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Information Management

OFFICE SYMBOLS
1.  Purpose.  To prescribe office symbols for organizations, special activities, action officers, and designated positions of the Little Rock District.  
2.  Applicability.  This pamphlet is applicable to all organizations of the Little Rock District.
3.  Reference.  

     a.  AR 25-1, The Army Information Management Program, 31 May 2002.
b. Permanent Orders 28 July 2000 to 23 February 2004.

4.  Responsibility.  The Records Manager assigns all Little Rock District office symbols.  
2 Appendices




WALLY Z. WALLACE
App A, Dist Office Symbols


Colonel, EN
App B, Res/Proj Office Symbols

Commanding
DISTRIBUTION H
________________________________________________________________________
This pamphlet supersedes SWLP 25-1-2 dated 6 July 2000.
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APPENDIX A





LITTLE ROCK DISTRICT OFFICE SYMBOLS
DISTRICT ENGINEER







CESWL-DE
DEPUTY DISTRICT ENGINEER   





CESWL-DD
DEPUTY DISTRICT ENGINEER for PROJECT MANAGEMENT  
CESWL-DP
EXECUTIVE ASSISTANT







CESWL-DX
SECURITY AND LAW ENFORCEMENT




CESWL-SL

SMALL & DISAVANTAGED BUSINESS UTILIZATION (SADBU) 
CESWL-DB
CONTRACTING DIVISION







CESWL-CT
      A-E Construction Contracts Branch





CESWL-CT-A
      Procurement Branch







CESWL-CT-P

  Supplies and Services Contracts Branch




CESWL-CT-S

EMERGENCY MANAGEMENT






CESWL-EM
ENGINEERING and CONSTRUCTION DIVISION



CESWL-EC
     Construction Branch








CESWL-EC-C
         Construction Management Section





CESWL-EC-CC   

     Design Branch








CESWL-EC-D    




          CESWL-EC-D
          Cost Engineering & Support Section




CESWL-EC-DC
          Geotechnical and Civil Section





CESWL-EC-DG
          Mechanical and Electrical Section





CESWL-EC-DM
       
Structures, Architect and Dam Safety Section



CESWL-EC-DS
     Hydraulics and Technical Services Branch




CESWL-EC-H
          A-E Management Section






CESWL-EC-HA

          Hydrology and Hydraulics Section





CESWL-EC-HH
          Program Support Section






CESWL-EC-HP
          Survey and Data Section






CESWL-EC-HS

(For Engineering Area, Resident, & Project Offices see Appendix B).

EQUAL EMPLOYMENT OPPORTUNITY OFFICE



CESWL-EO
A-1
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INFORMATION MANAGEMENT OFFICE




CESWL-IM
    Information, Integration, and Implementation Branch


CESWL-IM-I
      Communications Section







CESWL-IM-IC
      Visual Information and Reprographics Section



CESWL-IM-IV
    Information Planning and Customer Assistance Branch


CESWL-IM-P

      Customer Assistance Office






CESWL-IM-PC
      Records, Forms, Publications






CESWL-IM-PR
      Technical Resource Center






CESWL-IM-PT
INTERNAL REVIEW OFFICE






CESWL-IR
LOGISTICS MANAGEMENT OFFICE





CESWL-LO
     Supply Branch








CESWL-LO-S
     Transportation, Maintenance, & Facilities Branch



CESWL-LO-T
OFFICE OF COUNSEL







CESWL-OC
OPERATIONS DIVISION







CESWL-OP
     Management Support Branch 






CESWL-OP-S

     Operations Technical Support Branch





CESWL-OP-O

     Reservoir Control Branch







CESWL-OP-R

(For Operations Division Project Offices see Appendix B).

