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RHODE ISLAND RULES AND REGULATIONS

What is the Rhode Island Code of Regulations?

The Rhode Island Code of Regulations (RICR) is the official
publication of the rules promulgated by State agencies,
boards, and commissions. The RICR is a uniform code that
provides access to all Proposed and Final Regulations filed
under the Administrative Procedures Act.

The Department of State’s Administrative Records Office
(ARO) manages the RICR, which is updated daily and
available to the public online.

What is the Administrative Records Office?

The ARO manages the process of regulations filed by State
agencies with the Department of State to make
government more transparent, accessible, and efficient.

What is the Administrative Procedures Act?

R.I. Gen. Laws Chapter 42-35, Administrative Procedures
Act, governs the way Rhode Island State agencies, boards,
and commissions may propose and promulgate rules.

What are an agency’s responsibilities?

All agency responsibilities regarding rules and regulations
can be found in the Administrative Procedures Act (R.I.
Gen. Laws Chapter 42-35).

What do the OMB and the ARO review?

The Office of Management and Budget (OMB) facilitates
the creation and refinement of regulations through a
content review process to ensure a clear, predictable, and
reliable regulatory system (EO 15-07).

The ARO facilitates a formatting review process for
standardization and display in the RICR (R.I. Gen. Laws §
42-35-4(a)).

What is “Content”?

“Content” means any text or graphics of the rulemaking
records that impacts the meaning and/or intent.

CONTACT

rulesregs@sos.ri.gov
®© 401-222-2353
@ sos.ri.gov

ADDRESS

Rl Department of State
Administrative Records Office
33 Broad Street

Providence, RI 02903



http://webserver.rilin.state.ri.us/Statutes/TITLE42/42-35/INDEX.HTM
http://webserver.rilin.state.ri.us/Statutes/TITLE42/42-35/INDEX.HTM
http://webserver.rilin.state.ri.us/Statutes/TITLE42/42-35/INDEX.HTM
https://omb.ri.gov/regulatory-reform
https://omb.ri.gov/sites/g/files/xkgbur751/files/documents/reform/regulatory-review/07_Regulatory_Climate.pdf
http://webserver.rilin.state.ri.us/Statutes/TITLE42/42-35/42-35-4.htm
http://webserver.rilin.state.ri.us/Statutes/TITLE42/42-35/42-35-4.htm
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1.1 History of Rhode Island Regulations

Date Event

Administrative Procedures Act (APA) Adopted

1956 | For rules previously in effect, and going forward for Final Regulations, to be filed
with the Department of State (DOS) and enacted on 01/01/1964.

Rhode Island Small Business Regulatory Flexibility Act Adopted

2000 | Small business regulatory review board established to consider requests from
small business owners to review rules adopted by state agencies.

Launch of 15t Online Regulation Database

2001 | While paper regulations are still the official copy, the online database makes
regulations available for public accessibility and reference only.

APA Amended

2004 | Regulations are now to be reviewed by the Governor’s Office and Economic

Development Corporation (EDC) for small business impact before filing.

Office of Regulatory Reform (ORR) Established (Executive Order 10-13)
ORR established within the EDC to improve regulatory process.

2012 | ORR Moved to the Office of Management and Budget (OMB)
ORR Review (Executive Order 15-07)

2015 Requires most Executive departments, boards, and commissions with

2010

rulemaking authority to have rules reviewed by ORR before and after public
comment.

APA Amended

Rewritten, based on Uniform APA, to revise the rulemaking process.

Launch of Rhode Island Code of Regulations (RICR)

Administrative Records Office (ARO) reviews rules for formatting compliance,

2016

August | maintains final rulemaking record copies and official copies of regulations, and
2018 | maintains the online system to file and display regulations for public accessibility.

Prior to this time, only agencies were responsible for maintaining all rulemaking
records. Now, both the agency and the ARO maintain all rulemaking records.

Emergency Rules Extended (Executive Order 20-72)

2020 | Temporarily suspended a section of the APA allowing only one 60-day extension
to allow for multiple extensions, if need be, due to the COVID-19 emergency.
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1.2 Administrative Records Definitions
For the purpose of this Guide, the following terms are defined as follows:

“Advance” means the step in the filing process in the RICR Filing System to move the
rule one step forward.

“Advance Notice of Proposed Rulemaking” means the process of when an agency
may collect relevant information to a potential rule and may solicit comments and
recommendations from the public (R.. Gen. Laws § 42-35-2.5 and § 3.3.4 of this
Guide).

“Agency Head"” means the individual who has ultimate legal authority of an agency
(R.I.Gen. Laws § 42-35-1(3)), is an RICR Filing System user, and may sign rules into
effect (§ 6.1.1 of this Guide).

“Agency” means "a state agency, authority, board, bureau, commission, department,
district, division, institution, office, officer, quasi-public agency, or other political
subdivisions created by the general assembly or the governor, other than the
legislature or the judiciary, that is authorized by law of this state to make rules” (R.l.
Gen. Laws § 42-35-1(1)).

“Declaratory Order” means a document issued by an agency that states whether a
statute or regulation applies to the person or entity petitioning the agency for that
decision. (R.I. Gen. Laws § 42-35-8).

“Effective Date” means the exact date a promulgation goes into effect.

“Filer” means a person approved by an agency to participate in the rulemaking
process to file regulations for that agency and is an RICR Filing System user (§ 6.1.3 of
this Guide).

“Filing Date” means the exact date a promulgation is filed with the Department of
State.

"Guidance Document” means “a record of general applicability developed by an
agency which lacks the force of law but states the agency’s current approach to, or
interpretation of, law or describes how and when the agency will exercise
discretionary functions” (R.l. Gen. Laws § 42-35-1(9)).

“Notice of Proposed Rulemaking” means a document published in the RICR for
notification to interested parties of a Proposed Rule. The notice must contain the
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items described in R.I. Gen. Laws 42-35-2.7.

“Promulgate” means “the process of writing a new rule, or amending or repealing an
existing rule”, beginning “with filing the Notice of Proposed Rulemaking...and ending
upon the Effective Date of the rule” (R.l. Gen. Laws § 42-35-1(16)).

“Promulgation,” with respect to a rule filed in the RICR Filing System, means the
specific Adoption, Amendment, or Repeal that is being promulgated.

“Promulgation ID” means the distinctive identification number a promulgation
is assigned by the RICR Filing System that is used by the Department of State
to identify rules.

“Public Comment Period” means a period of time after the Notice of Proposed
Rulemaking is published in the RICR during which a person may submit comments on
the Proposed Rule.

“Public Hearing” or “Hearing” means a meeting regarding a proposed rule which is
open to the public, during which members of the public are invited to give testimony
or otherwise submit comments on the Proposed Rule. The hearing is recorded and
kept as part of the Rulemaking Record for that rule. A hearing may not be scheduled
earlier than ten (10) days after the Notice of Proposing Rulemaking is published in the
RICR or later than five (5) days prior to the end of the Public Comment Period.

“Rhode Island Code of Regulations” or “"RICR” (pronounced are-aye-see-ARE) means
the official publication of Rhode Island Regulations promulgated by agencies that is
managed by the Department of State’s Administrative Records Office, which is
updated daily and available to the public on the Department of State's website.

“RICR citation” means the unique number assigned to a rule that includes the Title,
Chapter, Subchapter, and Part numbers (§ 2.3 of this Guide) that is used by agencies
and the public to identify rules.

“RICR Filing System” or “RICR System” means the online filing system that allows
agencies to file regulations directly with the Department of State.

“Rule” or “"Regulation” means “the whole or a part of an agency statement of general
applicability that implements, interprets, or prescribes law or policy or the
organization, procedure, or practice requirements of an agency and has the force of
law” (R.I. Gen. Laws § 42-35-1(19)). “Regulation” has the same meaning and is used
interchangeably. Rules may be described by the status in which they are in, including
the following:
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“Active Rule” means a rule that was promulgated in accordance with the APA
and is currently in effect and enforceable by the agency.

“Final Rule” means a rule that was promulgated in accordance with the APA
and currently is, or was at one time, in effect and enforceable by the agency.

“Inactive Rule” means a rule that was previously promulgated in accordance
with the APA and in effect that is no longer in effect and enforceable by the
agency.

“Proposed Rule” means a rule that is in the promulgation process that has not
yet gone into effect to become a Final Rule.

“Terminated Rule” means a Proposed Rule that was in the promulgation
process but was discontinued by the agency before going into effect.

“Rules Coordinator” means the designated individual at an agency who has
knowledge of all Proposed Rules, maintains rulemaking records for the agency as
required in R.I. Gen. Laws § 42-35-2.3, responds to public inquiries regarding all
agency rules (R.I. Gen. Laws § 42-35-2.1), and is an RICR Filing System user (§ 6.1 of
this Guide).

“Rulemaking” means the promulgation process based on the action and type:

“Rulemaking Action” means the kind of rulemaking, either Proposed Regular,
Proposed Direct Final, Emergency, Advance Notice, or APA Exempted (§ 3.2 of
this Guide).

“Rulemaking Type” means the category of rulemaking, either an Adoption,
Amendment, Repeal, Technical Revision, or Periodic Refile (§ 3.1 of this
Guide).

“Rulemaking Agenda” means the record an agency must maintain for proposed
rules, which is also available in the RICR for each agency (§ 2.6.3 of this Guide), that
states or contains the items described in R.I. Gen. Laws § 42-35-5.1.

“Rulemaking Record” means the group of records agencies are required to maintain
for each rule, which must contain the records described in R.I. Gen. Laws § 42-35-2.3.

“Terminate” or “Termination” means the irreversible process of ending a rule in the
middle of the promulgation process before an Effective Date is set, which stops the
Proposed Rule from displaying in the RICR (if it had already gone into the Public
Comment Period), removes the rule from the RICR user’'s Work Queue, and if the rule
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was an Adoption it prevents that Part number from being used again.

“User” means a person with login credentials to the RICR Filing System, either a Filer,
Rules Coordinator, or Agency Head.
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2 RHODE ISLAND CODE
OF REGULATIONS
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2.1 About the RICR

The Rhode Island Code of Regulations (RICR) is the official publication of rules
promulgated by State agencies, boards, and commissions. The Department of State’s
Administrative Records Office (ARO) manages the RICR, which is updated daily and
available online at https://rules.sos.ri.gov/organizations.

Each rule published in the RICR is given a unique citation (XXX-RICR-XX-XX-X) which
includes numbers for the Title, Chapter, Subchapter, and Part:

100-RICR-40-15-1

TN

Title (Agency) Chapter (Function) Subchapter (Topic) Part (Regulation)

To view the additional information regarding the rulemaking process, definitions for
the RICR, and FAQs, visit: https://rules.sos.ri.gov/organizations/help.
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2.2 The Rulemaking Process
2.2.1 Beginnings of a Rule

An agency may only publish a rule for which it has statutory authority. Each Notice of
Proposed Rulemaking must include the legal citation that authorizes the rule.

An agency may choose to employ an optional step in the rulemaking process for an
Advanced Notice of Proposed Rulemaking (R.I. Gen. Laws § 42-35-2.5). This allows an
agency to gather information related to the potential Rulemaking Action by soliciting
comments and recommendations from the public before publishing the Proposed
Rule and Notice of Proposed Rulemaking.

Executive Order 15-07 requires most executive branch agencies to engage in the
Office of Management and Budget's review process prior to filing regulations.

2.2.2 Preliminary Evaluations and Analysis

Before the rulemaking process begins, an agency must evaluate all alternative
approaches, overlap or duplication with other statutes and rules and whether the
Rule will have significant economic impact on small business.

2.2.3 Notice of Proposed Rulemaking

After an agency researches the issues and determines whether a new rule is
necessary, it often proposes the new language along with a Notice of Proposed
Rulemaking. These notices are published in the RICR, are readily available to the
public, and contains details about the Proposed Rule including the Rule’s purpose, its
statutory authority, and how the public can submit a comment or get further
information about the Proposed Rule from the agency, available in the Rulemaking
Documents tab of the RICR website (§ 2.5.5 of this Guide).

2.2.4 Public Comment Period

For most rulemaking actions, agencies must accept comments from the public about
the Proposed Rule. Agencies may choose to do so directly through the RICR, or by
mail, fax, or email. If a Public Hearing is scheduled, the public can also submit
comments via testimony at a Public Hearing. For most Rulemaking Actions, an agency
must allow a minimum of thirty (30) days for public comment.
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2.2.5 Public Hearing

An agency may schedule one (1) or more Public Hearings on the Proposed Rule. The
date, time, and location of any scheduled hearing must be listed in the Notice of
Proposed Rulemaking. The Public Hearing must be scheduled at least ten (10) days
from the date the Notice is published and at least five (5) days before the Public
Comment Period ends. An agency must also schedule a Public Hearing if the hearing
is requested by twenty-five (25) people or by an organization with at least twenty-five
(25) members (R.I. Gen. Laws § 42-35-2.8).

2.2.6 End of Public Comment Period

Once the Public Comment Period ends, the agency must review all comments
received and evaluate whether to make logical changes to the rule based on those
comments. The agency must also prepare a Concise Explanatory Statement including
its reasons for not incorporating changes suggested by the public, if necessary, and a
description of any changes made between the text of the Proposed Rule and the
Final Rule to be filed with the DOS.

2.2.7 Final Rule Filing

The Final Rule must be filed no later than one hundred eighty (180) days after the end
of the Public Comment Period in the RICR Filing System or the rule will be
automatically terminated by the RICR System at that time (R.I. Gen. Laws § 42-35-4(c)).
The Final Rule and its associated documents in the Rulemaking Record must be filed
with the DOS for publication in the RICR to become effective (R.I. Gen. Laws § 42-35-
2.3).

2.2.8 Emergency Rulemaking

According to R.I. Gen. Laws § 42-35-2.10, “if an agency finds that an imminent peril to
the public health, safety, or welfare or the loss of federal funding for an agency
program requires the immediate promulgation of an emergency rule...” the agency
may proceed with the Rulemaking Action without a Public Comment Period or Public
Hearing. Emergency Rules come into effect once they are signed by the Agency Head
and the Governor or the Governor's designee. These rules are effective for up to one
hundred twenty (120) days and may be extended once for an additional sixty (60)
days.
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2.3 RICR Classification System

The Rhode Island Code of Regulations (RICR) is a classification system that orders
regulations by agency. Each agency is organized by its Title, then further organized
into Chapters, Subchapters, and Parts, with each Part organized by Sections. All
number representations for Titles, Chapters, Subchapters, or Parts must be whole
numbers (decimal points are not permitted).

All rules are assigned an RICR citation using the Title, Chapter, Subchapter, and Part
numbers. Sections may be cited after the Part number. For additional information,
see § 5.2.1.3 of this Guide.

2.3.1 Title

A Title is the entity name, represented by a three-digit number for agencies with
specific rulemaking authority granted by R.I. Gen. Laws.

The numbering scheme begins with 100 and increases by multiples of 2, 5, or 10,
based on the entity type and its relationship to other entities in the RICR. The three-
digit indicator allows for growth over time, including the placement of new agencies
near related agencies (e.g., Title 210 has sub-agencies represented by 212, 214, etc.).

100-RICR-40-15-1
?

2.3.2 Chapter

A Chapter is a core function of the agency, which is represented by a two- or three-
digit number.

Agencies can distinguish between functions by assigning a Chapter number using a
skip ten (10) method (e.g., 10, 20, 30..., 110, etc.). This skip method allows room to

insert new functions near related functions in the future. Agencies may use “00” and
“N/A" as the Chapter name if there is no need to differentiate a topic.

100-RICR-40-15-1
?
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2.3.3 Subchapter

A Subchapter is a topic area within the core function of the agency, which is
represented by a two- or three-digit number.

Agencies can distinguish between topics by assigning a Subchapter number using a

skip five (5) method (e.g., 05, 10, 15, etc.). Agencies may use “00” and “N/A” as the
Subchapter name if there is no need to differentiate a topic.

100-RICR-40-15-1
?

2.3.4 Part

A Part is the individual rule regulating a specific topic, which is represented by a one-,
two-, or three-digit number.

Agencies can distinguish between specific topics by assigning a Part number using a
skip one (1) method without a leading zero (e.g., 1, 2, 3, etc., not 01, 02, 03, etc.).

Parts cannot be renumbered to accommodate repealed Rules, nor can Part numbers

be reused if terminated before becoming effective. Once a Part number is used, it is
in the RICR Filing System database and part of the permanent rulemaking records.

100-RICR-40-15-1
?

2.3.5 Section

Sections are the individual headings that make up a Part (rule), divided into six (6)
levels, including four (4) paragraph levels:

1. RICR Heading 1 (ex., #.1, #.2, #.3, etc.)
2. RICR Subheading/Subchapter (ex., #.#.1, #.#.2, #.#.3, etc.)
3. RICR Paragraph 1 (ex., A., B., C., etc.)

4. RICR Paragraph 2 (ex., 1., 2., 3., etc.)
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5. RICR Paragraph 3 (ex,, a., b., c,, etc.)

6. RICR Paragraph 4 (ex., (1), (2), (3), etc.)
Agencies should make every attempt to limit the number of section levels to no more
than four (4) paragraph levels to reduce regulatory volume while maintaining
readability. In the rare case where additional levels are required, there are two (2)
additional paragraph levels available:

7. RICR Paragraph 5 (ex., (A), (B), (C), etc.)

8. RICR Paragraph 6 (ex., (i), (ii), (iii), etc.)

100-RICR-40-15-1
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2.4 Locating Regulations
For regulations filed since 2001, there are two (2) ways to find them in the RICR:

1. Browse an agency's rules by exploring the Parts listed within their Title's
Chapters and Subchapters in the RICR Table of Contents; or

2. Use the search feature to search a specific keyword or RICR citation.

2.4.1 RICR Table of Contents (2001-Current)
To browse a specific agency’s rules:

1. Go to: https://rules.sos.ri.gov/Organizations.

2. Locate the Title of the agency of interest either by scrolling through the agency
or using the Filter by Agency search box:

Table of Contents

Show| 25 entries » Filter by Agency

Title Agency

© Title 100 Department of State

3. Click the plus (+) button to toggle open the agency's Title to view the Chapters
(click the minus (-) button to toggle the Title closed again):

Table of Contents

Show| 25 entries Filter by Agency

Title Agency

@ | Title 100 Department of State

View Agency Info

0 Chapter 10 Administration

Chapter 20 Elections

Chapter 30 Business Services

© 00O

Chapter 40 State Archives, Library and Public Information
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4. Continue to toggle open the associated Chapter and Subchapter, and click on
the Part to view the Regulation:

@ Title 100 Department of State

View Agency Info

@ Chapter 10 Administration

@ Subchapter00  N/A

Part 1 Access to Public Records (100-RICR-10-00-1)

Part 2 Declaratory Crder Petitions (100-RICR-10-00-2)

Part 3 Petition for Promulgation of a Rule (100-RICR-10-00-3)
Part 4 Conduct of Public Hearings (100-RICR-10-00-4)

2.4.2 RICR Search (2001-Current)

There are multiple ways to find RICR rules using the search feature. To search, go to
https://rules.sos.ri.gov/Organizations and navigate to the Search Regulations box:

Welcome to the Rhode Island Code of Regulations

The Rhode Island Code of Regulations contains all regulations created under the Administrative Procedures Act,
R.l. Gen. Laws Chapter 42-35. Some rulemaking agencies are exempt from the Act. To find regulations published
outside of the Rhode Island Code of Regulations, please follow the links below. Please note this list may not be SEEII'Ch Regulations
complete and additional links may be added in the future.
« Rhode Island Board of Governors for Higher Education 9
+ Rhode Island Office of the Postsecondary Commissioner Keywords
= Workers' Compensation Court »
« Rhode Island Lottery
O Exact Match
Agencies
Since 2001, Rules have been filed elecironically and appear in the Rhode Island Code of Regulations. To view -
Rules filed prior to 2001, visit the State Archives Digital Archive here. Sort by
Relevance v
Please note: the RICR may have a slight delay in displaying the active Regulation after an Emergency Amendment In Order of
expires at midnight. To view all versions of the specific Regulation, please see the history tab.
Descending v
Table of Contents

Show| 25 entries Filter by Agency

Subscribe for
Title Agency Notifications
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1. If you know the unique RICR citation for the rule:
Type the full citation (with “RICR" in all capital letters) and click Search to view
the currently active version of that Part.

2. If you do not know the RICR citation, but know the name of the rule:
Type in keywords and click Search to view a list of related regulations.

3. To view all rules for a specific agency:
Select the agency from the dropdown, type in keywords if known and/or click
Search to view all related regulations with that specific agency.

4. To view all RICR rules:
Do not type any text or select an agency, just click Search with empty fields.

When viewing the Search Results, to further narrow down the list of regulations, click
to sort between Active (all Rulemaking Actions and Types, § 3 of this Guide),
Emergency, Proposed, and Inactive:

Search Results

|m Emergency Proposed Inactive

Displaying 1 - 10 of 1122 RICR FAQs
Access to Public Records (100-RICR-10-00-1)
100 -RICR- 10 - 00 - 1 Type of filing: Refile Capabilities Search Regulations @
ACTIVE RULE Keywords
Title: Department of State Chapter: Administration Subchapter: N/A
Effective: 01/04/2022 to Current [ Exact Match
Agencies
View Details View Regulation Additional Information v

NOTE: The search function will not recognize two different keywords at once
(i.e., “fishing and hunting” will not search simultaneously for results
containing both of those terms).

