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DEPARTMENT OF THE ARMY 
U.S. ARMY CORPS OF ENGINEERS 

WASHINGTON, D.C. 2031 4-1000 

MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT: Office of Management and Budget Clearance for the Questionnaires for U.S. Army 
Engineer Civil Works Studies and Projects. 

1. This letter transmits instructions on clearance for the Questionnaires for U.S. Army Engineer 
Civil Works Studies and Projects and provides guidance on use of the questionnaires. The Office 
of Management and Budget (OMB) has given approval for the use of these questionnaires in 
accordance with the Paperwork Reduction Act of 1995 (Public Law 104- 13). This approval 
includes both planning surveys and natural resources management (operations) surveys under 
OMB number 0710-0001. Any set of questions asked by the U.S. Army Corps of Engineers of 10 
or more respondents outside the Federal Government must originate from OMB-approved 
questionnaires. This requirement also applies to contractors and local sponsors conducting public 
surveys in support of Corps studies. 

2. Questionnaire items are to be used in accordance with the following guidance: 

a. The division commander shall designate one point of contact to review aU planning survey 
submittals and one point of contact to review aU operations survey submittals. The division office 
must review the individual questiomaire for quality control before district use. Division quality 
control review should be based upon the need for the questionnaire and the reasonableness and 
adequacy of: 

(1) The research questions to be answered; 

(2) The sampling strategy being employed; 

(3) The data collection procedures being employed, including follow -up procedures; 

(4) The data analysis plan; and 

(5) The consistency with OMB-approved questionnaires. 
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b. No survey may be conducted until final approval is received from OMB. 
Each survey must be submitted to both OMB and Office of The Secretary of Defense, to the point 
of contact listed below. The submittal must contain a one to two paragraph narrative, which 
explains the following: 

(1) The purpose of the survey; 

(2) Where and when the survey is to be conducted; 

(3) A statement about the population to be surveyed; 

(4) The approximate sample size; 

(5) The sample selection methodology; and 

(6) Direct references to the corresponding surveys and question numbers in 
Questionnaires for U.S. Army Engineer Civil Works Studies and Projects. 

c. The division point of contact should submit survey applications by E-mail directly to 
Robert Cushing ("cushingr@dior.whs.mil") at the Office of The Secretary of Defense and 
James Laity ('~laity@omb.eop.gov") at the Office of Management and Budget. For information 
purposes, copies of each questionnaire should also be sent to the appropriate Headquarters point 
of contact listed in paragraph 5 and Mr. Stuart Davis, U.S. Army Corps of Engineers, Institute for 
Water Resources, Casey Building, #2594, 7701 Telegraph Road, Alexandria, Virginia 
22315-3868. OMB will review the survey w i t h  10 business days of the request. 

d. If necessary, a user may extract combinations of questions fiom one or more of the 
approved questionnaires as applicable to the area and problem being evaluated. Only questions 
included in the Questionnaires for U.S. Army Engineer Civil Works Studies and Projects may be 
asked; however, wording changes in question items are permissible to reflect more appropriately 
the specific context of the survey. Wherever possible, OMB-approved questionnaires should be 
used without alteration. In cases where wording changes or the addition or omission of questions 
is required to meet the specific questionnaire objectives, the division point of contact is expected 
to determine consistency with OMB-approved questionnaires. Because all of the generic 
questionnaires have been pre-approved by OMB, OMB is primarily interested in reviewing the 
sampling methodology and any changes to the generic questionnaires. Keeping such changes to a 
minimum will expedite final approval. 
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e. Questionnaire construction and administration should follow professional practices of 
design and data collection. The Institute of Water Resources or the Waterways Experiment 
Station can provide such assistance, if there are insufficient in-house resources available. 

f. The major purpose of the OMB restrictions on questionnaires is to reduce the burden on 
the public in providing the government with data. For these purposes, any set of questions asked 
of 10 or more respondents is covered by the regulations. In addition to using well-designed 
questionnaires asked of the appropriate persons, the public burden can be reduced by keeping 
questioimaires short, whenever possible. 

g. All respondents must be informed, either in the verbal instructions to the questionnaire or 
the accompanying cover letter, of the purpose of the questionnaire, of the fact that their replies 
are voluntary, and of the level of confidentiality of the information. Respondents should be 
informed that Federally-sponsored public surveys require a currently valid OMB control number. 

h. The OMB number, 07 10-0001, and the expiration date of 30 November 2005 must be 
placed on the coversheet of each questionnaire. Respondents to interviewer-administered 
questionnaires must be informed of the OMB control number. Respondents must also be 
informed that an agency may not conduct or sponsor, and a person is not required to respond to, 
a collection of information unless it displays a currently valid OMB control number. 

3. When iuterpreting results of the surveys, care should be taken in extrapolating those results 
fkom the sample to a larger population. This should be done only to the extent that a statistically 
valid representative sample has been surveyed. This is particularly relevant for customer 
satisfaction surveys, which are generally designed to identify potential problems and provide 
qualitative guidance on ways to improve customer service. 

4. Finally, each division must submit an annual Fiscal Year report to the appropriate 
Headquarters, U.S. Army Corps of Engineers point of contact by 1 November 2003, and each 
year through 1 November 2006. Headquarters may be required to send a copy of this report to 
OMB, upon request. This report must contain the following information: 

a. The number of surveys conducted 111 the preceding Fiscal Year in the division; 

b. For each survey conducted, the purpose of the survey, location of the survey, the number 
of respondents, and the number of burden hours used (burden hours are computed by multiplying 
the number of respondents by the average length of time to answer the survey); and 

c. An estimate of the number of burden hours expected in the current Fiscal Year 
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5. The questioimaires are available at the IWR web site at 
http://w ww . jwr. usace. annv.m~l/iwr/on~b/o~~~bhom~~ea. FITM. Once the site comes up, s q l y  click 
on a survey title and it will load directly into Microsoft Word@. To avoid formatting problems, it 
is best to use a computer with Microsoft Word 9 7 8  or Word 20008. 