PLANNING, ENVIRONMENTAL, & REGULATORY DIVISION
CESWL-PR
     Planning Branch








CESWL-PR-P

        Environmental Section







CESWL-PR-PE

        Planning Section








CESWL-PR-PP

     Regulatory Branch








CESWL-PR-R

        Regulatory Evaluation Section






CESWL-PR-RE

        Regulatory Enforcement Section 





CESWL-PR-RN

PROGRAMS AND PROJECT MANAGEMENT DIVISION 

CESWL-PM
     Programs Management Branch






CESWL-PM-P
     Project Management Branch






CESWL-PM-M
PUBLIC AFFAIRS OFFICE







CESWL-PA
REAL ESTATE DIVISION







CESWL-RE
     Acquisition Branch








CESWL-RE-A
     Management Branch







CESWL-RE-M
A-2
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  .
RESOURCE MANAGEMENT OFFICE





CESWL-RM
     Budget and Manpower & Management Analysis Branch


CESWL-RM-B
     Finance and Accounting Branch






CESWL-RM-F
SAFETY AND OCCUPATIONAL HEALTH OFFICE


CESWL-SO
VALUE ENGINEERING OFFICE
 


CESWL-VE
A-3
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AREA, RESIDENT AND PROJECT OFFICES
(Offices under Engineering and Operations Divsions)


ENGINEERING AND CONSTRUCTION DIVISION FIELD OFFICES

(Offices under Construction Branch)

Central AR Area Office







CESWL-EC-CA

    South AR Construction Resident Office



CESWL-EC-CS

        Montgomery Point L&D Project Office



CESWL-EC-CM

        Pine Bluff Arsenal Project Office




CESWL-EC-CP

    Table Rock Dam Safety Resident Office



CESWL-EC-CT

    Air Force Base Resident Office





CESWL-EC-CL

        Fort Chaffee Project Office





CESWL-EC-CF

OPERATIONS DIVISON FIELD OFFICES

Beaver Project Office







CESWL-OP-BV
Clearwater Project Office






CESWL-OP-CW
Greers Ferry Project Office






CESWL-OP-GF
    Greers Ferry Powerplant






CESWL-OP-GF

Millwood Tri-Lake Project Office





CESWL-OP-MW

    DeQueen Lake Branch






CESWL-OP-MW

    Dierks Lake Branch







CESWL-OP-MW

    Gillham Lake Branch 






CESWL-OP-MW

    Millwood Lake Branch 






CESWL-OP-MW   
Mountain Home Project Office





CESWL-OP-MH
     Bull Shoals Powerplant






CESWL-OP-MH

     Norfork Powerplant







CESWL-OP-MH

     Norfork Lake Branch






CESWL-OP-MH

     Bull Shoals Lake Branch






CESWL-OP-MH

Nimrod-Blue Mountain Project Office




CESWL-OP-NB

     Blue Mountain Lake Branch





CESWL-OP-NB

     Nimrod Lake Branch






CESWL-OP-NB

Pine Bluff Project Office






CESWL-OP-PB
Russellville Project Office






CESWL-OP-RV

     Dardanelle Powerplant






CESWL-OP-RV

     Ozark Powerplant







CESWL-OP-RV

     AR River Branch







CESWL-OP-RV

     Dardanelle Lake Branch






CESWL-OP-RV
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Russellville Project Office Continued…




CESWL-OP-RV

Ozark Lake Branch







CESWL-OP-RV

Table Rock Project Office






CESWL-OP-TR
    Beaver Powerplant







CESWL-OP-TR
    

    Table Rock Powerplant






CESWL-OP-TR

B-2
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Decorations, Awards, and Honors

TEAM AWARDS

Index
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1.  Purpose.  To prescribe policy and procedures governing the Little Rock District Team Awards Program.  

2.  Reference.  SWDR 672-20-1, Army Incentive Awards Program, 15 October 1999 .

3.  Scope.  The Team Awards Program applies to all organizations, managers, and employees of the Little Rock District.  Contractor employees are not eligible for awards through this Program.  

4.  General.  The Team Awards Program was established to recognize and reward outstanding team performance and to promote teamwork throughout all activities and processes of the Little Rock District.  Team Awards will be given in recognition of significant accomplishments or service provided by a formal or informal team.  Supervisors, team leaders, team members, customers, or stakeholders may nominate a team for a team award.  Nominations for team awards may be submitted at any time 
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throughout the year.  See paragraph 8 for submission deadlines.  The Awards Committee will evaluate all nominations received during a given quarter and those meeting the criteria will receive a Quarterly Team Award.  Submissions not meeting the criteria for the Commander’s Team Award will receive a Team Recognition Award.  All Teams receiving a Commander’s Quarterly Team Award will be automatically considered for the Commander’s Team of the Year Award to be given during Engineer Day Ceremonies.