Additionally, the search will scan the entire text of all rules and weight the
results first by rules that contain the keyword in the Part name, then by
rules which contain the keyword in the full text of the Part.
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2.4.3 Historic Regulations (1950-2001)

Since 2001, regulations have been filed electronically and are available in the RICR.
To view rules filed with the Department of State in early 2001 and prior:

1. Go to the Rhode Island State Archives Catalog.

2. Select an entity from the Collection Organization sidebar:

Home Collections

AY
Rules and Regulations, c. 1950-2002 E

| Objects Subjeclts Agenis Record Groups (o}

E Series — Multiple Containers Identifier: 2016-04 Citation Print
# Rhode Island State Archives | & Rules and Regulations, ¢. 1950-2002
rview  Collection Organization — Container Inventory  View Digital Matenal

Scope and Contents Search Collection
The rules and regulations promulgated by various staie agencies, boards and commissions are filed with the Secretary of State per the
Rhode Island Administrative Procedures Act, R1. Gen. Laws Chapter 42-35 To year
Dates
Creation: 1956-
Language of Materials » Collection organization
English

| Rules and Regulations, c. 1950-2002
Conditions Governing Access [& Accountancy, Board of, 1974-20
No special restrictions unless otherwise specified. (& Accounts and Records, Commit..

- B [ Adjutant General (includes Cou
Conditions Governing Use

Copyright is in the public domain unless otherwise specified. We reserve the right to restrict reproduction of materials due to preservation

& Administration, Department of (i.

[l Airport Corporation, 1993-2001

concems
[ Architects, Board of Examinatio

Biographical / Historical B Arts, State Council on the, 1975

In 1956 Rhode Island adopted the Adminisirative Procedures Act. It has been amended multiple times over the years since and can be read [ Atomic Energy Commission, 1993

in its cumrent version here: Rhode Island Administrative Procedures Act

v General 1964-1999

3. Click Go to file to open a list of historic rules for that entity in the Digital
Archive:

Home Collections Digital Objects Subjects Agents Record Groups Q

Secretary of State, 1967-2001 a

[ Sub-Series Citation
# Rhode Island State Archives | & Rules and Reguiations, ¢. 1950-2002 (2016-04) | [ Secretary of State, 1967-2001

Scope and Contents Collection organization

From the Serles:

The rules and regulations promulgated by various state agencies, beards and ES Parole Board, 1975-2001 -
commissions are filed with the Secretary of State per the Rhode Istand

Administrative Procedures Act. R.I. Gen. Laws Chapter 42-35

Secretary of State rules and regulations, 1967-2001

Personnel Appeal Board, 1966-1993

Ed Planning Program, Statewide, 1

Dates Police, State (includes E-911 an...
Creation: 1967-2001 Properties Committee, State, 19

Resource Recovery Corporation..

Creator
Secretary of State, 1967-2001

+ Rhode Island. Department of State (1730-) (Organization)

d Waste Management Corp..
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2.5 Viewing Regulation Information (2001-Current)

2.5.1 Regulation Text

Click the Regulation Text tab to view the rule interactively. Click the Section
number/name to open and click that Section number/name again to close:

Access to Public Records (100-RICR-10-00-1)

scmeRuns

Regulation Text Overview Regulation History Rulemaking Documents

1.1 Authority and Purpose

1.2 Definitions

1.3 Access to Public Records Policy

1.4 Procedures for Obtaining Access

1.5 Denial of Access and Administrative Appeals

1.6 Public Records Within the State Archives Division

1.7 Severability

2.5.2 Overview

To view additional information, including the type of filing, status, effective dates,
regulation authority, and purpose and reason for this filing, click the Overview tab:

Access to Public Records (100-RICR-10-00-1)

s

Regulation Text m Regulation History Rulemaking Documents

Title 100 Department of State

Chapter 10 Administration

Subchapter 00 NIA

Part 1 Access to Public Records (100-RICR-10-00-1)
Type of Filing Periodic Refile

Regulation Status Active

Effective 01/04/2022

Regulation Autherity:

R.I. Gen. Laws § 42-35-2 and R.l. Gen. Laws Chapters 38-2
42-8
42-8 1 and 38-3

Purpose and Reason:

This rule is being refiled by the agency pursuant to R.I. Gen. Laws § 42-35-4.1. No changes were made to
the text of this rule
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2.5.3 Regulation

To download the rule as a PDF, click the Regulation tab > Download Regulation:

Access to Public Records (100-RICR-10-00-1)

UL WL RN LES N - ACTIVE RULE

Regulation Text Overview Regulation History Rulemaking Documents
=>

2.5.4 History

To view a rule’s history, click the History tab to navigate to any previous filing for that
Part (the filing highlighted blue is the rule that is currently being viewed):

Access to Public Records (100-RICR-10-00-1)

[io0-Rici10-00-+ JEGIUETE

Regulation Text Overview Regulation m Rulemaking Documents

ACTIVE RULE Periodic Refile - effective from 01/04/2022 to Current

L

Amendment - effective from 08/21/2018 to 01/04/2022

L

Technical Revision - effective from 07/01/2010 to 08/21/2018

L

Adoption - effective from 07/01/2010 to 07/01/2010
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2.5.5 Rulemaking Documents

To view all associated documents for the filing (i.e., Concise Explanatory Statement,
Public Comment, Notice of Proposed Rulemaking, Proposed Rule, etc.), click the
Rulemaking Documents tab:

Access to Public Records (100-RICR-10-00-1)

AerERuLE

Regulation Text Overview Regulation History Rulemaking Documents

» Concise Explanatory Statement

» Public Comment

» Public Notice of Proposed Rulemaking
« Proposed Rule

« Additional Documentation

NOTE: Only Rulemaking Documents from rules filed since 2018 are available.

34 of 467



RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

2.6 Locating Agency Information
To view agency information for a specific Title:

1. Go to https://rules.sos.ri.gov/Organizations.

2. Locate the Title in the Table of Contents or use the Filter by Agency search
box:

Table of Contents

Show| 25 entries » Filter by Agency

Title Agency

© Title 100 Department of State

3. Click the plus (+) button next to the Title, then click View Agency Info:

Table of Contents

Show| 25 entries Filter by Agency

Title Agency

@ Title 100 Department of State

View Agency Info «

4. The Agency Info page includes a description, the agency’s address, and the
Rules Coordinator’s contact information (see § 2.6.4 of this Guide to update):

Department of State

About

The Rhode Island Department of State engages and empowers all Rhode Islanders by making govemment more
accessible and transparent, encouraging civic pride, enhancing commerce and ensuring that elections are fair, fast
and accurate. The Secretary of State is the state's third ranking elected official, following the Governor and Lt
Governor. State law gives the Secretary of State many different duties. As Rhode Island's chief elections officer,
the Secretary of State registers voters, prepares ballots, certifies election results and administers oaths of office
The Secretary of State also works with companies registered to de business in Rhode Island — meore than 70,000
in all. State laws and other official acts. such as issuing bonds, must be signed by the Secretary of State in order to
make them official. The Secretary of State is also charged with regulating lobbying activity in the Executive and
Legislative branches of state government. In addition, the Secretary of State also processes, preserves and gives
the public access to hundreds of thousands of historic documents and public records.

Agency Address Rules Coordinator
82 Smith Street

Providence, RI1,02903
Website

Guidance Document Index Declaratory Order Index Rulemaking Agenda
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2.6.1 Guidance Document Index
To view an agency’s Guidance Document Index that lists published Guidance

Documents, navigate to the bottom of the Agency Info page and click Guidance
Document Index:

Guidance Document Index Declaratory Order Index Rulemaking Agenda

2.6.2 Declaratory Order Index

To view an agency’s Declaratory Order Index that lists published Declaratory Orders,
navigate to the bottom of the Agency Info page and click Declaratory Order Index:

Guidance Document Index Declaratory Order Index Rulemaking Agenda

2.6.3 Rulemaking Agenda

To view an agency’'s Rulemaking Agenda that provides that agency’s Proposed Rules,
navigate to the bottom of the Agency Info page and click Rulemaking Agenda:

Guidance Document Index Declaratory Order Index Rulemaking Agenda
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2.6.4 Updating Agency Information
2.6.4.1 About Description

The Rules Coordinator or Agency Head may email the Administrative Records
Office (ARQO) the Title number and updated agency description and the ARO can
update the RICR on the agency’s behalf:

Department of State

The Rhode Island Department of State engages and empowers
accessibie and IrANSPArent. encouraging Civic prde, ennanci

official acts, such as issuing

cretary of State is also chy

e branches of state government. In additior cretary of State ako proc
ihe public access o hundreds of thousands of historic documents and public records

2.6.4.2 Agency Address

The Rules Coordinator or Agency Head may email the ARO the Title number and
updated agency address and the ARO can update the RICR on the agency'’s
behalf:

Department of State

About

The Rhode Island Depariment of State engages and empowers all Rhode Islanders by making government more
accessible and transparent, encouraging civic pride, enhancing commerce and ensuring that elections are fair, fast
and accuraie. The Secretary of State is ihe state’s third ranking elected official, following the Governor and Lt
Governor. State law gives the Secretary of State many different duties. As Rhode Island’s chief elections officer,
the Secretary of State registers voters, prepares ballots, certifies election results and administers oaths of office.
The Secretary of State also works with companies registered to do business in Rhode Island — more than 70,000
in all. State laws and other official acts, such as issuing bonds, must be signed by the Secretary of State in order to
make them official. The Secretary of State is also charged with regulating lobbying activity in the Executive and
Legislative branches of state government. In addition, the Secretary of State also processes, preserves and gives
the public access to hundreds of thousands of historic documents and public records.

Agency Address Rules Coordinator

82 Smith Street
Providence, RI 02903
Website

Guidance Document Index Declaratory Order Index Rulemaking Agenda

2.6.4.3 Rules Coordinator

To update the Rules Coordinator, see § 6.1.2.1 of this Guide.
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2.7 Subscribing to Regulation Notifications

There are multiple ways to subscribe to email notifications to be alerted of RICR
rulemaking activity:

1. To subscribe to all notifications or notifications for a specific agency:
Click Subscribe for Notifications located below the search box and complete

the form to receive daily, weekly, or monthly email notifications for all agencies
or specific agencies:

2. To receive notifications for a specific Chapter, Subchapter, or Part:
Click Notify Me within the Overview tab of any Part and complete the form to

receive daily, weekly, or monthly email notifications for the Agency, the
Chapter, the Subchapter, or the Part:

LI LEUS N | ACTIVE RULE

Regulation Text m Regulation History Rulemaking Documents
—

3. To unsubscribe to RICR Notifications:

a. Either:

i. Navigate to the bottom of the RICR Notification email and click
the link to visit and unsubscribe:

You are receiving this message because you have subscribed to the Rhode
Island Department of State Rules and Regulations Tracker. To manage your
subscriptions, please visit https://rules.sos.ri.gov/Subscriptions/view

OR
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ii. Go to https://rules.sos.ri.gov/Organizations and click Subscribe
for Notifications:

/e Rhode Island Department of State
( @ )|Gregg M. Amore
/ Secretary of State

Business Services  Elections  Civics and Education  Open Government

YOUAREHERE: » HOME » OPENGOVERNMENT » RULESANDREGULATIONS » CODE OF REGULATIONS

Welcome to the Rhode Island Code of Regulations

RICR FAQs.

Search Regulations @

The Rhode Island Code of Regulations contains al
R Gen. Laws Chapter 42-35 S

of may be added in the future
+ Rhode Island Board of Governors for Higher Education e
+ Rhode Island Office of the Postsecondary Commissioner
+ Workers' Compensation Court
« Rhode Island Lottery

Table of Contents

Tisle fnancy

b. Enter the email address and click Manage Subscriptions:

Manage Subscriptions

Email Address

Manage Subscriptions

c. Select the checkbox for the subscriptions(s) and click Unsubscribe:

Manage Subscriptions

Email :

Subscriptions
O
All Agencies [Daily]
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RULEMAKING
TYPES & ACTIONS
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3.1

Rulemaking Types

There are five (5) Rulemaking Types:

1.

Adoption
To create a new rule.

Amendment
To alter, modify, rephrase, add to, or subtract from an Active Regulation.

Repeal
To revoke an Active Regulation, abolishing the ability for the rule to be
enforced.

Technical Revision*
For minor non-substantive corrections to rules.

Periodic Refile*
To refile all rules on file with the Department of State every successive fifth
year.

*For additional information, see §§ 3.3.6 and 3.3.7 of this Guide.

3.2 Rulemaking Actions

For Adoptions, Amendments, and Repeals, there are five (5) Rulemaking Actions:

1.

Proposed Regular
Most common type.

Proposed Direct Final
For non-controversial rules.

Emergency
To address imminent peril.

Advance Notice
To gather additional information before promulgating a rule.

APA Exempted
For exempted entities only.

For exact processes and document requirements, refer to the Rulemaking Workflows.

41 of 467


https://www.sos.ri.gov/divisions/open-government-center/rules-and-regulations/filing-resources

RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

3.3 Rulemaking Timelines

Proposed Adoptions, Amendments, and Repeals, of any Rulemaking Action, must be:

1. Reviewed with content approved by the Office of Management and Budget
(OMB)*;

2. Reviewed with formatting verified by the Department of State (DOS); and
3. Signed by the DOS to be published in the RICR.
*General Officer rules, Judiciary rules, and APA Exempted Rulemaking excluded.

Click here to view a visual timeline for each Rulemaking Action, for example:

Advance Notice Rulemaking Timeline

Public Comment Period 'OMB Initial Review DOS Drafts Verification Public Comment Period OMB Final Review DOS Final Review
1-day minimum Up to 30 days Up to 5 days 30-day minimum 30-day minimum Up to 5 days

Rhode Island Department of State (DOS) | Office of Management and Budget (OMB) R Administrative

3.3.1 Proposed Regular Rulemaking

This is the most common type of rulemaking. This Rulemaking Action includes:
1. OMB Initial Review (up to 30 days);
2. DOS Drafts Verification (up to 5 days);
3. Public Comment Period (30-day minimum);
4. OMB Final Review (up to 30 days); and
5. DOS Final Review (up to 5 days).
The Final Rule becomes effective after the 20-day minimum waiting period, starting

from when the DOS signs the Regulation, after the above process and the Agency
Head signs the rule.

3.3.2 Proposed Direct Final Rulemaking

This is only to be used when the rule is expected to be non-controversial. If the rule
receives any objections in the Public Comment Period, the rulemaking process must
restart from the beginning using Proposed Regular Rulemaking (R.I. Gen. Laws § 42-
35-2.11).
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This Rulemaking Action includes:

1. OMB Initial Review (up to 30 days);

2. DOS Drafts Verification (up to 5 days);

3. Public Comment Period (30-day minimum);

4. DOS Final Review (up to 5 days).
The Final Rule becomes effective at the end of the Public Comment Period if no
objections were received (and the agency does not request a future Effective Date)

once the DOS signs the Regulation, after the above process and the Agency Head
signs the rule.

3.3.3 Emergency Rulemaking

This is only to be used if an agency finds that there is an imminent peril to public
health, safety, or welfare or the loss of federal funding for an agency program and
requires an immediate promulgation (R.I. Gen. Laws § 42-35-2.10).

An Emergency Rule may be effective for one hundred twenty (120) days, renewable
once for sixty (60) days.

This Rulemaking Action includes:

1. OMB Initial Review (up to 30 days);
2. OMB Extension Review (up to 30 days, optional).

The Final Rule becomes effective as soon as the Agency Head and Governor's Office
signs the Regulation, after the above process.

3.3.4 Advance Notice of Proposed Rulemaking

This is an optional process if an agency chooses to gather information and solicit
comments from the public before promulgating (R.I. Gen. Laws § 42-35-2.5).

If an agency chooses to hold a Public Hearing regarding an Advance Notice of
Proposed Rulemaking, the hearing must be posted to the Open Meetings database
in accordance with the Open Meetings Act (R.l. Gen. Laws Chapter 42-46).

This Rulemaking Action includes:
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1. Public Comment Period (1-day minimum);
OMB Initial Review (up to 30 days);

DOS Drafts Verification (up to 5 days);
Public Comment Period (30-day minimum);
OMB Final Review (up to 30 days); and
DOS Final Review (up to 5 days).

o bk w D

This Rulemaking Action follows the same process as Proposed Regular Rulemaking
after the initial advanced Public Comment Period, and the Final Rule becomes
effective after the 20-day minimum waiting period, starting from when the DOS signs
the Regulation, after the above process and the Agency Head signs the rule.

3.3.5 APA Exempted Rulemaking

None of the provisions of R.I. Gen. Laws Chapter 42-35 shall apply to the agencies
listed in R.I. Gen. Laws § 42-35-18(b), as they are exempt (R.I. Gen. Laws § 42-35-18).

If agencies listed use the RICR to file rules, this Rulemaking Action includes:

1. DOS Review (up to 5 days).

This Rulemaking Action does not require an OMB content review, includes no Public

Comment period, and the Final Rule becomes effective either immediately or after an
optional waiting period, as requested by the agency, after the above process and the
Agency Head and DOS signs the rule.

3.3.6 Technical Revision

Minor non-substantive corrections, including typographical, grammatical, or
formatting errors, may be made to final rules (R.I. Gen. Laws § 42-35-4(b)).

This Rulemaking Action includes:

1. DOS Review (up to 5 days).
This Rulemaking Action does not require an OMB content review, includes no Public
Comment Period and no waiting period, and the Final Rule’s Effective Date will be set

to the same Effective Date of the original filing that required the Technical Revision,
after the above process.
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3.3.7 Periodic Refile

All rules that are on file with the DOS must be refiled on the first Tuesday in January
of every successive fifth year, starting January 2007 (R.I. Gen. Laws § 42-35-4.2).

This Rulemaking Action includes:

1. DOS Review.
This Rulemaking Action does not require an OMB content review or DOS formatting
review, includes no Public Comment Period and no waiting period, and the Final

Rule’s Effective Date will be set to the first Tuesday in January of every successive fifth
year.
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WRITING
REGULATIONS
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4.1 Regulation Drafting Guidance

For resources and guidance on regulatory drafting and other required content
components, refer to the Office of Management and Budget's online resources.

Questions about the OMB content review process can be directed to the agency’s
assigned analyst or contact OMB directly at omb.regsubmission@omb.ri.gov.

4.2 APA Requirements

4.2.1 Petition for Promulgation of Rules

Each agency must promulgate a rule providing an explanation of the procedure for
an individual to petition the agency to promulgate a rule (R.I. Gen. Laws § 42-35-6).
The Rule must contain the following:

1. The form of the petition; and

2. The procedure for its submission, consideration, and disposition.

The Department of State has provided a sample Petition for Promulgation of Rules
Regulation, intended as a tool for agencies’ use in promulgating their own rule as
required in R.I. Gen. Laws § 42-35-6. Agencies are not required to use the sample
when promulgating their rule.

4.2.2 Petition for Declaratory Order

Each agency must promulgate a rule providing an explanation of the procedure for
an individual to petition the agency to publish a Declaratory Order (R.I. Gen. Laws §
42-35-8). The Rule must contain the following:

1. The form of the petition; and

2. The procedure for its submission, consideration, and disposition.

The Department of State has provided a sample Petition for Declaratory Order
Regulation, intended as a tool for agencies’ use in promulgating their own rule as
required in R.I. Gen. Laws § 42-35-8. Agencies are not required to use the sample
when promulgating their rule.
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4.2.3 Conduct of Public Hearings

Each agency must promulgate a rule providing the way public hearings are
conducted (R.I. Gen. Laws § 42-35-2).

The Department of State has provided a sample Conduct of Public Hearings
Regulation, intended as a tool for agencies’ use in promulgating their own rule as
required in R.I. Gen. Laws § 42-35-2. Agencies are not required to use the sample
when promulgating their rule.

4.2.4 Concise Explanatory Statement

When filing a Final Rule, each agency must issue a concise, explanatory statement
(R.I.Gen. Laws § 42-35-2.6). The statement must contain the following:

1. Reasons for the Adoption, Amendment, or Repeal;
2. Reasons for not accepting arguments made in testimony or comments;
3. Reasons for changes in text between the Proposed and Final Rule filed; and

4. Regulatory analysis prepared under R.I. Gen. Laws § 42-35-2.9.

The Department of State has provided a sample Concise Explanatory Statement,
intended as a tool for agencies’ use when filing their rule as required in R.I. Gen. Laws
§ 42-35-2.6. Agencies are not required to use the sample when filing their rule.

48 of 467


http://webserver.rilin.state.ri.us/Statutes/TITLE42/42-35/42-35-2.htm
https://www.sos.ri.gov/divisions/open-government-center/rules-and-regulations/filing-resources
https://www.sos.ri.gov/divisions/open-government-center/rules-and-regulations/filing-resources
http://webserver.rilin.state.ri.us/Statutes/TITLE42/42-35/42-35-2.htm
http://webserver.rilin.state.ri.us/Statutes/TITLE42/42-35/42-35-2.6.htm
http://webserver.rilin.state.ri.us/Statutes/TITLE42/42-35/42-35-2.9.htm
https://www.sos.ri.gov/divisions/open-government-center/rules-and-regulations/filing-resources
http://webserver.rilin.state.ri.us/Statutes/TITLE42/42-35/42-35-2.6.htm
http://webserver.rilin.state.ri.us/Statutes/TITLE42/42-35/42-35-2.6.htm

RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

FORMATTING
REGULATIONS
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5.1 Required Formatting

Formatting requirements ensure rules display interactively correctly in the RICR and
so that the RICR has a uniform style for public accessibility using ADA standards.

