Providing Adequate

Documentation:

Taking Good Conservation Assistance
Notes
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CS is changing the way we do business
Compliance teams
Areal/state support staff
Shared employees
Details and acting DCs
More oversight
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Nine Steps of Conservation
Planning

e Phase [: Collection & Analysis
o 1. ldentify Problems & Opportunities
o 2. Determine Objectives
> 3. Inventory Resources
> 4. Analyze Resources

e Phase Il: Decision Support
o 5. Formulate Alternatives
o 6. Evaluate Alternatives
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ot include information that is not relative

tries should be in chronological order

o not record information for others

Try not to leave notes open-ended

Don’t wait to write assistance notes
+ Complete them while the information is fresh in your mind




Engineering Job Diaries

e Job Diaries required by NEM 512.41

e Level of detail should be based on the
complexity of the work.

e Technical assistance notes should reference the
existence of the job diary and photographic
documentation

e Documentation of daily project activities is an
essential part of the QA inspector’s role



Job Diary Examples can be found in
Part 645 National Engineering Handbook —
Construction Inspection







ecords work and activities on real time basis

No opinions, hearsay, gossip, defamatory
omments, or information not related to the jol




ltems to Document

e Pre-construction conference details
e Description of work being done
(equipment, materials, progress made)

e Problems encountered and action taken to
correct

e Conversations with contractor and landowner
 Reference to testing with notation of results

e Site conditions, especially unexpected ones

e Detailed record of any rejected work or materials
e Equipment record

e Quantities completed



Job Diary OR 6 notes????

Notes on job investigation and resource concern ID

References to permits applied for or received

Details of pre-construction meeting Job Diary

Details of pipe delivered: ASTM, diameter, length Job Diary

Construction started 6/1/2020,
see job diary for details

A list of equipment on site Job Diary

Construction problems needing a design change
or contract modification




Additional Documentation

 E-mail and IM correspondence

o To and/or from producer or contractor
e.g. Regarding practice completion, time-lines, etc.
o To/from area staff
Approved design changes
Approvals to add funds / modifications
Any interpretation of policy directly related to the project

Anyone working with the conservation plan or
contract file should be able to follow progress of the
implementation through the 6-note documentation.



Summary

e Good 6-notes will tell the history of the land,
contract, etc.. and allow for anyone in the office
or outside of that office to be able to pick up
the file and to know what was done and why.

e |t should include ALL interactions and be
written in an unbiased manner that is free from
opinions.

e The wording should be professional and
written in a manner that is understandable and
to the point.





