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Module One:
Mail Processing
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Mail Processing Quick Reference Guide

Open mail

· Keep envelopes with letters (with staples or paperclips)

· Date stamp post mail on the bottom lower right corner

· No need to date stamp emails or faxes as the date they were received appears on document

Sort mail

· Look for letters that were sent to the wrong project

· Identify original responses, forms and form plus


-Original responses are unique responses from any respondent


-Form letters are designated as forms when five or more responses with identical text are received



Designate one of each form as the form master


-Form-plus letters are form letters that have one or more additional codeable comments 

· Place letter number labels on letters
· Look for responses that should be flagged- Red, Blue, Yellow

· Apply flags where necessary on the original response on the same side of the page as the letter number

· Original flagged letters should be passed on to the project lead to determine what action is required by the team

Copy mail

· Make 2 copies of each letter (after copying, you would have the original letter, a clean copy, and a working copy)

· Make an extra copy of red flag and blue flag letters

· Make single sided copies of 2 sided letters.  If there are a lot of duplex letters to be copied, set them aside until you have a big enough batch to warrant working on them because duplex letters take up a lot of processing time.

Original letters

· Originals go in the “To Be Logged” file  

· Original letters are logged into the mail log

You should be caught up daily with logging mail into the log in the event that a respondent calls inquiring about the receipt of their letter.

· File by letter number

· After the originals are logged into the mail log they are filed by letter number and serve as part of the administrative record. 

Clean copies

· Clean copies are filed by ascending letter number

· Only the date stamp and letter number should appear on the clean copies

· This file serves as a reference for future questions about working copies and as a reading file for the public

Working copies

· Stamp with the Purple Worm (header) stamp

· Place applicable flags on left hand side 
· Working copies go to the “To Be MID” folder

Common Bin Set Up

Bin 1 — Incoming Mail, sort into folders:

· Red Flags – Immed Attn (Identified as early as possible)

· Blue Flags – Request Info (Identified as early as possible)

· Possible Forms (Mail processor will learn to recognize forms and form style)

· Forms + (Mail processor will identify extra comments and pencil in brackets around them)

· To Be Copied, and after copying, sort into folders:
· Originals – To Be Filed 

· Clean Copies – To Be Scanned 

· Working Copies to Be Mail ID’d 

Bin 2 — To Be Mail ID’d, sort into folders:

· Master Forms

· Forms +

· Red Flags – Immed Attn

· To Be Mail ID’d (all the rest)

Bin 3 — Forms, sort into folders:

· Form # ____

· Form # ____

· Form # ____
(And so on for as many forms as are identified)

Bin 4 — To Be Coded, sort into folders:

· Master Forms

· Red Flags – Immed Attn

· Named Folders (maybe)

· Out Of Scope

· To Be Data Entered (after letters are coded)
Bin 5 — To Be Data Entered, sort into folders:
· Master Forms

· Red Flags – Immed Attn

· To Be Data Entered (all others)

Extra Bin or Special Folders:

· Questions/Problems

· Out of Scope

· Internal Comments – Client Agency

· Red Flags – Immed Attn

· Blue Flags – Request Info

Notes
Incoming Mail:

After opening, date stamping, and letter numbering, sort all incoming mail into folders for forms and forms plus, possible forms, immediate attention, and information requests. Two copies will be made of all letters except plain forms, with one additional copy being made of Red Flag and Blue Flag letters. If possible forms turn out to not be forms, they also will be copied. If they are identified as forms, only clean copies will be made, not working copies. 

Copies are sorted into the appropriate folders: originals – to be filed in letter number order; clean copies – to be scanned and then made part of public reading file in letter number order; and working copies – to be mail ID’d and then coded. The extra Red Flag and Blue Flag copies will be put in a folder for the person doing the special processing of these flag letters. As copies are being made they should be kept in the file they were sorted into, and placed in the next processing bin in the appropriate file.

To Be Mail ID’d:

Always process Red Flag – Immediate Attention letters first so they can be coded and data entered first. If a contact (name and address) already shows as having a submission for this project, check to see if the other letter is a duplicate or just another letter from the same person. If it is a duplicate, write on the top of it “dup of letter # __” and destroy the working copy and clean copies. Insert a page where the clean copy would have been filed which says “dup of letter # __.” After letters are Mail ID’d, put them in the “to be coded” bin in the appropriate folders.

Forms:

Sort form letters by form letter number into separate folders. These will be entered by replication of the master form with the new name and address. On those high volume projects where forms are not mail ID’d and do not become part of the mailing list, no copies and the forms are merely tallied.

To Be Coded:

Coders should code Red Flag – Immediate Attn letters first. It is also possible to sometimes sort letters into “complex” and “simple” so that more difficult letters can be processed early. After first reads are completed, coders may also put letters ready for the second read into folders with each coder’s name on it so second readers can easily select a variety of letters to second read without getting their own first reads. Coders also may identify out-of-scope letters, problem letters, and previously unidentified flag letters that will have to be dealt with separately.

To Be Data Entered:

Red Flag – Immediate Attn letters should be data entered first. Master forms must be entered before other forms of the same type can be linked or tallied.

Extra Bin/Folders:

There should be a specific place for problem letters that may require a team leader or project manager to deal with. Out of scope letters should also always be put in a special bin to be reviewed and dealt with as necessary. The additional copies of Red Flag – Immed Attn letters and Blue Flag – Information Requests should be put in separate folders so that the person responsible for keeping the reports and records of these letters can enter them and keep copies for reference. Finally, any comments submitted on official letterhead or via an agency email address from an employee of the client agency should be kept separate and dealt with as determined by the client and project manager.

Form Letters 
Description

The term “form letter” is used to refer to comments received under separate letterhead that are identical in content. The text of these letters is identical or nearly identical so it may have some minor variations in wording or arrangement but not changes in topics or intent.

Form letters with additional text are known as “form plus,” sometimes notated at form+ or F+. Form plus letters are treated much the same way as original letters except that only those comments that are in addition to the form are coded.


Form Letter = Identical or very closely paraphrased text

Form Letter with Additional Comments = Identical or very closely paraphrased, with one or more additional comments

Standard Form Letter Process

1. Form letter received and identified in mail processing.  Each form type is assigned a unique number and a copy is put in the Form Master Book.

2. Copy of “Master” form letter sent to coders to be coded.

3. Coders code master form and make a copy as a reference aid for coding similar comments or variants.

4. Coded “master” is returned for data entry.

5. Names and addresses of senders of additional forms of this type are entered in Mail ID database, form headers are entered into content analysis header entry table.
Optional Form Letter Process (for certain, large projects upon approval)

6. Form letter received and identified in mail processing. Each form type is assigned a unique number and a copy is put in the Form Master Book

7. Copy of “Master” form letter sent to coders to be coded.

8. Coders code master form and make a copy as a reference aid for coding similar comments or variants.

9. Coded “master” is returned for data entry.

10. Additional forms of this type are tallied in form tally table and bundled in groups of 200.

Form Letters with Additional Comments

Same standard procedure as for forms but coder codes additional comments before returning to Data Entry. Associated form number is entered into the “F” box in the header.

Potential Form Letters
As a general rule, mail processors will count a letter as a form letter only if an identical letter has been received from five or more unrelated individuals. Thus, identical letters where no more than four have been received may arrive at coding without headers. Coders can help in identifying other letters which may raise the total number of this “potential form letter” to 5. To track this we may use the following procedure.

11. Identical letters that number less than 5 in total are placed in a “possible form letter” folder by mail processors. These are stored until either a total of five are identified or the comment period ends

12. Coders may code one letter – the “master potential” – for each group of potential forms. This is placed in the folder with the potential forms it represents.

13. Make a copy of the “master” and place it in the Form Master book as a reference. Label the coy as POTENTIAL FORM.

14. As additional forms are identified, they are placed in the appropriate “potential folder.” When the total number exceeds five, the “potential” graduates to a “form,” and the process for forms is begun.
Module Two:
Mail IDs and Comment Entry

The NSG Oracle Program 

[image: image4.png]
The NSG Oracle program — three applications:

15. The Mailing List application 
16. The Content Analysis application 
17. The Form Tally application 
To open an application, select the Menu item File or press <Alt+F> and choose one of the following: 

· Mailing List to create or update MIDs 
· Content Analysis to enter letters 
· Form Tally to tally form letters

Each application has different blocks that are tied to different tables in the Oracle database. Each of these blocks have a series of fields in which to enter information. Each field is assigned a color that indicates a different mode or requirement. The following is a list of each mode and/or requirement:

Field Colors:

· Yellow indicates that the application or form is in query mode.

· Pink or blue indicates that the field information is required.

· Gray indicates a calculated field and the information in the field are displayed automatically.

· White indicates that the field is optional.
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This is what the Mailing ID Block looks like in Oracle.

Shortcut Keys in NSG Oracle Program

(To display the list of shortcut keys select Help>Show Keys)

	FUNCTION
	KEYBOARD SHORTCUT

	Accept (Commit)
	F10

	Application Menu
	Ctrl + Corresponding Letter

	Block Menu
	F5

	Cancel
	ESC

	Clear Block*
	Shift + F5

	Clear Form*
	Shift + F7

	Clear Item*
	Ctrl + U

	Clear Record*
	Shift + F4

	Count Query Hits*
	Shift + F2

	Debug Mode*
	Ctrl + ?

	Delete Backward*
	Backspace

	Delete Record*
	Shift + F6

	Display Error*
	Shift + F1

	Display Windows
	Alt + W

	Down
	Ctrl + L, Down Arrow

	Duplicate Item
	F3

	Duplicate Record
	F4

	Edit*
	Ctrl + E

	Enter Query*
	F7

	Execute Query*
	F8

	Exit (Cancel Query)*
	Ctrl + Q

	Help*
	F1

	Insert Record
	F6 or Ctrl + L

	Left*
	Left Arrow

	List of Values*
	F9

	Main Menu*
	Ctrl

	Next Block
	Ctrl + Page Down

	Next Item*
	Ctrl + Tab

	Next Item*
	Tab

	Next Primary Key*
	Shift + F3

	Next Record
	Shift + Down

	Next Set of Records
	Ctrl + >

	Previous Block
	Ctrl + Page Up

	Previous Item*
	Shift + Tab

	Previous Item*
	Shift + Control + Tab

	Previous Menu*
	Ctrl + Enter

	Previous Record
	Shift + Up

	Print*
	Shift + F8

	Redefine Username/Password*
	Ctrl + N

	Return*
	Enter

	Right*
	Right Arrow

	Scroll Down*
	Page Down

	Scroll Up*
	Page Up

	Show Keys*
	Ctrl + F1

	Up*
	Ctrl + P, Up Arrow


The Mailing List

· The mailing list allows you to create, retrieve, and update individual records in the database. These records contain the mailing information of people who comment on particular projects. These people are known as respondents.

· Always process Red Flag – Immediate Attention letters first so they can be coded and data entered first
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The Mail ID Process:

Mail ID Basics

· Open the Mailing List application by selecting the Menu item File, or press <Alt+F> and choose Mailing List. The cursor will appear in the Last Name field.
· Use a percentage (%) sign to query the respondent’s information. 
· Enter the information for the respondent, for example: %Stewart
· Execute the query by pressing F8

· If a respondent’s name appears, verify that the respondents’ mailing information matches the information on your response.

· Enter the string of codes into the remarks field (Project code, document, phase, letter number)

· Go to the Project ID block and select the appropriate Assigning Group and Project ID.

