
CESAS-RD November 14, 2012 

MEMORANDUM FOR SEE DISTRIBUTION 

SUJECT: Internal Processing Policy for Mitigation Bank Projects and Credit Releases 

I. Purpose: To ensure proposed mitigation bank projects within the Savannah District are 
processed consistently with the established standards and criteria developed in the Mitigation 
Rule (33 CFR Part 332) (Rule) and the Savannah District's "Guidelines to Establish and Operate 
Mitigation Banks in Georgia (Guidelines)," dated January 14, 2011. This policy paper 
supersedes both the "Mitigation Bank Consistency Review within the Savannah District, 
Regulatory Division," dated November 25, 2009, and "Mitigation Bank Credit Release Checklist 
and Credit Release Letter Review within the Savannah District, Regulatory Division," dated 
November 18, 2011. 

2. Phase I Review - (Draft Prospectus): Coordination ofthe Draft Prospectus with the 
Mitigation Program Manager (MPM) is optional. Project Managers (PMs) and Regulatory 
Specialists (RSs) may informally initiate discussions with the MPM for technical assistance. If 
an Interagency Review Team (IRT) field visit is scheduled during this phase, the PM/RS will 
invite the MPM to participate. The PM/RS will complete the processing ofPhase I within 30 
days from receipt of the complete Draft Prospectus. Refer to 33 CFR 332.8(d)(3) for more detail 
regarding Phase I of the banking process. 

3. Phase II Review- (Prospectus): Coordination of the Prospectus with the MPM is optional. 
PMs and RSs may informally initiate discussions with the MPM for technical assistance. Ifan 
IRT field visit is scheduled during this phase, the PMIRS will invite the MPM to participate. 
The PM/RS will issue a Public Notice advertising the Complete Prospectus within 15 days of 
receipt and complete the processing ofPhase II within 90 days from receipt of the complete 
Prospectus. Refer to 33 CFR 332.8(d)(3,4, and 5) for more detail regarding Phase II of the 
banking process. 

4. Phase III Review- (Draft Banking Instrument): Coordination of the Draft Banking 
Instrument with the MPM is not optional. See the following action steps: 

a. Following the initial receipt of a Draft Banking Instrument (Draft Bl), PMs and RSs will 
schedule a proj ect meeting with the MPM to determine completeness. Once determined 
complete, the PM/RS will direct the bank sponsor to forward copies of the Draft BI to the IRT 
for a 30-day review period. 

b. Within 90 days of receipt of a complete Draft BI, the PM/RS will complete coordination 
with the MPM and provide written notification to the bank sponsor that: 

(1) The Draft BI is consistent with the Rule/Guidelines and recommend proceeding to 
preparation of the Final BI, or; 
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and/or National Marine Fisheries Service do not forward the issue to their Headquarters within 
15 days from the date of Savannah District's response, the Corps will move forward with their 
intended action. 

7. Credit Release Letters: Upon receipt of a credit release request from a Bank Sponsor or their 
consultant, the PMIRS will review any submitted supporting documentation (i.e., restrictive 
covenants, construction as-built reports, and/or annual monitoring reports), and schedule/conduct 
a site visit, if necessary. It may be necessary to solicit comments regarding the request from 
members of the IRT. In instances where IRT coordination is required (i.e., construction/planting 
releases, and annual monitoring releases), IRT members should be given 15 days, from the date 
ofthe site visit or transmittal of requested documents, to provide comments. Once the PMIRS 
has determined that a credit release is warranted, he or she should compose a credit release letter 
using the appropriate template in the ORM database. The letter should be routed to the 
appropriate Section Chief for review. Following the initial review by the Section Chief, the 
credit release letter will be forwarded to the MPM for technical review. Ifnecessary, the MPM 
will schedule a meeting with the PMJRS and the Section Chief for clarification ofany potential 
technical issues. If the Section Chiefhas not received a written response from the MPM within 
5 days oftransmittal, the Section Chiefmay proceed with issuance of the credit release letter. 
Within 45 days of receipt of the request for a credit release, a formal written response will be 
issued to the Bank Sponsor (i.e., a credit release letter or credit release denial letter). 

8. Instruction Documents: For detailed information regarding responsibil ities and procedures 
related to the ORM 2 and RIB ITS databases, please refer to Appendix A (ORM 2) and Appendix 
B (RIBITS). 

Encls David Crosby 
Acting Chief, latory Division 

DISTRIBUTION: 
CESAS-RD (File) 
CESAS-RD-M 
CESAS-RD-C 
CESAS-RD-P 
CESAS-RD-M (Beamon) 
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APPENDIX A 


Appendix A 



ORM Protocol for Savannah District 

November 14, 2012 


l. PHASE I. When a Complete Draft Prospectus is received and has been assigned a project 
number in ORM, the Bank Manager (PM/RS) should begin creation of an action in ORM. 

a. The Bank Manager will create open the action as "Develop Mitigation Bank" in ORM and 

will input and upload all information possible based on what is contained in the Draft Prospectus 
(acreage, USACE file number, bank type, credit type(s), bank sponsor information, POC 
information (ifdifferent), Primary/Secondary Service Area(s), etc), to include uploading the 
Draft Prospectus to the ORM Server. Additionally, the ORM POC/Administrator will create 

Folders within the ORM Server titled Banking Instrument Documents, Credit Releases, 
Monitoring Reports, and Maps to mirror the ORM Server in RIB ITS. These folders will later be 
used by the Bank Manager (PMIRS) when uploading documents to the ORM Server (30-day 
window). 

b. Day 1 of the Phase I, 30-day window begins with receipt of Draft Prospectus and Phase I 
ends as of the date of the letter to applicant/agent that states "proceed to Prospectus Phase." 