5.1.1 Track Changes

All text changes must be notated using Microsoft Office’s Track Changes feature:
e Adoptions must display all text underlined, as the entire document is new text.
e Amendments must display a combination of underlined and struck out text.

e Repeals must display all text struck out, as the entire document is deleted text.

Track Changes will display the following once text is added, moved, or deleted:
e Added text: Example
e Moved text - original location (if text is highlighted and dragged): txarrpte
e Moved text - new location (if text is highlighted and dragged): Example

e Deleted text: Exampte

To turn on Track Changes, click Review > Track Changes > For Everyone:

r

AutoSave (@ oOff) v £ search
File Home Insert Design Layout References Mailings { View Developer Help
¢ Spelling and Grammar ~ A)j I:'%‘ 5}3 A?l— £ New Comment
-
Show Comments ~
Editor Thesaurus Read Check Translate Language
=123 Word Count Aloud Accessibility ¥ 4 z 2
Proofing Speech Accessibility Language Comments [} For Everyone 3 5]
L l‘--|--‘8‘--|--‘1‘--|--‘2H-|---3H-|- P T
E} Just Mine

Before making any changes, click Review > All Markup > No Markup for ease of use:

AutoSave (@ £ Ssearch
File  Home Insert Design Layout References Mailings 4 View Developer  Help
abc (H = /_\:) D eH | L:I | B All Markup 2 I}'ﬁ
# < EH = ) T ax A} 4 BT simple Markuy ~
Editor Spelling and Thesaurus Word Read Check Translate Language New Show Track | — mple Markip Accept
Grammar v Count Aloud Accessibility v i i Comment Comments v| | [Changes ¥ Al ‘«‘Iirku::v i
Proofing Speech Accessibility Language Comments No Markup 3
E 1“‘""O"'@“‘L"‘L"'z“‘ . T e

This will show what the rule will look like once all changes are accepted so the
document is easier to edit. Switch back to All Markup for the changes to display.
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5.1.1.1 Track Changes FAQ

What if an adoption didn’t use Track Changes?
To fix a document to ensure all text is underlined using Track Changes:

1. If already on, turn off Track Changes by clicking Review > Track Changes:

AutoSave (@ Off) £ search

File Home Insert Design Layout References Mailings1 View Developer Help )

#5¢ Spelling and Grammar ~ ))) Ea & New Comment -1 =1y All Markup v . D(
Thesaurus ﬁ ° [ Show Comments ~ ﬁ E Show Markup ¥ :/ D
Editor Read Check Language Track §— Accept <
%3 Word Count Aloud | Accessibility v o Changes v [] Reviewing Pane  ~ - B
Proofing Speech Accessibility Comments Tracking & Changes

L TTTTIE 5 ------ Toooin 2o i 3onees FERRET Seiiin [RERY R I

2. Highlight all text (Ctrl+a) and cut (Ctrl+x) to delete and copy the text.
3. Turn on Track Changes by clicking Review > Track Changes (see above).
4. Paste (Ctrl+v) the text back into the document, which will underline all text.

What if an amendment didn’t use Track Changes?

The easiest way to ensure text is correctly underlined or struck out using Track
Changes is to download the rule from the RICR Filing System again (§ 5.1.2.2 of
this Guide), turn Track Changes on, and manually replicate all changes from the
previously used document to the new document.

What if a repeal didn’t use Track Changes?

To fix a document to ensure all text is struck out using Track Changes:

1. Highlight all text (Ctrl+a) and cut (Ctrl+x) to delete and copy the text.

2. Turn off Track Changes by clicking Review > Track Changes:

AutoSave (@ Off) £ search

File Home Insert Design Layout References  Mailings 1 View Developer Help 2
ﬁ ¢ Spelling and Grammar ~ A)) I:?:? Fa 1 New Comment E? °my All Markup ~ E_H B
L_-‘ Show Comments v 4 ™ Show Markup v \/ P

Editor Thesaurus Read Check Language Track E . P Accept [b
=723 Word Count Aloud | Accessibility ¥ M Changes ¥ Reviewing Pane ~ v B
Proofing Speech Accessibility Comments Tracking N Changes

L flocoto00 o oot 2ot 3ooere. FOREI Seoiiin 6 - - 700

) )

3. Paste (Ctrl+v) the text back into the document.
4. Turn on Track Changes by clicking Review > Track Changes (see above).

5. Highlight all text (Ctrl+a) and press Delete or Backspace on the keyboard,
which will strike out all text.
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5.1.2 RICR Template

The RICR Template has regulation document, margin, and font requirements built in:

Document Requirements:

Rules must use the Word Document file type (.docx) upon saving.

Margin Requirements:

Rules must be set to use Normal (1”) margins. To verify or to fix the margins:

1. Click Layout > Margins, and if not set to Normal, click within the text, highlight
all text (Ctrl+a), and click Margins > Normal to correct the margins:

/O o -

AutoSave (@ off)

File 2 Home Insert Design 1jLayout)] References Mailings Review View Developer Help
E [B‘D IE = Breaks v Indent Spacing =] ~ IZ'T [E= Align
5~ Line Numbers ¥ 5 left 0" ~lts : ) ) ]
IMarginsDrientation Size Columns 267 ] s Y « | 4 = Before: |0 pt Selection *
v ~ v v bc Hyphenation v =% Right: 0 > |$SAfter 8pt ° Pane =
Normal = Paragraph = Arrange
Top: 17 Bottom: 1 1o E ------- Tooetens 20 30 PR 5o RRRY s A
Left: 1" Right. 1" 3

Font Requirements:

Each RICR style (§ 5.1.3 of this Guide) will automatically format text with the required
font, font color, font style, font size, and font spacing.

The below is for informational purposes only to identify when a style is not correctly

implemented, not to be manually implemented within a rule. RICR styles are required.

RICR RICR Title HIEL: HIE: . RICR RICR I
Number Number Chapter |Subheading/ Part Heading 1 Paragraph
Number |Subchapter 1-6
Font: Avrial
Color: |Black (Hex #000000)
Style: Bold Bold Bold Bold Bold
Size: 12 14 12 12 12 14 12
Before: |Before: Before: |Before: Before: |Before: Before:
12 pt 12 pt 12 pt 12 pt 12pt |12 pt 12 pt
Spacing:
After: After: After: After: After: |After: After:
10 pt 0 pt 6 pt 6 pt 6 pt 3 pt 0 pt

52 of 467


https://www.sos.ri.gov/divisions/open-government-center/rules-and-regulations/filing-resources

RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

5.1.2.1 Proposed Adoptions

Adoptions must be drafted using the RICR Template. Click here to download.

If an adoption is drafted outside of the RICR Template, contact the Administrative
Records Office for assistance merging the drafted text into the RICR Template.

NOTE: Emergency Rules use the Proposed Rule process only, and will not
have a Final Rule draft, as the document must display the changes
between the previous promulgation, if applicable, and the new
Emergency Rule in the RICR.

APA Exempt Rules use the Proposed Rule process to draft the rule, but
it uses the Final Regulation process to save the rule, as the document
must display the rule with all changes accepted in the RICR. See §
5.1.2.4 of this Guide for saving procedures.

To get started:

1. Open the RICR Template and replace the first five lines with the applicable
regulation information in uppercase text:

#H#-RIC R-#H-#HE-#

TITLE ## — AGENCY NAME
CHAPTER ## - CHAPTER NAME
SUBCHAPTER ## - SUBCHAPTER NAME
PART # - PART NAME

a. Replace the first line with the RICR Citation.
(i.e., 216-RICR-10-05-1)

b. Replace the second line with the Title Number and Agency Name.
(i.e., TITLE 216 - DEPARTMENT OF HEALTH)

c. Replace the third line with the Chapter Number and Name.
(i.e., CHAPTER 10 - PUBLIC HEALTH ADMINISTRATION)

d. Replace the fourth line with the Subchapter Number and Name.
(i.e., SUBCHAPTER 05 - PRACTICES AND PROCEDURES)
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e. Replace the fifth line with what the Part Number and Name will be*.
(i.e., PART 1 - ACCESS TO PUBLIC RECORDS)

*Always check the RICR Filing System to ensure the Part number is
available before drafting the rule as detailed in § 6.3 of this Guide.

2. For each new section, replace # with the Part number and replace Heading
with the section name (i.e., #.1 Heading > 7.1 Authority):

#.1 Heading

3. OPTIONAL: If using subsections, replace # with the Part Number and
replace Subheading with the subsection name (i.e., X.1.1 Subheading >
7.1.1 Use):

#.1.1 Subheading (optional)

4. Add each paragraph of text (a.k.a. section) based on the correct paragraph
level (§ 5.1.3.1 of this Guide) using the corresponding enumeration
designation (§ 5.1.4 of this Guide):

A Paragraph 1
1. Paragraph 2
a. Paragraph 3
(1) Paragraph 4
(A) Paragraph 5
(1) Paragraph 6

a. Every section must have its own corresponding enumeration
designation for citation purposes and to display correctly in the RICR.

5. Hit Enter or Return on the keyboard once to start a new section.
Do not insert an additional hard return in between paragraphs by hitting

Enteror Return on the keyboard twice.

6. Save As using the correct file name (§ 5.1.5 of this Guide).

54 of 467



RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

Do not accept any changes before uploading to the RICR Filing System.

By leaving on Track Changes, this displays the proposed changes and ensures the
final Rulemaking Record will include the changes between the Proposed and Final
Regulations.
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5.1.2.2 Proposed Amendments

Amendments must be drafted using the currently active promulgation’s Final Rule
document.

NOTE: Emergency Rules use the Proposed Rule process only, and will not
have a Final Rule draft, as the document must display the changes
between the previous promulgation, if applicable, and the new
Emergency Rule in the RICR.

APA Exempt Rules use the Proposed Rule process to draft the rule, but
it uses the Final Regulation process to save the rule, as the document
must display the rule with all changes accepted in the RICR. See §
5.1.2.4 of this Guide for saving procedures.

By downloading the document directly from the RICR Filing System, this ensures
the correct document is used to draft the new promulgation for the same Part.

To download and use the currently active promulgation’s Final Rule document:

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Locate the Part in the Current Rules tab by clicking the Title, Chapter, and
Subchapter.

3. Click the Download Document icon next to the Part name (paper with blue
arrow):

- 00 - |New Adoption

» 3 1 - Records Management

2 - Electronic Records Management

0

4. Open the document, ensure Track Changes is turned on (§ 5.1.1 of this
Guide), and add, edit, or delete text as needed.
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5. If adding new sections, add based on the correct paragraph level (§ 5.1.3.1
of this Guide) using the corresponding enumeration designation (§ 5.1.4 of
this Guide):

A Paragraph 1
1. Paragraph 2
a. Paragraph 3
(1) Paragraph 4
(A) Paragraph 5

(1) Paragraph 6

a. Every section must have its own corresponding enumeration
designation for citation purposes and to display correctly in the RICR.

b. Ensure enumeration designations and citations are updated as
needed if sections are added between other sections.

c. Hit Enter or Return on the keyboard once to start a new section.
Do not insert an additional hard return in between paragraphs.

6. If deleting entire sections, replace section text with “Repealed.” to ensure
citations are not invalidated by renumbering the entire rule. For example:

3.2 Repealed.

7. Save As using the correct file name (§ 5.1.5 of this Guide).

Do not accept any changes before uploading to the RICR Filing System.

By leaving on Track Changes, this displays the proposed changes and ensures the
final Rulemaking Record includes the changes between the currently active
promulgation and the Final Regulation and additionally between the Proposed
and Final Regulations.
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5.1.2.3 Proposed Repeals

Repeals must be drafted using the currently active promulgation’s Final Rule
document.

NOTE: Emergency Rules use the Proposed Rule process only, and will not
have a Final Rule draft, as the document must display the changes
between the previous promulgation, if applicable, and the new
Emergency Rule in the RICR.

APA Exempt Rules use the Proposed Rule process to draft the rule, but
it uses the Final Regulation process to save the rule, as the document
must display the rule with all changes accepted in the RICR. See §
5.1.2.4 of this Guide for saving procedures.

By downloading the document directly from the RICR Filing System, this ensures
the correct document is used to draft the new promulgation for the same Part.

To download and use the currently active promulgation’s Final Rule document:

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Locate the Part in the Current Rules tab by clicking the Title, Chapter, and
Subchapter.

3. Click the Download Document icon next to the Part name (paper with blue
arrow):

- 00 - |New Adoption

» 3 1 - Records Management

2 - Electronic Records Management

0

4. Open the document, ensure Track Changes is turned on (§ 5.1.1 of this
Guide), highlight the text (Ctrl+a), and hit Delete or Backspace on the
keyboard to delete all text.

5. Save As using the correct file name (§ 5.1.5 of this Guide).

Do not accept any changes before uploading to the RICR Filing System.

By leaving on Track Changes, this displays the proposed changes and ensures the
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final Rulemaking Record includes the changes between the currently active
promulgation and the Final Regulation and additionally between the Proposed
and Final Regulations.
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5.1.2.4 Final Regulations

Final Regulations must be drafted using the exact Proposed Rule that was
displayed in the RICR during the Public Comment Period, if applicable.

o If formatting changes were not required from the Administrative Records
Office (ARQO), this means the agency must use the document that was
uploaded in the RICR Filing System for the Public Comment Period.

o If formatting changes were required from the ARO, this means the
document used for the Public Comment Period is different than what the
agency uploaded, and the correct document must first be downloaded to
draft the Final Regulation.

To identify which document to use:

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Locate the Rule within the Work Queue tab by clicking the Title, Chapter,
Subchapter, and Part:

Current Rules Work Queue Under Review

My Work Queue Action Legend

&" Advance Workflow
B - Start Rulemaking
& - Terminate
n - Upload Documents
- Generate/Review Docs
, - Edit Filing
- Review Public Comments

|+ 100 - Department of State | ‘

3. Click the Details tab and scroll to view the Workflow Request and Outcome
Notes:

Text Documents Approvals Details

Workflow Request and Outcome Notes

Initial Data Entry and Documents Upload - Approved

Request Note: Create a new Amendment promulgation

Qutcome Note
DOS Verification of Drafts - Approved ‘
Request Note

QOutcome Note: Formatting changes were required, to view see SOS_Proposed_TC.docx. After Public
Comment Period, download SOS_Proposed.docx to use the required formatting changes made when drafiing
the final rule
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4. The most recent notes will be at the bottom:

If the note indicates formatting changes were not required, use the
document the agency uploaded for the Public Comment Period to draft the
Final Regulation.

If the note indicates formatting changes were required, complete the
following to download and use the correct document.

a. Click the Upload Documents icon (piece of paper with blue arrow):

- 10 - Administration ‘
-00-

. 2 - Declaratory Order Petitions

b. Download the most recent Regulation Word Document (file at the
top of the list ending in .docx) to draft the Final Regulation.

Once the correct document is identified to draft the Final Regulation, use the
steps in § 5.1.2.2 of this Guide to amend the text (not permitted for Direct Final

Rulemaking).

Save two versions of the Final Rule:
1. Track Changes Version (with changes not yet accepted); and
2. Clean Version (with all changes accepted).

Use the required filing naming conventions to differentiate between the two Final
Rules saved (§ 5.1.5 of this Guide).

By uploading a version with Track Changes, this ensures the final Rulemaking
Record includes the changes between the Proposed and Final Regulations by the
agency, and the formatting changes by the Department of State.

During the final rule review, the ARO will:
1. Apply any required formatting corrections to the agency’s Clean Version;
2. Upload a Track Changes Version with the formatting corrections; and
3. Upload a Clean Version with the formatting changes.

The ARO’s Clean Version is the Final Regulation version that displays in the RICR.
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5.1.3 RICR Styles

All regulation text must use a corresponding RICR style to format the text. The RICR
styles must be applied using the Styles window within the Home tab ribbon, not the

Design tab ribbon, within Microsoft Word.

To open the Styles window:

1. Click the small arrow at the bottom-right corner of the Styles section:

File Home Insert Design Layout References Mailings Review View Developer Help | © comments | |fEditing - ‘ | # share ~|
=~ [ ]
s p £aBbCcDr | AaBbCt AaBbC g V3
Paste & . T Normal | TRICR Ch.. TRICR He... Editing | Dictate Editor | Add-ins
~ A - 2l - .
Clipboard T Font Paragraph Styles WVoice Sensitivity Editor Add-ins ~
L 1--‘.-“5“-.‘--1--‘.‘-zw- IR R T I IR o - RN

2. This will pop out the Styles window. If the Styles window is floating above text,
click and drag the Styles window to the upper-right side of the Microsoft Word
document to lock the window to the sidebar to prevent the floating window

from covering text:

AtoSave @D 2 9~ 1) =

File Home Insert Design Layout References Mailings Review View Developer Help
s T AsBbCeD:| AaBbCc AaBhC
Ao al ch a ( a
Paste ) . T Normal | TRICR Ch.. TRICR He.. (T
= mie [2L] 9 v
Clipboard Font Paragraph Styles [
L T 5\1 B R T S I S SIS TN AR A

=

| 2 comments | |f|§diting M ‘ | & share ~|

Dictate

Voice

[»]

&

Editor

e

Sensitivity Editar

Styles

Clear All

Add-ins

Add-ins A

I Normal

RICR Chapter Number
RICR Heading 1

RICR Number

RICR Paragraph 1
RICR Paragraph 2
RICR Paragraph 3
RICR Paragraph 4
RICR Paragraph 5
RICR Paragraph &
RICR Part

RICR Subheading/Subchapter
RICR Text

RICR Title Number

A A 4 4 4 A Ao e
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All approved RICR styles begin with “RICR" then the name of the style:

Used For

Additional Information

RICR Style Name

RICR Number RICR citation Format: ###-RICR-##-##-#
. Agency number & Title number set by the ARO
RICR Title Number name ex. 280 - Department of Revenue

RICR Chapter Number

Function number &
name

Do not use leading zeros
ex. 20 - Division of Taxation

RICR Subheading/Subchapter

Topic number & name

Use leading zeros
ex. 05 - Banks

RICR Part

Rule number & name

Do not use leading zeros
ex. 1 - Bank Deposits Tax

RICR Heading 1

Heading title

Starting with Part#.1 (i.e., 2.1)

RICR Subheading/Subchapter*

Subheading title

Starting with Part#.#.1 (i.e., 2.3.1)

RICR Paragraph 1

Section level 1 text

Starting with “A.”

RICR Paragraph 2*

Section level 2 text

Starting with “1.”

RICR Paragraph 3* Section level 3 text Starting with “a.”

RICR Paragraph 4* Section level 4 text Starting with “(1)"

RICR Paragraph 5** Section level 5 text Starting with “(A)”

RICR Paragraph 6** Section level 6 text Starting with “(i)"

RICR Text Table text For use within tables only

*Optional level, available to use if needed.

**Agencies should make every attempt to limit the number of section levels to no more
than four (4) paragraph levels to reduce regulatory volume while maintaining readability.

Section levels must use the letter/number and include a period after or be within
parentheses, not both. No period should be added if the style uses parentheses

(i.e., use “(1)", not “(1.)").

Any style not listed above is prohibited, as the text will not display in the RICR.
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5.1.3.2 Using Styles

There are two ways to apply RICR styles, to either apply the style first before typing
or to apply it after typing or pasting text.

To apply the RICR style before typing text:

1. Click the corresponding RICR style in the Styles window to apply the
required formatting:

= Styles voox

Clear All

Normal

o
RICR Chapter Number

RICR Heading 1

RICR Number

RICR Paragraph 1

RICR Paragraph 2

RICR Paragraph 3
» RICR Paragraph £
RICR Paragraph 5

RICR Paragraph &

RICR Part

RICR Subheading/Subchapter
RICR Text

4 4 4 4 4 444 a4 2l

RICR Title Number

2. Type text as needed.

To apply the RICR style after typing or pasting text:
1. Highlight the text.

2. Click the corresponding RICR style in the Styles window to apply the
required formatting:

= Styles voox
Clear All
Normal

—
RICR Chapter Number

RICR Heading 1
RICR Number

RICR Paragraph 1
RICR Paragraph 2

RICR Paragraph 3
RICR Paragraph 5

RICR Paragraph 6
RICR Part

RICR Subheading/Subchapter
RICR Text

RICR Title Number

4 4 4 4 4 444 4 a4 s

3. Depending on what formatting may have carried over from pasting, the
RICR style may have to be clicked twice to first remove previous formatting
and then again to apply the correct formatting.
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5.1.3.3 Style Exceptions

Bold, italics, and underlining may not be used for emphasis. Only the following
limited exceptions are permitted:

e Jtalics for Latin, legal, scientific, or medical terminology; or

e Bold for headings within tables.

NOTE: For ease of use, complete the following steps after all other content is
added, edited, or removed, to avoid repeating the process of
applying limited exceptions multiple times.

To apply a limited exception:

1. Click the Aicon with a green checkmark at the bottom of the Styles window
to manage styles:

[ ] Show Pr
[ Disable Linked Styles

}FO\ Options...

. Focus B ———F———+ 100%

2. In the Restrict tab, uncheck Limit formatting to permitted styles, and click
OK to temporarily allow non-RICR styling:

Set availability of selected styles

Permit Restrict

» I Limit formatting to permitted styles

Block Theme or Scheme switching

] Block switching to a different style set

(o] Only in this document ) New documents based on this template

Import/Export. OK Cancel
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3. Highlight the applicable text and apply the exception formatting, as
permitted above.

4. After all text has had exception formatting applied, click the A icon with a
green checkmark at the bottom of the Styles window to manage styles
again to reset the required RICR styles:

[ ] Show Pr
[ Disable Linked Styles

}FO\ Options...