· Place a Y or N in the Mailing List block

· Press F10 to Committ.

· If no records are retrieved when the query is executed, exit query mode by pressing Ctrl+Q> or select Cancel from the Query drop-down menu.  (Note the field color changes from yellow to white (enter mode))

· Enter the respondents’ information by adhering to the USPS postal standards. Go to their website at http://zip4.usps.com/zip4/welcome.jsp and enter the address and zip code as it appears on the letter.  Refer to the Content Analysis Technical Guide for more detailed instructions.

· Enter the string of codes into the Remarks Field (Project code, document, phase, letter number)

· Go to the Project ID block and select the appropriate Assigning Group and Project ID.

· Place a Y or N in the Mailing List block

· Press F10 to Committ.

Comment Entry Quick Reference Guide

Entering comments into Oracle

· Enter the text of the comment into a Word document, check spelling, punctuation & grammar, & make any necessary corrections.  Highlight and cut each comment <Ctrl+x> then paste <Ctrl+v> each comment into the Comments Block. 
· If a sentence is unclear due to a missing word, but the meaning is obvious to data entry, add the missing word or words by using brackets ([ ]) to indicate the insertion. 

· Do not indent paragraphs. Always separate paragraphs with a blank line.

· DO NOT type in capital letters to show the emphasis. 

· Legal documents or Resolutions should be typed exactly as they appear.

· Illegible words are indicated with a question mark in brackets: [?].

If a respondent…
· Uses an acronym, check the acronym list. If the acronym is not on the list, then it is necessary to spell it out at the beginning of each coded comment in which it is used. 

· Uses a bullet (●), replace it with a dash (-).

· Uses quotation marks (“) for emphasis, they should be entered as such. 

· Uses the section symbol (§), replace it with [section].

· Uses the ampersand symbol (&) in a comment, replace it with the word "and."

· Uses strikethroughs to show that they disagree with a particular statement, use: [delete] and then type what they are crossing out.

· Uses bold, italics, highlights, or underlines, do not indicate an emphasis.

· Has a word or words in brackets, enter the comment using double brackets.

· If there are coded attachments to the main body of a letter, enter the attachments. Each attachment should be numbered at the top of the first page, and the title of the document should be marked and coded. Enter the codes as usual. In the comment field, first enter the attachment number in brackets; for example, [ATT 1], then type in the title and author that has been marked by the coder, as well as any additional notes they have written. If any comments within the attachment have been coded, place the attachment number in brackets before the text of the comment.

· Coded footnotes should be included with the coded comment it references unless the coded footnote is coded differently. 

· Continue comments over 2,000 characters (In Word go to Tools>Word Count) on the next comment screen. Begin the extended comment with (cont from cmt no.__).
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Content Analysis Application
Module Three:
Coding

CAT Organization Type Classifications for Some Common Organizations

Organization Name


       Org Type 
   
                                  Code

	Advisory Council of Historic Preservation
	Other
	Y

	American Farm Bureau
	Agricultural Industry
	A

	American Association of Retired Persons – AARP
	Other
	Y

	Anti-Vivisection Society of America
	Animal Rights
	AR

	Biodiversity Associates
	Conservation/Preservation Organization
	P

	Blue Ribbon Coalition
	Motorized Recreation Organization
	RM

	Democracy Research Center
	Public Interest Group/Political Party
	PI

	Farm Bureau Financial
	Individual unless affected business
	I

	Federation of Animal Science Societies
	Other
	Y

	Forest Service Employees for Environmental Ethics
	Conservation/Preservation Organization
	P

	Indigenous Environmental Network
	Conservation/Preservation Organization
	P

	Izaak Walton League of America
	Conservation/Preservation Organization
	P

	Land and Water Fund of the Rockies

(new name: Western Resource Advocates)
	Conservation/Preservation Organization
	P

	National Federation of Federal Employees
	Employees Union
	E

	Potlatch Corporation
	Timber/Wood Products Industry/Organization
	L

	Red Cross
	Civic Group
	J

	Tree of Life Association
	Church/Religious Group
	CH

	Western Biomass Consortium
	Conservation/Preservation Organization
	P

	Western Resource Advocates
	Conservation/Preservation Organization
	P

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Coding Quick Reference Guide

First Reader should:

· Check for letter number and mail ID number
· Fill in applicable header codes (Purple Worm)
· Do a preliminary scan of letter to:
· Make sure letter is in scope
· Make sure letter is not a form

· Apply red or blue flags, if applicable
· Always code in pencil to allow for corrections

· Mark coded comments by placing brackets before and after selected text

· Enter the subject (alpha) and category (numeric) codes in the left margin of the coded comment

· Pick the management action code that best fits the comment – what action does the respondent want the agency to take?

· Check “coding bin”

· “One-inch rule”

· Pick the effects code – what are the reasons for the action requested?

· Add appropriate alternative codes (project-specific)

· Initial and date the lower right corner of first page

Second reader should:

· Double check header information for accuracy

· Check subject and category codes for accuracy

· Check for correct effects code and appropriate alternative codes

· Color comments and corresponding code with same color highlighter

· Color perimeter of comment and code

· Alternate colors for separate comments

· Initial and date the lower right corner of first page under first reader’s initials

Things to remember:

· Be concise. Code what is necessary to capture why someone feels a certain way.

· Be specific. Coded comments must stand alone as a complete thought or argument.

· Do not include transitional phrases, such as “however,” “furthermore,” or “finally”

· Add any necessary text in brackets to clarify internal references to previous comments and to ensure that the comment will make sense standing alone

· Even if several comments in a row should be coded to the same set of codes, if they are different points about the same general topics, mark as separate comments – Do not Lump!

· Be consistent. Code all similar comments to the same subject and category code.

· Avoid redundancy
· For guidance regarding coding attachments and uncodable comments and responses, refer to handouts

Coding Laundry List Comments

Comment:

“Ban all destructive activities including timber harvest, mining, livestock grazing, and OHV use in the forest because of their impacts on the soil, water, wildlife, and the enjoyment of those of us who wish to spend quiet time in the forest for spiritual renewal.”

Sometimes with comments such as this, it is neither practical nor useful to attempt to isolate each individual action code with each associated rationale. In this particular case the commenter is requesting that a variety of activities be banned because of their impacts on a variety of resources. Generally “laundry list” type comments will be coded to a very general action code such as “Environmental Protection” and then a multiple reasons/effects rationale code.

Comment:

“Your analysis is flawed and your proposal also violates several laws, including NFMA and NEPA, because you have not adequately involved the public, have not provided an adequate range of alternatives, and have not done a cumulative effects analysis.”

Comments often are phrased as statements of fact rather than requested actions, but the action can still be surmised from the statement. In this case, the comment would be coded to a management action such as “Decisionmaking Process” and then a “Laws and Regulations” rationale code.

Tips for Assigning Action Codes

The purpose of coding is to group similar comments together so they can be efficiently summarized, considered, and responded to. Similar comments coded differently make the summarizing process difficult.

Identify what the commenter wants the forest to do and why. Comments such as “Protect the environment,” “Clean up South Creek,” and “Do not let wildlife habitat be further degraded” use action-type verbs but are more about outcomes than actions. These comments give no indication of what actions to take to achieve these ends—veg management, controlled burns, hands-off? In coding it can be helpful to look first for the reason rather than for the action: what do commenters want as an outcome? In these examples they want a protected forest, clean water, and sustained habitat as outcomes of (reasons for) whatever the forest does. 

The explicitly stated action is not the best to code to when the action can apply to many resources. Common examples:

· Use of science; adequacy of analysis.  Use these codes only when comments refer to them in a general way, e.g., “You obviously don’t apply science much. Your analyses are all deficient.” Comments that refer to analyses of particular resources/uses should be coded to them because considering and responding will relate to them rather than to analysis in general. “Your soil analyses in the upper South Creek area are flawed because they do not take into account…”

· Access.  Nearly every place and use in a forest has access aspects. Sometimes access means being able to get from one place to another. Other times people just mean having a place where they can do their favorite activity, as in “access to OHV recreation opportunities.” Access comments are often about the specific activity rather than about roads and trails, but if a comment asks specifically for road or trail work, then it is appropriate to code it to a TRANS action code.

· Alternatives. Since most topics in the coding structure ultimately relate to alternatives, coding them to alternatives creates a jumble of mixed topics:

1. “Choose the Preferred Alternative because it assures the best balance of uses.”

2. “Choose the Preferred Alternative because it assures enough cut to keep the timber mill running.”

3. “You really need to allow enough cut to keep the mill open.”

Comment 1 is an all-things-considered endorsement and should be coded to the Preferred Alternative code. Comments 2 & 3 focus on supplying the mill and should be coded to the applicable Timber Management action code. Even though Comment 2 says to choose the Preferred Alternative and Comment 3 does not, both would be answered with the same response. Coding both to the Timber Mgmt code will keep them together in the comment database.

Coding Attachments

There are two main types of attachments, those composed by the author of the response and those composed by someone other than the author of the response. Code any attachments that were not written by the respondent to ATTMT 99999.

Then put in brackets - [Title of attachment, source or citation, and a brief statement of what it is about] .

If the attachment is written by the author of the response, determine whether it was written about this proposal (or contains information that may be valuable to decision makers). If it is not about this proposed action, code the same way as attachments submitted by someone other than the respondent, that is, code either the title or a brief summary of what the attachment is about or in brackets. 

If the attachment is written by the author of the response, and it is about this proposed action, code the attachment or all relevant excerpts with an attachment identifier for each coded segment. If you code more than one excerpt, you must include the citation information with each one. Do this in the same form as any other introductory comment that needs to be repeated; that is use the “X” symbol as a multiplier, so you would write “5 X” if it is to be repeated five times.

Examples:

Attachment not written by respondent:

Code: ATTMT 99999 504 (504 = roadless area effects code) [Roads In Roadless Areas, editorial in Montana Gazette, October 12, 2001] 

Attachment written by respondent, not relevant to proposed action:

Code: ATTMT 99999 [Doctoral Thesis, Hibernation Habits of Black Bears in Northern Michigan, by Bruce Bare]

Article written by respondent, relevant portion coded to appropriate code:

Code: ENVIR 50620 524 (code to appropriate subject, category, effects)

Att 1 [Road Density and Its Impacts on Pileated Woodpeckers in Southern Appalachia, Zoology Quarterly, September 2001] then bracket excerpt(s) from article.

Att 1 X 4 (Meaning there are four coded segments from article, citation is repeated with each)

Some attachments may not seem particularly relevant to any topic, but do your best to summarize BRIEFLY what it is about. If you have questions or doubts about how to code, summarize, or cite an attachment, please check with senior coders or team leader. 

Tips for Coding Consistency

Consistency in comment coding is essential. You may not be able to implement all of the following suggestions, but each will contribute to greater consistency.

Maintain the Same Group of Coders (or a Core Group) – Greater consistency will be achieved if you maintain the same group of coders from start to finish on a project. Coding is a learned skill. The longer a coder works on a project, the faster and more consistent their coding will be.

Assign a Lead Coder from Start to Finish – The lead coder provides continuity by monitoring coding quality, training new coders, and keeping the “coding bin” organized and up to date.

Refreshers for Short-Term/Revolving Coders – Trained coders who have been away from the training for a few weeks and have not yet had their turn on the coding detail should be given a refresher (by the lead coder) in the process before they start coding. At a minimum, they should review the Coding Quick Reference Guide, the coding structure, and the coding bin. 