2. PHASE II. When a Complete Prospectus is received, the Bank Manager (PM/RS) must 
immediately upload the document to the ORM Server and open a "Coordinate with 
Applicant/Agent" and a "Coordinate with External Agency." 

a. Day I ofthe Phase II, 90-day window begins with receipt of Complete Prospectus and 
Phase II ends as of the date of the letter to applicant/agent that states "proceed to Draft Banking 
Instrument Phase.'' 

b. A Public Notice advertising the Complete Prospectus shall be issued within 15 days of 

receipt of the Prospectus. The Public Notice must be immediately uploaded to the ORM server 
and a Public Notice sub-action shall be created with a begin date of the date of the notice. The 
end date shall be the date the comment period ends. 

3. PHASE Ill. When the Complete Draft Banking Instrument is received, the bank's assigned 
PM/ RS should immediately upload this document into the ORM Server and open a "Coordinate 
with Applicant/Agent" and a "Coordinate with External Agency." 

a. Day 1ofPhase III, 90-day window begins with receipt of Complete Draft Banking 
Instrument and Phase III ends as of the date of the letter to applicant/agent that states "proceed to 
Final BI Phase." 
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4. PHASE IV . When the Complete Final Bank Instrument is received, the bank's assigned 
PMIRS should immediately upload this document into the ORM Server open a "Coordinate with 
External Agency." 

a. Day I of the Phase IV, 45-day window begins with receipt of Complete Final Banking 
Instrument and Phase IV ends as of the date of the letter to applicant/agent that states mitigation 
bank has been approved. 

5. Once the bank has been approved, the Bank Manager (PM/RS) must finalize the Develop 
Mitigation Bank ORM action with the date the Bank Approval letter is signed and immediately 

upload the letter to the ORM Server. 

a. The end date should match the end date of the previous phase. 

6. When a credit release is made, the Bank Manager (PMIRS) must enter the request into ORM 
as a Compliance action and upload a PDF of the release letter to the ORM Server 

a The start date for the Compliance action will be the date we received the release request 
and the end date will be the date of the letter approving the credit release. Ifa site visit is needed 
this will be indicated within the "Compliance" action and not as a separate action or sub-action. 
Credit releases will be approved or additional information will be requested within 15 days of 
receipt of the request. 

**Please note that due to the importance of credit releases, these transactions shall be 
entered into ORM within 24 hours of a signed credit release letter to the banker. 

7. Any other relevant documents may be loaded to the ORM Server as they become available. 
These may include letters from other agencies, inspection reports, letters from the Corps to the 
banker regarding deficiencies, etc. Ifyou have a question regarding whether something should 
be loaded to the ORM Server or not, please contact your ORM POC. 
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ORM Screen Shot Tutorial 


Savannah Distric1, Regula1 ory Division 

October 2 -, 2~ 12 


For use in conjuncTion with tl 1e docu nent entitled, "C)R f\11 

Protucol for Savannah Oistrict" dated 26 Octobe r 2012 
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Phase I-IV 
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RIBITS Responsibilities and Procedures 

November 14, 2012 


1. The purpose of this document is to identify the roles and responsibilities of Savannah District, 
Regulatory Division staff with regard to the Regulatory In-lieu Fee and Bank Information 
Tracking System (RIBITS). This document supersedes and replaces the document entitled, 
' 'INFORMATION PAPER," dated November 18, 2011, regarding the subject of"Mitigation 
Bank Credit Release Checklist and Credit Release Letter Review within the Savannah District, 
Regulatory Division." 

2. For the purposes of this document, the term RIBITS Point of Contact (POC) or RIBITS 
administrator refers to those individuals within the Savannah District who hold the role of 
"Administrator" in the RIBITS system and are designated as POC (as of September 26,2012, 
these include David Crosby or Kathrine Freas where mitigation banks are concerned~ and 
William Rutlin where the In-lieu Fee program is concerned). 

3. For the purposes of thi s document, the term "Bank Manager" refers to a Regulatory Project 
Manager or Regulatory Specialist who has been assigned to a mitigation bank in ORM, and 
subsequently in the RIBITS system. 

4. The responsibilities of the RIBITS POC/Administrator are as follows: 

a Create pending mitigation banks in RIB ITS based on information contained in a Draft 
Prospectus provided by Bank Managers (specifically, enter acreage, US Army Corps of 
Engineers file #, bank type, credit type( s ), bank sponsor contact information, bank POC contact 
information (consultant) and type, create service areas, create folders in cyber repository 
(Banking Instrument Documents, Credit Releases, Monitoring, Maps, Sales Notices, Sales 
Ledgers, and Other), and upload the Draft Prospectus document file into the cyber repository). 

b. Assist Bank Managers with RIB ITS as needed. 

c. Create new users (assign username and password to new Bank Managers). 

d. Change assigned Bank Managers in RIBITS as needed based on workload assignments 
made by management. 

e. Assist bankers and the public with RIB ITS as needed. 
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5. The responsibilities of Bank Managers are as follows: 

a Be able to login to the RIBITS database and locate assigned mitigation banks (refer to 
sections I and II of the attached screen shot tutorial for detailed instructions). 

b. Within 5 business days of receipt ofa Draft Prospectus document (Phase I), provide a 
digital copy of the document to the RIBJTS POC (Freas) for bank creation. The document 
should be transmitted via email or by placement ofdocument in the ORM database. Reference 
the USACE file number when transmitting this document. 

c. Within 5 business days of receipt of a Prospectus document (Phase II), upload the 
document to the cyber repository. Correct/update any bank-specific data in RIBITS ifneeded 
(refer to section III. of the attached screen shot tutorial for detailed instructions on uploading 
documents, and section IV . for detailed instructions on updating bank data). 

