Region 1, Field Office Checklist for Public Hearings
(Regulations require hearings if requested; or they may be scheduled and announced in a Proposed Rule)

_____

Plan public hearings - to announce in a proposed rule.  (Best choice for tight deadline between PR and FR, as with court orders)    OR
_____

Plan public hearings as requested within 45 days of the PR.

_____

Work with Regional Hearing Specialist to determine the number, size, location, date and time of each hearing and the parameters for the new comment period and FR notice.  Hearings must be held no less than 10 days before the end of the comment period.

_____

Regional Hearing Specialist will research, negotiate, and arrange for the public hearing facility and date, and provide this information for you to include in the Federal Register  notice of the Proposed Rule.

_____

All Federal Register and legal notices announcing public hearings are required to be published no less than 15 days before the hearing date.

_____ 

Requested hearings - prepare a Federal Register notice to announce hearing and the opening of a new comment period.  

_____

Requested hearings - legal notices.  Regional Hearing Specialist will write and place in the same newspapers where the Proposed Rule notices were published.

_____

On date of Federal Register publication, mail dear-interested-party letters announcing the hearing.  News releases will also be sent on this date.

_____

Regional Hearing Specialist will make all hearing arrangements, explain hearing procedures, and direct the hearing process on-site. 

_____

Prepare material for the information table at the hearing - proposed rule, maps, photos, FAQs, fact sheet, etc.

_____

Prepare a brief statement which the Field Supervisor or management representative will make at the opening of each hearing session.  This statement should explain the proposal and listing process and clarify any expected questions or misunderstandings.

_____

Hearing attendance - Regional Hearing Specialist, Hearing Officer (trained presiding official, not involved in the issue/process), Field Supervisor or other manager, Field office technical experts (lead biologist, geographic and/or species specialists, I & E specialists) and support staff for registration duties.