Code in the Same Room – Again, this may not always be possible, but recognize that lines of communication are compromised when you code the same project at different locations. If separate offices are working on the same project, more consistency may be achieved if team leaders, assistants, and maybe some coders from the satellite office spend time coding at the home office before embarking on their own.

Emphasize the Coding Structure – Coding is definitely more efficient and consistent if you have a good coding structure. It is important to only modify the structure, as needed, during the early stages of coding. Footnotes or other means of clarification that are documented on each coder’s coding structure can help identify a consistent niche for comments.

Second Reads – Every coder’s work should be reviewed by a “second reader.” When the second reader has questions or doubts about how a comment was coded, discuss it directly with the coder. Second reading of a coder’s work should continue until the second reader is confident that the coder understands the process and is consistently doing good work. Thereafter, spot-checking is advisable.
Database Reviews – Print and read through a database report of comments sorted by topic codes. Grouping comments by topic makes it easier to identify miscoded comments. Database reviews can be comprehensive (best) or partial. They can be done by the lead coder, second reader, or any or all coders (it can be a useful learning/refreshing tool).
Coding to the Management Action

CAT coders historically coded to the affected resource. Examples of affected resources include vegetation, wildlife, watersheds, recreation, a specific wilderness, or more generally, the entire forest. Accordingly, if a respondent wrote, “Please do not allow ATVs on the John’s Creek Trail because they cause erosion into the creek, which harms Highland City’s water resources,” the comment would have been coded to a water quality code, with an ATV alternative code. If another respondent wrote, “I request that you not allow ATVs on the John’s Creek Trail because the John’s Creek harbors much wildlife, particularly elk, which are greatly disturbed by ATVs,” this comment would have been coded to a wildlife code with an ATV alternative code. Thus, the final document would contain multiple comments in several different places that all requested that ATVs not be permitted on the John’s Creek Trail. In NSG’s public concern (PC) documents, PC statements are written to tell the agency what action the respondent wants the agency to take. As a result of coding to the affected resource, our PC documents sometimes had 20 or more PC statements requesting the same thing, but for different reasons. 

In an effort to reduce this duplication, and to better allow for the consideration of comments collectively, NSG began to code to the management action instead of to the affected resource. In the two examples from the preceding paragraph, both of the comments would now be coded to a prohibit/restrict ATVs code, with rationale codes of water resources and wildlife respectively. This approach allows similar management actions to be grouped together, or at least in the same section, making the PC document more organized and concise. Thus rather than having the same action repeated under multiple resources, we will have the various reasons and affected resources repeated under different actions. 

While coding to the management action solves the problem with organization in the PC document, many of the problems experienced from coding to the affected resource still exist. For example, a respondent may write, “Please prohibit ATVs,” while another respondent may write, “Please protect water quality. It is important to our city.” Due to the lack of explanation in these comments, the coder does not know why the first respondent wants ATVs prohibited, or how (by what action) the second respondent wants water quality, or the city’s water, protected. In the first case the comment would be coded to a motorized vehicles action code, and a no reason given rationale code. In the second instance the action code would be water quality because we do not want any concerns coded to no action.

Another problem arises when a respondent requests multiple management actions, or provides several rationales for the same action. For example, one respondents may write, “Please prohibit timber harvesting to protect water quality, wildlife habitat, and recreation,” while another respondent may write, “Please protect our water quality from ATVs, logging, and livestock grazing.” The first example can be coded to a timber management action, with a multiple reason or resource rationale code. In the second example, the coder is forced to assign a general code to this comment, such as a prohibit/restrict multiple activities code. In most cases, all three of these requests have been made by other respondents in a more specific and individual way. The concerns of this comment will be considered elsewhere by three separate PC statements. Therefore, this comment may not need to be incorporated into the document. If other respondents do not request the actions in a more individual manner, the writer may use the comment three times through three separate PC statements requesting the individual management actions.

Avoid comments requesting similar actions, but using different language, being inconsistently coded throughout the document. Many of these errors occur in the Process, and Alternatives sections. For example, one respondent may write, “Please select Alternative 2 because it protects the most wilderness, which will help maintain healthy ecosystems,” while another respondent may write, “Please protect wilderness to maintain healthy ecosystems.” The first comment might be coded (incorrectly) to the Alternative 2 code in the alternative section, while the second comment has been coded to a protect wilderness code. Some coders believed that what the first respondent really wants is more wilderness protection, and Alternative 2 is just a means of achieving that. Others believed that what the respondent really wants is the adoption of Alternative 2. For reasons of consistency, it has been decided that such comments will be coded to a more specific management action, or in this case, protecting wilderness. Only comments specifically about alternatives and alternative development will be coded to Alternative section.

The problems in the planning and legal sections are similar. One respondent may write, “Please modify you plan to limit ATV use on the Logan Ranger District,” while another respondent may write, “Please restrict ATV use on the Logan Ranger District.” The first comment has previously been coded to a modify the plan code under the planning section, while both of these comments should be coded under a prohibit/restrict ATVs code. Most commenters want the plan modified in some fashion, whether explicitly stated or not, and coders could code many comments to modify the plan. Once again, for consistency reasons, comments such as this one will be coded to a more specific management action. Similarly, respondents may write, “Please follow NEPA guidelines and choose a broad range of alternatives,” while another respondent may write, “Please select a broader range of alternatives.” The first comment should not be coded to a NEPA code in the legal section, but should instead be coded with the second comment under a Range of Alternatives code. By coding to a more specific management action, coders can avoid many of the overlap that has occurred in the planning, alternatives, and legal section.

Management Action and Affected Resource Codes

CODING TO MANAGEMENT ACTION

Subject, Category, Category 2 codes

Management Action and Affected Resource Codes

The NEPA Services Group in Salt Lake City currently codes comments first to “management action” (i.e., the action requested in the comment) rather than to “affected resource” (i.e., the resource affected by the action). Thus a comment like “restrict road construction because of its effects on wildlife” would be coded to road construction rather than to wildlife. Coding to management action helps facilitate writing public concerns in the form of, “The Forest Service should …” It also helps decision makers to review actions and activities in light of the potential affected resources rather than in isolation. The management action codes are the five alpha character subject codes and five numeric character category codes in the Oracle database and the coding structure. 

The team then uses a secondary code, called category 2 code in the Oracle database, to capture the rationale or the affected resource. The category 2 code is a three character numeric code. Thus the comment “restrict road construction because of its effects on wildlife” would receive the three-digit category 2 “affected resource” code for wildlife. This helps to further sort and categorize comments, and also allows all comments referencing any specific resource to be sorted separately
Module Four:
Writing and Editing Public Concern Documents
The summary of public comment document is an objective account of public comment received for a particular project. By reading the summary of public comment, decision makers can gain a greater understanding of public opinion without having to read all the letters. The summary generally includes an executive summary, chapter narratives, public concern statements with subconcern and sample statements, and various appendices. These elements are described below. 
Elements of the Summary of Public Comment

Major Elements

Executive Summary: The executive summary provides an overview of the content analysis process, the number and format of letters received, the dominant themes in the public comments, and how they appear in the general document organization. The summary is written as a stand-alone document and can serve to inform upper-level decision makers and the general public about the content of public comment and how it was analyzed. 

Narrative: Narratives serve as introductions to chapters, and sometimes sections and subsections, in the content analysis summary. The chapter narrative describes the chapter organization down to the sub-subsection level. Each chunk of narrative summarizes the public concerns and sample statements found in following sections. For example, the narrative at the beginning of a section on northern goshawk will summarize public concerns and sample statements regarding goshawk.

Public Concerns: These statements express public viewpoints or key themes. The summary document should contain a public concern statement for every distinct and unique argument presented in the responses. 

Sample Statements: These excerpts from comment letters confirm the public concern statements. Generally, three to five sample statements are used to illustrate each concern, although sometimes there is only one. 

Technical and Editorial Comments: Some comments defy summarization. They may be highly scientific or technical recommendations for the deciding agency, or they may be detailed descriptions of the document’s inappropriate semi-colon use. We usually code these according to subject matter (e.g., if the comment concerns a table on amphibians, we code to the amphibian section). For many projects, these technical and editorial comments are included at the end of each section or chapter.

Other Elements
Appendices: Standard appendices include Appendix A through F. Appendix A is a description of the content analysis process used for this project. It consists of mainly boilerplate language that describes how content analysis was developed and used in this process of analyzing public comment. Appendix B is a copy of the coding structure. Appendix C is the list of public concern statements without the sample comments. Appendix D is the demographics report. Appendix E is a description of the organized response campaign, or form letters. Appendix F is a list of the document preparers. Other appendices may be added as necessary, such as a description of site specific comments. 

“Flag” Reports: Additional reports are usually included only in the internal summary for agency personnel. These include the Early Attention Report (red flag response report), the Information Request Report (blue flag response report), and the Mailing List Report which is generally formatted for Avery labels. Each of these reports has a standardized format. The Early Attention Report, sometimes unofficially called the “Red Flag Report,” alerts agencies to letters needing agency action or attention. It contains names, organizations, letter numbers, and brief comment summaries for letters that may be of special interest to the client. This report is usually provided periodically, on a pre-determined schedule, throughout the project.
How Do The Major Elements Fit Together?

Executive summary, narratives, public concerns with sample statements, and appendices compose the summary document, and they must mesh closely. Public concerns are the central element. Sample statements support the public concerns, and narratives summarize the public concerns and sample statements. Appendices provide additional, specific information regarding the public comments. The executive summary ties it all together in a broad overview.
Writing and Editing Rules and Policies

All public concern, narrative, and executive summary writing should be clear and unambiguous, fair and objective. Avoid unnecessary use of heavily value-laden words or statements that highlight emotional responses beyond a statement about the topic of the comment. Leave it to the verbatim comments to add any emotion and bias. Unless instructed otherwise for a particular project, writing should adhere to the policies described in the following sections.

Public Concerns and Subconcerns

Public concern statements (PCs) are written in as objective a manner as possible while still accurately representing respondent’s concerns. Most public concerns are written as “should” statements: e.g., “The Park Service should allow camel tours on backcountry trails.” Generally speaking, try to use the respondent’s words when they clearly make the point. This will help ensure that comments are not misinterpreted. However, use your own words when the comment is overly verbose or uses poor grammar. If harsh or accusatory language is used in the comment, it can generally be rephrased to make it less contentious. 

Key point: Even if just one person expresses a viewpoint, it can still be a public concern. Often, however, highly specific comments can be grouped under a more general public concern.

The challenge of writing public concern statements lies in determining the specificity of language used. The writer must avoid statements that are either too narrow in scope or too general. 

The coding process is intended to separate themes and topics of comments; however, some redundancy inevitably remains. In creating Public Concern Statements (PCs) and Subconcern Statements (SCs), writers must strive to reduce redundancy both within sections and between sections of the Summary of Public Concerns. Minor variations on a concern generally do not warrant a new PC or SC if the topic, action, and reason are essentially the same. For instance, saying “The Forest Service should protect …” is really no different than “The Forest Service should ensure the safety of …” Another example is “The Bureau of Land Management should adopt an alternative that will restrict OHVs in the Red Cliffs area” and “The Bureau of Land Management should limit OHVs in the Red Cliffs area.” 

