EIS filing and distribution (draft and final).

Total Number of Required Documents
3 copies of NOA, each signed/dated by CNO Manager 

copy 1 -sent to Division of Policy and Directive mangement (PDM), DOI

copy 2 -sent to EPA

copy 3 -sent to Federal Register

3 courtesy photocopied copies of the NOA 

5 copies (5 Paper, bound) of the EIS and courtesy photocopy of NOA for EPA

2 copies (2 CDs) of the EIS and courtesy photocopy of NOA for WO NEPA coordinator

3 copies (3 CDs) of the EIS and courtesy photocopy of NOA for OEPC  

2 copies (1 Paper, 1 CD) of the EIS to the DOI Natural Resources Library

Cover/transmittal letters

To the CNO Manager

To PDM

To EPA

To Federal Register

To WO NEPA Coordinator

To OEPC

(Examples contained in these instructions)

____________________________________________________________________________________

INSTRUCTIONS

1. Prepare (Signature Package( for CNO Manager Signature, consisting of:

· final copy of NOA for EIS (surnamed from author, division, SOLICITOR, and project leader);

· memorandum for transmittal of documents to CNO Manager;

· memoranda for transmittal of documents to CNO Manager, PDM-DOI; and,

· cover letter for transmittal of (Filing Package( (see #3 below) to EPA;

· Note: Signed/dated Federal Register Notice must go FIRST to WO-PDM-DOI for approval.  (Contact Sue Wilkinson@fws.gov) before going to any other offices.  Approval will come back as an e-mail message from Sue Wilkinson.   

2. Send (Signature Package( for CNO Manager signature.  While this is taking place send e-mail to Regional Office NEPA Contact (Julie Concannon) requesting that they:

· Notify Washington Office (Stephanie Nash @ 703-358-2183) or  soon-to-be released EIS so they can enter EIS title into EIS tracking system data base.

· Send e-mail message to Regional Office/CNO NEPA Contact, Julie Concannon to request a DES/FES  Number from the WO NEPA Coordinator (Pat Carter).  The RO contact will inform WO NEPA Coordinator in message that copies have been, or are in the process of being distributed (to interest groups, other State and Federal Agencies, local government Agencies, Tribes, other stakeholders).  Also include expected date of EPA NOA publication in Federal Register (start of public review period). 

3.
After CNO Manager signature is obtained:

· Submit NOA to Office of the Federal Register for FWS.

· Send (Filing Package( to EPA, with the following (note that EPA publishes a listing of EIS(s only on Fridays, and must receive filing package at least one week before the desired publication date).  EPA(s FR publication date of their review of FWS document is the START DATE of the comment period to calculate by.
· cover letter ( over CNO Manager signature  (make reference to DES/FES Number) mention that 1 copy is being sent to the regional EPA office under separate cover letter;

· 5 copies total of EIS (print DES/FES Number in upper right hand corner of cover); (5 Paper, bound copies)
· Send 2 copies of EIS to USFWS Director (WO), ATTN: Pat Carter (print DES/FES

·  Number in upper right hand corner of cover), include cover memo over CNO Manger signature explaining what the EIS is about. (2 CDs)
· Send 3 copies of EIS to Director of OEPC in DC (print DES/FES Number in upper right hand corner of cover), include cover memo over RD signature explaining what the EIS is about, and include copy of EPA transmittal letter and a copy of the NOA. (3 CDs)
· Send 2 Copies of EIS to DOI Natural Resources Library (print DES/FES Number in upper right hand corner of cover).(one Paper copy, 1 CD)
IMPORTANT ADDRESSES FOR FILING AN EIS
______________________________________________________________________________

Environmental Protection Agency

When mailing your EISs to EPA's Office of Federal Activities using courier (e.g. FEDEX), send your EISs to:

	US Environmental Protection Agency

Office of Federal Activities

EIS Filing Section

Ariel Rios Building (South Oval Lobby), Room 7220 

1200 Pennsylvania Avenue, NW

Washington, DC 20004
	


When sending an EIS by (regular mail) to EPA's Office of Federal Activities the address is;

	US Environmental Protection Agency

Office of Federal Activities

EIS Filing Section

Ariel Rios Building (South Oval Lobby), Mail Code 2252-A

1200 Pennsylvania Avenue, NW

Washington, DC 20460


_____________________________________________________________________________________________

FWS WO Division of Policy and Directives Management

ATT: Sue Wilkinson

Division of Policy and Directives Management

U.S. Fish and Wildlife Service

4401 N. Fairfax Drive

Arlington, VA  22203

______________________________________________________________________________

Office of the Federal Register

Documents sent through the regular mail to the Federal Register must be addressed to:

The Office of the Federal Register

National Archives and Records Administration

Washington, DC  20408

If you have questions about final copies -you can call the FR editor at (202) 741-6060

Documents sent via messenger service, overnight delivery, Express mail, etc. may be delivered Monday through Friday between 8:45 am and 5:15 pm, except on Federal holidays, to;

The Office of the Federal Register

800 North Capitol Street, NW

7th Floor, Suite 700

Washington, DC 20002

______________________________________________________________________________

Department of Interior Office of Environmental Policy and Compliance
Documents to be sent either regular or overnight mail must be sent to:

Gwen Wilder

Department of the Interior

Office of Environmental Policy and Compliance

1849 C Street, NW, MS 2342

Washington, DC  20240

(202) 208-6898.

______________________________________________________________________________

U.S. Fish and Wildlife Service WO NEPA Coordinator

Documents to be sent either regular or overnight mail must be sent to:

NEPA Coordinator, Branch of Federal Activities-ATT. Pat Carter

U.S. Fish and Wildlife Service

4401 N. Fairfax Drive, Room 400

Arlington, VA  22203









703/358-2183
____________________________________________________________________________________

DOI Natural Resources Library
Department of the Interior
DOI Natural Resources Library
Office of Environmental Policy and Compliance

1849 C Street, NW

Washington, DC  20240

