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Purpose
The purpose of this document is to outline the roles and responsibilities the rulemaking team at DEQ’s Air Quality Division. This document serves as a guide to assist the Project Manager during completion of the Project Charter EPIC Memo.  It is also useful to rulemaking team members to understand their role and applicable responsibilities. 
Referenced Documents
	Document #
(Controlled Document)
	Document Title

	N/A
	Rulemaking Process Flowchart

	N/A
	Rulemaking Flowchart Appendix

	N/A
	Rulemaking Service Agreement

	N/A
	Rulemaking Prioritization Matrix

	N/A
	Draft Rules Template

	N/A
	Rulemaking Project Charter EPIC Memo

	N/A
	RAC Roster 

	N/A
	RAC Invitation to participate 

	N/A
	RAC Member Director Memo 

	N/A
	RAC Appointment Letter

	N/A
	RAC Member appointment email 

	N/A
	RAC Charter

	N/A
	Stipend Process

	N/A
	RAC GovDelivery Notice

	N/A
	Public PowerPoint Template

	N/A
	RAC Meeting Summary

	N/A
	Fiscal Impact Statement

	N/A
	Notice of Proposed Rulemaking

	N/A
	GovDelivery Notice

	N/A
	Email to Key Legislature 

	N/A
	Instructions and Script for Online Hearing 

	N/A
	EQC Staff Report

	N/A
	EQC Temporary Rulemaking Action Item

	N/A
	Implementation Plan (Example)

	107bf21
	Request for fee increase/establishment/decrease

	107bf22
	Fee change detail report

	N/A
	SIP Development Schedule Template

	Document #
(Controlled Document)
	Document Title

	N/A
	Rulemaking Prioritization Matrix

	N/A
	SIP Attachments Cover Page Template



Acronyms  
	[bookmark: _Hlk152065283]Acronym
	Complete Phrase

	AQ
	Air Quality

	DAS
	Department of Administrative Services

	DOJ
	Department of Justice

	EPIC
	Environmental Policy Implementation Committee 

	EQC
	Environmental Quality Commission

	RAC
	Rulemaking Advisory Committee 

	SIP
	State Implementation Plan

	SME
	Subject Matter Expert



Applicability/Responsible Roles 
Roles specific to the rulemaking project
	Role
	Responsibilities (as Applicable to Procedure)

	Project Manager
	· Determine purpose/outcome of rulemaking.
· Identify if rulemaking will involve a State Implementation Plan (SIP).
· Complete or ensure completion of Rulemaking Project Charter EPIC Memo, RAC Roster, RAC Invitation to Participate, RAC Member Director Memo, RAC Appointment Letter, RAC Member Appointment Email, RAC Charter, RAC GovDelivery Notice, meeting materials (Public PowerPoint Template), RAC Meeting Summary, Fiscal Impact Statement, Notice of Proposed Rulemaking, GovDelivery Notice, and EQC Staff Report. 
· Follow Stipend Process for compensating community members during RAC
· Determine timeline, budget, resources, and deliverables.
· Hold team accountable for deliverables.
· Facilitate lines of communication for the team including setting up meetings and setting agendas for project meetings.
· Identify and communicate with impacted cross-functional staff.
· Facilitate Rules Advisory Committee (RAC) meetings if an independent facilitator is not utilized.
· Ensure the Environmental Justice Coordinator and Department of Justice (DOJ) are consulted during initial scoping.
· Generally, this role comes from AQ Planning.

	Rule Writer(s)
	· Write clear, implementable, enforceable rules based on Draft Rules Template.  
· Draft Fiscal Impact Statement, which includes DAS Fee Approval form if applicable, with the Budget Analyst.
· Confirm, with DOJ and Office of Compliance and Enforcement, that the proposed rule language is within DEQ’s authority

	Subject Matter Expert(s) 
(SME)
	· Research and outline alternatives that were considered.  Explain why the proposed strategy was chosen over others. 
· Use expertise to foresee and prevent potential challenges to implementation.
· Anticipate potential questions and concerns from the public, RAC, and interested parties.  
· Offer technical feedback during RAC and Environmental Quality Commission (EQC) meetings.
· Confirm proposed scope of rules are within DEQ’s authority.
· Provide feedback on draft rule(s).
· Provide feedback on Implementation Plan and communication plans.

	Implementation Project Manager
	· Review draft rules and identify barriers to functional implementation within DEQ’s processes.
· Develop and document an Implementation Plan, in coordination with the Project Manager.
· Hold parties accountable for Implementation Plan deliverables.
· Generally, this role comes from the functional group that works closely with the implementation steps.



 General rulemaking roles
	Role
	Responsibilities (as Applicable to Procedure)

	Agency Rule Coordinator
	· Ensure DEQ rulemaking project satisfies legal requirements. 
· Ensure the rulemaking public comment process satisfies legal requirements. 
· Serve as the subject matter expert for the rulemaking process.
· Respond to public inquiries about DEQ rules and rulemaking. 
· Ensure rulemaking materials are published on the DEQ external web page. 
· File completed rulemakings with the Secretary of State. 
· Submit completed EPIC Memo/Project Charter to DEQ Leadership for approval.
· Archive completed rulemakings.
· Prepare and distribute required annual and five-year rule reviews. 
· Assemble the rulemaking record for court challenges to rules. 
· Responsible for education of DEQ staff on rulemaking procedures and legal requirements.
· Lead or delegate the creation and maintenance of rulemaking training and informational materials. 
· Lead or delegate the creation, maintenance, and revision of rulemaking procedures, templates, and tools. 
· Review rulemaking process documents for compliance with legal requirements, and DEQ style and formatting.
· Ensure that Email to Key Legislators is drafted and sent.

