a heads
up if they stray from the template
v Better to fix now vs at final report /
end of study
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2 - BETWEEN STUDY INITIATION AND TSP

Review manager... Do:

1. Establish rapport with the MSC, ATR team,
project manager & technical leads.

v" Hold an initial meeting with the project manager / lead
planner to go over issues that may need early P&LCR input

v Reach out to the MSC main POC on the study (e.g., DST
lead) and ATR lead

v Ask your P&LCR team members to reach out to their
counterparts (PDT / MSC / ATR).

2. Be proactive about getting study status when
you haven't heard anything in a while (use your
portfolio dashboard)
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2 - BETWEEN STUDY INITIATION AND TSP

Review manager... Prior
to AMM/TSP milestones,

Do:
1. Check in with your
P&LCR team
v Email, Teams chat, or
meeting

2. Review the Study

Issue Checklists
v Discuss items of concern
w/review team and District
v Make sure the mission-
line-specific checklists are
submitted
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2 - BETWEEN STUDY INITIATION AND TSP

MSCs... Do:

1. Remember non-MSC P&LCR team
members when preparing to prebrief
MSC decisionmakers prior to IPRs
and milestones

2. Include P&LCR team when
developing the VTAM, to facilitate
eventual vertical alignment.

v Allow ample time to review the
VTAM. (1-2 wks depending on level
of precoordination w/review team)
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2 - BETWEEN STUDY INITIATION AND TSP

VTAM review - What does vertical
team alignment mean and what
happens when there isn’t
alignment?
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Who is responsible for ensuring the right people are
invited to in progress reviews and milestones?

1. Project Manager
2. RIT Planner
3. Review Manager
4. Lead Planner



BOTTOM LINE:

ALL OF THE ABOVE are
responsible —
Plus anyone else who gets the
invitation

Inclusion is a team sport
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Who is responsible for ensuring the right people get
meeting invites for in progress reviews and milestones?

1. Project Manager — start with the review plan rosters (do the
best you can) and only then ask for help forwarding

2. RIT Planner — especially for ASA(CW) coordination

3. Review Manager — especially for P&LCR team members
and OWPR Chief

4. Lead Planner — and rest of PDT — make sure your vertical
counterparts are included if needed



2 - BETWEEN STUDY INITIATION AND TSP

Everyone... Do:

Confirm who is on the review team (especially if
there are folks on detail or out on leave) as you
approach IPRs / milestones / reviews.

Don’t assume that everyone who needs an
IPR/milestone invitation is included.

- Meeting organizer — use review plan rosters to
identify who is on the PDT and vertical team

- Review manager is responsible for ensuring the
entire P&LCR team is included, and potentially the OWPR
Chief

- Everyone should check invites proactively and
forward as needed
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CHATBOX CHECK



3 - REVIEW OF DRAFT DOCUMENT

Integrated Draft report package will be sent to MSC and RIT within 60
days of Tentatively Selected Plan (TSP) milestone

Review Manager will make sure that all P&LCR team members are
aware of deadlines and any relevant issues

Review Manager will capture comments in the Project Guidance
Memorandum (PGM) and establish an understanding of all comments

Refer to ER 1165-2-217 — Civil Works Review Policy
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3 - REVIEW OF DRAFT DOCUMENT

Do:
« PDTs/District:
« Seek approval from OWPR Chief prior to shortening review durations (coordinate
through review manager)

« Ensure you have a complete package before submitting it to the RIT
 RIT and RM will check for completeness. Review can not start until package is complete

« Have a kick-off meeting with your PLCR team

Don’t:
 PDTs/District:
« Send a report up cold with no advance
notice!
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3 - REVIEW OF DRAFT DOCUMENT

Do:
 RMs:
 Ensure all comments are in 4-part comment structure
« Eliminate redundancy and conflicting concerns by consolidating comments
 Put comments in the appropriate category
« Allow reviewers a chance to see the PGM before finalizing
« Have tools to help you (ex: draft intro email)
« Create an annotated version of the PGM that indicates the author of each comment.