d. Within 5 business days ofreceipt of a Draft Banking Instrument (Phase III), upload the 
document to the cyber repository. Correct/update any bank-specific data in RIBITS ifneeded 
(refer to section III of the attached screen shot tutorial for detailed instructions on uploading 
documents, and section rv for detailed instructions on updating bank data). 

e. Within 5 business days ofreceipt ofa Final Banking Instrument (Phase IV), upload the 
document to the cyber repository. Correct/update any bank-specific data in RIBITS if needed 
(refer to section III of the attached screen shot tutorial for detailed instructions on uploading 
documents, and section IV for detailed instructions on updating bank data). 

f. Within 2 business days of the approval ofa mitigation bank, change the bank's status in 
RIB ITS from "Pending" to "Approved., In the same RIB ITS session, create initiation 
transactions in the bank' s ledger and upload a digital copy (PDF format) of the approval 
documents to the cyber repository (refer to section V of the attached screen shot tutorial for 
detailed instructions on changing the bank' s status, section VI for detailed instructions on 
creating initiation transactions, and section III for detailed instruction on uploading a document 
to the cyber repository). 
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g. Within 24 hours of the transmittal ofa credit release letter to the banker, the bank manager 

is responsible for creating a credit release transaction in the RIBITS Ledger. In the same 
RIBITS session, the bank manager should upload a digital copy (PDF format) of the credit 
release letter, as well as the monitoring report, as-built drawings, Restrictive Covenants, or 
Conservation Easement that prompted the release, to the cyber repository (refer to section VII of 
the attached screen shot tutorial for detailed instructions on creating the credit release, and 
section III for detailed instructions on uploading the credit release letter to the cyber repository). 

h. Upload site inspection reports, photos, and other letters/documents to the cyber repository 
as they become available (refer to section III of the attached screen shot tutorial for detailed 
instructions). 

i. Update/change other bank information (size ofbank, number of initiation credits, bank 
sponsor, consultant, etc.) as needed (refer to section IV of the attached screen shot tutorial for 
detailed instructions). 

6. Should a Bank Manager have any questions regarding the above procedures and 
requirements, he or she should direct those questions to a RIBITS POC. 
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RIBITS Screen Shot Tutorial 

Savannah District, Regulatory Division 


September 26, 2012 


For use in conjunction with the document entitled, "RIB ITS Responsibilities and Procedures," 
dated September 26, 2012. 



I. To Login to RlBITS: 
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II. To fmd your bank in RIBITS, follow previous directions to login, then: 
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III. To upload a document to the Cyber Repository, follow the previous instructions to 
login and find your bank, then: 
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4. Find the saved docwnent (on your hard 
drive, on a shared drive, el;c) and cl ick on it. 

5. Click "Open". 
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on size, this could take several minutes-be patient! 
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IV. To update/edit information for a bank, follow the previous instructions to login and go 
to the bank's page, then: 
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8. To changetupdate Bank POC ( con.sllltant, credits sales 
person. etc) information. go to the "Edit Bank" screen, 
scroll down to Lhe "Bank POC s .. box Wld click on"Pick··. 
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9. Once you are here. follow r.he in.st.ructions that arc 
displayed on the webpage to change sponsor or update 
spon:ror inlomullion. 
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10. When youhavc finiShed making 
your chWlgeS, click ~Finish". 
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V. To change a bank's status, follow the previous instructions to login, go to the bank's 
page, and go to the "Edit Bank" page, then: 
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2 . Clickon lhe drop down arrow and choose the 
bank's new status (you should be choosing"Approvecf' 
unless you have consulted with your RffilTS POC). 
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3. Click on the calendaricon and Lite cal endar 
(shown belo'l'l') v.i.U up. 

4. Click on the dnte of approv~l in the 
calendar. 

5. Once the dale appears in the "Record 
History Date" box, click "Save" 
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6. When you hav.e finished malting 
changes, click " Apply Changes" . 
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VI. To enter Credit Initiation Transactions, follow the previous instructions to login and 
go to the bank's page, then: 
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l. Click on !.he drop downarrow and select 
"Initiation" . 

" illlliiLlll' 

2. Click on the drop down arrow and select 
the " Type" either wetland QC stream. 

3. Click on the drop down arrow and select the 
"Credit C1assification"-cit.hcr wetlnnd orstream. 

4. Qick on the calendar icon-a calendar 
should Click on the dale of release. 
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7 . Click on Ule drop down arrow for-Mitigation 
Type"' and select the activity th:at will genemte 
lllll credits being en1ered. 

6. 'J)pe in the number ofacre~ar feel thai 
would reSlllt in Ibis creditgenern!ion.. ••use the 
drop down arrow in lhc next box (sho"'nhere liS 

"Acres•) to select Acres a l.inear Feet. 
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L NOTE: For ead• credll- gcocratLng activity (resloraUon, enbanccmcol, presc.-vaUoo, etc), you will need to 
enter ll s('paratt Initiation trruJSllctlon.. This mean s y ou m11y·have m ore tban one weliand lnltlatlon 
TransadJon, as well as stream Inlllal1on Trausadfon. The Information to enter here should bt r ound In lhe 
Flnal Banking Instrument Please follow these lnstrucllons for eacll l nttlatlon Trans3dJon--lfyou need 
assistance, contact your RlDIT S roc. 