Reducing redundancy can be a time consuming and painstaking task, but it will make final reports much more useful. Overlap between sections, and redundancy between PCs and SCs should be minimized as much as possible without losing any substantive comments or variations on rationales/effects. It is usually necessary for one person, the final editor, to review the entire summary and note areas of overlap and redundancy for writers to eliminate. The summary may have to be reorganized in order to put similar topics in the same section to identify and reduce duplication of ideas.

Identical or very similar sample statements should not be used. Each sample statement should provide a slightly different perspective or way of stating the same concerns, and each is tagged with demographic information and the number of the letter from which it came.

Misspellings and glaring grammatical errors in sample statements should be corrected when including them in the summary document. If necessary, they can also be edited for length by using ellipses.

Narratives and Executive Summary 

Write narratives and executive summaries to help the reader understand the process and to provide an overview of what is contained in the summary of public concerns document. Chapters within the document, sections within the chapters, and the executive summary should be ordered in a logical manner that is aimed to provide the most value to decision makers. Usually this will resemble the organization of the coding structure, though it will likely vary somewhat based on the topics of comments received. 

The executive summary and narratives are also written as objectively as possible, taking no position regarding proposals or indication of opinion as to the value or validity of others’ opinions or statements. Any statements of opinion are attributed, giving an explanation of who said what. Generally, this is done by the use of direct quotations, which allows for the use of value laden terms and statements of opinion with a style which is more interesting to read than mere summary of topics would be. Write in the present tense, use parallel construction, and try to avoid passive language.

Writing should be kept at a level appropriate for general public comprehension, usually about a high school level. Use direct quotes within the executive summary and narratives to demonstrate some of the ways people might phrase a common concern and to avoid using what might be construed as biased language in our own choice of terms. Using quotes also increases interest and readability. 

The executive summary explains the content analysis process, gives some demographic information, describes the organization of the summary of public concerns document including appendices, and provides an overview of the main themes in each chapter. It is a stand-alone document that can be read by decision makers as well as the general public and they will get a general idea of how many comments were received, how they were evaluated, and what main topics of concern were expressed.

The degree of detail about themes and topics will be greater in the chapter narratives than in the executive summary. Each chapter narrative will describe the organization of that chapter, including the names of sections, subsections, and sub-subsections, and the main topics in each. Chapter headings will not be broken down more than the sub-subsection level.

The narrative should follow the order of the public concern statements. For instance, if foraging habitat and then owl nesting habitat is discussed in the narratives, the public concern regarding owl foraging habitat should be listed first. Depending on the project, you may be able to arrange your narrative in the way that makes the most sense to you. In each section, look for a logical organization in your public concern statements. You may go from general to specific, or you may group similar concerns together.

How Do We Get From Database Reports to the Final Summary?

When you get your piece of the database report, read through it once or twice. Cross off the duplicate statements, mark well-stated comments that you may wish to use as samples of a concern, and look for recurrent themes. Most writers make notes in the margins and start identifying related concerns. Some writers read through the database report several times before pulling out public concerns and sample statements. Others begin to identify public concerns immediately and then revise and arrange them in a logical order. Narratives are generally written after the list of public concerns for that chapter is completed so that revisions to the arrangement will not entail revisions to the narrative. The executive summary is written as the final piece. 

When coding, sections of comment letters are isolated and assigned a code. The comments are entered into a database where reports are run to sort comments by code. Ideally, all similar comments will appear in the same part of the report. Pieces of the report are divided among writers. When similar comments overlap with other sections because of miscoding or multiple subjects, parts of the database are shared with other writers to determine where the comments fit best. Sometimes it’s important to discuss a similar concern in more than one part of the summary document. However, try to avoid unnecessary duplication. Entire sections from two or more different chapters may need to be combined to eliminate redundancy.

The Writer’s Trusty Verb List

NEUTRAL

(stoic)

advance

advise

articulate

ask

believe

call for

comment

conclude

consider

counsel

credit

deem

encourage

express

extend

hold

indicate

inform 

introduce

maintain

mention

observe

offer

point out

pose

postulate

present

propose

recommend

reflect

regard

relate

remark

remind

request

say

state

speak

submit

suggest

tell

view

write

STRONGER

(some emotion)

advocate (+)

affirm (+)

assert

attest

aver (+)

avouch (+)

avow

claim

contend

doubt (-)

deny (-)

notify

profess

pronounce

propound

put forward

question (-)

uphold

venture

voice

INDIRECT

(cause)

ascribe

attribute

connote

denote

impute


STRONGEST

(vehement)

accuse (-)

announce

allege

assume

charge

contest

declare

espouse

exhort

impugn (-)

insist

persist

proclaim

protest (-)

swear

urge

warn (-)

INDIRECT

(speech)

allude

convey

hint

imply

insinuate

intimate

presume

FUTURE

(prognostication)

forecast

imagine

predict

presage

Proofreading Checklist
General Editing

	numbers: Spell out one through ten; use numerals for 11 and above; use commas for thousands separator.
	

	percentages: Spell out “percent” except in tables or charts.
	

	capitalization: Generally follow GPO style. Do not capitalize terms that are not proper nouns just because the respondent does. Do not capitalize merely for emphasis.
	

	states: Do not abbreviate in text.
	

	measurements: Spell out; avoid abbreviations.
	

	slashes: For clarity, generally avoid the use of “and/or” constructions.
	

	punctuation goes inside or outside quotation marks, depending on what it references. 
	

	commas: Use a comma before the conjunction and the last item in a series.
	

	hyphenation: Generally use hyphens only as needed to clarify meaning of unusual, two-word qualifiers used as adjectives. If in doubt, check with GPO style manual.
	

	ellipsis marks:
	

	   to replace words in a sentence: word . . . word: 
	

	   to replace words at end of sentence: word . . . .
	

	spaces after periods/colons: 1
	

	find & replace: both single & double quotes (and apostrophes) with smart quotes
	

	spell check: Run spell check, then READ the document
	

	fonts: Use the CAT template
	

	standard spelling and usage for some common terms:
	

	allowable sale quantity
	

	alternative(s)
	

	decisionmaking
	

	decision maker(s)
	

	off-road vehicle
	

	rulemaking, rule maker(s)
	

	decisionmaking, decision maker(s)
	

	National Forest System lands (Not just national forests unless it is JUST forests)
	

	Notice of Intent
	

	forest plan
	

	management area (generic) vs. Management Area 14 (specific)
	

	wild and scenic river
	

	management indicator species
	

	State names: Do not abbreviate in text
	

	style: Use Government Printing Office style 

(online version of manual - http://wwwgpoaccessgov/stylemanual/browsehtml)
	


FIND:



  REPLACE:

	pubic
	public
	

	effect
	affect (v) to influence, impact (effect can be a verb meaning to cause a change, but it is an uncommon usage)
	

	affect
	effect (n) a result (affect can be a noun meaning a presentation or appearance, but it is an uncommon usage)
	

	currently
	delete if unnecessary
	

	ongoing
	delete if unnecessary
	

	utilize
	use
	

	insure
	ensure
	

	publics
	anything but “publics” (groups, stakeholders)
	

	forest service
	Forest Service
	

	e-mail
	email
	

	re-evaluate
	reevaluate
	

	re-emphasize
	reemphasize
	

	deemphasize
	de-emphasize
	

	preexisting
	pre-existing
	

	logging (in PCs and SCs)
	timber harvest
	

	clearcut (in PCs and SCs)
	even-aged timber management
	

	resource extraction
	natural resource development
	


Public Concern Statements

	Public Concern: A statement of an action that the agency should take as it is indicated or could be clearly surmised from the text of a comment. This statement is a complete sentence ending with a period.
	

	Public Concern: Phrased in the form of “The actor should …” 

e.g.: The Mark Twain National Forest should . . .
	

	acronyms in PCs: EIS; all others spell out
	


Subconcern Statements

	Typically: A clause that grammatically finishes the PC statement.
ex: Public Concern: The Forest Service should restrict motorized recreation.

   Subconcern:              To protect air quality
	

	Typical words to begin subconcerns with: Because, To, For, With

(NOTE: Watch for the use of By. In the context of subconcern writing, the preposition By usually denotes an action to follow. In this example,

Public Concern: The Forest Service should protect air quality.

By restricting motorized recreation
the affected resource appears in the public concern and the management action appears in the subconcern. These need to be reversed, as in the above box.
	

	CAPITALIZE the first word of the Subconcern and all proper nouns
	

	DO NOT end a subconcern with a period
	


Sample Statements

	acronyms in SSs: If the acronym is obscure but necessary to understanding the comment, and if you can find what it stands for without too much trouble, then spell it out in brackets.
	

	apostrophes with acronyms: In general, apostrophes are used only with possessive acronyms. They are used with plural acronyms ONLY when the acronym is composed of lower case letters or when it would otherwise be unclear. (INCORRECT: There were 10 RV’s on the road/the 1980’s/etc. CORRECT: The RV’s right front tire was flat.) Remove apostrophes from plural acronyms. 
	

	[[  ]] or ((  )): delete outside bracket or parentheses
	

	Corrections: Correct obvious spelling and punctuation errors.
	

	hyphens: when used to set off a clause, replace with m-dash (Ctrl, Alt, number hyphen); no spaces on either side.
	

	capitalization: generally, just make capitalization consistent (e.g., change “the Forest service” to “the Forest Service”)
	

	subject-verb agreement: make corrections as needed (e.g., change “We was going . . .” to “We were going . . .”)
	

	singular/plural consistency: make corrections as needed (e.g., change “A 12 foot campers was parked . . .” to “A 12 foot camper was parked . . .”)
	

	its/it’s: It’s is a contraction of it is; it does NOT indicate the possessive. (INCORRECT: The bear was lying on it’s side. CORRECT: I think it’s a good idea.); make corrections as needed.
	

	words/phrases which refer to text outside of the sample statement (e.g., as noted in my comments above, etc.): delete and insert ellipsis marks
	

	attributions: one space from end of comment. 

If either the city or state, or both, are missing, then type No Address—as in: (Individual, No Address - #14.5.32000.810) NOTE: There should NOT be a COMMA following No Address!!!

Check project attribution list for replacement attributions
	

	multiple SSs under 1 PC: 1 extra hard return between SSs
	


Additional Recommendations

About: Replace with “approximately” when possible; it sounds better.

Affect/Effect: Affect is (usually) a verb; it means “to change.” Effect is (usually) a noun; it means “a result.” The MRP will affect park users. The potential effects of the plan are unclear.
Bureauspeak: Replace bureaucratic language (such as “utilize” and other “-izes”) with common language wherever possible. When you must use jargon (such as “pig launcher”), remember to define your terms. Consider adding uncommon terms to the glossary.

Comprised of: Comprise means “includes” or “consists of,” ergo, “comprised of” is redundant and incorrect. 

Dialog: Do not use this word as a verb. Avoid the popular yet incorrect inclination to use nouns as verbs.
Extraneous Words and Phrases: Delete extraneous words, phrases, and sentences.

Fragments: Check for incomplete sentences. “While many people believe the forests should be harvested” is not a complete sentence.
Gender-Neutral Language: In your narratives, do not use “he” to refer to a respondent even if you know the person is male. Sometimes you can avoid gender references by using plural subjects. But don’t fall into the trap of using “they” or “their” to refer to a singular subject. You can get by with this in conversation but not in formal writing. 
Insure: Although insure and ensure both mean “to make certain,” insure also means “to cover with insurance.” Hence, use “ensure” for clarity’s sake.
Misplaced Modifiers: According to Strunk and White, “A participial phrase at the beginning of the sentence must refer to the grammatical subject.” They provide an example: “Being in a dilapidated condition, I was able to buy the house very cheap.” Reword sentences to avoid this kind of error.
Parallel Structure: Make sure parallel structure is used in lists, items in a series, and other appropriate places.