5.  Definitions.

     a.  Team.  Two or more individuals joining together to accomplish a mutual goal.  Teams may be cross functional or within a single organization or work group.

     b.  Formal Team.  A team appointed in writing and typically defined under a project management plan.

     c.  Informal Team.  A team not appointed in writing or appointed by the Commander and forming either through mutual interest or at the direction of  a team leader or supervisor to solve a problem or accomplish a specific task.

6.  Award Categories.

     a.  Commander’s Quarterly Team Award.  A monetary award given to members of a team nominated and recognized by the Awards Committee as having demonstrated the attributes of an effective team and having achieved measurable outcomes or meaningful contributions to the goals and mission of an organization or the Little Rock District. 

     b.  Commander’s Quarterly Team Recognition Award.  A non-monetary value given to recognize team members nominated but not receiving a Quarterly Team Award. 

     c.  Commander’s Team of the Year Award.  An annual award given on Engineer’s Day to the Team(s) selected from the Quarterly Team Award recipients by the Incentive Awards Committee as demonstrating the highest team attributes and the most significant contributions to the District during the past fiscal year.   

7.  Funding and Payment of Cash Awards.   All cash awards will be funded by the organization of the award recipients and will be issued by electronic funds transfer.  Members of a team receiving the Command’s Quarterly Award Team will receive a cash award of $250.00.  Members of a Team receiving the Commander’s Annual Team Award will receive $500.00.
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8.  Award Timing and Nomination Deadlines.  Nominations may be submitted any time during the fiscal year.  The following timeframes will determine the quarter for which the nominations will be considered.  The Annual Award will be chosen from the Quarterly Award Recipients for presentation on Engineer Day in June.

	Month Nomination Submitted
	Quarterly Award Month
	Annual Award

	May, Jun, Jul
	Aug
	

	Aug, Sep, Oct
	Nov
	

	Nov, Dec, Jan
	Feb
	

	Feb, Mar, Apr
	May
	

	
	Jun


9.  Award Nomination Procedures.

     a.  Nominations for awards must be submitted using the form shown at Appendix A.  Any District employee, supervisor, customer, or stakeholder may nominate a team.

     b.  It is the responsibility of the nomination submitter to obtain the Team Leader’s validation of the team membership and the goal validation statement.  

     c.  Nominations are submitted to the Public Affairs Office for presentations to the Incentive Awards Committee for evaluation.  The Committee will use the form at Appendix B to evaluate and select award recipients.   
     d.  All nominations for a formal team must include the results of a Team Evaluation.  Examples of team evaluations are shown at Appendix C.  The type of evaluation is not important.  What is important is the fact that the team conducted an evaluation and recorded the results in order to share lessons learned and strategies for the overall benefit of District teams.

     e.  Repeat submissions will not be accepted.
3 Appendixes                                                  WALLY Z. WALLACE

1.  A - Team Award Nomination Form          Colonel, EN

2.  B - Team Award Evaluation Form            Commanding

3.  C - Team Evaluation Examples 

DISTRIBUTION:  A
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APPENDIX A

	TEAM AWARD NOMINATION FORM (Page 1 of 2)

	  Directions:

1. The individual submitting the nomination is responsible for obtaining Team Leader validation of team composition and project goals.
2. Comments are required in each of the four categories identified on page 2 of the nomination worksheet.  As many of the elements as possible should be addressed within each category.   Category comments must be submitted on plain white paper using Times New Roman 12 point font. 
3. Submit completed Team Award Nomination From and Worksheet Comments to the Public Affairs Office. 

	 Team Type:  ______ Formal Team   ______ Informal



	 Team Name:
	 Date:

	 Briefly Describe the Team's project goals.