... -ustr~ Stolf.2012A- ,__, -·•ed ,_ ~_......s:rm ,.. ll. Once you haveentered the release on the 
,_ CfMf4s c...... c. c...sn. ,...p .. iJi.ilt~ "" ledger, dick on •Bank Info" to go back to lhe 

c

-~~~:0; ·· ·· ···.. ·;0 ·· ..······· 0 .. . ...... ;0 ··· ·· .. ;00 I::,'::'' "'' bank's page and follow the previous lnstructlom to 
,.,..m - ,_ upload Uae Credit. Release Letter Into U1e ·C yber 
--~a.:i .............o...........o..........o......ioiJ0 ~------------t.._R_e_p_os_lto_r...-r_. ---------------

twzl'Oallftll1tn..,.O~ BoR=-B¥«1Cit tcfttft~ttoer.atl 

TMmdl•WLI=--iohcWn ctfstt!a!dS:I'M:tC'icfti i!Ji f'.#ll ~tttttCfX!~~ott.CI4)Ct.ratf(:"';;l~s.h.."UeeotAQMe:at!ICaponsoruPOCIO~Xlnlc:ttc:lli'1!1!:a:="t 

After you click "Create", you will be brought back to 
the ledger screen. The release transaction sltould be at 1------1---------
lhe bcnom oflhe ledger. 

NOTE: This Is where aoy commen ts 
you entered wUI 



VII. To enter a Credit Release , follow the previous instructions to login and go to the 
bank's page, then: 
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9. Type in other conuncnt~ as needed-i.e. 
"Partial release due to failed planting.." 
BJ<: AWARE-TH ESE COMME NTS WILL 
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---------1 Repository.-·~:; .................. 0 ........... 0 .......... 0 ······;OO(j 
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CESAS-RD November 14, 2012 

MEMORANDUM FOR SEE DISTRIBUTION 

SUJECT: Internal Processing Policy for Mitigation Bank Projects and Credit Releases 

I. Purpose: To ensure proposed mitigation bank projects within the Savannah District are 
processed consistently with the established standards and criteria developed in the Mitigation 
Rule (33 CFR Part 332) (Rule) and the Savannah District's "Guidelines to Establish and Operate 
Mitigation Banks in Georgia (Guidelines)," dated January 14, 2011. This policy paper 
supersedes both the "Mitigation Bank Consistency Review within the Savannah District, 
Regulatory Division," dated November 25, 2009, and "Mitigation Bank Credit Release Checklist 
and Credit Release Letter Review within the Savannah District, Regulatory Division," dated 
November 18, 2011. 

2. Phase I Review - (Draft Prospectus): Coordination ofthe Draft Prospectus with the 
Mitigation Program Manager (MPM) is optional. Project Managers (PMs) and Regulatory 
Specialists (RSs) may informally initiate discussions with the MPM for technical assistance. If 
an Interagency Review Team (IRT) field visit is scheduled during this phase, the PM/RS will 
invite the MPM to participate. The PM/RS will complete the processing ofPhase I within 30 
days from receipt of the complete Draft Prospectus. Refer to 33 CFR 332.8(d)(3) for more detail 
regarding Phase I of the banking process. 

3. Phase II Review- (Prospectus): Coordination of the Prospectus with the MPM is optional. 
PMs and RSs may informally initiate discussions with the MPM for technical assistance. Ifan 
IRT field visit is scheduled during this phase, the PMIRS will invite the MPM to participate. 
The PM/RS will issue a Public Notice advertising the Complete Prospectus within 15 days of 
receipt and complete the processing ofPhase II within 90 days from receipt of the complete 
Prospectus. Refer to 33 CFR 332.8(d)(3,4, and 5) for more detail regarding Phase II of the 
banking process. 

4. Phase III Review- (Draft Banking Instrument): Coordination of the Draft Banking 
Instrument with the MPM is not optional. See the following action steps: 

a. Following the initial receipt of a Draft Banking Instrument (Draft Bl), PMs and RSs will 
schedule a proj ect meeting with the MPM to determine completeness. Once determined 
complete, the PM/RS will direct the bank sponsor to forward copies of the Draft BI to the IRT 
for a 30-day review period. 

b. Within 90 days of receipt of a complete Draft BI, the PM/RS will complete coordination 
with the MPM and provide written notification to the bank sponsor that: 

(1) The Draft BI is consistent with the Rule/Guidelines and recommend proceeding to 
preparation of the Final BI, or; 
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(2) The Draft BI is inconsistent with the Rule/Guidelines, and identify changes required 
prior to submittal of the Final BI. 

c. It is strongly encouraged that PMs/RSs initiate writing and coordination of the Banking 
Instrument Evaluation and Findings Form (BIEFF), in coordination with the MPM, during this 
phase. 

5. Phase IV Review - (Final Banking Instrument): Coordination of the Final Banking 
Instrument with the Section Chief and MPM is not optional. See the following action steps: 

a. Within 30 days of initial receipt of the Final Banking Instrument (Final BI), the PMIRS will 
finalize the BIEFF, Transmittal Letter, and Bank Authorization, and submit these deliverables to 
their Section Chief for review. Following the initial review by the Section Chief, the above 
deliverables will be forwarded to the MPM for technical review. If necessary, the MPM will 
schedule a meeting with the PMIRS and the Section Chief for clarification of any potential 
technical issues. Ifthe BIEFF, Transmittal Letter, and Bank Authorization are consistent with 
the Rule, Guidelines, and internal policies, the MPM will sign the BIEFF and forward all 
deliverables to the appropriate Section Chief for final processing. 

b. If the Final BI is collectively determined complete within 30 days of receipt, the MPM will 
formally notify the IRT (via a 15-day email notification) that the Savannah District, US Anny 
Corps of Engineers (Corps) intends to approve the Final Bl. If the Final BI is determined 
incomplete, the PMIRS, Section Chief, and the MPM will schedule a meeting with the bank 
sponsor and their consultant to discuss the inconsistencies and measures needed to bring the 
mitigation bank into compliance. If the inconsistency issues cannot be resolved in a timely 
manner, the PMIRS should discuss administrative withdrawal of the application with their 
Section Chief. 

c. Ifno IRT member objects to the Corps' approving the Final BI by initiating the dispute 
resolution process (see Section 6 below), the Corps will proceed to final approval. Following the 
expiration of the 15-day email notification to the IRT, the Section Chief will sign the BIEFF, 
Transmittal Letter, and Bank Authorization. 