T Focus B ———F——+ 100%

5. In the Restrict tab, check Limit formatting to permitted styles, and click OK
to continue editing the document:

Set availability of selected styles

Permit Restrict

» I Limit formatting to permitted styles

,' Block Theme or Scheme switching

Block switching to a different style set
(o] Only in this document ) New documents based on this template

Import/Export... OK Cancel
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5.1.3.4 RICR Styles FAQ

What if extra non-RICR styles are displaying?

If extra styles are displayed in the Styles window, complete the following to lock
the document to only display the required RICR styles for ease of use:

1. Atthe bottom of the Styles window, click Options:

[] Show Preview
["] Disable Linked

Styles

I Focus B ——F—+ 1om

2. Inthe Select styles to show dropdown, select In current document, and
click OK to display all styles currently used in the document.

Style Pane Options ? X

Select styles to show:

Recommended F
Recommended

» In current document
Al S

3. Click the Aicon with a green checkmark at the bottom of the Styles window

to manage styles:
[] Show Pr
[ Disable Lin!d Styles

;(‘O\ A }| Options...

M Focus B ——b—+ 1m

4. In the Restrict tab, check Limit formatting to permitted styles, and click OK
to continue editing the document:

Set availability of selected styles
Permit Restrict
» I Limit formatting to permitted styles I
Block Theme or Scheme switching
Block switching to a different style set
(o] Only in this document New documents based on this template
Import/Export. OK Cancel

5. If additional styles still display, email the Administrative Records Office
(ARQO) to update the document to remove the additional styles.
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What if there are missing RICR styles?
If there are missing RICR styles after completing the above, there are two options:
e Adoptions & Repeals

Download the RICR Template and copy and paste the text into the
downloaded document using the steps found in § 5.1.1.1 of this Guide to
ensure all text is either underlined for adoptions or struck out for repeals.

¢ Amendments

Email the document to the ARO requesting all missing RICR Styles to be
merged into that document.
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5.1.4 Section Enumeration Designations

Each section (paragraph) in a rule must have its own corresponding number or letter
designation for citation purposes and to display correctly in the interactive RICR.

Section levels must use the associated letter/number and either include a period after
or be within parentheses, as listed in the table in § 5.1.3.1 of this Guide. No period
should be added if within parentheses (i.e., use “(1)”, not “(1.)").

Enumeration designations must be sequential (i.e., "A.”, "B.”, “C.”, etc.). Do not skip
letters or numbers when assigning initial section enumeration designations within
Adoptions, or when adding sections in Amendments.

5.1.4.1 Adding Enumeration Designations

Enumeration designations must be added manually, as automatic numbering is
not permitted (§ 5.3.1 of this Guide).

To add an enumeration designation:

1. Use the table in § 5.1.3.1 of this Guide to determine the starting
enumeration designation for the heading or paragraph level needed.

2. Click the location in the document where text needs to go and apply the
associated RICR style for the heading or paragraph level.

3. Type the starting enumeration designation, as noted in the table.
Do not add a space after the enumeration designation or before the text.

4. Insertone (1) Tab on the keyboard after the enumeration designation to
align the section text.
Do not use the ruler or a tab before the enumeration designation to align.

#1 HEEUEI‘IQ text would go here
#.1.1 Subheading text would go here
A ) Paragraph 1 text would go here

1. Paragraph 2 text would go here

a. Paragraph 3 text would go here
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5. Type text to complete the section or paste text and apply the correct RICR
style (§ 5.1.3.2 of this Guide).

a. The subsequent lines of text in the section will automatically indent,
and no additional inserted tabs are necessary until the next section.

6. Repeat steps 1 through 5 as needed, increasing the enumeration
designation sequentially for each subsequent section.

a. For letters, if sections surpass the end of the alphabet, continue by
using double letters sequentially (i.e., “AA.”, "BB.”, "CC.", etc.).

When deleting an entire section:
1. Keep the enumeration designation.

2. Replace section text with “Repealed.” to ensure citations are not invalidated
by renumbering the entire rule. For example:

3.2 Repealed.
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5.1.5 File Naming Conventions

For ease of identification and to distinguish files within the RICR Filing System, use the
following file naming conventions, which will also assist in agency folder organization.

Adoptions

Drafts: ###-RICR-##-##-#_DATE_ADT_v#
ex. 100-RICR-10-10-1_2025-01-01_ADT_v2.docx

*Proposed: ###-RICR-##-##-#_DATE_ADT_AGYProposed
ex. 100-RICR-10-10-1_2025-01-01_ADT_AGYProposed.docx

*Final - Track Changes Version: ###-RICR-##-##-#_DATE_ADT_AGYFinal_TC
ex. 100-RICR-10-10-1_2025-01-01_ADT_AGYFinal TC.docx

*Final - Clean Version: ###-RICR-##-##-#_DATE_ADT_AGYFinal
ex. 100-RICR-10-10-1_2025-01-01_ADT_AGYFinal.docx

Amendments

Drafts: ###-RICR-##-##-#_DATE_AMD_v#
ex. 100-RICR-10-10-1_2025-01-01_AMD_v2.docx

*Proposed: ###-RICR-##-##-#_DATE_ADT_AMDProposed
ex. 100-RICR-10-10-1_2025-01-01_AMD_AGYProposed.docx

*Final - Track Changes Version: ###-RICR-##-##-#_DATE_ADT_AMDFinal
ex. 100-RICR-10-10-1_2025-01-01_AMD_AGYFinal_TC.docx

*Final - Clean Version: ###-RICR-##-##-#_DATE_ADT_AMDFinal_TC
ex. 100-RICR-10-10-1_2025-01-01_AMD_AGYFinal.docx

Repeals

Drafts: ###-RICR-##-##-#_DATE_RPL_v#
ex. 100-RICR-10-10-1_2025-01-01_RPL_v2.docx

*Proposed: ###-RICR-##-##-#_DATE_RPL_AGYProposed
ex. 100-RICR-10-10-1_2025-01-01_RPL_AGYProposed.docx

*Final - Track Changes Version: ###-RICR-##-##-#_DATE_RPL_AGYFinal_TC
ex. 100-RICR-10-10-1_2025-01-01_RPL_AGYFinal_TC.docx

*Final - Clean Version: ###-RICR-##-##-#_DATE_RPL_AGYFinal
ex. 100-RICR-10-10-1_2025-01-01_RPL_AGYFinal.docx

*Files are listed in upload order for the RICR Filing System.
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5.1.6 How to Verify Required Formatting

To verify all text is using an RICR style and every section has an enumeration
designation:

1. Click Options>Advanced
2. Scroll down to Display
3. Setthe Style Area Pane to 1” or more.

Expand all headings when opening a document 'L

Language
Accessibility Display
Advanced Show this number of Recent Documents: o

Customize Ribbon Quickly access this number of Recent Documen

Ouick Access Tookhar Show this number of unpinned Recent Folders:

Show measurements in units of: Inches v
Add-ins Style area pane width in Draft and Outline views: | 1°
Trust Center Show pixels for HTML features

4. Click View > Outline:

=

AutoSave (@ oOff)

\_ 2 Comments | ‘f Editing ~ | ‘\5’ Share |

File Home Insert Design Layout References Mailings Review {[ View Developer Help
=nf| Eloutline . IE [] Ruler @) D El | (IMew Window 01 (Ti F L—:\
- =T — |:<|‘_' = < | O Gridlines I E Arrange Al - ~Lf H
Read | Print | Web Focus Immersive | |Vertical| Side 00% o Switch Macros | Properties
Mode |Layaut| Layout Reader toSide | [ Mavigation Pane x| Esplit Windows ~
Views Immersive Page Movement Show Zoom Window Macros SharePoint ~
L 1 P E ------ T 2 ER A 40 S0 B T

5. Scroll to check that all text has the correct RICR style applied (first column) and
every section has an enumeration designation (second column):
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File Outlining Home Insert Design Layout References Mailings Review View Developer Help |
- Level 1 . % ShowLevel: All Levels - I
Show Text Farmatting
A v + — Show Close
Show First Line Only Document Outline View
Outline Tools Master Document Close -~

RICR Number © 100-RICR-50-00-1
RICR Title Number o TITLE 100 - DEPARTMENT OF STATE -
RICR Chapter Number o CHAPTER 50 - STATE ARCHIVES, LIBRARY AND PUBLIC ...
RICR Subheading/Subchapter o SUBCHAPTER 00 - PUBLIC RECORDS ADMINISTRATION
RICR Part o PART1-RECORDS MANAGEMENT
RICR Heading 1 @.\ 11 Purpose
RICR Paragraph 1 o A To outline the required procedures for preparing Records Control
RICR Heading 1 @._\ 12 Authonty
RICR Paragraph 1 o A This Regulation is promulgated pursuant to the authority granted
RICR Heading 1 ® 1.3 Incorporated Material
RICR Paragraph 1 o A These Requlations hereby adopt and incorporate by reference ...
RICR Paragraph 1 o 1 Federal Information Processing Standards (FIPS) ANSIAIIM _..
RICR Paragraph 1 o2 International Organization for Standardization protocol ISO .
RICR Reading 1 ® 14 Definitions
RICR Paragraph 1 o A For the purpose of this Regulation:
RICR Paragraph 2 o1 ‘Agency” means any department, division, board, commission, ...
RICR Paragraph 2 o 2 “‘Bom digital” means Records that are created using computers or .
RICR Paragraph 2 o 3 “Certification of records destruction” or “Certification of ...
RICR Paragraph 2 o 4 “Conversion” means the transfer of digital data to an alternate or ...
RICR Paragraph 2 o5 ‘Digital records preservation strategy” means a plan developed ...
RICR Paragraph 2 E ‘Digitizing” means the conversion of physical documents into a
RICR Paragraph 2 o7 “Disposal” or “Disposition” means the final destruction of records, ..
RICR Paragraph 2 o 8 “Electronic mail” or “email” means any message or .
RICR Paragraph 2 o9 “Electronic record” means all documents, papers, letters, maps, .
RICR Paragraph 2 o 10 “General officer” means an official appointed for a term of office ...
RICR Paragraph 2 o 11 “Local Government Records Program” means the unit within the ...
RICR Paragraph 2 o 12 “Microfilm” means transparent film containing highly reduced ...
RICR Paragraph 2 © 13 | "Personal paper(s)' means documents unrelated to work but ...
RICR Paragraph 2 o 14 “Public record(s)” or “Record(s)” means all documents, papers, ..
RICR Paragraph 2 o 15 “Public Records Administration” means the function of ..
RICR Paragraph 2 o 16 “Record copy” means the record that an Agency designates as ...
RICR Paragraph 2 o 17 “Record series” means a collection of records maintained as a ...
RICR Paragraph 2 o 18 “Records control schedule” or “Records retention schedule” ...
RICR Paragraph 2 o 19 ‘Records officer” means the representative designated by the ...
RICR Paragraph 2 o 20 ‘Retention” means the duration of time that a record, record ... =]

anb 4 L mmannina manne tha nraecnee harurhich nhaecical daciienande Ara
(Ci— [+)
Pageiofd 2844words [} B T Accessibility: Good to go C# Display Settings [, Focus B -———F——+ 100%

6. To exit back to normal view, click within the line of text to the right of the
second column to see it in normal view and click Close Outline View:

=

AutoSave (8 off) -

File Outlining Home Insert

e .
& & [BodyTart || = | &-Showlevek

Show Text Formatting

A v + —
Show First Line Only

Outline Tools

2 Search
Design Layout References Mailings Review View Developer Help
. I Y
=
Show Close
Document Outline View
Master Document Close

[m]

ENZETTRIEN

7. Repeat steps 1 through 3 to fix each section as necessary to

RICR style and add any missing enumeration designations.

use the correct
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5.2 Permitted Formatting

The following content may be used within rules. If used, the content must be
formatted as described below to display the rule correctly in the RICR to view the rule
interactively and to ensure consistency across all promulgated regulations.

For questions regarding permitted content, contact the Office of Management and
Budget at omb.regsubmission@omb.ri.gov.

For questions regarding the formatting of permitted content, contact the
Administrative Records Office at rulesregs@sos.ri.gov.

5.2.1 Citations

Citations are permitted if formatted per § 5.2.1.3 of this Guide to ensure a consistent,
uniform system throughout the RICR so other agencies and the public can easily
identify and locate the original source.

The citation formats outlined have taken into consideration:
e Ease for the non-lawyer reader;
e Ease for the non-lawyer agency drafter;
e FEase for the out-of-state reader;
e How other states cite within their rules; and

e The requirements of the Rhode Island Administrative Procedures Act.

NOTE: Many citations include the section symbol (§). The section symbol must
always have a space before and after when used. To insert a section
symbol, use shortcut Alt+0167 on the keyboard.

If citing multiple sections, the citation must include two section symbols
with no space between (i.e., R.I. Gen. Laws §§ 42-35-1 and 42-35-3.2).
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5.2.1.1 Direct Citation vs Incorporation by Reference

The Rhode Island Administrative Procedures Act (APA) allows agencies to
incorporate certain source materials by reference (§ 5.2.1.2 of this Guide).

To determine if materials should be directly cited or incorporated by reference,
the type of source material needs to be identified. The following source materials
may be incorporated by reference without having to include the incorporated
material in full (R.I. Gen. Laws §§ 42-35-3.2(a)(1) through (3)):

(1) Federal rules, codes, or standards published in full in the Federal
Register or the Code of Federal Regulations;

(2) Federal rules, codes, or standards that have been properly
incorporated by reference in the Federal Register as part of a duly
promulgated final rule or in the Code of Federal Regulations
pursuant to federal legal requirements; and

(3) Published codes, standards or guidelines of any nationally
recognized scientific or technical association or organization.
This means the following published sources may be incorporated by reference:
e Code of Federal Regulations (C.F.R);
e United States Code (U.S.C.);
e Materials incorporated in the C.F.R.; or
e Codes, standards or guidelines published by nationally recognized

scientific or technical associations or organizations.

By incorporating these materials by reference, this allows agencies to give any of
the above full legal effect and force of law so that the agency can enforce
compliance.

Only the following published sources may be cited without formally incorporating:
e Rhode Island statute;
e Rhode Island regulation; or

e Federal statute.

Since State and Federal statutes already have the force of law behind them, they
do not need to be incorporated formally.
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Since Rhode Island Regulations are analogous to state statutes, in that they
already have the force of law behind them on a statewide level, they do not need
to be incorporated formally, which helps to avoid conflicting rules in the RICR.

NOTE: Guidance documents, agency policies, or agency guidelines may not
be cited or incorporated by reference.

5.2.1.2 Incorporation by Reference

The APA allows for agencies to incorporate certain materials by reference without
having to publish the entirety of the material within a rule (R.I. Gen. Laws § 42-35-
3.2).

If agencies incorporate materials by reference within a regulation, that agency
“shall maintain a copy of the material and shall allow public inspection of the
material and provide copies of any non-copyrighted material to the public... If any
material to be incorporated by reference has been copyrighted, the agency shall
upon request provide information about the publisher and the citation to the
material.” (R.. Gen. Laws § 42-35-3.2(e))

5.2.1.2.1 How to Incorporate Materials by Reference

To incorporate source materials by reference:

1. Create a section labeled, “Incorporated Materials”.

NOTE: Itis recommended for the consistency of regulations
published in the RICR to insert this section between the
“Authority” and “Definition” sections of a rule.

However, there may be circumstances where it is
appropriate to incorporate materials by reference in the
body of the Regulation. For example, when a material is
referenced only once within that Part.

2. Create subsections for each source material to be incorporated.

3. Use the following language:
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“These Regulations hereby adopt and incorporate [citation (date)] by
reference, not including any further editions or amendments thereof
and only to the extent that the provisions therein are not inconsistent
with these Regulations.”

4. Replace the bracketed language with:

a. The citation (§ 5.2.1.3 of this Guide); and

i. If citing materials published by nationally recognized
scientific or technical associations or organizations, per
the APA, include both the name of the association or
organization and the title of the material in the citation.

b. The date of the code edition or scientific/technical material being
cited in parentheses directly following the citation.

NOTE: The most recent version of the source material should be
incorporated. If a rule references a prior year, changing the
year is a substantive change that requires an Amendment.

Example Incorporated Materials Section:
3.3 Incorporated Materials

A. These Regulations hereby adopt and incorporate 16 C.F.R. § 444.1
(2014) by reference, not including any further editions or
amendments thereof and only to the extent that the provisions
therein are not inconsistent with these Regulations.

B. These Regulations hereby adopt and incorporate the American
Medical Association’s “Standards for Taking Blood Samples” (2001)
by reference, not including any further editions or amendments
thereof and only to the extent that the provisions therein are not
inconsistent with these Regulations.

C. These Regulations hereby adopt and incorporate the “National
Geological Society Guidelines for the Safe Gemstone Excavation”
(2015) by reference, not including any further editions or
amendments thereof and only to the extent that the provisions
therein are not inconsistent with these Regulations.
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5.2.1.2.2 How to Cite Incorporated Materials

Once a source material is incorporated by reference, it may be cited within the
body of the rule by citing the Incorporated Materials section.

To cite to the Incorporated Materials section:
1. Add the following language:

“[text referencing source material], incorporated above at § [number] of
this Part.”

2. Replace the bracketed language with:
a. The leading text that references the source material; and
b. The Subsection number of the specific incorporated material.

Examples of Citing the Incorporated Materials Section:

(A)  Phlebotomists must maintain their syringes in the manner prescribed
in “Standards for taking Blood Samples”, incorporated above at §
3.3(B) of this Part.

(B) Geologists must mine for diamonds in accordance with “National
Geological Society Guidelines for the Safe Gemstone Excavation”,
incorporated above at § 3.3(C) of this Part.
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5.2.1.3 Direct Citation Formats

When including a direct citation within a rule, use the tables found in §§ 5.2.1.3.1 -
5.2.1.3.6 of this Guide to determine how to format the citation.

NOTE: If citing a rule that has not yet been filed with the Department of State
and published in the RICR, cite the title of the rule enclosed in
quotation marks instead of the citation formats listed below.

For example:
“Department of Health Rules and Regulations Regarding Health
Care Workers”

Once the rule is filed and published in the RICR, the citation may then
be changed to the formats found in the below tables via a Technical
Revision (§ 3.3.6 of this Guide).

5.2.1.3.1 RICR: Same Title

For all citations to the Rhode Island Code of Regulations within the same Title
as the Part the citation is in, use the following tables to determine the correct
required citation format:

Within the Same Title

Component | Format Citation Formatting Example
Title this Title this Title

Chapter Chapter ## of this Title Chapter 20 of this Title
Subchapter Subchapter ##-## of this Title Subchapter 20-15 of this Title
Part Part ##-##-# of this Title Part 20-15-7 of this Title

Section § ##-##-# .# of this Title § 20-15-7.2 of this Title
Subsection § ##-##-#.#(X) of this Title § 20-15-7.2(A) of this Title
Additional § #i#t-##-# HOX)H#H)X)#)X)(x) of this | § 20-15-7.2(A)1)(a)(1)(AXi) of this
Subsections Title Title
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Within the Same Chapter

Component

Format

Citation Formatting Example

Chapter

this Chapter

this Chapter

Subchapter

Subchapter ## of this Chapter

Subchapter 15 of this Chapter

Part

Part ##-# of this Chapter

Part 15-7 of this Chapter

Section

§ ##-#.# of this Chapter

§ 15-7.2 of this Chapter

Subsection

§ ##-#.#(X) of this Chapter

§ 15-7.2(A) of this Chapter

Additional
Subsections

§ ##-# #(X)(#)(x)(#)(X)(x) of this
Chapter

§ 15-7.2(A)1)(@)(1)(AXi) of this
Chapter

Within the Same Subchapter

Component

Format

Citation Formatting Example

Subchapter

this Subchapter

this Subchapter

Part

Part # of this Subchapter

Part 7 of this Subchapter

Section

§ #.# of this Subchapter

§ 7.2 of this Subchapter

Subsection

§ #.#(X) of this Subchapter

§ 7.2(A) of this Subchapter

Additional
Subsections

§ #.#(X)(#)(x)(#)(X)(x) of this
Subchapter

§ 7.2(A)(1)@)(1)(AXi) of this
Subchapter

Within the Same Part

Component | Format Citation Formatting Example
Part this Part this Part

Section § # of this Part § 2 of this Part

Subsection § #(X) of this Part § 2(A) of this Part

Qj:;g;?j:\s § #OO)H)X)#)X)(x) of this Part § 2(A)(1)(@)(1)(AXi) of this Part
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Within the Same Section or Subsection

Component Format Citation Formatting Example
Section this Section this Section
Subsection this Subsection this Subsection

Specific Section

§ # of this Part

§ 2 of this Part

Specific Subsection

§ #(X) of this Part

§ 2(A) of this Part

Subsections

Specific Additional

§ #(X)#)(x)#)(X)(x) of this Part

§ 2(A)(1)(a)(1)(AXi) of this Part

5.2.1.3.2 RICR: Different Title

For all citations to the Rhode Island Code of Regulations within a different Title
than the Part the citation is in, use the following table to determine the correct
required citation format:

Component Format Citation Formatting Example

Title Title ### of this Code Title 216 of this Code

Chapter Chapter ###-## of this Code Chapter 216-20 of this Code
Subchapter | Subchapter #i##-##-## of this Code | Subchapter 216-20-15 of this Code
Part ###-RICR-##-##-# 216-RICR-20-15-7

Section ###-RICR-##-##-# # 216-RICR-20-15-7.2

Subsection ###-RICR-##-##-# #(X) 216-RICR-20-15-7.2(A)

Additional ###-RICR-##-##-# #OX)(#)(x)(#) 216-RICR-20-15-7.2(A)(1)a)1)
Subsections | (X)(x) (AXi)
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5.2.1.3.1 Rhode Island Statutes

Component Format Citation Formatting Example
Title R.I. Gen. Laws Title # R.I. Gen. Laws Title 9

Chapter R.l. Gen. Laws Chapter #-# R.l. Gen. Laws Chapter 9-19
Section R.l. Gen. Laws § #-#-# R.l. Gen. Laws § 9-19-39
Subsection R.l. Gen. Laws § #-#-#(x) R.l. Gen. Laws § 9-19-39(b)
'g‘fg:g:t?is R.l. Gen. Laws § #-#-#(x)(#) R.l. Gen. Laws § 9-19-39(b)(4)

5.2.1.3.2 Rhode Island Public Laws

Style Format

Citation Formatting Example

Full [name], Pub. Laws [session #]-[chapter | An Act Relating to Towns and Cities -
#] Retirement of Municipal Employees,
Pub. Laws 10-275
Short | Pub. Laws [session #]-[chapter #] Pub. Laws 10-275

5.2.1.3.3 Code of Federal Regulations

Component Format Citation Formatting Example

Title C.F.R. Title # C.F.R. Title 7

Subtitle # C.F.R. Subtitle X 7 C.F.R. Subtitle B

Chapter # C.F.R. Subtitle X Chapter X 7 C.F.R. Subtitle B Chapter VIII

Subchapter # C.F.R. Subtitle X Chapter X 7 C.F.R. Subtitle B Chapter VIII
Subchapter X Subchapter A

Part # C.F.R. Part # 7 C.F.R. Part 868

Subpart # C.F.R. Part # Subpart X 7 C.F.R. Part 868 Subpart C

Section #CFR. §#4# 7 C.F.R. § 868.208
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5.2.1.3.4 United States Code

Component Format Citation Formatting Example
Title U.S.C. Title # U.S.C. Title 7
Chapter # U.S.C. Chapter # 7 U.S.C. Chapter 13

Subchapter # U.S.C. Subchapter #-X | 7 U.S.C. Subchapter 13-V

Section # U.S.C. § #x 7U.S.C. §347a

Disadvantaged agricultural areas, 7 U.S.C.

