Brian,
Here are the instructions for the filing your adopted rules with the SOS and Legislative Counsel.
Since Shelley is out the next couple days, don’t hesitate to ask me questions.
Basically:
Complete the cover letter to SOS, I sign
Complete the Certificate of Filing, I sign
Put a copy of the adopted rules into a Word document (see formatting link on page 3).  Once you have the adopted rules formatted, you make a second copy in plain text.
You put both those documents on a floppy disc or a CD and we mail the package to SOS and then to LC.

Larry



Close out the e-mail mail box used to receive public comments  
Ensure all comments have been cleared from the mail box and notify the LAN Administrator that the mail box is no longer needed and can be closed down. 

[bookmark: File_Rules_with_the_Secretary_of_State][bookmark: _Toc178384673]File Rules with the Secretary of State (SOS) and Legislative Counsel (LC)
[bookmark: OLE_LINK16]Prepare the rules for filing with the Secretary of State and Legislative Counsel and submit the filing packages to your Division Rules Coordinator (Shelley Matthews) for review.  Although there are no specified deadlines for filing the SOS package, it should be filed as soon after rule adoption as possible, typically within 10 days. The package for the Legislative Counsel must be filed within 10 days of the SOS filing.  

[bookmark: _Toc178384674][bookmark: OLE_LINK14]The filing package for the Secretary of State must include:
· Cover letter for filing permanent rules or cover letter for filing temporary rules, to be signed by the Agency Rules Coordinator (Larry McAllister)
· Certificate of Filing Permanent Rules or Certificate for Filing Temporary Rules, to be signed by the Agency Rules Coordinator -- original (DRC will add one signed copy to the SOS package with a post-it note requesting SOS to “Please Date Stamp & Return”).  For those cases when the only change to the rule is to a fee table associated with and referenced in the rule – the rule language is not being altered – list the rule on the certificate as amended.  Do not list the table on the Certificate, but note in the Certificate’s Rule Summary that the changes in the rule are to the table.
 
To obtain the date the rulemaking notice was published in the Oregon Bulletin, visit the Oregon Bulletin website.  Select the month the rulemaking notice was published.  Select ‘Notices of Proposed Rulemaking Hearings / Notices’.  Copy the top, narrative portion (describes the purpose and procedures for conducting a public hearing on proposed rulemaking), of the Bulletin and the text relating to the specific rule you’re searching for to a Word document.  Save it to the Electronic Rule File for your rule on the G Drive (AQ Common).  
· Statement of Need and Justification (for temporary rules only), signed by the Director -- original and two copies
Note: You can provide copies of the aforementioned forms and a Word copy of your adopted/ final rules (including tables & charts) with changes/strikeout to your Division Rules Coordinator, who will complete the following tasks and mail the SOS filing for you.

· Diskette with electronic copies of the adopted rules, properly formatted and labeled.  The diskette should include two separate files for each Division, not each rule revised (recall the OAR codification is chapter-division-rule): one in Word (.doc) and one as text (.txt) only.  Check with Larry – he occasionally gets a request from SOS to include other documents on the diskette (e.g. Certificate of Filing).  For those cases when the only change to the rule is to a fee table associated with and referenced in the rule – the rule language is not being altered – you still need to submit the rule electronically on a diskette and in hard copy, just like the rule itself had been amended.  You do not need to include repealed rules on the diskette.

Diskette Labels (for 3.5 diskettes):  Make a copy of one of the old diskette labels, adjust the information according to the new rule, give this to the AQ Web Coordinator (Emma Snodgrass), and request two labels (they are generated on a labeling machine).  Hand written, readable labels are also acceptable.
Diskette Labels (for CDs):  Use a black felt-tip marker to write the following information on the face of the diskette: Name of organization, OAR number(s) (i.e. OAR 340-200, OAR 340-218), and the name and version of the word processing program used to create the files (i.e. Word 2002 (10.6826.6825) SP3).
· Hard copy (Word, .doc) of the adopted/final rules (no changes/strikeouts shown) properly formatted with margin notations of formatting -- one copy (formatting requirements are in Formatting for SOS Filing).  The SOS recommends that the hard copy be printed from the diskette you will be sending them (print Word copy of the final adopted rule) to ensure that the diskette files are accurate, accessible and identical to the hard copy. If there are tables/charts associated with the amended rule(s) (not divisions) -whether or not the tables themselves have been changed - submit hard copies of the final tables/charts.  You may submit the table in any format you choose as long as it's readable in terms of rows, columns and so forth.  You do not need to submit a hard copy of repealed rules.
· Hard copy (Word.doc) of any tables or charts amended or adopted by the rulemaking.  This copy shall show the final version of the tables/charts.  To determine if a rule has any tables/charts associated with it and to view or print hard copies of rules and tables, go to the following website: http:www.deq.state.or.us/regulations/rules.htm
      
· Return envelope addressed to the Agency Rules Coordinator (Larry McAllister).  The address can be hand written.
 
Larry McAllister 
DEQ
Agency Rules Coordinator
811 SW 6th
Portland, Oregon 97204

[bookmark: _Toc178384675]The filing package for Legislative Counsel must include:
· Copy of the signed cover letter sent to the Secretary of State.  Highlight “Legislative Counsel” towards the bottom of the letter.
· Two copies of the signed Certificate and Order.  Attach a post-it note to one copy requesting LC to “Please Date Stamp & Return”.    
· Copy of the Statement of Need and Justification (for temporary rules only) signed by the Director
· Hard copy of the rules (including tables & charts) showing changes (strikeout/underline) – Turn off the track changes balloons (Tools, Option, Track changes, Balloons, delete check-mark in “Use balloons in print & web layout”) prior to printing and print the document on color copier so changes in red print are readily visible.  Include copies of all tables/charts associated with a rule even if they haven’t been amended (only the text of the rule was amendedif there are multiple tables/charts associated with the rules, check with the agency rules coordinator regarding DEQ's policy).
· Return envelope addressed to the Agency Rules Coordinator (Larry McAllister).  The address can be hand written.  (See address above).

For the Agency Rules Coordinator (to be filed in Directors Office), also provide a diskette with two electronic Word copies of the adopted rules:  one showing changes/strikeouts, the other without changes/strikeouts shown.  The ARC will make a copy of the signed Cover Letter and the Certificate and Order for Filing to include with the diskette. 

Mailing SOS and LC Packages:
The Division Rules Coordinator approves the filing packages and submits them to the Agency Rules Coordinator, who signs the cover letter and Certificate of Filling.  The DRC will assemble the final packages and mail them to the Secretary of State for filing and to Legislative Counsel for review of DEQ authority.  The Agency Rules Coordinator retains copies of the documents filed for the official rulemaking record.  The LC package must be mailed within 10 days of mailing the SOS filing.  The filing packages cannot be faxed because the Secretary of State requires originals of the signed documents.

SOS Address & phone:				LC Address & phone:
Secretary of State
Oregon State Archives			Office of the Legislative Counsel
800 Summer St. NE				900 Court St. NE S101
Salem, OR 97310				Salem, OR. 97301-4065
503-373-0701 X 1 (SOS Reference Desk)	503-986-1244
503-373-0953 (fax)				503-373-1043 (fax)
503-378-4118 (fax Notices)
503-378-5225 (Phil Wiebe); philip.a.wiebe@state.or.us
Send both to ‘Attention: Admin. Rules’ (lower left corner of envelope)
	  
The Secretary of State normally files the rules within a day or two after receipt.  Rules are effective upon filing or on a later date required by statute or specified in the rules.
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