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	Rulemaking Project Management Service Agreement 
	

	Effective Date: Jan 22, 2026
	Version: 3
	



Purpose
The purpose of this document is to define the scope of the rulemaking and to document information needed during the project initiation phase.  This document is populated by the Project Manager and serves as an agreement between the group requesting project management (if applicable) and the Project Manager.  Ideally, this document would be drafted prior to the kick-off meeting so that it could be discussed, finalized, and agreed to during the project kick-off meeting.	Comment by MEADOWS Alex * DEQ: Project Managers, this document is not intended to be filled out in isolation.  This is a collaborative agreement and will require input from the project team.  It is recommended to schedule a meeting with the project team, as listed in Table 4.3. (The project sponsor may or may not be included depending on rulemaking topic/complexity).
Referenced documents
	Document #
(Controlled Document)
	Document Title

	DETP/25/858
	Rulemaking Roles and Responsibilities_v2

	DETP/25/1847
	Rulemaking Project Charter EPIC Memo 



Acronyms  
	[bookmark: _Hlk152065283]Acronym
	Complete Phrase

	EPIC
	Environmental Policy Implementation Coordination team

	EQC
	Environmental Quality Commission



Project intake information
What rules, with specific statutes, are changing? 
NOTE: if this is a new rule, delete table and describe scope or intent of rule.
	Rule
	Description of Change

	
	



When do these rule changes need to go into effect and why? What has set this due date (for example, a mandate from EPA or a legislative requirement for a fee increase to go into effect)?



Who will be serving on the project team?	Comment by FATEMI Farrah * DEQ: I think it could be helpful to add one more question that asks for more information about who is responsible for writing and drafting of rulemaking documents. 

Here is a possible phrasing: Who from the team listed above will be the primary person responsible for drafting the text associated with rulemaking documents? Who will be responsible for editing, finalizing and proofreading for errors? 	Comment by MEADOWS Alex * DEQ: We've read your comment, we're considering it.  We feel some of this is addressed in the Roles and Responsibilities document.  Instead of this blanket style question, an idea we're considering is editing each template to list which role is required to fill out specific sections.  That would take some time, of course.	Comment by MEADOWS Alex * DEQ: Table 4.3 to be populated by Program Manager.
	Role in Project
	 Team Member

	Sponsor(s)
	

	 Program Manager
	

	Project Manager
	

	Rule Writer 
	

	Subject Matter Expert(s) 
	

	Implementation Project Manager
	

	Communications Representative
	



Who needs to be informed of progress on this project (specify which phases of the project, if applicable)?


Will the proposed rules necessitate dedicated funds, and if so, where will the funds be appropriated from?


Is there data available that is relevant to this rulemaking?  If so, where are these data sets and who from Technical Services or elsewhere is available for the technical analysis? 


Will the project team request that this rulemaking be Director-delegated? 


 Will this rulemaking require Rulemaking Advisory Committee meetings?


Will this rulemaking require any revisions to the State Implementation Plan?


 Upon reviewing the Rulemaking Project Charter EPIC Memo, what other considerations are relevant? 


Records Management 
Upload the completed form to shared project folder and save according to state general retention schedule.
Revision History
	Revision
	Updates
	Date

	1
	Document Creation
	2024

	2
	Added acronym table. 
Added questions to clarify if the rulemaking will be director delegated and if a State Implementation Plan is required.
	Mar 26, 2025

	3
	Added question on if a Rulemaking Advisory Committee meeting is required.  Added reference to the Rulemaking Project Charter EPIC Memo.
	Jan 22, 2026
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