Full Citation [name], # U.S.C. § #x § 3472

5.2.1.3.5 Federal Public Laws

Style Format Citation Formatting Example

Full [name], Pub. L. No. [congress #]-[law #] | Foreign Assistance Act of 1961, Pub.
L. No. 87-195
Short | Pub. L. No. [congress #]-[law #] Pub. L. No. 87-195

5.2.1.3.6 All Other Citations

For any citations not listed in this Guide, refer to The Blue Book: A Uniform
System of Citation for how to format all other citations to ensure a consistent,
uniform system throughout the RICR so other agencies and the public can
easily identify and locate the original source.

If the citation includes an acronym, the full name should be written out in its
first use within a Part and include the acronym in parentheses directly
following. The acronym may then be used within the rest of the Part.
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5.2.2 Definitions

Definitions are only permitted if:

1. The "Definitions” section is placed towards the beginning of the rule;
2. Each definition is given its own section and enumeration designation;

3. The sections are arranged alphabetically by the words or terms being defined;

4. Each section includes:
a. The words or terms being defined within quotation marks;

b. Capitalizing the first letter of the first word within the quotation marks,
with all subsequent words lowercase, unless the words or terms being
defined are proper nouns;

c. The word "means” directly following the words or terms being defined;
and

d. The definition of the words or terms directly following the word
“means”.

Definition Example: “Writing” means a record inscribed on a tangible medium.

The following symbols may not be used within words or terms being defined:
e Dashes|[-or-];
e Slashes[/or\]; or

e Parentheses|[( or)].

Instead, separate the words or terms by inserting the word “or” in between:

Incorrect Correct
“Individualized education plan/IEP” “Individualized education plan” or "IEP”
means... means...

NOTE: Always cite the “Definitions” section itself within a rule, not to specific
definitions. That way, if definitions need to be added when promulgating
amendments, the “Definitions” section can be renumbered without
invalidating citations to specific definitions.
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5.2.3 Graphics, Figures, Images, and Maps

Graphics, figures, images, and maps are only permitted if the visual:
1. Fits within the margins of the rule;

2. lIs setto In Line with Text (right-click on visual > click Wrap Text > click to set
style);

3. lIstreated as a section by using the next level paragraph RICR style to align the
visual with the previous section text;

a. Forexample, if the title or text above the visual uses RICR Paragraph 2,
the visual itself should use RICR Paragraph 3 to align with the text, not
the enumeration designation;

4. Has a title for interactive display accessibility (see below note); and

5. Includes Alt Text for accessibility and for those using assistive technology to
access the rule:

a. Toinsert Alt Text, right-click on the visual and click View Alt Text;

b. Type text into the box describing the visual, its context to the
section/rule, and include contact information where additional
information can be requested and click X to close the side window. Do
not use the “Generate alt text for me” feature.

Alt Text Example:

Visual:
1. Structural Shoreline Protection Standards for Coastal Greenways

m
ma

‘T i

Alt Text: "Image of land next to a building, the slope from the land to the coast, and
the measurement for the coastal greenway, as described in § 2.2 of this Part. For
additional information contact [insert contact information here].”

Visuals that contain only text must be converted to text, when possible, for public
accessibility and to be searchable.

If visuals expand beyond the margins, they should be uploaded instead as an
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appendix with a reference within the rule to view the appendix.

NOTE: Visuals should only be used when there is no other way of displaying the
information, as they do not display interactively on the Part’s RICR
webpage, and will only display within the downloadable PDF in the
Regulation tab.

Adding a title indicates a visual is there, and that the PDF should be
viewed.
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5.2.4 Hyperlinks

Hyperlinks are permitted to link to other Parts in the RICR, the Code of Federal
Regulations, United States Code, Guidance Documents, forms published on an
agency website, or Incorporated Materials, as appropriate.

Hyperlinks are only permitted if:

1. Links direct the user to the correct, active webpage; and

2. Iflinking to other Parts in the RICR, links go to the Part’s RICR webpage, not the
PDF, to avoid continuity issues if/when a rule is amended.
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5.2.5 Table of Contents
Table of Contents (TOC) are only permitted if:
1. The rule is longer than thirty (30) pages;

2. The rule begins with the RICR citation information with the TOC inserted
immediately following;

3. A page break, using RICR Text style, is inserted immediately after the TOC and
the first heading of the rule begins at the top of the next page.

To inserta TOC:

1. Click References > Table of Contents > choose a built-in TOC or custom TOC
(if using custom TOC, Formats must be “From template”):

AutoSave m E[:s" "':}' = =

File Home Insert Design Layout 1 Mailings

Add Text ~ ! I[[3 Insert Endnote L (& Mang

)l Update Table aki Next Footnote ~ [ 17 Style:

Table of Insert Insert c
Contents ~ § 2 Footnote Tefam = [T Biblig

el

Citations & Bibli

Table of Contents Footnotes

2. All TOC text must use Arial font and black (hex #000000) font color.
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5.2.6 Tables

Tables are only permitted if the table:
1. Uses the RICR style RICR Text;
2. Fits within the margins of the document;

3. Is aligned with the text of the section, not the enumeration designation;

a. Correct:

Table is aligned with the paragraph text, not the enumeration
designation.

Table Text 1 Table Text 2

1]

b. Incorrect:

Table is aligned with the enumeration designation, not the paragraph text, and
is not within the document margins.

Table Text 1 Table Text 2

t

4. |s added directly after text, and not as its own section (see below note); and

5. Abides by the following options:

Permitted Prohibited
Borderless cells Partial borders
Shading

NOTE: Tables must be inserted directly below text with no hard returns in
between, not as its own section, otherwise it will not display interactively
on the Part’s RICR webpage.

If need be, the text before the table may be just a title (i.e., “Table 1”).

t
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To create a new table, either complete step 1 or step 2:

1. Click Insert > Table and use the simple table creator to select the correct
number of rows and columns by dragging the mouse over the boxes and
clicking once the correct number of rows and columns are highlighted:

=

AutoSave (EX0D) B 9~0) =

File Home 1§ Insert

Design Layout References

% Cover Page ~
D Blank Page 2

'I'_,—'% Page Ereak

’-_u::‘) Shapes~ @ SmartArt
% lcons [I]]Chart

Pictures o
= £ 3D Models (5! Screenshot ~

Pages Insert Table

SO | o o o
- 0 [
: | [ [ [
: .| 0000000000
: O [
O [
0 [
OoOOOooo0on

OR
2. Click Insert > Table > Insert Table:

=

AutoSave (EXD B e~0) =

File Home 1§ Insert

Design Layout References

% Cover Page ~
D Blank Page 2

= Page Break

FOShapesv T SrnartArt
H,@}Icu:uns [I]]Chart

Pictures .
= D) 30 Maodels 5. Screenshot ~

Pages Insert Table P

| o o o o
. N O O [ [
: 1 O [ R [ [
: OOOO0000o0On
: O [ [ R [ [
: OOO0000000
N O O [
O [ R [ [

- 30 B Insert Table..

EE Draw Table

T
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a. Enterthe number of columns and rows, ensure the AutoFit behavior is
set to Fixed column width: Auto, and click OK:

Insert Table 4 *
Table size
Mumber of columns: 2 =
Mumber of rows: 2 =

AutoFit behavior
© Fixed column width: |Auto =
() AutoFit to contents

() AutoFit to window

|_| Remember dimensions far new tables
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5.3 Prohibited Formatting

5.3.1 Automatic Numbering

Automatic numbering is not permitted.

If the document tries to initiate automatic numbering, turn off that feature within the
document by completing the following:

1. Click File > Options and then click Proofing > AutoCorrect Options...:

Word Options ? X
General [<]
Enera a\t}c Change how Word corrects and formats your text.
Display
Save !
Change how Word corrects and formats text as you type: | AutoCorrect Options... || 2
Language
When correcting spelling in Microsoft Office programs
Accessibility

2. Click AutoCorrect Options > AutoFormat As You Type, uncheck Automatic
bulleted lists and Automatic numbered lists, and click OK:

AutoCorrect ? *

AutoFormat Saticor
AutoCorrect Wath AutoCorrect 1 AutoFormat As You Type

Replace as you type
a “Straight quotes” with “smart quo
B Fractions [1/2) with fraction cha
] *Bold* and _italic_ with real formatting
u Internet and network paths with hyperlinks

Apply as you type
[ Automatic bulleted lists 2 [ Automatic numberad lists

Earder lines uTabIes
[ Built-in Heading styles

n Crdinals (1st) with superseript
B Hyphens (-} with dash [—)

Automatically as you type
u Format beginning of list item like the one before it
ﬂ Set left- and first-indent with tabs and backspaces
[ Define styles based on your formatting
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5.3.2 Bulleted Lists

Bulleted lists are not permitted, including but not limited to:

e Circle Bulleting » Arrow Bulleting

o Hollow Circle Bulleting v" Checkmark Bulleting
= Square Bulleting - Dash Bulleting

% Diamond Bulleting 4+ |Image Bulleting

Lists must be formatted into separate sections with corresponding enumeration
designations. For example:

Incorrect

A. The Department of State requires that all Filers:
e Read the Agency Guide to Administrative Records;
e Comply with the requirements found therein; and
o Contact the Administrative Records Office with any questions.

Correct

A. The Department of State requires that all Filers:

1. Read the Agency Guide: Administrative Records;
2. Comply with the requirements found therein; and
3. Contact the Administrative Records Office with any questions.
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5.3.3 Enumerations Within Paragraphs

Enumerations within paragraphs are not permitted. Enumerations must be formatted
into separate sections with corresponding enumeration designations. For example:

Incorrect
A. The Department of State requires that all Filers (1) read Agency Guide:

Administrative Records; (2) comply with the requirements found therein; and
(3) contact the Administrative Records Office with any questions.

Correct
A. The Department of State requires that all Filers:
1. Read Agency Guide: Administrative Records;
2. Comply with the requirements found therein; and

3. Contact the Administrative Records Office with any questions.
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5.3.4 Headers/Footers

Headers and footers are not permitted.

5.3.5 Manual Alignment & Spacing

Using the space bar, tab key, or ruler to manually align sections, or adding hard
returns between sections, is not permitted. The RICR styles (§ 5.1.3 of this Guide) will
automatically align text and add spacing between sections.

5.3.6 Manual Emphasized Text

Using formatting for emphasis is not permitted, including:
1. Bolded text*;
2. ltalicized text*; and

3. Underlined text.

*Permitted only for noted RICR style exceptions (§ 5.1.3.3 of this Guide).

5.3.7 Page Numbers

Page numbers are not permitted within Final Rules.

Page numbers within Proposed Rules are only permitted if:
1. They are in the bottom-right corner of the footer; and

2. They are removed before submitting the Final Rule.

5.3.8 Watermarks

Watermarks are not permitted within Final Rules.

Watermarks within Proposed Rules are only permitted if:
1. They do not impede the readability of the Rule; and

2. They are removed before submitting the Final Rule.
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RICR FILING
SYSTEM
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6.1 RICR User Role Types

There are three user role types within the RICR: the Agency Head (one (1) per entity),
the Rules Coordinator (one (1) per entity), and Filers.

NOTE: For the cybersecurity of agency regulations, users must not share login
information, which also ensures an accurate history log for each rule filed.

6.1.1 Agency Head

This user is the individual who has ultimate legal authority of the entity (R.1. Gen. Laws
§ 42-35-1) and signs rules into effect.

6.1.1.1 Updating the Agency Head

Email the Administrative Records Office (ARO) to request and complete the
corresponding form to update the Agency Head, including evidence of the
change, to be signed by the entity’s legal authority.

6.1.2 Rules Coordinator

This user is the individual designated by the agency (R.I. Gen. Laws § 42-35-2.1) who
has knowledge of the subjects of rules being proposed, maintains the rulemaking
records, and responds to public inquiries, as their contact information is published on
the Agency Info page in the RICR (§ 2.6 of this Guide). This individual is responsible
for overseeing Filers, and for approving and advancing rules submitted by Filers.

6.1.2.1 Updating the Rules Coordinator

Email the ARO to request and complete the corresponding form to update the
Rules Coordinator, to be signed by the entity’s head or legal authority.
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6.1.3 Filers

Filers may be any person approved by the agency to participate in the rulemaking
process.

6.1.3.1 Adding Filers

The Rules Coordinator or Agency Head can add Filers in the RICR System (§
6.4.3.2 of this Guide) or they may email the ARO to request and complete the
corresponding form to add a Filer. Forms will only be accepted if submitted by the
Rules Coordinator or Agency Head for the security of the agency’s Regulations.
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6.1.4 RICR User Role Permissions

The below table indicates which user roles have permissions for each RICR function:

Rules Agency
Coordinator Head

RICR Function RICR Permissions Filer

X

View Current Rules X X
RICR Views View Work Queue

View Under Review

Create Proposed Rules

X | XX | X

Terminate Proposed Rules

X[ X | XXX

Rulemakin
9 Approve Proposed Rules

Sign Final Rules

X

View Emergency Rules

X

Emergency Rules |Renew Emergency Rules by 60 days

XX | XX | X | X | X|X|X

X

Terminate active Emergency Rules

Periodic Refile Approve rules for Periodic Refile

View/create Guidance Documents

Guidance

Remove Guidance Documents
Documents

Generate Guidance Document Index

XX | X | X

Create Declaratory Orders

View/approve/reject Declaratory
Declaratory Orders

Orders

Generate Declaratory Order Index

Delete Declaratory Orders

View My Account Details
Edit My Account Details

Account/

. View users
User Information

Edit users
Add new Filer

View and create new Chapters

RICR Structure -
View and create new Subchapters

View notifications

Notifications

XIXIX| XX [|X[|X|X|X]|X[|X]| X [ X|X|X|X]|X]|X|X|X

XIXIX|XIX[|X|X|X|X]|X[|X]| X [X]X|X|X

Subscribe/unsubscribe to notifications
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6.1.5 Getting Started in the RICR Filing System

The RICR Filing System allows users to file regulations, guidance documents, and
declaratory orders with the Rhode Island Department of State (R.l. Gen. Laws 42-35).

Click here to log in and view the RICR Filing System homepage:

“ RI Secretary of State Manage ~ -

Current Rules Work Queue Under Review Text Documents

Agency Regulations Action Legend
- New Amendment
o - New Repeal
’.'_‘ - 60-day Emergency Renewal

+100 - Department of State

To File Regulations

Use the following tabs and see § 6.3 of this Guide for step-by-step instructions:

1. Current Rules tab to view current regulations or start a new promulgation;
2. Work Queue tab to work on a proposed promulgation; and

3. Under Review tab to view proposed promulgations that are not yet effective.

r®| RI Secretary of State Manage ~

Current Rules H Work Queue H Under Review

To File Guidance Documents

Click Manage > Guidance Document Index and see § 6.4.4 of this Guide for step-by-
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step instructions:

RI Secretary of State

Users
Current Rules Work QU€E Chapters

Subchapters T
Agency Regulations Action Notifications

-N Declaratory Order

..‘E.‘EI Guidance Document Index I

To File Declaratory Orders

Click Manage > Declaratory Order and see § 6.4.5 of this Guide for step-by-step
instructions:

|®| RI Secretary of State

Users
Current Rules Work QUE Chapters
Subchapters 7
Agency Regulations Action Notifications
B ! Declaratory Order I
.l.";: : 6 Guidance Document Index

NOTE: Different users will see different options under the Manage menu. See §
6.1.4 of this Guide for more information regarding User Role Permissions.
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6.2 RICR Rulemaking Processes

6.2.1 RICR Rulemaking Processes Overview

To identify in the RICR System which rulemaking step a rule is in, after logging in, click
Work Queue > select a Rule > Approvals. The Rule is currently in the bolded step.

The following tables indicate which user role must complete a rulemaking step in the
RICR System. In some instances, multiple user roles can complete a step. It does not
matter which user role completes the step, and the step only has to be completed
once.

Key:

F = Filer

RC = Rules Coordinator
AH = Agency Head

G = Governor's Office

DOS = Department of State

6.2.1.1 Proposed Regular Rulemaking Process Steps

Rulemaking Step F RC AH DOS
Initial Data Entry and Documents Upload X | X | X

DOS Verification of Drafts X
Generation of the Notice of Proposed Rulemaking* X | X | X
Submission for Promulgation RICR automatic step
Public Comment Period Begin RICR automatic step
Post Public Comment Period Data update and Document

Upload XX

DOS Final Regulation Approval X
Agency Head Signature Applied X

Final Rule and Signature Acceptance by DOS X
Promulgation Finalization RICR automatic step

*As soon as the user clicks Publish, the Proposed Rule is live (viewable) in the RICR.
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6.2.1.2 Proposed Direct Final Rulemaking Process Steps

Rulemaking Step F RC AH DOS
Initial Data Entry and Documents Upload X1 X | X

DOS Verification of Drafts X
Generation of the Notice of Proposed Rulemaking* X1 X | X
Submission for Promulgation RICR automatic step
Public Comment Period Begin RICR automatic step
Post Public Comment Period Data update and Document

Upload XXX

DOS Final Regulation Approval X
Agency Head Signature Applied X

Final Rule and Signature Acceptance by DOS X
Promulgation Finalization RICR automatic step

*As soon as the user clicks Publish, the Proposed Rule is viewable in the RICR.

6.2.1.3 Emergency Rulemaking Process Steps

Rulemaking Step F RC AH G DOS
Initial Data Entry and Documents Upload X | X | X

Rules Coordinator Notification of Emergency Rule X

Submission for Promulgation RICR automatic step
Agency Head Signature Applied X

Governor Signature Applied X

Final Rule and Signature Acceptance by DOS* X
Promulgation Finalization RICR automatic step
Submission for Emergency Extension 1 X | XX

DOS Final Revision for Emergency Extension 1** X
Finalization of Emergency Extension 1 RICR automatic step

*As soon as the DOS signs, the Rule is viewable in the RICR.

**As soon as the DOS approves, the Expiration Date is extended in the RICR.
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6.2.1.4 Advance Notice of Proposed Rulemaking Process Steps

Rulemaking Step F RC AH DOS
Initial Data Entry and Documents Upload X1 X | X
Generation of the Notice of Proposed Rulemaking* X1 X | X

Public Comment Period Begin RICR automatic step
Initial Data Entry and Documents Upload X1 X | X

DOS Verification of Drafts X
Generation of the Notice of Proposed Rulemaking X1 X | X
Submission for Promulgation RICR automatic step
Public Comment Period Begin RICR automatic step
Post Public Comment Period Data update and Document

Upload SRR

DOS Final Regulation Approval X
Agency Head Signature Applied X

Final Rule and Signature Acceptance by DOS X
Promulgation Finalization RICR automatic step

*As soon as the user clicks Publish, the Proposed Rule is viewable in the RICR.

6.2.1.5 APA Exempt Rulemaking Process Steps

Rulemaking Step F RC AH DOS
Initial Data Entry and Documents Upload X1 X | X

Rules Coordinator Approval for Notice of Proposed Rulemaking X

DOS Verification of Drafts X
Submission for Promulgation RICR automatic step
Rules Coordinator Approval for Final Submission X

Agency Head Signature Applied X

Final Rule and Signature Acceptance by DOS* X
Promulgation Finalization RICR automatic step

*As soon as the DOS signs, the Rule is viewable in the RICR.
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6.2.1.6 Technical Revision Rulemaking Process Steps

There are no Technical Revision rulemaking process steps required from agencies
within the RICR System. Only Rules Coordinators may submit Technical Revisions.