6. IRT Dispute Resolution: Ifan IRT member formally objects to the Corps' plan to approve a 
Final BI within the 45 day review period, the MPM and PMIRS will draft a white paper outlining 
Savannah District's rationale for moving forward toward BI approval. This white paper will be 
provided by the MPM to the Mitigation PDT for policy review. Within 30 days from the date of 
the IRT letter of formal objection, Savannah District will provide a response to the objecting IRT 
member outlining the Corps' intent to disapprove, approve, or modify the instrument in light of 
the formal objection. If the US Fish and Wildlife Service, US Environmental Protection Agency, 
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and/or National Marine Fisheries Service do not forward the issue to their Headquarters within 
15 days from the date of Savannah District's response, the Corps will move forward with their 
intended action. 

7. Credit Release Letters: Upon receipt of a credit release request from a Bank Sponsor or their 
consultant, the PMIRS will review any submitted supporting documentation (i.e., restrictive 
covenants, construction as-built reports, and/or annual monitoring reports), and schedule/conduct 
a site visit, if necessary. It may be necessary to solicit comments regarding the request from 
members of the IRT. In instances where IRT coordination is required (i.e., construction/planting 
releases, and annual monitoring releases), IRT members should be given 15 days, from the date 
ofthe site visit or transmittal of requested documents, to provide comments. Once the PMIRS 
has determined that a credit release is warranted, he or she should compose a credit release letter 
using the appropriate template in the ORM database. The letter should be routed to the 
appropriate Section Chief for review. Following the initial review by the Section Chief, the 
credit release letter will be forwarded to the MPM for technical review. Ifnecessary, the MPM 
will schedule a meeting with the PMJRS and the Section Chief for clarification ofany potential 
technical issues. If the Section Chiefhas not received a written response from the MPM within 
5 days oftransmittal, the Section Chiefmay proceed with issuance of the credit release letter. 
Within 45 days of receipt of the request for a credit release, a formal written response will be 
issued to the Bank Sponsor (i.e., a credit release letter or credit release denial letter). 

8. Instruction Documents: For detailed information regarding responsibil ities and procedures 
related to the ORM 2 and RIB ITS databases, please refer to Appendix A (ORM 2) and Appendix 
B (RIBITS). 

Encls David Crosby 
Acting Chief, latory Division 

DISTRIBUTION: 
CESAS-RD (File) 
CESAS-RD-M 
CESAS-RD-C 
CESAS-RD-P 
CESAS-RD-M (Beamon) 
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APPENDIX A 


Appendix A 



ORM Protocol for Savannah District 

November 14, 2012 


l. PHASE I. When a Complete Draft Prospectus is received and has been assigned a project 
number in ORM, the Bank Manager (PM/RS) should begin creation of an action in ORM. 

a. The Bank Manager will create open the action as "Develop Mitigation Bank" in ORM and 

will input and upload all information possible based on what is contained in the Draft Prospectus 
(acreage, USACE file number, bank type, credit type(s), bank sponsor information, POC 
information (ifdifferent), Primary/Secondary Service Area(s), etc), to include uploading the 
Draft Prospectus to the ORM Server. Additionally, the ORM POC/Administrator will create 

Folders within the ORM Server titled Banking Instrument Documents, Credit Releases, 
Monitoring Reports, and Maps to mirror the ORM Server in RIB ITS. These folders will later be 
used by the Bank Manager (PMIRS) when uploading documents to the ORM Server (30-day 
window). 

b. Day 1 of the Phase I, 30-day window begins with receipt of Draft Prospectus and Phase I 
ends as of the date of the letter to applicant/agent that states "proceed to Prospectus Phase." 

2. PHASE II. When a Complete Prospectus is received, the Bank Manager (PM/RS) must 
immediately upload the document to the ORM Server and open a "Coordinate with 
Applicant/Agent" and a "Coordinate with External Agency." 

a. Day I ofthe Phase II, 90-day window begins with receipt of Complete Prospectus and 
Phase II ends as of the date of the letter to applicant/agent that states "proceed to Draft Banking 
Instrument Phase.'' 

b. A Public Notice advertising the Complete Prospectus shall be issued within 15 days of 

receipt of the Prospectus. The Public Notice must be immediately uploaded to the ORM server 
and a Public Notice sub-action shall be created with a begin date of the date of the notice. The 
end date shall be the date the comment period ends. 

3. PHASE Ill. When the Complete Draft Banking Instrument is received, the bank's assigned 
PM/ RS should immediately upload this document into the ORM Server and open a "Coordinate 
with Applicant/Agent" and a "Coordinate with External Agency." 

a. Day 1ofPhase III, 90-day window begins with receipt of Complete Draft Banking 
Instrument and Phase III ends as of the date of the letter to applicant/agent that states "proceed to 
Final BI Phase." 
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4. PHASE IV . When the Complete Final Bank Instrument is received, the bank's assigned 
PMIRS should immediately upload this document into the ORM Server open a "Coordinate with 
External Agency." 

a. Day I of the Phase IV, 45-day window begins with receipt of Complete Final Banking 
Instrument and Phase IV ends as of the date of the letter to applicant/agent that states mitigation 
bank has been approved. 

5. Once the bank has been approved, the Bank Manager (PM/RS) must finalize the Develop 
Mitigation Bank ORM action with the date the Bank Approval letter is signed and immediately 

upload the letter to the ORM Server. 

a. The end date should match the end date of the previous phase. 