	Legislative Analyst 
	· Identify list of legislators to be notified of rulemaking.
· Give input on Rulemaking Advisory Committee
· Review Public Notice, Fiscal Impact statement, and response to public comments to ensure the content matches the legislative intent, if rulemaking resulted from legislation.
· Review the DAS Fee Approval Form and Fee Change Detail Report.

	Budget Analyst
	· Provide data to inform the fee analysis, if applicable.
· Draft Fee Change Detail Report with Rule Writer, if applicable.
· Submit DAS Fee Approval Form and Fee Change Detail Report, if applicable.
· Determine cost center(s) for project or create appropriate cost center(s) if needed.
· Determine funds available for DOJ consultation.
· Determine funds available for stipends for Environmental Justice advisory committee members, childcare for public hearings, translation fees, or other considerations for equitable communication and participation.

	State Implementation Plan Coordinator
	· Coordinate with Region 10 to develop SIP Development Schedule Template. 
· Submit EPA early engagement draft, preview of Public Notice and draft rules.  
· Draft SIP Cover Letter and attachments.
· Submit State Implementation Schedule, SIP Cover Letter, and attachments through EPA’s site: CDX.

	EQC Coordinator
	· Set the EQC meeting schedule.
· Coordinate with Agency Rule Coordinator about rulemaking items on EQC agenda.
· Set and communicate due dates for materials to be submitted to be presented at future EQC meetings.
· Communicate and circulate materials to EQC prior to the EQC meetings.

	Department of Justice
	· Review draft rules, GovDelivery Notice, and Fiscal Impact Statement for legal sufficiency and to ensure agencies have authority to set and implement rules.
· Review additional materials, upon request.
· Serve as legal subject matter expert to determine intent of statute, upon request.

	Facilitator
	· Serve as a meeting speaker for RAC and public hearings.
· Edit Instructions and Script for Online Hearing for public comment hearing.

	Communications Coordinator
	· Must review GovDelivery Notice, Fiscal Impact Statement, web content, fact sheets, presentations, and any other documents meant to provide public information.	Comment by WIRTIS Lauren * DEQ: Changing the distinction here because we wouldn't review and edit the official proposed rule language even though that is made available to the public. We're more responsible for anything that is meant to explain the information to the public. 	Comment by MANTOS Alex * DEQ: Great, I see that distinction.   Does Comms want to review each document for every rulemaking? Or I can add back in “documents that do not have a template”. 	Comment by WIRTIS Lauren * DEQ: I think all documents because most documents should have a template... Another way to put it would be all non-technical documents. 

For example, I don't edit or look at the actual rules, but if the comms person is involved in the RAC meeting prep and work, they should review those materials. And hopefully posting those materials is easier if comms reviews them. But some of that can be determined at that first meeting with comms. 
· Coordinate communications plans, when necessary, to establish key talking points and organize communication efforts.	Comment by MANTOS Alex * DEQ: Ideally, this document would define when a communication plan is necessary.  Also, what documents/templates does Comms use to build a Communication plan? Is there a standard operating procedure document that we can link to?	Comment by WIRTIS Lauren * DEQ: We have a template for communications plans, we just haven't posted them since we're usually the ones writing the baseline, but then share with the group. 

There is this doc about how to know if you need a comms plan (which really means you should engage your comms person), but there isn't a perfect SOP since some of it is situational and about the public's perspective at that time.

https://sps.deq.state.or.us/comms/_layouts/15/DocIdRedir.aspx?ID=C7DQ34RCH5ND-623177281-51&e=2hOoVg 

	Project Sponsor
	· Determine which rulemakings to introduce to the Division utilizing the Rulemaking Prioritization Matrix.
· Ensure rulemaking has sufficient resources and staff time.
· Communicate project status with DEQ Leadership, as needed.
· Generally, this role is the Department Administrator or Program Manager

	Community Engagement Coordinator	Comment by WIRTIS Lauren * DEQ: I think this would be RST. There isn't such a person as a community engagement coordinator outside of AQ HQ. All those relationships are held by the RSTs, except in Portland Metro where the regional comms person does that. 	Comment by DUENAS Megan * DEQ: @WIRTIS Lauren * DEQ What is RST?	Comment by WIRTIS Lauren * DEQ: Regional Solutions Team. List of folks is available here: https://www.oregon.gov/deq/about-us/pages/rst.aspx 	Comment by MANTOS Alex * DEQ: Hello Lauren, thank you for letting us know about the existence of the Regional Solutions Team.  This document is Air Quality specific, so we will leave the Community Engagement Coordinator here for now.  If/when we expand this to be agency-wide, we can re-evaluate.
	· Recommend community groups and resources for early engagement to the Project Manager.


Records Management 
This document does not have output documents.  This document must be retained according to state general retention schedule.
Revision History
	Revision
	Updates
	Author & Date

	1
	· “Rulemaking Roles and Responsibilities White Paper”
	H. KUOPPAMAKI

	2
	· Updated to Air Quality Planning Procedure Template 
	A. Mantos
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