6.2.1.7 Periodic Refile Rulemaking Process Steps

After the first step, the subsequent steps will not be visible in the RICR System until
after the Refile has gone live in the RICR.

Rulemaking Step F RC AH DOS
Refile X

Initial Data Entry and Documents Upload X
Submission for Promulgation RICR automatic step
Final Rule and Signature Acceptance by DOS X
Promulgation Finalization* RICR automatic step

*The refile is viewable in the RICR on the first Tuesday in January.
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6.2.2 Rulemaking Document Types

The following rulemaking documents may be uploaded in the RICR Filing System to
be included in the final Rulemaking Record (see R.I. Gen. Laws Chapter 42-35 for full
requirements):

Document Statutory Requirement RICR Requirement
Proposed Rule R.I. Gen. Laws § 42-35-2.3(b)(4) | Required
Index of Studies/Reports R.I. Gen. Laws § 42-35-2.3(b)(3) | Optional

Internal Organization Document | R.l. Gen. Laws § 42-35-2.3(b)(9) | Optional

Petition R.I. Gen. Laws § 42-35-2.3(b)(8) | Optional
Additional Documentation Optional
Studies/Reports R.I. Gen. Laws § 42-35-2.3(b)(3) | Optional
Notice of Proposed Rulemaking | R.I. Gen. Laws § 42-35-2.7 Auto-generated by
the RICR System*
Concise Explanatory Statement | R.I. Gen. Laws § 42-35-2.6 Required
Final Rule R.I. Gen. Laws § 42-35-4 Required
Public Comment R.l. Gen. Laws § 42-35-2.3(b)(6) | Required
Public Hearing Documents R.I. Gen. Laws § 42-35-2.3(b)(5) | Optional
State Register Publication R.I. Gen. Laws § 42-35-2.3(b)(1) | Optional

*After user enters required information and clicks Generate.
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6.2.2.1 Permitted File Types

To ensure files are able to upload into the RICR Filing System, use the following to
identify what file type the associated document should be saved as:

Process Document Type File Type(s) Permitted
Proposed Rule .docx
Index of Studies/Reports .doc, .docx, .pdf, .xlsx
::r)wternal Otrgan|zat|on .doc, .docx, .pdf, .xlsx
Proposed ocumen
Rulemaking Petition .doc, .docx, .pdf, .xlsx
Additional Documentation ..doc, docx, .pdf, xlsx, .jpg,
Jpeg
Studies/Reports .doc, .docx, .pdf, .xlsx
Concise Explanatory Statement | .doc, .docx, .pdf, .xIsx
Final Rule .docx
Public Comment .doc, .docx, .pdf, .xlsx
Index of Studies/Reports .doc, .docx, .pdf, .xlsx
::r)wternal Otrgamzatlon .doc, .docx, .pdf, .xlsx
Rulemaking Petition .doc, .docx, .pdf, .xlsx
Public Hearing Documents .doc, .docx, .pdf, .xlsx
Additional Documentation 'fjoc’ docx, .pdf, xlsx, .jpg,
Jpeg
State Register publication .doc, .docx, .pdf, .xlsx
Studies/Reports .doc, .docx, .pdf, .xlsx
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6.2.3 RICR Rulemaking Process Icons
6.2.3.1 RICR Process Steps Icon Key

In § 6.3 of this Guide, look for the following icons to identify what step in the
process you are at in this Guide, based on the stepsin § 6.2.1 of this Guide:

Icon |ldentification Meaning

o—

s—| |Indicates a step in the process to be completed.

o—

/| |Indicates when the step is completed.

@ Indicates what needs to occur before taking the next step.

6.2.3.1 RICR Current Rules Tab Icon Key

In the RICR Current Rules tab, use the following clickable icons to navigate:

Icon Navigation Meaning

New Adoption | Promulgate New APA-Compliant Adoption

Promulgate New APA-Exempt Adoption

New Adoptlon For exempt agencies only, per R.l. Gen. Laws § 42-35-18.

Promulgate New Amendment

Promulgate New Repeal

Download Currently Active Rule Document

Renew Emergency Rule by 60 Days

Terminate Emergency Rule

8l
a O ko
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6.2.3.1 RICR Work Queue Tab Icon Key

In the RICR Work Queue tab, use the following clickable icons to navigate:

lcon

Navigation Meaning

Advance Workflow to Next Step

Start Rulemaking for Advance Notice Rule

Terminate Rule

Upload Rule & Associated Documents

il
Generate Notice of Proposed Rulemaking
" Edit Rulemaking Filing Details
| Review Public Comments
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6.2.4 Terminating Rules
At multiple stages of the promulgation process (noted for each eligible stage in § 6.3
of this Guide), agencies have the option to terminate, which will discontinue the rule

before it goes into effect.

If the rule has already started its Public Comment Period:

1. Anyone who receives Regulation Notifications (§ 2.7 of this Guide), including
the public and other agencies, will receive notice of the termination; and

2. If an adoption was terminated, the Part number cannot be reused in the future
due to how the RICR System tracks rulemaking, and the next sequential Part
number must be used if starting over.

If the rule has not yet started its Public Comment Period:
1. No notification will be sent; and
2. If an adoption was terminated, the Part number can be reused in the future.

When terminating a rule, a reason for the termination is required for internal
purposes only. The reason will not be published and will never be seen by the pubilic.

Termination Reason: *

Abandoned w

Duplicate or Similar Rule Exists
Newer Proposal Replaces
Public Opposition Accepted
OMB Rejected

S0S5 Rejected

Time Expired

Once a rule has been terminated, this action cannot be reversed.

If a rule still needs to be promulgated, the rulemaking process must start over.
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6.2.5 Identifying the Promulgation ID

All rules promulgated in the RICR Filing System are assigned a Promulgation ID.
Always provide the Promulgation ID when communicating with the Administrative
Records Office to ensure the correct rule is investigated if an issue arises.
To identify the Promulgation ID in the RICR Filing System:

1. When a rule is open (in any tab), look at the website URL in the browser.

2. The Promulgation ID is the five (5) numbers following id=#####.

For example:
https://rules.sos.ri.gov/Dashboard/Landing?id=13121&act=p

The Promulgation ID is 13121.

To identify the Promulgation ID in the RICR:

1. When a Part is open to the Regulation tab in the RICR, click Download
Regulation to open the PDF:

Records Management

LLLEI N (ST EGLES N | ACTIVE RULE ’

Regulation Text Overview Regulation History Rulemaking Documents
» [& Download Regulation

2. Look at the website URL of the PDF in the browser.

3. The Promulgation ID is the five (5) numbers following REG_#####.

For example:
https://risos-apa-production-
public.s3.amazonaws.com/SOS/REG_13122_20240424154529664.pdf

The Promulgation ID is 13122.
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6.3 Step-By-Step Filing Instructions

6.3.1 Agency Head Instructions
6.3.1.1 Adoptions
6.3.1.1.1 Proposed Regular Rulemaking

For information regarding this Rulemaking Action, see § 3.3.1 of this Guide.

Actions to be Completed | User to Complete

Initial Data Entry and Documents Upload Agency Head

DOS Verification of Drafts Department of State

Generation of the Notice of Proposed Rulemaking Agency Head

Submission for Promulgation RICR Filing System

Public Comment Period Begin RICR Filing System

Post Public Comment Period Data update and Document Agency Head

Upload

DOS Final Regulation Approval Department of State

Agency Head Signature Applied Agency Head

Final Rule and Signature Acceptance by DOS Department of State

Promulgation Finalization RICR Filing System
:=| 6.3.1.1.1.1 Initial Data Entry and Documents Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. In the Current Rules tab, click the Title, Chapter, and Subchapter to
open each level, then click New Adoption to promulgate a new rule:

@) Risecretary of State vanege - [ - ]
urrent Rules Nork Queue Jnder Review

Text Documents Details
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3. Enter in the Rulemaking Filing Details:

f®| RI Secretary of State Manage ~

Administration

Rulemaking Type:
Rulemaking Action: *

Rule Identifier: *

Regulation Title: *

Rulemaking Authority: *

Department of State

Adoption

a | O Proposed O Emergency O Advance Notice |

100-RICR-10-00 b

d R.l. General Laws v

a. Choose Proposed, then Regular, for the Rulemaking Action and
Rulemaking Process;

Rulemaking Action: * @® Proposed

Rulemaking Process:* @® Regular

b. Enter the Rule Identifier (a.k.a. Part number);

i. Part numbers may only be used once (§ 2.3.4 of this
Guide). The RICR System will display an error message if a
Part number has already been used after clicking the next

field:

Error! Part number 1 is already in use.

ii. Enterin anew Part number until you no longer see an
error, then update rulemaking documents to use the new
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Part number.

c. Enter the Regulation Title using sentence case (i.e., use “Conduct
of Public Hearings”, not “"CONDUCT OF PUBLIC HEARINGS"); and

d. Choose the appropriate authority from the dropdown, enter the
Rulemaking Authority citation, and click Add.

i. If citing a whole R.I. General Law Title or Chapter, select
"Alternative” and write the citation in full. Selecting "R.1.
General Laws"” automatically adds a section symbol (8§).

ii. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.. Gen. Laws § 42-35] 1

4. Enter the Summary of Proposed Rule in plain language of terms or
substance of intended action, or description of the subjects and issues
involved, including changes between current and proposed regulations:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0. RI Secretary of State manage « -

Summary of Proposed Rule: *
Do not copy directly from Microsoft Word o
First pasts into a text editor (1., Notepad), cop)

click in the textbox below and click *Paste as plain fext” fo strip hidden formatting that may cause website display Jssues, and use the editor below to format the fext.

« o B | U = = =-

5. Enter the Regulatory Analysis Summary and Supporting
Documentation to provide a brief paragraph of the societal cost and
benefits of compliance as prepared under R.I. Gen. Laws § 42-35-2.9,
including any citations to scientific or statistical studies, reports, and
analyses that served as a basis for the proposed rule:
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a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State manage « -

Regulatory Analysis Summary and Supporting Documentation: *
Do not copy directly from Microsoft Word or other word processing software.
First paste into a text editor (L.e., Notepad), copy that text, right-click in the textbox below and click “Paste &s plain fext” to strip hidden formatting that may cause website display issues, and use the editor below 1o format the text.

= = B ] U = & = o &

6. Enter the Additional Information URL to indicate the location on your
website where the Notice of Proposed Rulemaking is published as
required by R.I. Gen. Laws § 42-35-2.7:

Additional Information URL: *

https:// v

7. Review to ensure all entered text is correct and click Submit.

a. Atany point during the above process, if you don't wish to move
forward, click Cancel to prevent the Part number from being
used.

8. This Rulemaking Action requires documents to be uploaded. Click
Upload Documents:

0 RI Secretary of State Manage ~

Filing Saved
The Filing for Filer: Proposed Regular Rulemaking Rule was successfully saved.

You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced

[vpemsomomes ]

a. If you click Home by accident, click the Upload Documents icon
next to the Part in the Work Queue tab to go to the correct
screen:
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+ 100 - Department of State

+ 10 - Administration
 00- ) o

5@ al 7 - Filer: Proposed Regular Rulemaking Rule

9. Upload documents:

Document Upload
Regulation Required Documents
’ . :mpm;d Rule a
Supporting Documents
Upload
Document Type:
| a
[[croose Fie Jro e crosen I:I c
b
a. Select from the dropdown the Document Type:
i. Required:
* Proposed Rule
ii. Optional:
¢ Index of Studies/Reports » Additional Documentation

¢ Internal Organization Document e Studies/Reports
e Petition

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

I - Proposed Rule ./

+ Proposed Rule

b. Click Choose File to select the document from your computer;
and
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c. Click Upload Document to upload.
10.1f additional documents need to be uploaded, click Upload More
Documents and repeat steps 9-10 for each additional document (you
will not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

11.Click each tab on the right to ensure all information regarding the rule is
correct (Text, Documents, Approvals, and Details):

o RI Secretary of State Manage - -
Current Rules | Work Queue | Under Review Text | Documents | Approvals | Details | «
My Work Queue Action Legend Filer: Proposed Regular Rulemaking Rule

100-RICR-10-00-7
Regulation Text

7.1 Purpose

7.2 Authority
7.3 Definitions

7.4 Procedure for Conduct of Public Hearings
+ 10 - Administration

12.1f for any reason at this stage it is determined that the rule should not

move forward, click the Terminate icon to end the promulgation process
and skip to step 14(b)(i):

+ 100 - Department of State

+ 10 - Administration

Y <

, n o ! -Filer: Proposed Regular Rulemaking Rule
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13.To continue, click the Advance Workflow icon:

+ 10 - Administration

+ 00 -

ER

+ 100 - Department of State

»

1]

[ - Filer: Proposed Regular Rulemaking Rule

14.To advance the rule for the DOS Formatting Review, click Advance:

0 RI Secretary of State Manage ~ .
Promulgation ID: 13138 Proposed Adoption 100-RICR-10-00-7
Department of State
D Workflow

and Documents Upload

f Proposed Rulemaking

ata update and Document Upload

Filer: Proposed Regular Rulemaking Rule

Regulation Text

71

Purpose
Authority

Definitions

Procedure for Conduct of Public Hearings

a. If for any reason at this stage it is determined that the rule should

not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:
i. Select a Termination Reason, then click Submit to terminate,
or click Cancel to continue the promulgation process:
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RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-10-00-7

Filer: Proposed Regular Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (") are required

[eors [ oo

15.Certify that your agency has either received official approval from OMB
or is exempt from OMB's review process by clicking Yes:

ORR Compliance

Before uploading your agency's final regulation in the RICR, your agency must certify it
has either received post-comment official approval from the Office of Regulatory Reform
(ORR) or is exempt from ORR's formal review process.

Your agency has not received official approval unless your agency is in receipt of an
emailed/dated receipt of ORR clearance from its official submission system.

Do you certify that your agency has either received ORR approval or that your agency is
exempt from the process?

* Yes

a. If your agency has not received official approval from OMB and
is not exempt, click the DOS logo in the top-left corner to return
to the home page. Do not proceed in the RICR System until you
have official approval. Once your agency receives approval, go
back to step 13 to proceed.

16.1f you would like to add a note for the DOS, enter text in the Request
Note and/or click Submit:
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Workflow Approval for Promulgation 100-RICR-10-00-7
Filer: Proposed Regular Rulemaking Rule (100-RICR-10-00-7)

Request Note for: Initial

Outcome Note for: Initial Data Entry and Documents Upload

Request Note for: DOS Verfication of Drafts

==

17.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o

' | COMPLETED: /nitial Data Entry and Documents Upload

(®) 6.3.1.1.1.2  DOS Verification of Drafts
This step will be completed by the Administrative Record's Office.

Once the DOS formatting review has been completed, the Rules
Coordinator will receive an AWS Notification email to indicate the next step
should be taken:
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T \l, = [EXTERMAL]: APA NOTIFICATION: Filing workflow action - 1...

File Message Help Acrobat @ Tell me what you want to do

m -~ =5 M- S % — | O shareto Teams 5 B2. m- F'E.‘v _

[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-10-00-7
@ AWS Motifications <no-reply@sns.amazonaws.com = CleilEdiL
To

RICR: 100-RICR-10-00-7
Agency: Department of State

Filing Type: Proposed Adoption
Workflow: "Generation of the Notice Of Proposed Rulemaking' is ready for your action

[

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsns.us-east-1.amazonaws.com%
2Funsubscribe.html%3FSubscriptionArmn%3Darn%3Aaws%3Asns%3Aus-east-1%3A452910929247%3AAgency DOS%

3A4fasb182-f76a-466e-918b-a25af9ed6bc2%26Endpoint%e3Drstrashnick?e40s0s.ri.gov&data=05%7C02%
7Crstrashnick?e40s0s.ri.gov¥67C1399216a3fac403f987808dc91401bal%7C2d0f1dbbdd594772865f1914175d07c2%

7C0%7C0%7C638544951735974781%7CUnknown%
7CTWFpbGZsb3d8eyIWIjoiMCAwWLiAWMDAILCIQljoiV2luMzliLCIBTil6Ik1 haWwil CIXVCIEMn0%3D%7C0%7CH7C%

7C&sdata=4rUSairjhue2FuXIYrK1sh7fZDytOeqNhwHIQD %2 BwSAdXc%3D&reserved=0

s—| 6.3.1.1.1.3  Generation of the Notice Of Proposed
Rulemaking

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. If for any reason the rule details need to be updated, click the Edit Filing
icon to update the Regulation Title, Rulemaking Authority, Summary of
Proposed Rule, and Regulatory Analysis Summary and Supporting
Documentation, then click Submit once the details are updated:

Once the Notice of Proposed Rulemaking is generated and published,
this information cannot be changed.

- 100 - Department of State

- 10 - Administration
200 - ’

8 D? - Filer: Proposed Regular Rulemaking Rule

a. Once completed, click the Department of State logo to navigate
back to the homepage:
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3. Inthe Work Queue tab, click on the Title, Chapter, and Subchapter to
open each level, then click the Generate/Review Docs icon:

+ 100 - Department of State

+ 10 - Administration
 00- V' o

a: - , 7 - Filer: Proposed Regular Rulemaking Rule

4. Click Add >> under Public Comment Period List, and click Edit and
<< Remove as necessary to adjust the Public Comment Period:

Generate Public Notice of Proposed Rulemaking
Add a Public Comment Period

Public Comment Period List:

5. Fill out the form to add a Public Comment Period - all fields are
required:
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Public Comment Period

Date of Public Notice: Date of End of Comment Period: *

MM/DD/YYYY

08/13/2024

Full Name of Contact Person: *

Contact Person Email: *

Contact Person Address: *

‘Add'ess Line 1 ‘

‘Add'eas Line 2 ‘

|City |.RI [zip |lzpEXt |

Allow online public comments? *

O Yes O No

a. The Date of End of Comment Period will automatically show the
minimum first eligible date to be chosen, but you may choose a
future date if needed.

b. Agencies may use the RICR Filing System to accept public
comments by selecting Yes to Allow online public comments?.
Agencies may opt out by selecting No.

i. If Yesis selected, you have the option to specify dates for
when your agency wants to allow online public comments

within the Public Comment Period.

6. If there will be a hearing, click on the Public Comment Period, then click
Add >> under Add a Public Hearing:
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Generate Public Notice of Proposed Rulemaking 1
Add a Public Comment Period

Public Comment Period List:
08/23/2024 - 08/23/2024

Add a Public Hearing:

| | -2

7. Fill out the form to add a Public Hearing - all fields are required:
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Public Hearing

Hearing date/time: *
|MMW/DD/YYYY | Time: | vl [PM_v|

Hearing Location: *

‘Addr‘ess Line 1 |

‘Addr‘ess Line 2 |

‘Addr‘ess Line 3 |

| ity | state: Rnode Island | Zipcode

Phone Number for Special Assistance: *

‘Phone | |Phone Extension ‘

8. Click Generate Notice (this will not publish the rule, only preview the

notice):

Generate Notice Cancel

9. Review the Notice of Proposed Rulemaking:
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RI Secretary of State Manage -

The Public Notice of Proposed Rulemaking was successfully created. This notice has not been published.

Click the "Publish’ button to make this Notice and the Proposed Rule available to the public.

=  tmpnotice 13138.pdf — 100% + (R}

RHODE ISLAND GOVERNMENT REGISTER
PUBLIC NOTICE OF PROPOSED RULEMAKING

DEPARTMENT OF STATE

Title of Rule: Filer: Proposed Regular Rulemaking Rule
Rule Identifier: 100-RICR-10-00-7

Rulemaking Action: Proposed Adoption
Important Dates:

Date of Public Notice: August 13, 2024

End of Public Comment: September 12, 2024

a. If any information within the notice is incorrect, click Cancel to go
back and edit to update the information and complete steps as
necessary.

b. Once information is confirmed to be correct, click Publish to
approve the notice and publish the rule in the RICR.

10.Click Home to return to the RICR home page:
a. If after the notice is published there needs to be any changes

made, click Amend Public Notice to create and publish an
additional notice with corrections.