6. When a credit release is made, the Bank Manager (PMIRS) must enter the request into ORM 
as a Compliance action and upload a PDF of the release letter to the ORM Server 

a The start date for the Compliance action will be the date we received the release request 
and the end date will be the date of the letter approving the credit release. Ifa site visit is needed 
this will be indicated within the "Compliance" action and not as a separate action or sub-action. 
Credit releases will be approved or additional information will be requested within 15 days of 
receipt of the request. 

**Please note that due to the importance of credit releases, these transactions shall be 
entered into ORM within 24 hours of a signed credit release letter to the banker. 

7. Any other relevant documents may be loaded to the ORM Server as they become available. 
These may include letters from other agencies, inspection reports, letters from the Corps to the 
banker regarding deficiencies, etc. Ifyou have a question regarding whether something should 
be loaded to the ORM Server or not, please contact your ORM POC. 
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ORM Screen Shot Tutorial 


Savannah Distric1, Regula1 ory Division 

October 2 -, 2~ 12 


For use in conjuncTion with tl 1e docu nent entitled, "C)R f\11 

Protucol for Savannah Oistrict" dated 26 Octobe r 2012 



Develop Mit Bank 


FORREST B. VANDERBILT (K RDXFBV- SAS- ORM_ADIV 
has permissions to edit this folder and its con•ents. 

JUSTfN A. HAMMONDS (KGROXJAH • SAS • ORM_REGULATOR) i 

OA Number: SAS-201 2-00063 (Tower R oad Mitigation Bank. Phase II) 

Applicant: Forestar Group 

Regulatory ~chons 

~L f'l I 

Reques t for Action 
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11·0CT·1 1 
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action 

~---~--------------



FORREST B . VANDERSILT (KoROXFBV • SAS- ORM_ADMIN) 
has permissions to edit thts folder and Its contents. 

JUSTIN A. HAMMONDS (K6ROXJAH- SAS- ORM_REGULATOR) is the owner 
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Phase I-IV 
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Phase Ill
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Phase IV 
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Phase IV 
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RIBITS Responsibilities and Procedures 

November 14, 2012 


1. The purpose of this document is to identify the roles and responsibilities of Savannah District, 
Regulatory Division staff with regard to the Regulatory In-lieu Fee and Bank Information 
Tracking System (RIBITS). This document supersedes and replaces the document entitled, 
' 'INFORMATION PAPER," dated November 18, 2011, regarding the subject of"Mitigation 
Bank Credit Release Checklist and Credit Release Letter Review within the Savannah District, 
Regulatory Division." 

2. For the purposes of this document, the term RIBITS Point of Contact (POC) or RIBITS 
administrator refers to those individuals within the Savannah District who hold the role of 
"Administrator" in the RIBITS system and are designated as POC (as of September 26,2012, 
these include David Crosby or Kathrine Freas where mitigation banks are concerned~ and 
William Rutlin where the In-lieu Fee program is concerned). 

3. For the purposes of thi s document, the term "Bank Manager" refers to a Regulatory Project 
Manager or Regulatory Specialist who has been assigned to a mitigation bank in ORM, and 
subsequently in the RIBITS system. 

4. The responsibilities of the RIBITS POC/Administrator are as follows: 

a Create pending mitigation banks in RIB ITS based on information contained in a Draft 
Prospectus provided by Bank Managers (specifically, enter acreage, US Army Corps of 
Engineers file #, bank type, credit type( s ), bank sponsor contact information, bank POC contact 
information (consultant) and type, create service areas, create folders in cyber repository 
(Banking Instrument Documents, Credit Releases, Monitoring, Maps, Sales Notices, Sales 
Ledgers, and Other), and upload the Draft Prospectus document file into the cyber repository). 

b. Assist Bank Managers with RIB ITS as needed. 

c. Create new users (assign username and password to new Bank Managers). 

d. Change assigned Bank Managers in RIBITS as needed based on workload assignments 
made by management. 

e. Assist bankers and the public with RIB ITS as needed. 
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5. The responsibilities of Bank Managers are as follows: 

a Be able to login to the RIBITS database and locate assigned mitigation banks (refer to 
sections I and II of the attached screen shot tutorial for detailed instructions). 

b. Within 5 business days of receipt ofa Draft Prospectus document (Phase I), provide a 
digital copy of the document to the RIBJTS POC (Freas) for bank creation. The document 
should be transmitted via email or by placement ofdocument in the ORM database. Reference 
the USACE file number when transmitting this document. 

c. Within 5 business days of receipt of a Prospectus document (Phase II), upload the 
document to the cyber repository. Correct/update any bank-specific data in RIBITS ifneeded 
(refer to section III. of the attached screen shot tutorial for detailed instructions on uploading 
documents, and section IV . for detailed instructions on updating bank data). 

d. Within 5 business days ofreceipt of a Draft Banking Instrument (Phase III), upload the 
document to the cyber repository. Correct/update any bank-specific data in RIBITS ifneeded 
(refer to section III of the attached screen shot tutorial for detailed instructions on uploading 
documents, and section rv for detailed instructions on updating bank data). 

e. Within 5 business days ofreceipt ofa Final Banking Instrument (Phase IV), upload the 
document to the cyber repository. Correct/update any bank-specific data in RIBITS if needed 
(refer to section III of the attached screen shot tutorial for detailed instructions on uploading 
documents, and section IV for detailed instructions on updating bank data). 

f. Within 2 business days of the approval ofa mitigation bank, change the bank's status in 
RIB ITS from "Pending" to "Approved., In the same RIB ITS session, create initiation 
transactions in the bank' s ledger and upload a digital copy (PDF format) of the approval 
documents to the cyber repository (refer to section V of the attached screen shot tutorial for 
detailed instructions on changing the bank' s status, section VI for detailed instructions on 
creating initiation transactions, and section III for detailed instruction on uploading a document 
to the cyber repository). 

