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Interim Directions for submitting Federal Register Notices

Prepared 3/5/2007


Instructions for submitting via DTS

Use the FWS DTS National Database. (Eventually there will be separate database for this, but not right away.)

Addressee should be “Federal Register” 

Doc Type should be “FRN--Fed.Reg.Notices Clearanc” 

In the Subject line in DTS, please put “FRN” and then some specific identifying words about the subject of the notice (e.g., Nansemond NWR Draft CCP/EA_NOA; 


If you want to request expedited clearance, add the following to the end of the subject line: EXPED CLR REQ. Also, either upload a document or create a comment explaining why.

Attachments in general: PDM doesn’t need for you to upload your letter to the Office of the Federal Register (unless you want PDM to review it). PDM does, however, need to know who should be notified about any problems and who should be told about clearance. So please put contact names in your cover memo, or simply add a comment in DTS, or send Sara Prigan (cc Sue Wilkinson and Anissa Craghead) an e-mail stating who should be told of problems and clearance.

Attachment name—this is not so important, but it is helpful if you distinguish the notice from the solicitor surname and information memorandum within the record. It would be nice if either the attachment name was similar to subject line of the Federal Register notice (usually the 4th line of notice), or if you named attachments in this way (e.g.): ROA_ITP_HCP_EA_AJaxCorp_NOTICE.doc, ROA_ITP_HCP_EA_AJaxCorp_SOL.doc, ROA_ITP_HCP_EA_AJaxCorp_INFOMEMO.doc, ROA_ITP_HCP_EA_AJaxCorp_Covermemo.doc

Or this way (where 022XXX is replaced by actual DTS number):

022XXX_notice.pdf, 022XXX_sol.pdf, 022XXX_infomemo.pdf, 022XXX_covermemo.pdf

Routing

Route CCP notices to Ross Alliston’s office: ANRS-CPP. Also, add a routing comment saying that the record should go to Ross Alliston. 

Important: If you have to add extra or missing materials to a record (for example, you forgot the necessary solicitor surname when you created the record and uploaded your notice and briefing statement), please add these materials to the existing record—do not create a new one.









INFORMATION MEMO – Format

(DATE)

INFORMATION MEMORANDUM FOR THE SECRETARY

FROM:

TELEPHONE #:

SUBJECT:

I. SUMMARY

(Three (3) sentences or less)

II. DISCUSSION

(Please be concise)

PREPARED BY: ______________________________  DATE: __________________

(Information Memoranda should not raise issues for decision)

 SEQ CHAPTER \h \r 1
Assistant Secretary for Fish and Wildlife and Parks

Core Principles for Arrowwood NWR draft CCP/EA

January 31, 2007

	Core Principles
	Comments

	1. 
Adequately facilitate hunting, fishing, and other priority public uses and access.
	Addressed; upland hunting opportunities increased. Visitor experience will be enhanced.

	2. 
Lack of State support or failure to address State concerns.
	State is supportive of CCP direction and planning effort overall.

	3. 
Unrealistic projections for future funding, staffing, or projects.
	Projections are realistic based on meeting refuge goals and objectives. 

	4. 
How do they address land acquisition goals?
	Not applicable as any expansion would be minor and within Regional authority (less than 10% rule)

	5. 
Adequately describe the values of (current or future) units, staffed and unstaffed.
	The values of all units are described in detail.

	6. 
Adequately address comments from states, public, and other partners.
	All comments received during scoping were addressed. Public involvement will continue once NOA is approved.

	7. 
Views of the System, Service, Department, and/or other entities.
	The Refuge System, Service, and Department policies are adhered to and accurately represented.

	8. 
Views of present and future budgets.
	Present and future budgets as represented by current and future programs were considered.

	9. 
Deviations from standard document formats.
	The document and appendices follows the accepted formats.

	10. 
Missing signatures and procedural issues.
	All required signatures have been obtained and proper procedures followed.

	
	

	How do they address:
	

	
1.  Motorized use
	Improved signage, trails, and overlooks along auto tour route are planned. Motorized boats are under 25hp and allowed only on designated areas from May 1st to August 1st. 

	
2.  Historic uses (grazing, forestry, etc.)
	All compatible historic uses remain but areas or periods of use may change based on management prescriptions.


STEPS FOR SUBMITTING CCP-RELATED FEDERAL REGISTER NOTICES
(a.k.a., What Happens to My Federal Register Notice after it Reaches Washington?)

April 19, 2005

Caveats:

· These steps are subject to change.

· Plan ahead – submit your notices early.  Approval and clearance of Federal Register documents can take anywhere from two-weeks to six months or longer depending on the level of scrutiny the Department decides to give them.

· Remember, Sunshine Act meeting notices must be published at least one week prior to the meeting and Federal Advisory Committee Act meetings must publish two weeks prior the meeting.

1. Your Regional Office will transmit (preferable by fax) a copy of your Federal Register notice to Ross Alliston (fax: 703-358-2154), a Refuge Program Specialist in the Division of Conservation Planning.  Once Ross receives the notice, he will provide a copy to Sara Prigan in the Division of Policy and Directives Management (PDM).1  
· Three original signed copies of the notice should be held by the originating office.
· The copy sent to Washington must include a surname by someone from the Solicitor’s Office.  Clearly indicate on the copy which surname is the Solicitor’s (e.g., put ASOL by that surname.)

· Include a briefing statement/note to reviewers/memo explaining what the Federal Register package is and any information that might help reviewers understand the background a little better.  Special emphasis should be given to increased public use and stakeholder (specifically the States) involvement in the process.

2. Each week PDM staff will hand carry a copy of the signed notice to the Special Assistant to the Deputy Director.
3.  The Special Assistant to the Deputy Director will meet with the Deputy Director and the Deputy Assistant Secretary for Fish, Wildlife and Parks to review documents awaiting publication.  After answering any of their questions, the document than passes to the Department’s Office of Regulatory Affairs.  We will attach any previous briefing statements to the package.
4.  Once the Office of Regulatory Affairs receives the notice, staff will pass it on to the Chief of Staff to the Secretary, who reviews proposed documents for publication in the Federal Register.  The review of proposed documents can take place at any of the Chief of Staff meetings conducted throughout the week.

5. After clearance by the Chief of Staff, the Office of Regulatory Affairs contacts PDM, who then contacts the originating office and/or Ross Alliston.  Ross will notify the original sender once the document has cleared.

1 For Alaska, all EISs associated with CCPs are non-delegated, thefore they are to be submitted directly to the Office of Environmental Policy and Compliance (OEPC).  The head of OEPC is responsible for signing the Notice of Availability.

NWRS  Contact for CCP-related Federal Register Notices:
Ross Alliston
Refuge Program Specialist

Division of Conservation Planning and Policy

National Wildlife Refuge System

Ph: 703-358-2388

Fax: 703-358-2154

Email:  ross_alliston@fws.gov
The following documents are required with each CCP Federal Register Notice submission





Signed Notice document  - 


Solicitor surname – PDF of page with solicitor’s signature (or some other approval document with signature)


Info memo for the secretary (see attached format)


Cover memo to the Director


Transmittal Letter to the Federal Register


Assistant Secretary’s Core Principles Matrix (see attached example)





One last thing -- Please e-mail Ross, Sara, Sue and Anissa and let them know the document is in DTS and the DTS number!!








