Region 1, Field Office Checklist for Submission of Final Rules
Final Rule Elements
_____

Red 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]

_____

Final Rule, including surnames on first page

_____

Draft press release, outreach plan, contact matrix/list, and draft letter to foreign governments (if applicable) together behind one of the tabs.

_____

Contact matrix/list 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.

_____

Reference cited list

_____

Background information (all references cited in the rule, listed alphabetically).  Includes personal communications, in litts (letters, memos), personal observations.

_____

Copy of petition, if applicable.

_____

Copies of comments submitted during comment period, including testimonies provided at hearing (if any).

_____

Copies of prior public (FR) notices.

_____

Diskette containing the transmittal memo, summary, final rule, table of contents, reference cited list, draft press release, outreach plan and contact matrix/list.

Under “Summary of Comments and Recommendations”
_____

Summarize all comments (including hearing transcripts, if any) and provide the number of comments for, against or neutral to the proposal.

_____

Newspaper names and dates the legal notice was published, as well as hearing locations and dates, if any.

_____

Summary of substantive issues and Service responses to them.

_____

Summary of peer-review comments and how we addressed or did not address them.

After final rule published:

_____

If final rule differs from State recommendations, provide written explanation to the State within 15 days of publication, and provide copy of final rule

_____

Prepare and transmit Air Mail letter to affected foreign governments, if applicable, within 15 days of publication

_____

Distribute correspondence to affected entities within 30 days of publication date.

