Region 1, Field Office Checklist for Submission of Proposed Rules
Proposed Rule Elements:

_____

Yellow folder

_____

Transmittal memorandum, briefing statement, regulatory alert form

_____

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

_____

Summary attached to the inside front cover 

_____

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

_____

Proposed Rule, including surnames on the first page

_____

Draft press release, outreach plan, contact matrix, draft of legal notices that you will place in local newspaper(s), and draft letter to foreign governments (if applicable) together behind one of the tabs.

_____

Contact matrix.  Includes affected entities from other jurisdictions, if appropriate, such as other states, counties, etc., depending on the range of the species(s).

_____

Tab prepared for regional concurrence letter, if applicable.

_____

References cited list

_____

Background information (all references cited in the proposed rule, listed alphabetically).  Includes 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, proposed rule, table of contents, reference cited list, draft press release, outreach plan, q’s and a’s, photos, and contact matrix.

Public Outreach/Peer Review, during the public comment period:

_____

Ensure publication of mandatory newspaper notices (legal notices) within 20 days of FR publication

_____

Solicit 3 appropriate, independent specialists to peer review the proposed rule during the comment period.

_____

Distribute correspondence to affected entities on the contact matrix, with a copy of the FR notice, within 15 days of FR publication

_____

Prepare and transmit Air Mail letter and attachments to affected foreign governments, if appropriate (with a copy to the Office of International Affairs and Endangered Species), or transmit within proper State Department channels within 15 days of publication date)

_____

Conduct public hearings as planned or requested.

_____

Prepare and publish an FR notice to announce hearing and new comment period.