6. Mr. Bruce Carlson, (202) 761-4230, CECW-PG, is the Headquarters point of contact for 
planning surveys, and Ms. Judy Rice, (202) 76 1-475 1, CECW-ON, is the Headquarters point of 
contact for operations surveys. 

FOR THE COMMANDER: 

THOMAS F. CAVER, JR., P.E. 
Deputy Director of Civil Works 

CF: 
CECW-PG/CECW-P 
CECW-ZD, CECW-ON 
CECW-0 
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DISTRIBUTION: 

COMMANDER, GREAT LAKES & OHIO RIVERS DIVISION, ATTN: CELRD-ET-CO-R 
COMMANDER, MISSISSIPPI VALLEY DIVISION, ATTN: CEMVD-ET-00 
COMMANDER, NORTH ATLANTIC DIVISION, ATTN: CENAD-ET-0 
COMMANDER, NORTHWESTERN DIVISION, ATTN: CENWD-CM-OC - Omaha 
COMMANDER, PACIRC OCEAN DIVISION, ATTN: CEPOD-ET-C 
COMMANDER, SOUTH ATLANTIC DIVISION, ATTN: CESAD-CM-OC 
COMMANDER, SOUTH PACIFIC DIVISION, ATTN: CESPD-CM-0 
COMMANDER, SOUTHWESTERN DIVISION, ATTN: CESWD-ETO 

INFORMATION COPIES SENT TO: 

COMMANDER, ALASKA DISTRICT, ATTN: CEPOA-CO-OR 
COMMANDER, ALBUQUERQUE DISTRICT, ATTN: CESPA-OD-0 
COMMANDER, BALTIMORE DISTRICT, ATTN: CENAB-OP-TR 
COMMANDER, BUFFALO DISTRICT, ATTN: CELRB-CO-TB 
COMMANDER, CHARLESTON DISTRICT, ATTN: CESAC-TS-0 
COMMANDER, CHICAGO DISTRICT, ATTN: CELRC-CO 
COMMANDER, DETROIT DISTRICT, ATTN: CELRE-CO-L 
COMMANDER, FORT WORTH DISTRICT, ATTN: CESWF-OD-R 
COMMANDER, GALVESTON DISTRICT, ATTN: CESWG-OD-0 
COMMANDER, HONOLULU DISTRICT, ATTN: CEPOH-EC-T 
COMMANDER, HUNTINGTON DISTRICT, ATTN: CELRH-OR 
COMMANDER, JACKSONVILLE DISTRICT, ATTN: CESAJ-CO-OM 
COMMANDER, KANSAS CITY DISTRICT, ATTN: CENWK- OD-TR 
COMMANDER, LITTLE ROCK DISTRICT, ATTN: CESWL-OP-ON 
COMMANDER, LOS ANGELES DISTRICT, ATTN: CESPL-CO-0 
COMMANDER, LOUISVILLE DISTRICT, ATTN: CELRL-OP-TO 
COMMANDER, MEMPHIS DISTRICT, ATTN: CEMVM-CO 
COMMANDER, MOBILE DISTRICT, ATTN: CESAM-OP-TR 
COMMANDER, NASHVILLE DISTRICT, ATTN: CELRN- OP-T-N 
COMMANDER, NEW ENGLAND DISTRICT, ATTN: CENAE-CO-TM 
COMMANDER, NEW ORLEANS DISTRICT, ATTN: CEMVN-OD-T 
COMMANDER, NEW YORK DISTRICT, ATTN: CENAN-OP 
COMMANDER, NORFOLK DISTRICT, ATTN: CENAO-TS-0 
COMMANDER, NWD - OMAHA OFFICE, ATTN: CENWD-CM-OC 
COMMANDER, NWD - PORTLAND OFFICE, ATTN: CENWD-CM-OC 
COMMANDER, OMAHA DISTRICT, ATTN: CENWO-OD-TN 
COMMANDER, PHILADELPHIA DISTRICT, ATTN: CENAP-OP 
COMMANDER, PITTSBURGH DISTRICT, ATTN: CELRP-OR-TR 
COMMANDER, PORTLAND DISTRICT, ATTN: CENWP-CO-SR 
COMMANDER, ROCK ISLAND DISTRICT, ATTN: CEMVR-OD-T 
COMMANDER, SACRAMENTO DISTRICT, ATTN: CESPK-CO-0 
COMMANDER, SAN FRANCISCO DISTRICT, ATTN: CESPN-CO-0 
COMMANDER, SAVANNAH DISTRICT, ATTN: CESAS-OP-SR 
COMMANDER, SEATTLE DISTRICT, ATTN: CENWS-OD-TS-NR 
COMMANDER, ST. LOUIS DISTRICT, ATTN: CEMVS-CO-T 
COMMANDER, ST. PAUL DISTRICT, ATTN: CEMVP-CO-OP 
COMMANDER, TULSA DISTRICT, ATTN: CESWT-OD-R 
COMMANDER, VICKSBURG DISTRICT, ATTN: CEMVK-OD 
COMMANDER, WALLA WALLA DISTRICT, ATTN: CENWW-OD-TN 
COMMANDER, WILMINGTON DISTRICT, ATTN: CESAW-OP-TN 
COMMANDER, ENGINEER RESEARCH AND DEV. CENTER, ATTN: CEERD-EE 
COMMANDER, ENGINEER RESEARCH AND DEV. CENTER, ATTN: CEWES-EE-R 