2 
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g. Within 24 hours of the transmittal ofa credit release letter to the banker, the bank manager 

is responsible for creating a credit release transaction in the RIBITS Ledger. In the same 
RIBITS session, the bank manager should upload a digital copy (PDF format) of the credit 
release letter, as well as the monitoring report, as-built drawings, Restrictive Covenants, or 
Conservation Easement that prompted the release, to the cyber repository (refer to section VII of 
the attached screen shot tutorial for detailed instructions on creating the credit release, and 
section III for detailed instructions on uploading the credit release letter to the cyber repository). 

h. Upload site inspection reports, photos, and other letters/documents to the cyber repository 
as they become available (refer to section III of the attached screen shot tutorial for detailed 
instructions). 

i. Update/change other bank information (size ofbank, number of initiation credits, bank 
sponsor, consultant, etc.) as needed (refer to section IV of the attached screen shot tutorial for 
detailed instructions). 

6. Should a Bank Manager have any questions regarding the above procedures and 
requirements, he or she should direct those questions to a RIBITS POC. 

3 




RIBITS Screen Shot Tutorial 

Savannah District, Regulatory Division 


September 26, 2012 


For use in conjunction with the document entitled, "RIB ITS Responsibilities and Procedures," 
dated September 26, 2012. 
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II. To fmd your bank in RIBITS, follow previous directions to login, then: 
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III. To upload a document to the Cyber Repository, follow the previous instructions to 
login and find your bank, then: 
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4. Find the saved docwnent (on your hard 
drive, on a shared drive, el;c) and cl ick on it. 

5. Click "Open". 
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IV. To update/edit information for a bank, follow the previous instructions to login and go 
to the bank's page, then: 
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person. etc) information. go to the "Edit Bank" screen, 
scroll down to Lhe "Bank POC s .. box Wld click on"Pick··. 

.!lOUQO.:tfitJ ~S~'Uihdls~ct 

.........,,,..,,I(JIIOUOOOI'I 



+- Q ht '*""')l·dlil ;I ,...,, :r 

-v..ud.C.CU"9Shot"' t.<ca. CW.U....,.h9<&3RllliTS 

9. Once you are here. follow r.he in.st.ructions that arc 
displayed on the webpage to change sponsor or update 
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··1.~""'-'-'.._.............. 
11
•11  •v·u A»utmtfltlootli 

II er-Clo·-.-·Ill R•l••..••·· 
il Hotp

U I&J- P"'r"Mt.t 

• TO tsi"'n POOitU) I !~!a~ dt"tr'lt "'PPi~ to'ftt. ~OftrlfMm• di'I+OtrtOft 
• Toc~btgtrt;On...,.tntt•IIGII«tlll GICtC'Ia~I«WWttt'lllltCirtdtn+n5-~dtt1e: !:letaf71ft.1ht"Stlfldt4"~ 11'1• ~·•iSlet,.,.,...... 
• T041H.ftt~JO"IJ~ .,...._..tHI.O~O!.,.~,.,.wM..•"tnM~"M""~"<~di«"f'41'1~ .p.~~.,.uonl\.al 
-.IJI!1t>f.eiiMU.~:!Ir\Nc,l!aat , ..,JtOOMltcRr~~•.,.,.,. ~t)CIV..anttoael6a-l'daOJt~l "'-'dOtM..,..,-~IIIIIttt_.. 
c.~·~"SRI'dOC*»>ff 
J..dt l"tottlNfUs.!'~.,...~~-JQtllrJt~ 
• TO!t4t¥........,~01n_.,~lnfl.t~-t-Cict.M"f:dlr'~ltltl• ,rtOCh~«f'$rQI'M l\'lu.,. ltlt elltfOMIOa~~~<lll~t..... 
• f.~an~a.~IIM•w• ...,lnt.:st~@ln"'-Afi!'IT9t.,.t•1'l lh~nMCillOI&cit'A'tK a"'ttt!t~fii.I!-~..W~rtotttedTf.Offlt 
"'-..,n"'h\lar4.Qc;\h.I~IO~... ~.on 

10. When youhavc finiShed making 
your chWlgeS, click ~Finish". 

L.UU or AU Pfo.cO{:-'.B
t ~ulOI-U,iJ ,.~·t-J 

• Of.VKt ..... 
fWJfletig~ 

~ ,... 
.cl%-'1 OwbyRd

Spon"' WllyMPA 
5841 WtttlilllgfOtb:!lii'I"BW SUI~ J00itr GH-OUf'l, MO"""''" s.:r--.... -Oifle.l'lo :! - Jtlr)' 2$0(1 ""- >"~"!' 11...,VI X~
-.Co\ 
l1't/atJ~EhdC:a ~ 0... .... 
~L 
j 11 tl fe~V.II. Stt.tf 

tla Hntol &'filion s..o. ))(I JOolokltt 

V. To change a bank's status, follow the previous instructions to login, go to the bank's 
page, and go to the "Edit Bank" page, then: 
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2 . Clickon lhe drop down arrow and choose the 
bank's new status (you should be choosing"Approvecf' 
unless you have consulted with your RffilTS POC). 

····--c··--...·-··U Sir* & IU la.f.JIIIl.twHnt 

••-·"11C..dltCiohilltAJlonS 

I RWI41f.1S!Itl ....... 
lllJI'fOQIIIOt 

...-.... - .  -
(l~Mff""""fr'A"'J r ~<tJ'J 

.._OisniCI 

3. Click on the calendaricon and Lite cal endar 
(shown belo'l'l') v.i.U up. 

4. Click on the dnte of approv~l in the 
calendar. 

5. Once the dale appears in the "Record 
History Date" box, click "Save" 
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6. When you hav.e finished malting 
changes, click " Apply Changes" . 
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VI. To enter Credit Initiation Transactions, follow the previous instructions to login and 
go to the bank's page, then: 
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l. Click on !.he drop downarrow and select 
"Initiation" . 

