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PACIFIC BASIN AREA

Technical Guide Notice Number 31

Date: 
August 6, 2002

Subject:
TCH – Consistency Updates to FOTG Section IV – Standards

Purpose: 
To transmit updated Pacific Basin practice standards

Effective Date:
When received
1. Background:
To ensure consistency of the Field Office Technical Guide and facilitate transition of PBA Field Offices’ FOTG to E-FOTG
FILING INSTRUCTIONS

File this notice behind the Tab: Sec. IV: ADS1 in FOTG Section IV. Document this action in the FOTG Register Directives Tabulation Sheet. 

OLD

Remove all existing information from the current FOTG Section IV binder. Place this material in a binder with a label ARCHIVE: FOTG Section IV.

NEW

New standards and the Table of Contents may be printed from the CD accompanying FOTG Technical Guide Notice Number 31 or alternately from the Pacific Basin FTP server for those Field Offices with FTP access.

2. Print Section IV Table of Contents. Print the Table of Contents so the second page is on the back of the first page. Place each final double sided page in a plastic document holder. Insert the Table of Contents into the front of FOTG Section IV binder. 

3. Print a complete set of Section IV standards. For standards with multiple pages, print the standards front to back (page 2 on the reverse side of page 1, and so forth). Select the print odd pages function with your printer, flip the page and then print the even pages. 

4. File the standards alphabetically within the Section IV binder. Temporary dividers with tabs may be used until tabbed dividers are mailed to your offices.

5. Offices may elect to place the standards into separate plastic page protectors to avoid punching holes in the standards. Alternately, pre-punched paper for three ring binders is available from GSA. The use of plastic page protectors is the preferred method of filing and maintaining these standards.

6. Specification(s) shall be maintained with their respective standards.

7. Print and place the Directive Tabulation Sheet under a separate tab in the front of the Table of Contents.

8. District Conservationists and the Resource Conservationist shall review the summary listing of changes transmitted with this notice and share this summary information with all Field Office staff. The summary is not to be filed within the FOTG, it is for staff reference only. Review, retain for staff review and file in Section IV archive binder.

S/ Charles Frear, Assistant Director (for Joan Perry, Director)
JOAN B. PERRY

Director, Pacific Basin Area

Distribution: All Field Offices, SWCD’s, Engineering Section, SRC staff (no attachments (CD) for SRC staff)
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