Documents Published

Rule Identifier: 100-RICR-10-00-7
Title of Rule: Filer: Proposed Regular Rulemaking Rule

The following documents are now available to the public:

« Proposed Rule
» Public Notice of Proposed Rulemaking

/| COMPLETED: Generation of the Notice Of Proposed Rulemaking
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At this time, the Proposed Rule is now live in the RICR and may be viewed
by completing the following:

1. Go to https://rules.sos.ri.gov/organizations.

2. Locate the associated Title within the Table of Contents.

3. Click the plus sign (+) next to the Title:

Table of Contents

Show| 25 entries Filter by Agency

; Title Agency

Title 100 Department of State

4. Click Agency Info:

@ Title 100 Department of State

View Agency Info «

5. Click Rulemaking Agenda:

Providence, RI,02903

Website ‘

Guidance Document Index Declaratory Order Index Rulemaking Agenda

6. Locate the correct Proposed Rule and click the rule name to view:
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Department of State Rulemaking Agenda

Proposed Rules for Department of State

Displaying 1 -1 of 1

Filer: Proposed Regular Rulemaking Rule «

100 -RICR-10-00-7 Type of filing: Adoption
PROPOSED RULE
Title: Department of State Chapter: Administration Subchapter: N/A
Public Comment Term(s): 08/13/2024 to 09/12/2024 Notice Date: 08/13/2024
View Details View Proposed Additional Information

7. Click through the navigation tabs to view the Overview, Regulation,
History, Rulemaking Documents, and Comments:

Filer: Proposed Regular Rulemaking Rule
PROPOSED RULE

History Rulemaking Documents Comments « m
Search Regulations @
Keywords

Exact Match

Agencies
100-RICR-10-00-7 Sort by
TITLE100-DEPARTMENT OF STATE Relevance v
CHAPTER 10 = ADMINISTRATION

In Order of
SUBCHAPTER 00- N/A

Descending

L PART7- CONDUCT OF PUBLIC HEARINGS

8. The Overview tab displays the rule details:
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Filer: Proposed Regular Rulemaking Rule
PROPOSED RULE

m Regulation History Rulemaking Documents Comments
Notify Me

Title 100 Depariment of State

Chapter 10 Administration

Subchapter 00 NIA

Part 7 Filer: Proposed Regular Rulemaking Rule
Type of Filing Adoption

Regulation Status Proposed

Filing Notice Date 08/13/2024

Public Comment Dates 08/13/2024 to 09/12/2024

Regulation Authority:
R.l. Gen. Laws § 42-35

Purpose and Reason:
Filer: Proposed Regular Rulemaking Rule

@ 6.3.1.1.1.4 Submission for Promulgation and Public
Comment Period Begin

These steps will be completed automatically by the RICR System.

Once the Public Comment Period ends, the RICR System will automatically
advance the rule to the next step.

If online public comments were allowed, you may review comments as they
are submitted, or at the end of the Public Comment Period. See step 2 in the
following section (§ 6.3.1.1.1.5 of this Guide) for how to review comments
and generate a public comment document compiling all submitted rules.

c—| 6.3.1.1.1.5 Post Public Comment Period Data update
and Document Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.
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2. If online public comments were allowed, click the Review Comments
icon, otherwise skip to step 3:

- 100 - Department of State

- 10 - Administration
-00- V" 4

-} d . - Filer: Proposed Regular Rulemaking Rule

a. Review every rule listed under the Pending tab by clicking Review
for each comment submitted:

RI Secretary of State Manage -

Review Online Public Comments

Pending Reviewed

Comment ID: #13168-595 Not displayed to public
Public Comment #1 ‘

Comment By: [ Review |
No attachments
Comment ID: #13168-596 Not displayed to public
Public Comment #2 ‘
Comment By: ‘ Review ‘
No attachments

i. Selectto display the comment in the RICR or not, add any
internal and public notes, and click OK to approve:
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Online Public Comment Review

Comment By: First Last

On: 08/13/2024

Comment: Public Comment #1

Comment display to public is disabled and not yet reviewed

Enable public comment display? @ Yes O No

Internal Review Notes

Public Review Notes

O Display these Public Review Notes to the public:

b. Click the Reviewed tab to view who reviewed the comment, when
it was approved, and review again if necessary:

0 RI Secretary of State  Manage ~ -

Review Online Public Comments

Pending

Reviewed ‘ Pﬂm
Comment ID. #13168-595

Public Comment #1

Gomment By

No attachments

~ e

Reviewed By

On

=

c. Click Print to generate a public comment document:
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"] RI Secretary of State Manage ~

Review Online Public Comments ‘

Pending Reviewed

d. Click the down arrow at the top-right of the PDF viewer to
download the document so that it can be used to upload as the
part of the final rulemaking documents in step 4:

\ RI Secretary of State Manage ~

Print Online Public Comments

Back to Comment Review ‘

=  tmpOPC_13168.pdf /1 - 100% + | & ©

e. To navigate back to the homepage, click the Department of State
logo:

|®| RI Secretary of State

3. Inthe Work Queue tab, click on the Title, Chapter, and Subchapter to
open each level, then click the Upload Documents icon:

- 100 - Department of State

- 10 - Administration
-00- ’

a al « 7 - Filer: Proposed Regular Rulemaking Rule

4. Upload documents:
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Document Upload
a

Regulation Required Documents

« Concise Explanatory Statement

Public 08/13/2024

Gad ot Draft 06/18/2024 « Public Comment

Supporting Documents
Public Notice of Proposed Rulemaking:
aking. Public 08/13/2024

Draft 08/13/2024

Upload
Document Type:

| -|a

b

a. Select from the dropdown the Document Type:

i. Required:
e Concise Explanatory Statement e Public Comment (may

« Final Rule (2 versions) upload multiple, if necessary)

i. Optional:
¢ Index of Studies/Reports » Additional Documentation
¢ Internal Organization Document e State Register publication
e Petition e Studies/Reports

e Public Hearing Documents

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

« Concise Explanatory Statement q « Concise Explanatory Statement V\__.__/
« Final Rule + Final Rule ./

« Public Comment « Public Comment v\_;_/

b. Click Choose File to select the document from your computer;
and
c. Click Upload Document to upload.
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5. If additional documents need to be uploaded, click Upload More
Documents and repeat steps 4-5 for each additional document (you will
not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

a. When uploading the Final Rule, upload the Track Changes
Version first, then upload the Clean Version with all changes
accepted (§ 5.1.2.4 of this Guide).

6. Click each tab on the right to ensure rule information and all rulemaking
documents are correct (Text, Documents, Approvals, and Details):

o_ RI Secretary of State manage - -
’ Text | Documents | Approvals || Details |‘

Filer: Proposed Regular Rulemaking Rule

Current Rules | Work Queue | Under Review

My Work Queue

100-RICR-10-00-7

Regulation Text

7.1  Purpose

7.2 Authority
7.3 Definitions

7.4 Procedure for Conduct of Public Hearings

7. If for any reason at this stage it is determined that the rule should not
move forward, click the Terminate icon to end the promulgation process
and skip to step 9(b)(i):

+ 100 - Department of State

+ 10 - Administration
+00- ’

= [2-] 5 7 - Filer: Proposed Regular Rulemaking Rule
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8. To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 10 - Administration

o AP

@ n ! - Filer: Proposed Regular Rulemaking Rule

9. To advance the rule for the DOS Formatting Review, click Advance:

o RI Secretary of State Manage ~

Promulgation ID: 13138 Proposed Adoption 100-RICR-10-00-7

Department of State

s | Workflow

Filer: Proposed Regular Rulemaking Rule

Regulation Text:

7.1 Purpose
7.2 Authority
7.3 Definitions

Procedure for Conduct of Public Hearings

a. If for any reason at this stage it is determined that the rule should

not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:
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i. Select a Termination Reason, then click Submit to
terminate, or click Cancel to continue the promulgation
process:

0 RI Secretary of State Manage -

Workflow Termination for Filing 100-RICR-10-00-7

Filer: Proposed Regular Rulemaking Rule

Request Note for: Post Public Comment Period Data update and Document Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (") are required.

10.Certify that your agency has either received official approval from OMB
or is exempt from OMB's review process by clicking Yes:

ORR Compliance

Before uploading your agency's final regulation in the RICR, your agency must certify it
has either received post-comment official approval from the Office of Regulatory Reform
(ORR) or is exempt from ORR's formal review process.

Your agency has not received official approval unless your agency is in receipt of an
emailed/dated receipt of ORR clearance from its official submission system.

Do you certify that your agency has either received ORR approval or that your agency is
exempt from the process?

» Yes

a. If your agency has not received official approval from OMB and
is not exempt, click the DOS logo in the top-left corner to return
to the home page. Do not proceed in the RICR System until you
have official approval. Once your agency receives approval, go
back to step 8 to proceed.

136 of 467



RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

11.1f you would like to add a note for the DOS (i.e., if you would like the rule
to become effective on a future date other than the minimum 20-day
waiting period), enter text in the Request Note and/or click Submit:

o RI Secretary of State Manage ~

Workflow Approval for Promulgation 100-RICR-10-00-7
Filer: Proposed Regular Rulemaking Rule (100-RICR-10-00-7)

Request Note for: Post Public Comment Period Data update and Document Upk

Outcome Note for: Post Public Comment Peri

12.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o«

. Post Public Comment Period Data update and
v/ | COMPLETED: Document Upload

@ 6.3.1.1.1.6  DOS Final Regulation Approval

This step will be completed by the Administrative Record's Office.

Once the DOS formatting review has been completed, the Rules
Coordinator and Agency Head will receive an AWS Notification email to
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indicate the rule is ready to be signed by the Agency Head:

1\ J, ¥ [EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100...

File Message Help  Acrobat Q Tell me what you want to do

W~ 5 M- ‘ S5 9 - ‘ K SharetoTeams | §1 BR- M- B~ .

[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-10-00-7
@ AWS Notifications <no-reply@sns.amazonaws.com:> © 9 9> @
To

RICR: 100-RICR-10-00-7
Agency: Department of State

Filing Type: Direct Final Adoption
Workflow: 'Agency Head Signature Applied' has been sent to the Agency Head for signature

[v]

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:
https://gcc02.safelinks.protection.outlook.com/?url=htt ps%3A%2F%2Fsns.us-east-1.amazonaws.com%
2Funsubscribe.html%3FSubscriptionArn%3Darn%3Aaws%3Asns%3Aus-east-1%3A452910929247%3AAgency DO5%
3A4fa9b182-f76a-466e-918b-a25af9e46bc2%26Endpoint%3Drstrashnick%40sos.ri.gov&data=05%7C02%
7Crstrashnick%40sos.ri.gov%7Cdaa7282bccb14227d32008dcc06a5324%7C2d0f1dbedd59477286511914175d07¢2%
7C0%7C0%7C638596810142298187%7CUnknown%
7CTWFpbGZsbh3d8eylWIjoiMCAwLjAwMDAILC)QljoiV2luMzIiLCIBTil6Ik1 haWwil CIXVCI6MN0%3D%7C0%7CH%7C%

7C&sdata=MKQeS01DN67jxgmH1oUHBLEFTdIxoyunuolijgSzDmM%3D&reserved=0

[+]

=—| 6.3.1.1.1.7 Agency Head Signature Applied

The Agency Head will receive an AWS Notification when it is time to sign
the Final Regulation.

Complete the steps in § 6.3.1.4 of this Guide to sign the rule.

@ 6.3.1.1.1.8 Final Rule and Signature Acceptance by
DOS

This step will be completed by the Administrative Records Office.

Once the Agency Head signs the rule, the Department of State will sign the
rule and set the rule’s Effective Date.

138 of 467



RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

@ 6.3.1.1.1.9 Promulgation Finalization

This step will be completed automatically by the RICR System.

The RICR System will automatically display the Final Regulation in the RICR
the day it becomes effective.

It is the Agency Head's responsibility to download the signed Regulation

for the agency'’s files to be permanently retained per GRS2.5 Rulemaking
Files.

Final Regulations can be downloaded by opening the active Part in the
RICR, clicking the Regulation tab, and clicking Download Regulation:

Records Management

PR o e Ll | ACTIVE RULE ’

Regulation Text Overview Regulation History Rulemaking Documents
2 ‘ | @Dﬂwnlnadkegnlation

139 of 467


https://sosri.access.preservica.com/index.php?name=SO_acb4d5f5-cedb-4767-8e15-634e8a9f7ce3
https://sosri.access.preservica.com/index.php?name=SO_acb4d5f5-cedb-4767-8e15-634e8a9f7ce3
https://rules.sos.ri.gov/Organizations

RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

6.3.1.1.2 Proposed Direct Final Rulemaking

For information regarding this Rulemaking Action, see § 3.3.2 of this Guide.

Actions to be Completed | User to Complete

Initial Data Entry and Documents Upload Agency Head

DOS Verification of Drafts Department of State
Generation of the Notice of Proposed Rulemaking Agency Head
Submission for Promulgation RICR Filing System
Public Comment Period Begin RICR Filing System
Post Public Comment Period Data update and Document Agency Head
Upload

DOS Final Regulation Approval Department of State
Agency Head Signature Applied Agency Head

Final Rule and Signature Acceptance by DOS Department of State
Promulgation Finalization RICR Filing System

:—| 6.3.1.1.2.1 Initial Data Entry and Documents Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. In the Current Rules tab, click the Title, Chapter, and Subchapter to
open each level, then click New Adoption to promulgate a new rule:

) RI Secretary of State Manage -

Current Rules Work Queue Under Review Text Documents Details

Agency Regulations Action Legend
- New Amendment
o - New Repeal
*7% - 60-day Emergency Renewal

- 100 - Department of State

- 10 - Administration

+ 00 - [INew Adoption «

+ 20 - Elections
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3. Enter in the Rulemaking Filing Details:

| RI Secretary of State Manage ~

Department of State

Administration

Rulemaking Type: Adoption

Rulemaking Action: * a IO Proposed O Emergency O Advance Noticel
Rule Identifier: * 100-RICR-10-00 b
Regulation Title: * Cc

Rulemaking Authority: * d Rl General Laws o

a. Choose Proposed, then Direct Final, for the Rulemaking Action
and Rulemaking Process;

Rulemaking Action: * @® Proposed O Emergency
Rulemaking Process:” O Regular @® Direct Final

b. Enter the Rule Identifier (a.k.a. Part number);

i. Part numbers may only be used once (§ 2.3.4 of this
Guide). The RICR System will display an error message if a
Part number has already been used after clicking the next

field:

Error! Part number 1 is already in use.

ii. Enterinanew Part number until you no longer see an
error, then update rulemaking documents to use the new
Part number.
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c. Enter the Regulation Title using sentence case (i.e., use “Conduct
of Public Hearings”, not “CONDUCT OF PUBLIC HEARINGS"); and

d. Choose the appropriate authority from the dropdown, enter the
Rulemaking Authority citation, and click Add.

i. If citing a whole Title or Chapter in the R.I. General Laws,
select “Alternative” and write the citation in full. Selecting
"R.I. General Laws” automatically adds a section symbol (§).

ii. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.1. Gen. Laws § 42-35] 1

4. Enter the Summary of Proposed Rule in plain language of terms or
substance of intended action, or description of the subjects and issues
involved, including changes between current and proposed regulations:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0" RI Secretary of State  Manage ~ -

Summary of Proposed Rule: *

i beiow and click “Paste s piain text” 10 strip hidden formatting that may cause website dlsplay issues, and use the editor balow fo format the fext.

5. Enter the Regulatory Analysis Summary and Supporting
Documentation to provide a brief paragraph of the societal cost and
benefits of compliance as prepared under R.I. Gen. Laws § 42-35-2.9,
including any citations to scientific or statistical studies, reports, and
analyses that served as a basis for the proposed rule:

a. If copying text from another document, follow the directions on
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screen to strip all erroneous formatting.

o RI Secretary of State  Manage ~ -

Regulatory Analysis Summary and Supporting Documentation: *

Do not copy directly from Microsoft Word or other
First paste into & text ediftor (Le., Notepa), copy that texi, righi

ssing software
k in the textbox befow and click “Paste as plain text” to strip hidden formatting that may cause website display issues, and use the editor below lo format the text.

-~ B /] U = = = o &

6. Enter the Additional Information URL to indicate the location on your
website where the Notice of Proposed Rulemaking is published as
required by R.I. Gen. Laws § 42-35-2.7:

Additional Information URL: *

https:// v

7. Review to ensure all entered text is correct and click Submit.

a. Atany point during the above process, if you don't wish to move
forward, click Cancel to prevent the Part number from being
used.

8. This Rulemaking Action requires documents to be uploaded. Click
Upload Documents:

\f RI Secretary of State  Manage ~

Filing Saved

The Filing for Filer: Proposed Direct Final ing Rule was illy saved.

You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced.

=) <=
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a. If you click Home by accident, click the Upload Documents icon
next to the Part in the Work Queue tab to go to the correct

screen:

+ 100 - Department of State

+ 10 - Administration
+ 00 - ’

5@ u 8 - Filer: Proposed Direct Final Rulemaking Rule

9. Upload documents:

Document Upload
Regulation Required Documents
! . :ropnsfd Rule a
Supporting Documents
Upload
Document Type:
| |a
[[sroose Fie Jpo e crosen I:I c
b
a. Select from the dropdown the Document Type:
i. Required:
e Proposed Rule
i. Optional:
* Index of Studies/Reports ¢ Additional Documentation

e Internal Organization Document e Studies/Reports
e Petition

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

I « Proposed Rule ./

« Proposed Rule
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b. Click Choose File to select the document from your computer;
and

c. Click Upload Document to upload.

10.If additional documents need to be uploaded, click Upload More
Documents and repeat steps 9-10 for each additional document (you
will not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

11.Click each tab on the right to ensure all information regarding the rule is
correct (Text, Documents, Approvals, and Details):

0_ RI Secretary of State  Manage - -
Currer Text | Documents | Approvals | Details I‘

Filer: Proposed Direct Final Rulemaking Rule

ules Work Queue Under Review

100-RICR-10-00-8

Regulation Text

7.1 Purpose
7.2 Authority
7.3 Definitions

7.4 Procedure for Conduct of Public Hearings

12.1f for any reason at this stage it is determined that the rule should not

move forward, click the Terminate icon to end the promulgation process
and skip to step 14(b)(i):

+ 100 - Department of State

+ 10 - Administration
+ 00- ’

n 9O - Filer: Proposed Direct Final Rulemaking Rule
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13.To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 10 - Administration
+00- ’

=) n O - Filer: Proposed Direct Final Rulemaking Rule

14.To advance the rule for the DOS Formatting Review, click Advance:

0 RI Secretary of State Manage « B
Promulgation ID: 13164 Proposed Direct Final Adoption 100-RICR-10-00-8

Department of State

Workflow

Filer: Proposed Direct Final Rulemaking Rule

Regulation Text:
7.1 Purpose
7.2 Authority

7.3 Definitions

7.4 Procedure for Conduct of Public Hearings

|EAaenee|  [EeRSET]

a. If for any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:

i. Select a Termination Reason, then click Submit to terminate,
or click Cancel to continue the promulgation process:

RI Secretary of State Manage -

Workflow Termination for Filing 100-RICR-10-00-8

Filer: Proposed Direct Final Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required

I
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15.Certify that your agency has either received official approval from OMB
or is exempt from OMB's review process by clicking Yes:

ORR Compliance

Before uploading your agency's regulation for notice and comment in the RICR, your
agency must certify that it has either received official approval from the Office of
Regulatory Reform (ORR) or is exempt from ORR's formal review process.

Your agency has not received official approval unless your agency is in receipt of an
emailed/dated receipt of ORR clearance from its official submission system.

Do you certify that your agency has either received ORR approval or that your agency is
exempt from the process?

» Yes

a. If your agency has not received official approval from OMB and
is not exempt, click the DOS logo in the top-left corner to return
to the home page. Do not proceed in the RICR System until you
have official approval. Once your agency receives approval, go
back to step 13 to proceed.

16.1f you would like to add a note for the DOS, enter text in the Request
Note and/or click Submit:

o RI Secretary of State manage - .

Workflow Approval for Promulgation 100-RICR-10-00-8
Filer: Proposed Direct Final Rulemaking Rule (100-RICR-10-00-8)

Request Note for: Inilal Da

Outcome Note for: Initial Data En
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17.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o

/| COMPLETED: /nitial Data Entry and Documents Upload

@ 6.3.1.1.2.2 DOS Verification of Drafts
This step will be completed by the Administrative Record's Office.

Once the DOS formatting review has been completed, the Rules
Coordinator will receive an AWS Notification email to indicate the next step

should be taken:

> ™l = [EXTERNALJ: APA NOTIFICATION: Filing workflow action - 100...

File Message Help  Acrobat @ Tell me what you want to do
w ~ 5 B~ S 9 = ‘ i Share to Teams | . M. %v
R ~
[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-10-00-8
@ AWS Notifications <no-reply@sns.amazonaws.com> @96 > @
To

[v]

RICR:  100-RICR-10-00-8

Agency: Department of State

Filing Type: Direct Final Adoption

Workflow: 'Generation of the Notice Of Proposed Rulemaking' is ready for your action

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsns.us-east-1.amazonaws.com%
2Funsubscribe.html%3FSubscriptionArn%3Darn%3Aaws%3Asns%3Aus-east-1%3A452910929247%3AAgency DOS%
3A4fa9b182-f76a-466e-918b-a25af9e46bc2%26Endpoint%3Drstrashnick%40sos.ri.gov&data=05%7C02%
7Crstrashnick%40sos.ri.gov%7C0f4272e8cf2f4777728708dcc0620777%7C2d0f1db6dd594772865f1914175d07c2%
7C0%7C0%7C638596774465435117%7CUnknown%
7CTWFpbGZsb3d8ey)WIjoiMCAwLiAwMDAILCIQljoiV2luMzliLCIBTil61k1haWwil CIXVCI6Mn0%3D%7C0%7C%7C%
7C&sdata=oNel6m4ANk%2FdUzVIPuDlgwdN98QAHMhKSL75N225070nQ%3D&reserved=0
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s—| 6.3.1.1.2.3  Generation of the Notice Of Proposed
Rulemaking

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. If for any reason the rule details need to be updated, click the Edit Filing
icon to update the Regulation Title, Rulemaking Authority, Summary of
Proposed Rule, and Regulatory Analysis Summary and Supporting
Documentation, then click Submit once the details are updated:

Once the Notice of Proposed Rulemaking is generated and published,
this information cannot be changed.