" illlliiLlll' 

2. Click on the drop down arrow and select 
the " Type" either wetland QC stream. 

3. Click on the drop down arrow and select the 
"Credit C1assification"-cit.hcr wetlnnd orstream. 

4. Qick on the calendar icon-a calendar 
should Click on the dale of release. 
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Type"' and select the activity th:at will genemte 
lllll credits being en1ered. 

6. 'J)pe in the number ofacre~ar feel thai 
would reSlllt in Ibis creditgenern!ion.. ••use the 
drop down arrow in lhc next box (sho"'nhere liS 

"Acres•) to select Acres a l.inear Feet. 
":$Ciiw 

~~ fW$ '*Ofnct 

s~· 

L NOTE: For ead• credll- gcocratLng activity (resloraUon, enbanccmcol, presc.-vaUoo, etc), you will need to 
enter ll s('paratt Initiation trruJSllctlon.. This mean s y ou m11y·have m ore tban one weliand lnltlatlon 
TransadJon, as well as stream Inlllal1on Trausadfon. The Information to enter here should bt r ound In lhe 
Flnal Banking Instrument Please follow these lnstrucllons for eacll l nttlatlon Trans3dJon--lfyou need 
assistance, contact your RlDIT S roc. 

... -ustr~ Stolf.2012A- ,__, -·•ed ,_ ~_......s:rm ,.. ll. Once you haveentered the release on the 
,_ CfMf4s c...... c. c...sn. ,...p .. iJi.ilt~ "" ledger, dick on •Bank Info" to go back to lhe 

c

-~~~:0; ·· ·· ···.. ·;0 ·· ..······· 0 .. . ...... ;0 ··· ·· .. ;00 I::,'::'' "'' bank's page and follow the previous lnstructlom to 
,.,..m - ,_ upload Uae Credit. Release Letter Into U1e ·C yber 
--~a.:i .............o...........o..........o......ioiJ0 ~------------t.._R_e_p_os_lto_r...-r_. ---------------

twzl'Oallftll1tn..,.O~ BoR=-B¥«1Cit tcfttft~ttoer.atl 

TMmdl•WLI=--iohcWn ctfstt!a!dS:I'M:tC'icfti i!Ji f'.#ll ~tttttCfX!~~ott.CI4)Ct.ratf(:"';;l~s.h.."UeeotAQMe:at!ICaponsoruPOCIO~Xlnlc:ttc:lli'1!1!:a:="t 

After you click "Create", you will be brought back to 
the ledger screen. The release transaction sltould be at 1------1---------
lhe bcnom oflhe ledger. 

NOTE: This Is where aoy commen ts 
you entered wUI 



VII. To enter a Credit Release , follow the previous instructions to login and go to the 
bank's page, then: 

•'~'~lo.._T,t:__ 

A..""d"blt WiUMSr•WII "-lotaMII ~ 
Cf't'dlb Oeort.11 C:tflltJ Crdl.S 
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11 aa... tLl t.laibho:e~~t 
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u fbrric'J 
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-""""""" f'IIS fWd CM0r;cGfOIQJ:t' 
,...._ e ..otg~~ 
l'w.fWIIIUo: 
n.t•Acr,...: 
SYCIC 

• ~£.-........ ~ 
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A'l'lll'.oblt WIUidrawn Released Pefttltid n pcq gt19J!lvr.t AA 
~.r~·llCfodlto cr end.. Cttdlta ........--·; --,-;;--· ····--..a-· ··..····---;··--··----o··· ....;oii 
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Loustliallln• tliM:liooM'og• C)R!EITS 

9. Type in other conuncnt~ as needed-i.e. 
"Partial release due to failed planting.." 
BJ<: AWARE-TH ESE COMME NTS WILL 
DE VIEWABLE TO THE PUBLIC IF THE 
BANK IS VIEWABLE TO THE PUBLIC. 

8. Type in the reason forrelea.<;e i.e. 
"Recorded restrictive covenant." "Ccmpleted 
Plarring." ''Year 2 Monitoring Completed'' . ... 

1**-•*&Dcs, ill! et' 4 ¢5 mmrr·, .---£~:...~--~ 
' taJt TrtnudJ!!n' tao 19. 201' 

I'""::_"""'"-'••"":,:_ :'No 
..... 

A'tfthi:!M ~ ~tid PtQt!tlll .:.l.IG ,...,..... Cr96tt Cl'ldiD Crtdirs CftOill r r@ QU!fi!!Cftpa M--·-::·· ·:;...........,., ...........c;.........,.. .......iiii - .. 
ll. Once you have entered the rdease on the 
ledger, dick on "Bank Info" to go back to the 
bank 's pageandfollow the previous lnsttucUoru to 
upload the Credit Rdcase Letter Into the Cyber 

---------1 Repository.-·~:; .................. 0 ........... 0 .......... 0 ······;OO(j 

~--------------------------TW #To~ 'f.JUfi'W• \WI Ctfl1Ua. Soft= Eli;ancactReleiiJI'tl Crtdllt 
'TM aedl a'I.Ual)!l~ """'tr¥11 Mlyrt11MS- :nost Q"Mtlf1M ,.,l~Vt ldUMf'1~en CetiitM 1\Yitn.t:~~awn a sol<! tor • cerrtl Aop-lcan!s $!\OUIO Cti!Wel tnt ban• sDor.~or orPOCto ool'tlrm ~ uer;it ~3l~ti1ft;: 

- " -· ..., -.. .......... 
Afteryou dick •·c~ate". you will be brought back to 
the ledger screen. The release transaction should be at 
the b()(tom ofU1e ledger. 

NOTE: Tbls ls wb ere any comments 
you entered will appear. 