 

	 
	Name
	Phone Number
	Office Symbol

	 Nominated By:
	 
	
	 

	 Team Leader:
	 
	
	 

	 Team Members:
	 
	
	 

	 
	 
	
	 

	 
	 
	
	 

	 
	 
	
	 

	 
	 
	
	 

	 
	 
	
	 

	 
	 
	
	 

	 
	 
	
	 

	 
	 
	
	 

	 
	 
	
	 

	 Team Evaluation Forms Included:  ______Yes  ______ No 

	 Validation of Team Composition

 Team Leader Signature:                                                                                       Date:

	 Signature of Nominator:                                                                                       Date:    


A-1

	NOMINATION CATEGORY WORKSHEET (Page 2 of 2)



	 TEAM COMPOSITION

 Leadership - Leader had necessary team management skills.

 Roles - Members were clear about what is expected of them.

 Team Size - The team was appropriately sized to ensure effective communication & decision-making.

 Team Diversity – Team diverse enough to represent a variety of ideas and or disciplines.

 Team Evaluation - Team evaluation forms were completed.

 Project Management Plan - The team had a written project management plan.



	 TEAMWORK

 Openness - Members felt free to express their views.

 Conflict Resolution - Interpersonal differences were resolved openly and constructively.

 Cooperative - The team worked together to accomplish goals.

 Conflict Resolution - The team adapted to overcome special circumstances.

 Decision Making - Team members had an opportunity to participate in decision-making.

 Efficiency - The team used its time and resources well.

 Meetings - Meetings were well planned and well attended.



	 CUSTOMER/STAKEHOLDER FOCUS

 Customers - Customer representatives were included.

 Stakeholders - Stakeholder representatives were included.

 Informed Management - The team regularly briefed management on progress.

 Customer Focus - The team's primary emphasis on satisfying the customer's needs.

	 PROJECT PERFORMANCE

 Goals - The team's goals/outcomes were well defined.

 High Quality Work - The goals, objectives, targets were met within the project boundaries.

 Timeliness - The goals were met within the given timeframe.

 Innovation- The team used a creative approach in problem solving.

 Mission - The project contributed to the mission and goals of the organization.
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APPENDIX B

       Team Award Evaluation Form

	Incentive Award Committee Team Award Evaluation Form



	Team:
	Award Period:

	
	Disagree -------- Agree
	
	
	

	Evaluation Item
	1
	2
	3
	4
	5
	Score
	Weight
	Score x Weight

	TEAM COMPOSITION
	
	
	
	
	
	
	
	

	Leadership - Leader had necessary team management skills
	
	
	
	
	
	
	1
	

	Roles - Members were clear about what is expected of them
	
	
	
	
	
	
	1
	

	Team Size - Team was appropriately sized to ensure effective communication & decision making
	
	
	
	
	
	
	1
	

	Team Diversity – Team diverse enough to represent a variety of ideas and or disciplines
	
	
	
	
	
	
	1
	

	Team Evaluation - Team evaluation forms were completed 
	
	
	
	
	
	
	1
	

	Project Management Plan - Team had a written project management plan
	
	
	
	
	
	
	1
	

	TEAMWORK
	
	
	
	
	
	
	
	

	Openness – Members felt free to express their views
	
	
	
	
	
	
	1
	

	Conflict Resolution - Interpersonal differences were resolved openly and constructively
	
	
	
	
	
	
	1
	

	Cooperative - The team worked together to accomplish goals
	
	
	
	
	
	
	1
	

	Conflict Resolution - The team adapted to overcome special circumstances
	
	
	
	
	
	
	1
	

	Decision Making - Team members had an opportunity to participate in decision making
	
	
	
	
	
	
	1
	

	Efficiency – The team used its time and resources well
	
	
	
	
	
	
	1
	

	Meetings - Meetings were well planned and well attended
	
	
	
	
	
	
	1
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	CUSTOMER/STAKEHOLDER FOCUS
	
	
	
	
	
	
	
	

	Customers - Customer representatives were included 
	
	
	
	
	
	
	2
	

	Stakeholders - Stakeholder representatives were included
	
	
	
	
	
	
	2
	

	Informed Management - The team regularly briefed management on progress
	
	
	
	
	
	
	2
	

	Customer Focus - The team's primary emphasis on satisfying the customer's needs
	
	
	
	
	
	
	2
	

	PROJECT PERFORMANCE
	
	
	
	
	
	
	
	

	Goals - The team's goals/outcomes were well defined
	
	
	