Don’t:

e RMs:
« Substantially change or remove a comment without discussing with the reviewer
* [nclude editorial comments in the PGM
 Don’t assume that all PLCR team members will be able to meet the deadline.
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DEFINING COMMENT SIGNIFICANCE

Essentially:

High — could change the recommended plan
Medium — could change cost share, costs,
consistency, or formulation outside
recommendation
Low — related to clarity and presentation
YOU DON'T GET TO PICK TWO!

Default to higher
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3 - REVIEW OF DRAFT DOCUMENT

Do:
* Review team members:
 Ensure all comments are in 4-part comment structure
« Spend as much time on providing good, clear solutions as you do providing the concern.
Don’t be afraid to provide multiple acceptable ways to solve the problem.
« Reach out to other PLCR team members to discuss issues that overlap disciplines
* Include the RM on any communications with the PDT

Don’t:
 Review team members:
« Wait to tell the RM you cannot meet the
deadline until the deadline!
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What is the newest planning milestone?

Tell us in the chat!
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AGENCY DECISION MILESTONE (ADM) ->
COMMAND VALIDATION MILESTONE (CVM)

As the review manager — not much has changed in terms of responsibilities

What has changed slightly is the timing —
“Timing of the Command Validation Milestone. The Command Validation
Milestone meeting will be held within two months of the completion of the concurrent
public, technical, and policy and legal compliance review of the draft report.”

RM or MSC rep are required attendees for site visits associated with CVMs
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CHATBOX CHECK
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4 - BETWEEN DRAFT AND FINAL REPORT

Lead the P&LCR team in working with the RIT, MSC, and PDT to develop a path
forward to resolve all comments

Coordinate with Agency Technical Review (ATR) Lead to resolve any conflicts
between reviews

Resolution discussions will be summarized by PDT and captured in PGM before
Agency Decision Milestone — Review Manager should be included in these
discussions

If a comment cannot be resolved, it will be elevated



4 - BETWEEN DRAFT AND FINAL REPORT

Do:

 Identify a path to resolution of ALL comments.

« Be proactive in elevating outstanding policy issues.

« Policy exceptions should be requested as early
as possible and always before the Agency Decision
Milestone Command Validation Milestone (TBD!).

» Update price level and discount rate information if
crossing Fiscal Years.

» If necessary, have IPRs facilitated by the RM to resolve
comments.

Don't:
 Don’t present read-ahead material to RM & P&LC RT
for a milestone meeting last minute.
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5 — DURING COMMAND VALIDATION MILESTONE

he Review Manager will participate in the ADM and discuss
P&LCR comments, agreed upon path forward, any risks to
scope, schedule, and budget as well as the identified TSP

ADM presentation will be reviewed and coordinated with the
P&LCR team

The Review Manager should be able to represent the views of
the entire P&LCR team



PROJECT PLACEMATS
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5 — DURING COMMAND VALIDATION MILESTONE

Do:

 RM - Present the high significance comments and
how they were resolved.

 RM - present any unresolved comments that need

elevating (?777?).

Don't:
* Present any unresolved comments that haven’t been
coordinated in advance.



6 — BETWEEN CVM AND FINAL REPORT

Work with the Vertical Team to assist PDT's timely

completion of Final Report based on path forward agreed
upon at CVM

PDT will update draft report PGM by adding updated
responses (including their final actions and location of
related changes in report)

PDT will send updated PGM as part of the Final Report
Transmittal Package

40



6 — BETWEEN CVM AND FINAL REPORT

Do:

 RM - begin drafting the Document of Review
Findings (DoRF)

e RM - Use the templates!

Don’t:

* Don’t sign the FONSI/ROD with the District or
MSC Commanders signature on the Final
Report approval.

41
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MSC REVIEW MANAGER PERSPECTIVE

Remember that you are
part of the USACE team
& final product
represents USACE

Develop a detailed

schedule to get to the
CR or DR/M

| MSC Review Manager
Surprlsezc?(;e rarely can be unsupported by
g P&LCR team

Set up meetings with
the P&LCR team to
discuss significant
comments & reconcile
comments between
reviewers

Check-In meetings with
PDT, P&LCR team, and
RIT Planner



WRAPPING UP /IN THE CHAT BOX...

Share something
you learned today

ldentify something
that needs more
clarity



DISCUSSION
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