Passive Speech: Eliminate passive language wherever possible and use strong action verbs.

Publics. Do not, under any circumstances, use this non-word. “Public” is a plural word already; try using “stakeholders,” “groups,” “interested parties,” etc.
Subject-Verb Agreement: When subjects and verbs are separated by several words, writers sometimes forget the two are related. Make sure a singular subject gets a singular verb and a plural subject receives a plural verb.
Tense: CAT documents use present tense when discussing respondents’ comments. 

Utilize: Will “use” work instead? I think it will.
Word Repetition: Avoid using the same word repeatedly, unless it is very common (such as “said”). Strive for variation.
Attribution Model for Government Org Types

Standard Format

One space following end of comment: 
(Individual, Seattle, WA - #36.3.43000.700)

When either city or state, or both, is missing: (Individual, No Address - #36.3.43000.700)

Attributions for Federal, State, County, Town/City, Tribal

Federal Agency

(United States Environmental Protection Agency, Washington, DC - )

Federal Elected Official

(Max Cleland, United States Senator, State of Georgia, Washington, DC -)

(Cynthia McKinney, United States Representative, State of Georgia, Washington, DC -)

State Agency

(Colorado Department of Natural Resources, Denver, CO - )

State Elected Official

(Arthur Ravenel, Jr., State Senator, State of South Carolina, Columbia, SC - )

(Marlene J. Simons, State Representative, State of Wyoming, Cheyenne, WY -)

County Agency

(Millard County Department of Natural Resources, Eureka, MN -)

County Elected Official

(Tom Saxhaug, Chairperson, Itasca County Board of Commissioners, Grand Rapids, MN -)

(Clair Nelson, Commissioner, Lake County Board of Commissioners, Two Harbors, MN -)

City/Town Agency

(Salt Lake City Water Department, Salt Lake City, UT -)

City/Town Elected Official

(Joseph P. Riley, Jr., Mayor, City of Charleston, Charleston, SC -)

(Gered Lennon, Councilperson, Folly Beach City Council, Folly Beach, SC -)

Tribal Agency

(Division of Resource Management, Mescalero Apache tribe, Mescalero, NM - )

Tribal Elected Official

(Samuel N. Penney, Chairperson, Tribal Executive Committee, Nez Perce Tribe, Lapwai, ID -)

Sample Document Writing Organization

Chapter 1
Introduction

Tom

Purpose and Need



PLANN 10000-10200

Chapter 2
Process, Planning, Policies, and Laws

Marianne

Decisionmaking



PLANN 11000-14240



Public Involvement







Agency Organization & Funding





American Indian Rights & Traditions





Relation to Laws, Regulations, & Policies
LEGAL 30000-30405

Chapter 3
Alternatives

Tom

Alternatives




ALTER 20000-20360

Chapter 4
Management Prescriptions

Marry


Management Prescriptions (non-lethal)

NRMGT 25000-25240

Heather 

Management Prescriptions (lethal)

NRMGT 25300-25312

Chapter 5
Environmental, Natural Resource, and Socioeconmic Considerations

Edgar

Environmental Values General



ENVIR 40000-47200




Geology and Soils




Air Quality




Water Resources




Wetlands




Fisheries




Wildlife




Vegetation and Botanical Resources




Land Use




LANDS 50000-50200




Agricultural Products



NRCOM 60000-60200




Social Values General



SOCIO 70000-70700




Recreation




RECRE 80000-80120




Economy and Economic Values


ECONO 90000-90500

Sample Early Attention Report

The following report consists of early attention letters received the week of August 23-29, 2001. Included in the report are one request under the Freedom of Information Act, one letter providing extensive technical edits, and two letters from government entities.

This report is intended primarily for an internal audience. The relevant designations are outlined below and followed by the report tables.

1.
Threat of harm – Any response that threatens physical harm to project or agency personnel.

2.
Notice of appeal or litigation – Any response that indicates an intent to appeal an action or describes on what grounds a legal suit might be brought to bear on the agency. 

3.
Freedom of Information Act (FOIA) – Any response that officially requests information and documentation under the FOIA.

4.
Proposals for new alternatives – Any response that proposes a complete and detailed new alternative.

5.
Requires detailed review – Any response that requires detailed review.  These responses may include map enclosures, detailed scientific analysis, or extensive technical edits.

5A.
 Provides extensive technical edits – deletions/replacements

6.
Government entities – Any response from an elected official, writing in his/her official capacity, from federal, tribal, state, county, or municipal governments; or any official correspondence from a government agency.

Table 1  Early Attention Letters Code 1 – Threat of Harm

There are currently no early attention letters containing a threat of harm.  

	Letter Number
	Name and Address
	Comment

	
	
	


Table 2  Early Attention Letters Code 2 – Notice of Appeal or Litigation

There are currently no early attention letters containing notice of appeal or litigation.  

	Letter Number
	Name and Address
	Comment

	
	
	


Table 3  Early Attention Letters Code 3 – Freedom of Information Act (FOIA)

There is currently one early attention letter dealing with the Freedom of Information Act or requesting information or material filed under FOIA.

	Letter Number
	Name and Address
	Comment

	A5354
	Harald Hoegberg

17233 East Kenyon Drive

Aurora, CO 80013
	Includes four questions requesting response under the Freedom of Information Act.  Letter was passed on to Kathy Oelke on August 28, 2001.


Table 4  Early Attention Letters Code 4 – Proposals for New Alternatives

There are currently no early attention letters containing proposals for new alternatives.  

	Letter Number
	Name and Address
	Comment

	
	
	


Table 5  Early Attention Letters Code 5 – Requires Detailed Review

There are currently no early attention letters requiring a detailed review.  

	Letter Number
	Name and Address
	Comment

	
	
	


Table 5A  Early Attention Letters Code 5A – Provides Extensive Technical Edits – Deletions/Replacements

There is currently one early attention letter providing suggestions for extensive technical edits.

	Letter Number
	Name and Address
	Comment

	A23081
	Sherman Bamford

c/o 801 Sherwood, Suite B

Missoula, MT  59802
	Supports the Roadless Area Conservation Rule and requests that it be strengthened by protecting uninventoried roadless areas, restricting high-impact uses, restoring heavily roaded areas. Includes extensive site-specific information regarding roadless areas that should be protected under the Rule along with various charts, maps, and illustrations.  Also includes several letters previously submitted expressing support for strengthening protections for roadless areas.


Table 6  Early Attention Letters Code 6 – Government Entities

There are currently 2 early attention letters from government entities. These entities include federal officials.

	Letter Number
	Name and Address
	Comment

	A28843
	Anne Norton Miller

Acting Director

Office of Federal Activities

United States Environmental Protection Agency

Washington, DC  20460
	Suggests that the proliferation of roads recently has been a major contributor to degraded water quality.  Also suggests that roadless areas possess many ecological values and expresses support for a national policy to address roadless concerns.  Expresses concern regarding the backlog cost for road maintenance and unclear mapping of inventoried roadless areas.

	A28878
	Thomas H. Allen

Member of Congress

Representative, 1st District

Maine

1717 Longworth Building

Washington, DC  20515
	Supports the Roadless Area Conservation Rule.  Suggests that modifications to the Rule would result in the loss of pristine forest acres and create a backlog in road maintenance.  Includes responses to the ten questions.  Responses suggest that planning be accomplished at the national level and that the Rule already adequately addresses all issues raised in the ten questions.


Introduction to PC Writing

Abbreviations:

PC
public concern

SC
subconcern

SS
sample statement (i.e., comment)

Background Review:

CODING

—Letters are read and individual comments are identified and assigned a specific code.

DATA ENTRY

—Each comment is entered individually with its code.

PC WRITING

—Generate a database report of comments sorted by action codes.

—Assign each writer a section(s) of the database report.

—Writers write PCs and SCs and select SSs from assigned database sections.

(NOTE: For the sake of brevity, all examples only include one SS following a PC or SC. In our documents there may be up to five SSs following any PC or SC.)

What is a PC?

A PC states the action requested in the comment.

Public Concern: The Mark Twain National Forest should emphasize low impact recreation.

The revised plan should emphasis low impact recreation. (Preservation/Conservation Organization, Columbia, MO - #77.13.70000.003)

What should a PC look like?

Public Concern: X should do Y.

X is the actor: designated on a project-specific basis

Y is the action being requested

PC length: strive for 2 lines, 3 max.

What is a SC?

Some comments simply ask for a given action. Other comments elaborate upon the request—by giving a reason, or by qualifying the request in some way. These elaborations are captured in SCs.

What should a SC look like?

Typically, a SC is a clause that grammatically finishes the PC statement.

example (a):
PC:
The Forest Service should restrict motorized recreation.


SC:


To protect air quality
Typical words to begin SCs with: Because, To, For, With, At, In

SC length: strive for 1 line, 2 max.

NOTE: Watch for the use of by because it usually denotes an action to follow.
example (b):
PC: 
The Forest Service should protect air quality.


SC: 

By restricting motorized recreation

The affected resource appears in the PC statement and the requested action appears in the SC. These should be reversed, as in example (a).
FOR, BECAUSE

Public Concern: The Mark Twain National Forest should not expand recreation fees.

No expansion of recreation fees. (Individual, Waterloo, IL - #73.15.70000.700)

For low impact recreation

The Mark Twain National Forest should not increase its user fees for low impact recreation. (Individual, Saint Louis, MO - #82.2.70311.700)

Because promoting fees will encourage more motorized forms of recreation which would harm other popular, less damaging uses of the forest

There should be no expansion of recreation fees. There is concern that promoting fees would encourage highly developed, more motorized forms of recreation, which would harm other popular and less damaging uses of the forest. (Individual, Columbia, MO - #78.4.70000.701)

Notice that the general sample statement appears first, directly under the PC; all SCs follow.

TO

Public Concern: The Mark Twain National Forest should change semi-primitive non-motorized designations to semi-primitive motorized designations.

To alleviate congestion

I request that the “Semi-primitive non-motorized” management areas be reclassified as “Semi-primitive motorized” to alleviate some of the congestion at Chadwick (Individual, Olathe, KS - #53.2.70310.701)

WITH

Public Concern: The Mark Twain National Forest should remove the speed restrictions attached to motor sports within the forest boundaries.

With speed-based usage determined on a case-by-case basis

I would like to petition those responsible for the plan revision to remove the ‘speed’ restriction. I would like to see the plan allow speed based usage on a case-by-case basis allowing events such as the 100 Acre Wood to use roads agreeable with the organizers and the Mark Twain National Forest.

WITH RESPECT TO

Public Concern: The Mark Twain National Forest should reevaluate timber suitability.

With respect to economic effects

The NOI indicates that lands suitable for timber production will be reevaluated. The reevaluation of timber suitability must consider the impact on local economies as well as any environmental impacts. It is also important that all sivicultural techniques be available in forest management decisions concerning timber. It is not clear what the appropriate minimum harvest level is on the Mark Twain National Forest, but it is important that this level support the local timber industry. It should be possible to meet this harvest level and provide excellent forest diversity. (Mining Industry, Washington, DC - #61.2.55200.001)

With respect to environmental effects

We support revisiting the “lands suited to timber production” determinations of the current plan. One suggestion that we would offer is that the criteria for filter strips should be expanded to include the heads of intermittent drainages. The plan also should consider more protective slope and aspect criteria. Some of the lands identified for timber management in the current plan include areas with high natural area or biological significance, and maintaining this native integrity should be a fundamental purpose of the timber management planning. (Missouri Department of Natural Resources, Jefferson City, MO - #151.4.55220.400)
AT, IN

Public Concern: The Mark Twain National Forest should restrict or prohibit off-road vehicles in certain areas.