	
	
	
	2
	

	High Quality Work - The goals, objectives, targets were met within the project boundaries
	
	
	
	
	
	
	2
	

	Timeliness - The goals were met within the given timeframe
	
	
	
	
	
	
	2
	

	Innovation- The team used a creative approach in problem solving
	
	
	
	
	
	
	2
	

	Mission - The project contributed to the mission and goals of the organization
	
	
	
	
	
	
	2
	

	
	
	
	
	
	
	
	Total
	

	Evaluator Comments:
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APPENDIX C

Team Evaluation Examples

Example # 1

	Team Report Card

	
	
	
	
	
	
	

	
	Disagree             Agree
	

	Communication
	1
	2
	3
	4
	5
	Total

	Timely
	
	
	
	
	
	

	Accurate
	
	
	
	
	
	

	Clear
	
	
	
	
	
	

	Total
	

	
	
	
	
	
	
	

	Conflict Resolution
	1
	2
	3
	4
	5
	Total

	Quick
	
	
	
	
	
	

	Clear
	
	
	
	
	
	

	Honest
	
	
	
	
	
	

	Total
	

	
	
	
	
	
	
	

	Teamwork
	1
	2
	3
	4
	5
	Total

	Open
	
	
	
	
	
	

	Coordinated
	
	
	
	
	
	

	Supportive
	
	
	
	
	
	

	Total
	

	
	
	
	
	
	
	

	Cooperation
	1
	2
	3
	4
	5
	Total

	Interdependent
	
	
	
	
	
	

	Trusting
	
	
	
	
	
	

	Supportive
	
	
	
	
	
	

	Total
	

	
	
	
	
	
	
	

	Relationship
	1
	2
	3
	4
	5
	Total

	Appreciation
	
	
	
	
	
	

	Encouragement
	
	
	
	
	
	

	Supportive
	
	
	
	
	
	

	Total
	

	Grand Total
	

	General Comments:
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	Team Leader Evaluation Form
	 Not Applicable
	 Did Not Meet

 Expectations
	 Improvement

 Needed
	 Met

 Expectations
	 Exceeded

 Expectations

	Leadership - The leader practiced sound team management skills
	0
	1
	2
	3
	4

	Goals - The leader defined the goals of the team
	0
	1
	2
	3
	4

	Decision Making - The leader encouraged group decision making
	0
	1
	2
	3
	4

	Roles - The leader made the members aware of what was expected of them
	0
	1
	2
	3
	4

	Meetings - Meetings were well planned and organized
	0
	1
	2
	3
	4

	Team Size/Make-up - The team was appropriately sized and diverse
	0
	1
	2
	3
	4

	Openness - The leader welcomed ideas from each member and was open to their suggestions.
	0
	1
	2
	3
	4

	Conflict Resolution - The leader facilitated constructive resolution of differences.
	0
	1
	2
	3
	4

	Focus - The leader kept the team focused on the task at hand
	0
	1
	2
	3
	4

	Interdependency - The leader encouraged an interdependency between the members and encouraged sharing responsibilities evenly
	0
	1
	2
	3
	4

	Informed Management - The team regularly briefed management on progress
	0
	1
	2
	3
	4

	Team Member Evaluation
	
	
	
	
	

	Goals - The member worked diligently to accomplish the goals of the team
	0
	1
	2
	3
	4

	Decision Making - Team member participated in decision making
	0
	1
	2
	3
	4

	Roles - members were clear about what is expected of them
	0
	1
	2
	3
	4

	Meetings - Meetings were well planned and attended
	0
	1
	2
	3
	4

	Openness - The member expressed their views openly and was considerate of the ideas from other team members
	0
	1
	2
	3
	4

	High Quality Work - The member contributed towards accomplishing the goals, objectives, targets within the project boundaries
	0
	1
	2
	3
	4

	Creative Suggestions - The member offered suggestions and explored various solutions
	0
	1
	2
	3
	4

	Cooperative - The member worked well with the other members of the team and treated them with respect.
	0
	1
	2
	3
	4

	Dedicated - The member was dedicated to accomplishing the goal and gave his/her full effort.
	0
	1
	2
	3
	4
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