MANUAL ... GENERAL ADMINISTRATION 3-10-10-A
parr 3 Federal Register Documents
CHAPTER 3- 10

PROCESSING REQUIREMENTS APPLICABLE TO ALL FEDERAL REGISTER DOCUMENTS

3-10-00 Purpose
10 Processing Requirenents

3-10-00 PURPCSE

This chapter sets forth general processing requirenents which
are applicable to all docunents which the Department and its
agenci es publish in the Federal Register.

3-10-10 PROCESSING REQUIREMENTS

A. Drafting of Documents

1. Respomsibility for Drafting. The operating agency or staff
office responsible for the subject mtter of a document to
be published in the Federal Register is responsible for
-drafting the document 1n the prescribed format for publi-
cation in the Federal Register. Such format shoul d al so
be used for draff copies of the docunent,

2. Assistance fromthe Ofice of the General. Counsel. The
"Ofice of the Ceneral Counsel provides, upon request,
| egal advi ceandassi stance  indraftingdocunents. A?ency
personnel should consult with the division of the Ofice of
the General Counsel which provides themwth |egal assistance.

3. Handbook on Document Drafting. The Handbook on Document
Drafting, published by the Office of the Federal Register,
contains detailed instructions onhowto draft documents
for publication in the Federal Register. It also contains
statutory and regul atory provisions applicable to the
Federal Reqgister. The Handbook may be obtained fram the
Legislative Materials Section, Office of the Executive
Oficer, Ofice of the Secretary.

4. Wrkshop on Docunent Drafting. The Office of the Federal
Regi ster conducts, upon request, a workshop on drafting
documents for publication in the Federal Register. Cperat-
ing agencies or staff offices that wish to have the
wor kshop conduct edf or their employees should submit their
requests, in witing, to the Director, Ofice of Management
Systems, (ffice of the Secretary.
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(3-10-10 continued)

B.

D.

Prevaration of Docunents. Tne cperating agemcy or staff office
responsible for drafting a document i s responsible for oreparing
(typing) the docunent in final formfor publication in the
Federal Register. (See Chapter 3-15, Preparation of Federal
Regi ster Documents, for detailed instructions.)

Cl earance of Documents. Officials who review documents shoul d
I ndi cat e their concurrence by signing t hei r surname on the yellow
file box copy of the documents.

Signing Documents. Officials who have authority toapprove
documents shoul d si gn their name in ink on the original docunent.
Initials or impressed signatures may not be used.

Certification of Documents. All copies of documents sent to the
Ofice of the Federal Register for publication shall be certified
as true copies of the originalbefore they are sent.

Use of Departnment Seal. The Department seal | S not required for
any document sent to the Office 0Of the Federal Register for
publication unless the Secretary orthe Under Secretary directs
that the document shall be impressed with the Department seal.

Number of Copies. The Office of the Pederal Register requires an
original and two certified copies (or three certified copies if the
document is printed or processed on both sides) of each document
subm tt edfor publication. If an agency desires t 0 recel ve a date-
stamped copy as evidence of submittal to the Federal Register, it
should include an addressed return envelope for the purpose and the
public inspection copy will be returned as socn as available. The
((j)‘fi ce of the General Counsel requires a yellow file copy of each
ocunment .

Transmittal Of Pocuments to the Office oft he Pederal Register

1. Responsibility for Transmttal

a. The Departnent |iaison officer should transmt those
documents signed and approved by the Secretary, the
Under Secretary, or any authorized gtaff official in
the Ofice of the Secretary.

b. Each agency liaisom of ficer should transmit those

documents signed and approved by the agency head or
another authorized agency official.

2. Letter8 of Transmittal. Letters of transmittal should be
included only when special trestment of the documents is
desired. The letters should St at e specifically what speci al
treatment i S desired. See Exhibit X3-10-1 for sample
transmttal letter.
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(3-10-10 continued)

Rel ease of Information From Docunents Sent to the Office of the
Federal Register. The Ofice of the Federal Register makes
provision for public inspection of documents on the working day
before they are published. Documents Whi ch are of aconfidential-
admnistrative nature until they are rel eased shall not be made
public by any enployee of the Department wi thout the Secretary's
perm ssion until the documents are nmade public by the Ofice of
the Federal Register

J. Correction of Errors

1. The operating agency or staff office responsible for the
subject matter of a docunent published in the Federa
Regi ster is also responsible for the correction of errors
which appear in the published docunent.

2. If the error was in the original docunent submtted to the
Office of the Federal Register, the agency or office should
prepare a correction document. If the Secretary signed
and approved the original document, the correction docunent
shoul d be prepared for the signature of the Assistant Secretary
for Admnistration and Mnagement or his designee. |f an
agency head or another agency official signed and approved the
original, the correction docunent should be prepared for the
signature of that official or his designee.

3. If the error was made by the Office of the Federal Register,
the agency or office should informthe |iaison officer who
sent the document to the Office of the Federal Register and
he should informthat Ofice which will prepare and publish
a correction docunent.

K. Updating Federal Register Docunents. The qperating agency orstaff
office responsible for the subject matter of a Gocument published

in the Federal Register is responsible for keeping the docunent
up-to-dafe.
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2 ATER OF TRANSMITPAL to the Director, Ofice of the Federal Register (to be used only
when speci al treatment of document is desired).

DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE
Washi ngt on

The Director

Ofice of the Federal Register

Nati onal Archives and Records Service
General Services Adm nistration
Washington, D. C

Dear Sir:

Herewith are transmtted for filing and publicatiom in the_Federal
Regi ster the original and two certified copies of the following
ocunent:

(State, if the document is subject to codification, the
Title of the Code of Federal Regul ations and ot her code
numbers and headi ngs and the specific title of the docunent.
| f the document is not subject to codification, state the
name Of the Department, the name of the operating agency,
and the title of the docunent.)

(State special treatnment desired and the reasons therefor.)

Please return in the enclosed addressed envelope, as soon as
avail abl e, the tinme-stanped copy used for public inspection.

Sincerely yours,

Federal Register Liaison Oficer

Enclosures
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