At higher elevations

Trail characteristics also influence erosion potential. Off road vehicle trails at higher elevations generally experience more severe erosion than trails at lower elevations (Willard and Marr 1970, Marion 1994), trail depth is deeper (Burde and Renfro 1986), and erosion rates are greatest during the summer (Dale and Weaver 1974). These impacts may be caused by the higher precipitation rates and extended period of snowmelt in the mountains resulting in muddy soils and a greater potential for erosion, more severe freeze/thaw cycles resulting in more loose soil augmenting erosion rates, and/or increased exposure to wind erosion (Leung and Marion 1996). (Preservation/Conservation Organization, Wood River, IL - #147.141.70311.409)

In sensitive and roadless areas

Other land and resource management matters that may have particular consequences for state parks and other nearby landholdings include strict limitations and control of off road vehicle use, especially in sensitive and roadless areas. (Placed-Based Group, Columbia, MO - #94.2.50340.001)

INCLUDING

Public Concern: The Mark Twain National Forest should standardize its policy on motorized recreation.

Including development of a linked system of forest roads and trails for non-street legal or younger riders

I would like to recommend a state and forest wide plan to standardize the policy toward motorized recreation. This could be enhanced by a linked system of forest roads and trails that would allow non-street legal or younger riders. (Individual, Farmington, MO - #144.3.70310.101)

The Mid-west Trail Riders Association agrees that the current Mark Twain National Forest trail use permits, the various county all terrain vehicle stickers, and applicable Missouri State Laws create a very complicated and confusing policy for the Motorized Recreation Users. The current forest plan does not provide any kind of workable situation for riders less that 16 or those that might be on non-street legal motorcycles. (Recreational Motorized Organization, Maryland Heights, MO - #76.1.70310.111)

Organization of SCs into Sections

When a topic is of great concern to the public, we typically receive many comments making the same request based on numerous different types of rationales. Rather than writing the PC once, followed by many pages (in some cases anywhere from 20-40 pages) of SCs, we organize the SCs by topic. 

Lethal Methods

Lethal Methods – General Considerations

Public Concern: APHIS/Wildlife Services should use lethal methods to control red-winged blackbirds

Because non-lethal methods are ineffective

For the last ten years, the South Dakota Oilseeds Council has supported passive control efforts in South Dakota. Additionally, such efforts are cash and labor intensive and without any real demonstrable results do not lend themselves to long term support by producers, government or any other entity that is compelled to pay for such efforts. (Agriculture Association, Pierre, SD - #B1-84.1.25200.911)

Public Concern: APHIS/Wildlife Services should not use lethal methods to control red-winged blackbirds.

Because lethal methods have not been shown to be effective

I am writing to oppose the poisoning of red-winged blackbirds in the South Dakota sunflower fields. There is historical precedence, which shows that previous methods of controlling the birds had little effect on the sunflower crop. (Individual, Hanover, PA - #B3-349.1.20200.412)

Because other options are available

We feel that killing is not the only option out there. Our country is full of brilliant people and surely, there are other solutions that can be reached. It would be beneficial to the sunflower industry to spend the money to find other solutions. Is it possible for the timing of sunflower seed harvesting to be changed to before the blackbird migration begins? Is the growing of sunflower seed increasing the population of blackbird species? (Individual, No Address - #B3-544.3.20200.912)

Lethal Methods – Legal Considerations

Public Concern: APHIS/Wildlife Services should not use lethal methods to control red-winged blackbirds.

Because poisoning blackbirds is illegal

Poisoning migrating birds is illegal and no exceptions should be made to the law that protects them. (Individual, Menlo Park, CA - #B1-126.2.25300.300)

Because poisoning Blackbirds is illegal under the Migratory Bird Treaty Act

The current policy is a failed one because, under the pretense of “research” to get around the Migratory Bird Treat Act prohibition on killing protected bird species (which include blackbirds), the U.S. Department of Agriculture has already poisoned untold number of blackbirds. (Preservation/Conservation Organization, Saint Louis, MO - #B3-376.3.25300.101)

Lethal Methods – Trust and Integrity Considerations

Lethal Methods – Public Involvement/Support Considerations

Lethal Methods – Environmental Considerations

Lethal Methods – Social Considerations

Lethal Methods – Economic Considerations

Public Concern: APHIS/Wildlife Services should use lethal methods to control red-winged blackbirds.

Because of crop losses suffered by farmers

Every year I can honestly say I lose 25 percent of my crop to these useless pests—the solution is eradication. (Business, Kensal, ND - #B3-701.2.25300.417)

Public Concern: APHIS/Wildlife Services should not use lethal methods to control red-winged blackbirds.

Because it is not justified by short-term financial gains

For the sake of short-term financial gain for selected businesses, it is unconscionable to poison wild animals. (Individual, Anaheim, CA - #B1-145.2.25300.106)

Wording of PCs and SCs

The public uses different terms to refer to the same thing. For the sake of consistency and professionalism, and to minimize the use of implied value judgments, CAT uses certain agreed-upon terms.

	Words/Phrases in Comments
	Words/Phrases to Use in PCs and SCs

	logging, timber harvest
	timber harvest

	road building, road construction
	road constructing

	ATVs, OHVs, ORVs
	off-road vehicles

	effects, impacts
	effects (exception: environmental impact statement)

	extraction industries
	natural resource industries

	extractive activities
	resource development, commercial activity, active management (depending on context)

	exploit/exploitation
	(depends on context )

	recognize, realize, know, understand...
	recognize, consider (depending on context)


Module Five:
Workbook

NSG Organization Type Quiz

OT FIELD - Organization Type

The Organization Type code identifies a specific type of organization, association, agency, elected official or individual. A response is assigned an organization type other than Individual ONLY if the respondent is speaking on behalf of the organization, NOT if they are merely members or employees of the organization. Generally these respondents will show their title with their name, such as president, director, field representative, or other official title. When in doubt, you may check either by telephone call to the organization or by searching the Internet for the names of organization representatives. 

Employees of governmental agencies or organizations are usually determined to be speaking on behalf of the agency or organization if the submission is on official letterhead or is sent from a government email address. Elected officials may sometimes submit comments on plain paper, from a personal email, or even sign a form letter; but if they identify themselves as elected officials, they are still given the org type codes appropriate for the level of government for which they are officials. The following are standard organization type codes, other codes may be included if needed on a specific project.

Standard Organization Types:

Government Agency/Elected Officials

Code
Description

F
Federal Agency/Elected Official

N
International Government/Association 

S
State Government Agency/Elected Official/Association

C
County Government Agency/Elected Official/Association

T
Town/City Government Agency/Elected Official/Association

Q
Tribal Government/Elected Official/Agency

XX
Regional/other governmental agency (multi-jurisdictional)

Interest Group (includes legal representatives of or lobbyists for interest groups)

A
Agriculture Industry or Associations (Farm Bureau)

B
Business, [affected business] (someone speaking for or as a business owner, chamber of commerce)

D
Place Based Group (homeowner’s associations, planning cooperatives, i.e. Quincy Library Group)

E
Government Employee/Union

G
Domestic Livestock Industry (incl. permittees)

H
Consultants/legal representatives

I
Individual (unaffiliated, unknown or unidentifiable)

J
Civic Group (Kiwanis, Elks, Community Councils)

K
Special Use Permittee (Rec. homes, Backcountry huts, Outfitter/Guides)

L
Timber or Wood Products Industry or Associations

M
Mining Industry/Association (locatable)

O
Oil, Natural Gas, Coal, or Pipeline Industry (leasable)

P
Preservation/Conservation Organization

R
Recreational Organization (non-specific)

U
Utility Group (water, electrical, gas)

V
Professional Society

W
Academic (professor, research scientist, university department)

X
Conservation District

Y
Other or Unidentified Organization

Z
Multiple Use or Land Rights Organization

AE
Agency Employee (analyzed separately)

AR
Animal Rights (humane treatment org)

CH
Church/Religious Group

PI
Public Interest Group/Political Party

LO
Private Land Inholding Owner

QQ
Tribal Non-Governmental Organization/Tribal Member

RB
Mechanized Recreation (bicycling)

RC
Recreation/Conservation Organization (Trout Unlimited, Elk Foundation)

RM
Motorized Recreation Organization (4X4, OHV, snowmobiling)

RN
Non-Motorized/Non-Mechanized Recreation (hiking, x-c ski, horse/stock animals)

Backcountry Horsemen of America

_______

Flying J Oil and Gas Incorporated

_______

Orrin Hatch, U.S. Senator, State of Utah
_______

Montana Women in Timber


_______

Friends of the Wild Swan


_______

Jeep Jamboree USA



_______

U.S. Environmental Protection Agency
_______

Madera County Board of Supervisors

_______

Trout Unlimited



_______

Alaska Power Assoc.



_______

Nature Conservancy



_______

Allegheny Forest Alliance


_______

Davis City Council



_______

Nelson Harwood Lumber Co., Inc.

_______

The Sierra Club



_______

North Dakota Stockmen’s Assoc.

_______

Narby Construction Inc.


_______

Monterey Bay Unified Air Pollution Control District_______

Alta Community Enrichment


_______

Access Fund




_______

National Federation of Federal Employees
______

California Department of Transportation
_______

Blue Ribbon Coalition


_______

Coding and PC Construction

Main Concepts


Identifying comments to code


Understanding the connection between coding and PC writing


One comment = one PC : One PC = one to many comments

As you are aware, in cooperation with the Federal Transit Administration and Federal resource and permitting agencies, FHWA has been engaged in a similar effort to identify and implement more effective environmental review procedures for surface transportation projects. We intend to fully utilize the results of the CEQ NEPA Task Force and of our ongoing efforts to in form the work of a new interagency task force established by President Bush in the new Executive Order titled, Environmental Stewardship and Transportation Infrastructure Project Reviews, signed on September 18, 2002. (Federal Agency, Washington, DC - #658.1.16000)

ARTBA is continuing to work with Congress and the U.S. DOT to achieve real progress in streamlining the NEPA process for federally funded transportation improvement projects. Currently, ARTBA is working with FHWA on a national scanning tour that will explore best practices the various states have adopted to streamline the process. ARTBA is also working with FHWA on a survey of state DOT's and resource agencies to identify processes that work well to move the process along, as well as to identify common pitfalls. (Transportation Interest, Washington, DC - #472.7.10200)

The working culture of NOS's National Marine Sanctuary Program (NMSP) is to maximize public participation in most of its major decisions, which are mainly regulatory and/or managerial in nature and almost always, involve some form of NEPA analysis. The NMSP focuses on and excels in three major types of public involvement and outreach: (1) use of community-based advisory groups (Sanctuary Advisory Councils); (2) use of round-table forums at scoping and other public meetings; and (3) use of communication technology. (Federal Agency, Washington, DC - #637.61.10200)

********************

NEPA heralded in the first of many laws that were directed at environmental concerns. It was to be a comprehensive national policy and it called for “productive harmony” between “man and nature”. It was followed by laws that addressed air pollution, land pollution, solid and hazardous wastes and a host of others that resulted in cleaner air, water, reduction in improper disposal of hazardous wastes, etc.. But NEPA was the first, and its goals were to create a collaborative process between federal agencies, and the people and systems that will be the recipient of outcomes of the federal decisions.

