Region 1, Field Office Checklist for Submission of Notices
Use this for:

· 90-day findings 

· 12-month findings 

· public hearings 

· withdrawal of proposed rule 

· technical or editing corrections 

· extension of public comment periods

· 6 month extension of proposal period

Notice Package Elements:

_____

Blue folder

_____

Transmittal memorandum, briefing statement, regulatory alert form

_____

Surnamed action control sheet (using revised format) attached to the outside front cover

_____

Summary of notice attached to the inside front cover

_____

Table of Contents page [refer to pg 173 in Listing Handbook appendices for correct placement of tabs]

_____

Administrative finding (for petition findings)

_____

Federal Register Notice, including surnames on the first page

_____

Draft press release, outreach plan, interested parties list together behind one of the tabs.

_____

Interested parties list.  Includes affected entities from other jurisdictions, if appropriate, such as other states, etc., depending on the range of the species(s).

_____

Tab prepared for regional concurrence letter, if applicable.

_____

References cited list (if the number of cited references exceed 15).

_____

Background information (all references cited in the notice, listed alphabetically). Also includes all pertinent personal communications, in litts (letters, memos), personal observations.

_____

Copy of petition, if applicable.

_____

Copies of prior public (FR) notices, if applicable.

_____

Diskette containing the transmittal memo, summary, administrative finding (if applicable), notice, table of contents, reference cited list, optional draft press release, outreach plan and interested parties list.