The purpose of this Act are: To declare a national policy which will encourage productive and enjoyable harmony between man and his environment, to promote efforts which will recent or eliminate damage to the environment and biosphere and stimulate the health and welfare of man; to enrich the understanding of the ecological systems and natural resource important to the Nation; and to establish a Council on Environmental Quality.” (Preservation/Conservation Organization, Brooklyn, NY - #594.1.10100)

Congress, recognizing the profound impact of man's activity on the interrelations of all components of the natural environment, declares that it is the continuing policy of the Federal Government, in cooperation with State and local governments, and other concerned public and private organizations, to use all practicable means and measures to create and maintain conditions under which man and nature can exist in productive harmony and fulfill the social, economic, and other requirements of present and future generations of Americans. (42 USC sec. 431 (a) )

NEPA gave a tool to decision makers in the federal government to: fulfill the responsibilities of each generation to future generations in caring for the environment; assure safe, healthful, productive, aesthetically and culturally pleasing surroundings; attain the widest range of beneficial uses of the environment without degradation, risk to health or safety, or other undesirable and unintended consequences; preserve important historic, cultural and natural aspects of our national heritage, and maintain wherever possible, and environment which supports diversity and variety of individual choice; and achieve a balance between population and resource use which will permit high standards of living and a wide sharing of life's amenities, and enhance the quality of renewable resources and approach the maximum attainable recycling of depletable resources. (Preservation/Conservation Organization, Brooklyn, NY - #594.2.10100)

The successes of NEPA are real and have had a resoundingly positive effect on our environment. It is considered a law that has limited development and negative environmental consequences on public lands. It has prevented projects that threaten endangered species and ecosystems containing those species, including the spotted owl.

NEPA has been to some degree instrumental in preventing the further degradation of our national forests by logging and mining industries. It has been used in evaluation of federal laws, making them clearer, more directed, with improved applications.

Recently the President has attempted to limit the effectiveness of NEPA, essentially to gut it with regard to marine resource uses and logging projects. Given the poor environmental record of our present administration, this will probably increase. This must not happen. (Preservation/Conservation Organization, Brooklyn, NY - #594.3.10700)

********************

The NEPA Task Force should coordinate with FHWA so that the results of these activities are shared with the Task Force when these projects have been completed. (Transportation Interest, Washington, DC - #472.8.400)

The foregoing are some of the NEPA processes that have evolved that “have often led to delay, confusion, and litigation,” to quote Chairwoman McGinty. CEQ no doubt is aware of others. According to CEQ, “NEPA is about making choices, not endlessly collecting raw data.” We find this CEQ censure of federal agencies richly ironic. It must be evident that the protracted uncertainty and lack of predictability surrounding NEPA compliance has forced agencies into a mode of “endlessly collecting raw data,” as CEQ puts it so caustically. And this condition stems from the fact that CEQ has established a sealed system of universal NEPA coverage while choosing to provide the smallest degree of substantive regulatory guidance on the concepts that anchor the system. It is the system devised by CEQ that has facilitated uncertainty and litigation. (Other, Washington, DC - #506.13.10200)

********************

The regulations should be amended to create a two step process for agencies to decide whether a supplemental EIS for an ongoing project is necessary. (Multiple Use or Land Rights Organization, Waynesville, NC - #444.15.10230)

The CEQ Regulations should be amended to create a two step process for agencies to decide whether to prepare a supplemental EIS for an ongoing project or program. First, the regulations should establish a reliability threshold for new information, so that agencies are not continually forced to consume time and resources reviewing unreliable or unimportant information, and so that courts cannot interminably delay projects or programs to force an agency to do so. (Multiple Use or Land Rights Organization, Kane, PA - #447.20.10230)

********************

AASHTO supports the usage of environmental assessments (“EAs”) as a tool for managing the NEPA process for large-scale highway projects. Furthermore, while AASHTO recognizes that there is broad variation among EAs, both across and within agencies; AASHTO emphasizes that in many cases the variation in the documents - in terms of organization and content - reflects underlying differences in the projects being studied. While the dissemination of best practices and guidance is desirable, it is equally important to preserve discretion for individual lead agencies to decide how best to prepare EAs for individual projects. (Transportation Interest, Washington, DC - #591.13.10200)

********************

My suggestions for “modernizing” NEPA would include:

a)subjecting Environmental Assessments as well as environmental Impact Statements to greater, not less, public scrutiny, fully utilizing the press, the Internet, and all other technological means as they become available; b) reviewing the actual track record of individual Environmental Impact Statements to determine what worked best and what did not in assessing risks and predicting impacts (then applying these lessons); and c) requiring decisionmakers actually to read and address the documentation that supports the recommended alternatives. (Preservation/Conservation Organization, South Thomaston, ME - #550.2.10200)

********************

If CEQ determines that EA's should be maintained as a NEPA compliance tool, then the following are recommended:

· New simplified requirements for the contents of project EAs should be developed by CEQ to ensure that EAs are not, as they now are, “detailed statements” which are required only for EISs on major federal actions under [section] 102(2)(C).

· CEQ should develop new requirements for EAs that differ fundamentally in organization and contents from the requirements for EISs (rather than simply repeat the requirements of an EIS for an EA, qualified only by the increasingly meaningless wording “brief discussions of,” 40. C.F.R. [section] 1508.9(b)).

· Rules and guidance should contain explicit statements that certain analyses are appropriate only for EISs and are not to be conducted for or included in EAs.

· EAs have been subjected to more than just excessive paperwork; they also have become immersed in excessive procedures. We question whether any public comment is required for EAs, particularly when its not required for EISs by NEPA or for EAs by CEQ's rules. Indeed, CEQ's regulations simply direct the agency proposing the action to include the public “to the extent practicable” during EA preparation. 40 C.F.R [section] 1501.4(b).

· CEQ should provide rules and guidance that EA's need only be made available to the public.

· CEQ also should set criteria for the “convincing statement of reasons” why no EIS is required that the Ninth Circuit requires of a FONSI. The present CEQ guidance - “briefly describing the reasons why an action ... will not have a significant effect on the human environment and for which an [EIS] will not be prepared” - is apparently insufficient for at least some courts. 40 C.F.R. [section] 1508.13.

· CEQ should provide complete direction on the full contents of FONSIs. (Other, Sacramento, CA - #509.8.10230)

********************

EIS Contents

Increasingly EIs - programmatic or project-are encyclopedic and prohibitively costly to prepare, but in many cases do not withstand judicial scrutiny. CE has only provided very vague and open-ended analytical requirements in rules and guidance. These are largely problems of CEQ's own making. Those who are tasked with preparing the EIS are left with virtually no guidance on the critical decision of “where to stop” in the analysis of effects.

CEQ should consider eliminating the required analyses of “connected actions” and “cumulative effects”. The CEQ should also address the geographical scope of the effects analysis in NEPA documents.

Environmental Assessments

We question whether NEPA requires the preparation of EAs. We recognize that a mechanism must be in place to determine whether an agency action is a “major Federal action significantly affecting the quality of the human environment” and thus requires preparation of an EIS under NEPA [section] 102(2)(C). At most, that mechanism could be a FONSI that looks solely at the impacts of the proposed agency action, and not to alternatives to the action.

If CEQ determines that EAs should be maintained as a NEPA compliance tool, then the following are recommended:

New simplified requirements for the contents of project EAs should be developed by CEQ to ensure that EAs are not, as they now are “detailed statements” which are required only for EISs on major Federal actions under [section] 102(2).

CEQ should develop new requirements for EAs that differ fundamentally in organization and contents from the requirements for EISs (rather than simply repeat the requirements of an EIS for an EA, qualified only by the increasingly meaningless wording “brief discussions of.” 40 C.F.R. [section] 1508.9(b)).

Rules and guidance should contain explicit statements that certain analyses are appropriate only for EISs and are not to be conducted for or included in EAs.

EAs have been subjected to more than just excessive paperwork; they also have become immersed in excessive procedures. We question whether any public comment is required for EAs, particularly when its not required for EISs by NEPA or for EAs by CEQ's rules. Indeed, CEQ's regulations simply direct the agency proposing the action to include the public “to the extent practicable” during EA preparation, 40 C.F.R. [section] 1501.4(b).

CEQ should provide rules and guidance that EAs need only be made available to the public.

CEQ also should set criteria for the “convincing statement of reasons” why no EIS is required that the Ninth Circuit requires of a FONSI. The present CEQ guidance - “briefly describing the reasons why an action...will not have a significant effect on the human environment and for which an [[EIS]] will not be prepared” - is apparently insufficient for at least some courts. 40C.F.R. [section] 1508.13.

CEQ should provide complete direction on the full contents of FONSIs. (Timber or Wood Products Industry, Coeur D’Alene, ID - #582.3-4.10230)

********************

The draft EIS prepared by the Wyoming BLM for coalbed methane development in the Powder River Basin illustrates the flawed and short-sighted approach to decision-making some land management agencies have taken recently. Wyoming's Powder River Basin is slated for the largest number of oil and gas wells - over 51,000 CBM wells - ever studied for approval by the Department of Interior. In fact, this number of wells would nearly double the total number of wells that now exist on federal lands. BLM has conducted no analysis of the combined effects of the wells in the Powder River Basin and elsewhere across the Rocky Mountain region on Western landscapes and lifestyles. In fact, the agency has not even accurately assessed the combined effects of the wells in the Powder River Basin alone, having split the evaluation for the area into two separate environmental analyses. Rather than take EPA's advice to go back to the drawing board and prepare a single EIS addressing the entire Basin, BLM appears to be proceeding with its original decision to try to fast-track this planning effort.

The fast-track, myopic approach taken by the BLM in the Powder River Basin is leading to enormous controversy and delay. In contrast, a more faithful adherence to NEPA's purpose and tools, including a meaningful analysis of cumulative impacts, could help produce a balanced solution to meet our nation's energy needs while protecting treasured Western landscapes and lifestyles.

BLM is not alone among federal agencies in its failure to adequately address cumulative impacts as part of the NEPA process. The recent analysis completed by the U.S. Army Corps of Engineers for its nationwide wetlands permit program makes little attempt to address cumulative impacts. See, U.S. Army Corps of Engineers, Draft Nationwide Permits Programmatic Environmental Impact Statement (July 2001). Although the scope of the Corps' proposed action - issuance of nationwide permits - is national, the Corps failed to analyze cumulative impacts of that nationwide action. Instead, the Corps has subdivided the impact analysis into a series of regional analyses, none of which considers the full extent of cumulative impacts of the nationwide permits at issue.

Furthermore, the Corps has failed to analyze adequately the combined effects of the various nationwide permits that have been issued or proposed. Nationwide permits cover a range of activities including filling of wetlands for housing developments, surface coal mining, and road construction. Together, these actions are causing widespread environmental damage, yet the Corps has done little to analyze the combined impacts. See, U.S. Army Corps of Engineers, Finding of No Significant Impact for the Nationwide Permit Program (June 23, 1998). The Corps also has failed to assess the impacts of proposed nationwide permits when added to additional discharges or pollutants or projects approved by the Corps or other federal agencies, such as Corps civil works projects, Corps (or, in delegated states, state-issued) [section] 404 individual permits, and other discharge permits (such as [section] 402 (National Pollutant Discharge Elimination System) permits) issued by EPA or states.

Finally, the Corps has failed to consider impacts of actions undertaken without permits. For example, the NPDES and [section] 404 programs apply to discharges into U.S. waters from point sources. However, U.S. waters can be harmed by activities that regulators do not treat as discharges subject to regulation - such as nonpoint source runoff of pesticides or excessive fertilizers from large corporate farms and chemicals from urban streets.

Thus, for example, many areas are currently stresses because of past actions (such as wetlands whose extent has been vastly reduced by prior agricultural conversions or development activities, and streams that have been degraded by past channelization or mining). Likewise, many areas can be expected to suffer impact from future, reasonably foreseeable actions (such as future development, agricultural conversion, or increased pollution in areas where current and recent trends give reason to foresee such developments). The significance of the nationwide permit impacts must be gauged cumulatively with those past and future impacts. Yet, the Corps has failed to engage in this necessary analysis. (Preservation/Conservation Organization, Washington, DC - #471.15-17.10240)

Coding Exercise 1 

The Forest Service is not doing an adequate job of protecting our water sources. The agency’s organic act, under which the Forest service was created, establishes the protection of water quality and in-stream flows as one of the primary roles of the agency. You must restrict ATVs in areas where they cause erosion and siltation of streams.

ACTION: ___________________________________________

RATIONALE: _____________________________________________

Ban all destructive activities, especially OHVs. These machines tear up the soil, which causes soil erosion and eventually pollutes our water resources. 

ACTION: ___________________________________________

RATIONALE: _____________________________________________

Quit letting off-road vehicles rip up the land. These machines are offensive, and they are polluting our streams and lakes.

ACTION: ___________________________________________

RATIONALE: _____________________________________________

The mountains in our area provide the community with all of its water. It is important that you ensure that this water supply is kept as clear and clean as possible by limiting where off-road vehicles are allowed to travel.

ACTION: ___________________________________________

RATIONALE: _____________________________________________

THE POINT OF THIS EXERCISE IS TO DEMONSTRATE THAT SENTENCE VERBS ARE NOT NECESSARILY MANAGEMENT ACTIONS

This exercise is intended to demonstrate how the same concern can be stated in various ways so that each appears to be a different concern. This exercise is intended to help new coders learn to recognize that the management action being requested may not be the same as the verb in the sentence. This is particularly true when the verb in the sentence is “protect,” because whatever they want protected would be the outcome or result of another action, “protect X by doing Y.” 

Pay special attention to any comment that seems to state the management action and then use “by” as a method of achieving that action because probably the method they are recommending is the real management action. Example: improve wildlife habitat BY thinning and creating more canopy openings. The management action here is vegetation management, thinning; not wildlife habitat management. A wildlife habitat management comment might be “create a variety of wildlife habitats to benefit multiple species rather than just one MIS or TES.” Explain to coders that sometimes respondents will ask that the agency protect something, but won’t say how. This is a rationale without an action. It would therefore be coded to the action code appropriate for the affected resource or reason, even though the management action is actually unstated.

The following comments should all be coded to management action of “restrict ATVs” with a rationale code of “water quality.” New coders will often code the “protect water quality” comments to a water management code. After the exercise, explain the thought process for determining what the management action really is. To “protect” something isn’t really an activity the agency can undertake. To restrict ATVs is.  

Coding exercise 2 

· Code the following comments.

Your species list shows Hairy Orcutt grass, Orcuttia pilosa, as a riparian species. This is actually a rangeland species, and it is endangered here.

ACTION: _____________________________

· RATIONALE: _________________________


While reading through the tables and lists in your Draft EIS, I noticed several errors and discrepancies. For one thing, the numbers in Table 3.2 for acres of proposed wilderness study area in Alternative 3 do not match up with what the text describes as proposed wilderness study area for this alternative.

ACTION: _____________________________

RATIONALE: _________________________


Whoever is doing your maps and GIS had better go back to school!! They show put Little Fish Creek in the east drainage of Granite Mountain, and it should be in the south, and show the area where the south slope should be as increasing rather than decreasing in elevation.

ACTION: _____________________________

· ATIONALE: _________________________


Please correct the following error in your document: 

Page 2-46, beginning of paragraph 2, change “effected environment” to “affected environment.”

ACTION: _____________________________

RATIONALE: _________________________

Practice Examples

Public Concern: The Mark Twain National Forest should . . . 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

I believe no more roads need to be closed. If Colorado and the other western states had left some roads in the woods they could get in to fight fires they are watching burn now. We don’t want that here. (Individual, West Plains, MO - #37.3.50340.703)

Public Concern: The Mark Twain National Forest should . . . 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

To protect and restore water resources, the Land Revision Management Plan should ban off road vehicles. (Individual, Doniphan, MO - #103.17.70311.403)

Off road vehicles have . . . been implicated in damaging archaeological and geologic sites (Stebbins 1974a, Stebbins and Cohen 1976, Wilshire and Nakata 1976). . . . Archaeological and historical features, relic landforms, primitive soils, and other legacies of irreplaceable cultural, aesthetic, and scientific value have also been permanently lost. (Preservation/Conservation Organization, Wood River, IL - #147.131.70311.001)

All terrain vehicles kill and injure people. Many kids have to spend the rest of their life in a wheel chair from all terrain vehicle accidents. Almost 2,800 people have been killed in all terrain vehicle accidents and approximately 54,500 people a year are treated in emergency rooms from all terrain vehicles accidents. (Preservation/Conservation Organization, Wood River, IL - #147.129.70311.101)

A small minority of the public enjoy off road vehicle recreation and the American public should not be saddled with the cost of providing this recreation on the public’s lands or providing Forest officials with legal protections in the event of a wrongful death and or disability. (Individual, Boonville, MO - #98.22.70311.810)

Public Concern: The CEQ Task Force should . . . 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Another way to improve NEPA and safeguard against unnecessary litigation is to amend the definition of “affected interest”. Currently, anyone can appeal a federal agency decision during the NEPA process, regardless of how the agency decision may affect them. Only individuals who have an economic stake in the outcome of a NEPA decision, or those who are directly affected, should be given such consideration. (Domestic Livestock Industry, Boise, ID - #576.10.10330.XX)

Public Concern: The CEQ Task Force should . . . 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

The process has been written to support delays. . . . eliminate the appeals process (it has become only another means of delay) . . . . (Special Use Permittee, Naches, WA - #71.5.10200.XX)

Public Concern: The CEQ Task Force should . . . 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

I believe that federal agencies should place more weight on comments from local and state governments than out-of-state activist groups. Local and state governments are in an ideal position to carefully weigh the pros and cons of a Proposed Action. Additionally, local and state elected officials have to be sensitive to the viewpoints of their electorate (i.e., their stakeholders). Thus, placing more reliance on local and state governments would help achieve the important goal of balancing environmental and economic concerns. (Individual, Reno, NV - #449.12.10310.XX)

Public Concern: Firefighting agencies should . . . 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

MAFFS - pilots have flying skill, but not much fire fighting skill. Commercial pilots are better than military when it comes to this type of flying. Military procedures restrict their flying ability that is needed in aerial fire fighting. Do not be fooled into believing that the military should take over aerial fire fighting. These resources should only be used as a supplement to the commercial fleet already in use. Regional and world conflicts could reduce your ability to fight fires when the military pulls these pilots and aircraft off line. (Bureau of Land Management/Employee, No Address - #75.20.23300.NN)

Public Concern: Firefighting agencies should . . . 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Any aircraft currently in service for fighting fires, whether in the hands of private contractors or federal agency operations, that originally took flight more than 50 years ago must be retired or refused to commit to operations. Older aircraft that would better serve in the capacity of museum pieces have to be retired and withdrawn from service. The PB4Y-2 “Privateer” that crashed on the Big Elk fire near Denver, Colorado on July 18, 2002, was based on the Boeing B-24 design—an original concept that hit drawing boards in the 1930s. Those old war birds deserve proper retirement; the people flying them deserve a much greater degree of safety and security newer aircraft will provide. (Forest Service/Employee, Ogden, UT - #9.17.20110.ML)

Public Concern: The Firefighting agencies should . . .

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Utilizing a policy of fast initial attack can optimize operational effectiveness. A thousand gallons of retardant on the fire within 15 minutes of start will accomplish more than ten thousand gallons at 45 minutes, particularly when conditions are as critical as they’ve been this year. (Contractor, No Address - #36.2.23800.NN)

Participant Training: Evaluation
Trainers’ Name: ____________________  Location: ___________________  Date: __________

Please circle the number that best gives your reaction to help us improve future training sessions.

1.)
Were you allowed enough time to train?
Too short
About Right
Too Long







      1         2
        3
        4
       5

2.)
How was the level of instruction?

Too Simple
About Right
Too Complex







      1         2
        3
        4
       5

3.)
How much information was new?

   None

     Some
      All







      1         2
        3
        4
       5

4.)
Did you understand the objectives?

   Yes

     Some
      No







      1         2
        3
        4
       5

5.)
How well were the objectives met?

    Not
     
     Some
Completely







      1         2
        3
        4
       5

6.)
How effective were the exercises?

Not at all     
     Okay

Completely







      1         2
        3
        4
       5

7.)
How effective were the visual aids?

Not at all     
     Okay

Completely







      1         2
        3
        4
       5

8.)
Were there opportunities to participate?     Not Enough
  Just Right
 Too Many







     1         2
        3
        4
       5

9.)
Will what you have learned affect your


performance at Content Analysis?

  None

     Some
   Greatly







      1         2
        3
        4
       5

10.)
Your overall opinion of the session?

Overhaul
      Fine

Excellent







      1         2
        3
        4
       5

11.)
What aspect or part of the training was most valuable?
_____________________________________________________________________

Least valuable?
_____________________________________________________________________

What should be added or deleted from this training?

_____________________________________________________________________

Please record any other comments about this training on the back of this sheet.

NEPA Services Group

5500 W. Amelia Earhart Dr.

Bldg. One, Suite 100

Salt Lake City, UT  84116

Fax
(801) 517-1021

Branch Chief

Brenda Halter-Glenn

(801) 517-1023
Program Analysts/Contracting Officer’s Representatives

Cindy Underwood

(801) 517-1024

Bob Dow


(801) 517-1022

David Chevalier

(801) 517-1037
Chris Miller


(801) 517-1034
Content Analysis Specialists/Inspectors

Marry Taylor Stewart

(801) 517-1025

Adam Shaw


(801) 517-1036

Matt Judd


(801) 517-1028
Matt Zumstein


(801) 517-1003

Computer Programmer/Oracle

Frank Lamb


(801) 517-1035




















































Forms without additional comments go directly to data entry to be entered





Uniques and forms with additional comments with Mail ID to Coders





Query unsuccessful: Create new MID, record MID on working and enter letter # in Remarks





Query successful: Record MID on working and enter letter # in Remarks





Query respondent in Mailing List form





Working Copies to data entry Mail ID Bin





Query Project, Enter Header Information  








Query, Create, and Modify MIDs





Query Project, Enter Header Information and Comments








Header Entry 


Form





Enter Form Number and Number of Signatures by State





Mailing List


Form


Form





Content Analysis Form








Form Tally 


Form





Log On to NSG/CAT Program





Start-up Computer
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