- 100 - Department of State

- 10 - Administration
0. Y o

B DB - Filer: Proposed Direct Final Rulemaking Rule

a. Once completed, click the Department of State logo to navigate
back to the homepage:

|®| RI Secretary of State

3. Inthe Work Queue tab, click on the Title, Chapter, and Subchapter to
open each level, then click the Generate/Review Docs icon:

+ 100 - Department of State

+ 10 - Administration ’
+ 00 -
ﬂ h=r & - Filer: Proposed Direct Final Rulemaking Rule
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4. Click Add >> under Public Comment Period List, and click Edit and
<< Remove as necessary to adjust the Public Comment Period:

Generate Public Notice of Proposed Rulemaking

Add a Public Comment Period

Public Comment Period List:

5. Fill outthe form to add a Public Comment Period - all fields are
required:

Public Comment Period

Date of Public Notice: Date of End of Comment Period: *

MM/DD/YYYY

08/13/2024

Full Name of Contact Person: *

Contact Person Email: *

Contact Person Address: *

‘Add'ess Line 1 |

‘Add'ess Line 2 |

|City R |zip |zipExt |

Allow online public comments? *

O Yes O No

150 of 467



RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

a. The Date of End of Comment Period will automatically show the
minimum first eligible date to be chosen, but you may choose a
future date if needed.

b. Agencies may use the RICR Filing System to accept public
comments by selecting Yes to Allow online public comments?.
Agencies may opt out by selecting No.

i. If Yesis selected, you have the option to specify dates for
when your agency wants to allow online public comments
within the Public Comment Period.

6. Click Generate Notice (this will not publish the rule, only preview the
notice):

Generate Notice Cancel

7. Review the Notice of Proposed Rulemaking:

) RI Secretary of State Manage -

The Public Notice of Proposed Rulemaking was successfully created. This notice has not been published.

Click the 'Publish' button to make this Notice and the Proposed Rule available to the public.

= tmpnotice 13164.pdf — 100% + (R

RHODE ISLAND GOVERNMENT REGISTER
PUBLIC NOTICE OF PROPOSED RULEMAKING

DEPARTMENT OF STATE

Title of Rule: Filer: Proposed Direct Final Rulemaking Rule
Rule Identifier: 100-RICR-10-00-8

Rulemaking Action: Direct Final Adoption

Important Dates:

Date of Public Notice: August 19, 2024

End of Public Comment: September 18, 2024

Rulemaking Authority:
R.I. Gen. Laws § 42-35

Summary of Rulemaking Action:
Filer: Proposed Direct Final Rulemaking Rule

a. If any information within the notice is incorrect, click Cancel to go
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back and edit to update the information and complete steps as
necessary.

b. Once information is confirmed to be correct, click Publish to
approve the notice and publish the rule in the RICR.

8. Click Home to return to the RICR home page:

a. If after the notice is published there needs to be any changes
made, click Amend Public Notice to create and publish an
additional notice with corrections.

Documents Published
Rule Identifier: 100-RICR-10-00-8

Title of Rule: Filer: Proposed Direct Final Rulemaking Rule

The following documents are now available to the public:

» Proposed Rule
» Public Notice of Proposed Rulemaking

v

COMPLETED: Generation of the Notice Of Proposed Rulemaking

At this time, the Proposed Rule is now live in the RICR and may be viewed
by completing the following:

1. Go to https://rules.sos.ri.gov/organizations.

2. Locate the associated Title within the Table of Contents.
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3. Click the plus sign (+) next to the Title:

Table of Contents

Show| 25 entries Filter by Agency

‘ Title Agency

Title 100 Department of State

4. Click Agency Info:

@ Title 100 Department of State

View Agency Info

5. Click Rulemaking Agenda:

Providence, RI,02903

Website ‘

Guidance Document Index Declaratory Order Index Rulemaking Agenda

6. Locate the correct Proposed Rule and click the rule name to view:

Department of State Rulemaking Agenda

Proposed Rules for Department of State

Displaying 1 - 1 of 1

Filer: Proposed Direct Final Rulemaking Rule ‘

100 -RICR-10-00-8 Type of filing: Adoption
PROPOSED RULE
Title: Department of State Chapter: Administration Subchapter: NIA
Public Comment Term(s): 08/19/2024 to 09/18/2024 Notice Date: 08/19/2024
View Details View Proposed Additional Information
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7. Click through the navigation tabs to view the Overview, Regulation,
History, Rulemaking Documents, and Comments:

Filer: Proposed Direct Final Rulemaking Rule
PROPOSED RULE

Overview Regulation History Rulemaking Documents Comments

Search Regulations @
Keywords

Exact Match

Agencies
100-RICR-10-00-8

Sort by
TITLE100-DEPARTMENT OF STATE Relevance
CHAPTER 10 = ADMINISTRATION

In Order of
SUBCHAPTER 00 - N/A

Descending

PART & - CONDUCT OF PUBLIC HEARINGS

8. The Overview tab displays the rule details:

Filer: Proposed Direct Final Rulemaking Rule
PROPOSED RULE

m Regulaticn History Rulemaking Documents Comments
Notify Me

Title 100 Department of State

Chapter 10 Administration

Subchapter 0o N/A

Part g Filer: Proposed Direct Final Rulemaking Rule

Type of Filing Direct Final Adoption

Regulation Status Proposed

Filing Notice Date 08/19/2024

Public Comment Dates 08/19/2024 to 09/18/2024
Regulation Authority:

Rl Gen. Laws § 42-35

Purpose and Reason:
Filer: Proposed Direct Final Rulemaking Rule
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@ 6.3.1.1.2.4  Submission for Promulgation and Public
Comment Period Begin

These steps will be completed automatically by the RICR System.

Once the Public Comment Period ends, the RICR System will automatically
advance the rule to the next step.

If online public comments were allowed, you may review comments as they
are submitted, or at the end of the Public Comment Period. See step 2 in the
following section (§ 6.3.1.1.2.5 of this Guide) for how to review comments
and generate a public comment document compiling all submitted rules.

a—| 6.3.1.1.2.5 Post Public Comment Period Data update
and Document Upload

1. Login to the RICR: https://rules.sos.ri.gov/.

2. If online public comments were allowed, click the Review Comments
icon, otherwise skip to step 3:

- 100 - Department of State

- 10 - Administration
-c0- V 4

-} d . J - Filer: Proposed Regular Rulemaking Rule
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a. Review every rule listed under the Pending tab by clicking Review

for each comment submitted:

RI Secretary of State  Manage ~

Review Online Public Comments

Pending Reviewed

Comment ID: #13168-595
Public Comment #1

Comment By:
No attachments

. Not displayed to public

‘ Review ‘

Comment ID: #13168-596 Not displayed to public
Public Comment #2 \

Gomment By: ‘ Review ‘
No attachments

i. Selectto display the comment in the RICR or not, add any
internal and public notes, and click OK to approve:

Online Public Comment Review

Comment By: First Last

On: 08/13/2024

Comment: Public Comment #1

Comment display to public is disabled and not yet reviewed

Enable public comment display? @ Yes O No

Internal Review Notes

Public Review Notes

O Display these Public Review Notes to the public:
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b. Click the Reviewed tab to view who reviewed the comment, when
it was approved, and review again if necessary:

0 RI Secretary of State  Manage ~ .

Review Online Public Comments

Pending Reviewed ‘
Comment 1D #13168-595 ==
Public Comment #1

Reviewed By,

On
Commant 1D #13168-596 [ Dispiayed to putiic |

Comment By

achments

Reviewed By,
On

=

c. Click Print to generate a public comment document:

@ Rl Secretary of State Manage ~

Review Online Public Comments ‘

Pending Reviewed

d. Click the down arrow at the top-right of the PDF viewer to
download the document so that it can be used to upload as the
part of the final rulemaking documents in step 4:

) RI Secretary of State Manage +

Print Online Public Comments

Back to Comment Review ‘

=  tmpOPC_13168.pdf — 100% + | & ©
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e. To navigate back to the homepage, click the Department of State
logo:

|®| RI Secretary of State

3. Inthe Work Queue tab, click on the Title, Chapter, and Subchapter to
open each level, then click the Upload Documents icon:

- 100 - Department of State
- 10 - Administration

- 00 - ’

B8 u . 8 - Filer: Proposed Direct Final Rulemaking Rule

4. Upload documents:

Document Upload

Filer: Proposed Direct Final Rulemaking Rule

100-RICR-10-00-8 a
Regulation Required Documents
100-RICR. 2024-06-01 ADT Proposed pdf Public 081912024 « Concise Explanatory Statement
; R ; + Final Rule
100-RICR-10-00-8_2024-06-01 ADT Proposed docx Draft 08182024 « Public Comment

Supporting Documents
Public Notice of Proposed Rulemaking:
Public Notice of Proposed Rulemaking pd Public 08/168/2024

Public Notice of Pr ed Rulemaking pdf Draft 08/19/2024

Upload
Document Type

I -Ja
=]

a. Select from the dropdown the Document Type:

i. Required:

» Concise Explanatory Statement

¢ Final Rule (2 versions)

¢ Public Comment (may
upload multiple, if necessary)
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ii. Optional:
¢ Index of Studies/Reports ¢ Additional Documentation
e Internal Organization Document e State Register publication
e Petition e Studies/Reports

e Public Hearing Documents

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

« Concise Explanatory Statement q « Concise Explanatory Statement »\._._.-/
- Final Rule + Final Rule ./

« Public Comment « Public Comment

b. Click Choose File to select the document from your computer;
and

c. Click Upload Document to upload.

5. If additional documents need to be uploaded, click Upload More
Documents and repeat steps 4-5 for each additional document (you will
not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

a. When uploading the Final Rule, upload the Track Changes
Version first, then upload the Clean Version with all changes
accepted (§ 5.1.2.4 of this Guide).
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6. Click each tab on the right to ensure rule information and all rulemaking
documents are correct (Text, Documents, Approvals, and Details):

o RI Secretary of State Manage - -

it Rules | Work Queue | Under Review | Text | Documents | Approvals | Details | «
eue e

Filer: Proposed Direct Final Rulemaking Rule
100-RICR-10-00-8
Regulation Text

7.4 Purpose

7.2 Authority
7.3 Definitions

et el 7.4 Procedure for Conduct of Public Hearings
+ 10 . Administration

7. If for any reason at this stage it is determined that the rule should not

move forward, click the Terminate icon to end the promulgation process
and skip to step 9(b)(i):

+ 100 - Department of State

- 1[]-Administration’
+ 00 -

= LR 8 - Filer: Proposed Direct Final Rulemaking Rule

8. To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 10 -Administray
+ 00 -

LR 8 - Filer: Proposed Direct Final Rulemaking Rule
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9. To advance the rule for the DOS Formatting Review, click Advance:

o RI Secretary of State Manage + B

Promuigation ID: 13164 Proposed Direct Final Adoption 100-RICR-10-00-8

Department of State

Details | Workflow

Acions oot Appenasin Filer: Proposed Direct Final Rulemaking Rule

Initial Data Entry and Documents Upload

DOS Verification of Drafis Regulation Text:

Generation of the Notice Of Proposed Rulemaking

Submission for Promulgation 7.1 Purpose

“ Public Comment Period Begin 7.2 Authority

Post Public Comment Period Data update and Document Upload
DOS Final Regulation Approval

Agency Head Signature Applied 7.4 Procedure for Conduct of Public Hearings

Final Rule and Signature Acceptance by DOS

7.3 Definitions

Promulgation Finalization
|[_Advance || [ Terminate |

a. If for any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:
i. Select a Termination Reason, then click Submit to

terminate, or click Cancel to continue the promulgation
process:

| RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-10-00-8

Filer: Proposed Direct Final Rulemaking Rule

Request Note for: Post Public Comment Period Data update and Document Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required.

[oors [ oo
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10.If you would like to add a note for the DOS (i.e., if you would like the rule
to become effective on a future date rather than the last day of the
Public Comment Period), enter text in the Request Note and/or click

Submit:

Workflow Approval for Promulgation 100-RICR-10-00-8
Filer: Proposed Direct Final Rulemaking Rule (100-RICR-10-00-8)

Request Note for: ¢

Outcome Nete for: Post Public Comment Period Data update and Document Upioad

11.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o

. Post Public Comment Period Data update and
v/ | COMPLETED: Document Upload
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@ 6.3.1.1.2.6 DOS Final Regulation Approval

This step will be completed by the Administrative Records Office.

Once the DOS formatting review has been completed, the Rules
Coordinator and Agency Head will receive an AWS Notification email to

indicate the rule is ready to be signed by the Agency Head:

’]\ J, ~ [EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100...

File Message Help  Acrobat Q Tell me what you want to do

w- = M-

[

S 9 - ‘ i sharetoTeams | §2 23+ M- E-

[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-10-00-8
@ AWS Notifications <no-reply@sns.amazonaws.com> ©@ 9% > @
To

RICR: 100-RICR-10-00-8

Agency: Department of State

Filing Type: Direct Final Adoption

Workflow: 'Agency Head Signature Applied' has been sent to the Agency Head for signature

[v]

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsns.us-east-1.amazonaws.com%
2Funsubscribe.html%3FSubscriptionArn%3Darn%3Aaws%3Asns%3Aus-east-1%3A452910929247%3AAgency DOS%
3A4fa9b182-f76a-466e-918b-a25af9e46bc2%26Endpoint%3Drstrashnick%40sos.ri.gov&data=05%7C02%
7Crstrashnick%40so0s.ri.gov%7Cdaa7282bcc614227d32008dcc06a5324%7C2d0f1db6dd594772865f1914175d07¢2%

7C0%7C0%7C638596810142298187%7CUnknown%
7CTWFpbGZsh3d8ey)WljoiMCAwLiAWMDAILCIQIljoiV2luMzliL CIBTil6Ik1haWwil CIXVCIEMn0%3D%7C0%7C%7C%

7C&sdata=MKQeS01DN67jxgmH10UHBLE6FTdIxoyunuolijgSzDmM%3D&reserved=0

[+

[«]

s—| 6.3.1.1.2.7 Agency Head Signature Applied

The Agency Head will receive an AWS Notification when it is time to sign
the Final Regulation.

Complete the steps in § 6.3.1.4 of this Guide to sign the rule.

@ 6.3.1.1.2.8 Final Rule and Signature Acceptance by
DOS

This step will be completed by the Administrative Records Office.

Once the Agency Head signs the rule, the Department of State will sign the
rule and set the rule’s Effective Date.
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@ 6.3.1.1.2.9 Promulgation Finalization

This step will be completed automatically by the RICR System.

The RICR System will automatically display the Final Regulation in the RICR
the day it becomes effective.

It is the Agency Head's responsibility to download the signed Regulation

for the agency'’s files to be permanently retained per GRS2.5 Rulemaking
Files.

Final Regulations can be downloaded by opening the active Part in the
RICR, clicking the Regulation tab, and clicking Download Regulation:

Records Management

PR o e Ll | ACTIVE RULE ’

Regulation Text Overview Regulation History Rulemaking Documents
2 ‘ | @Dﬂwnlnadkegnlation
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6.3.1.1.3 Emergency Rulemaking

For information regarding this Rulemaking Action, see § 3.3.3 of this Guide.

Actions to be Completed | User to Complete

Initial Data Entry and Documents Upload Agency Head

Rules Coordinator Notification of Emergency Rule Rules Coordinator
Submission for Promulgation RICR Filing System
Agency Head Signature Applied Agency Head
Governor Signature Applied Governor

Final Rule and Signature Acceptance by DOS Department of State
Promulgation Finalization RICR Filing System
Submission for Emergency Extension 1 Agency Head

DOS Final Revision for Emergency Extension 1 Department of State
Finalization of Emergency Extension 1 RICR Filing System

:—| 6.3.1.1.3.1 Initial Data Entry and Documents Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. In the Current Rules tab, click the Title, Chapter, and Subchapter to
open each level, then click New Adoption to promulgate a new rule:

) RI Secretary of State Manage ~

Current Rules | Work Queue Under Review Text | Documents Details

Agency Regulations Action Legend
- New Amendment
o - New Repeal
*7% - 60-day Emergency Renewal

- 100 - Department of State

- 10 - Administration

+ 00 - INew Adoption ‘

+ 20 - Elections
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3. Enter in the Rulemaking Filing Details:

) Rl Secretary of State Manage -

Department of State

Administration

Rulemaking Type: Adoption

Rulemaking Action: * a IO Proposed O Emergency O Advance Noticel
Rule Identifier: * 100-RICR-10-00 b
Regulation Title: * Cc

Rulemaking Authority: * d Rl General Laws o

a. Choose Emergency for the Rulemaking Action;

Rulemaking Action: * O Proposed ® Emergency

b. Enter the Rule Identifier (a.k.a. Part number);

i. Part numbers may only be used once (§ 2.3.4 of this
Guide). The RICR System will display an error message if a
Part number has already been used after clicking the next

field:

Error! Part number 1 is already in use.

ii. Enterinanew Part number until you no longer see an
error, then update rulemaking documents to use the new
Part number.

c. Enter the Regulation Title using sentence case (i.e., use “Conduct
of Public Hearings”, not “CONDUCT OF PUBLIC HEARINGS"); and
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d. Choose the appropriate authority from the dropdown, enter the
Rulemaking Authority citation, and click Add.

i. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.. Gen. Laws § 42-35] 1

4. Enter the Summary of Proposed Rule in plain language of terms or
substance of intended action, or description of the subjects and issues
involved, including changes between current and proposed regulations:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State  Manage ~ -

Summary of Proposed Rule:
Do not copy directly fram Microsoft Word or other word processing software.
First pasts into a text editor (16., Notepad), copy that text, right-click in the textbox below and click “Paste &s plain text” to strip hidden formatting that may causs website display jssues, and use the editor below 1o format the fext.

« ~ B | U =B =E = ® &

5. Enter the Brief Statement of Reason for Finding Imminent Peril to state
the reason this rule is required in order to avoid a threat to public
health, safety, or welfare, or the loss of federal funding for an agency
program (R.I. Gen. Laws § 42-35-2.10):

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State Manage - -
B ent of Reason for Finding Imminent Pert:
o natos
o f
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6. Enter the Additional Information URL to indicate the location on your
website where the Notice of Proposed Rulemaking is published as
required by R.Il. Gen. Laws § 42-35-2.7:

Additional Information URL: *

https:// v

7. Review to ensure all entered text is correct and click Submit.

a. Atany point during the above process, if you don't wish to move
forward, click Cancel to prevent the Part number from being
used.

8. This Rulemaking Action requires documents to be uploaded. Click
Upload Documents:

RI Secretary of State Manage ~

Filing Saved
The Filing for Filer: Emergency Rulemaking Rule was successfully saved.

You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced

a. If you click Home by accident, click the Upload Documents icon
next to the Part in the Work Queue tab to go to the correct
screen:

+ 100 - Department of State

+ 10 - Administration
+ 00 - ’

a m 9 - Filer: Emergency Rulemaking Rule
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9. Upload documents:

Document Upload
Regulation Required Documents
’ . :mpm;d Rule a
Supporting Documents
Upload
Document Type:
| a
b
a. Select from the dropdown the Document Type:
i. Required:
* Proposed Rule
ii. Optional:
¢ Index of Studies/Reports » Additional Documentation

e Internal Organization Document e Studies/Reports
e Petition

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

q

+ Proposed Rule - Proposed Rule ./

b. Click Choose File to select the document from your computer;
and

c. Click Upload Document to upload.
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10.If additional documents need to be uploaded, click Upload More
Documents and repeat steps 9-10 for each additional document (you
will not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

11.1f for any reason the rule details need to be updated, click the Edit Filing
icon to update the Regulation Title, Rulemaking Authority, Summary of
Proposed Rule, and Brief Statement of Reason for Finding Imminent
Peril, then click Submit once the details are updated:

Once the Notice of Proposed Rulemaking is generated and published,
this information cannot be changed.

- 100 - Department of State

- 10 - Administration
-00- ’

@ DQ - Filer: Emergency Rulemaking Rule

12.Click each tab on the right to ensure all information regarding the rule is
correct (Text, Documents, Approvals, and Details):

o RI Secretary of State Manage - -
| Current Rules | Work Queue | Under Review l Text | Documents | Approvals | Details |-

Filer: Emergency Rulemaking Rule

100-RICR-10-00.8

Regulation Text

7.1 Purpose
7.2 Authority
7.3 Definitions

7.4 Procedure for Conduct of Public Hearings
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13.1f for any reason at this stage it is determined that the rule should not

move forward, click the Terminate icon to end the promulgation process
and skip to step 15(b)(i):

+ 100 - Department of State

+ 10 - Administration
+ 00 - ‘

S a -9 - Filer: Emergency Rulemaking Rule

14.To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 10 - Administratio
+ 00 - y

=) n 9 - Filer: Emergency Rulemaking Rule

15.To advance the rule for the DOS Formatting Review, click Advance:

° RI Secretary of State Manage -

Promulgation ID: 13165 Emergency Adoption 100-RICR-10-00-9

Department of State

Details | Workflow

Ach

Filer: Emergency Rulemaking Rule
and Documents Upload
r Notification Of Emergency Rule Regulation Text:

for Promulgation
7.1 Purpose
7.2 Authority
7.3 Definitions

7.4 Procedure for Conduct of Public Hearings

|[_Advance || [ Terminate |

Cancel

a. If for any reason at this stage it is determined that the rule should

not move forward, click Cancel to go back; or
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b. Click Terminate to end the promulgation process:

i. Select a Termination Reason, then click Submit to terminate,
or click Cancel to continue the promulgation process:

) RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-10-00-9

Filer: Emergency Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required

=3

16.Certify that your agency has either received official approval from OMB
or is exempt from OMB'’s review process by clicking Yes:

ORR Compliance

Before uploading your agency's regulation for notice and comment in the RICR, your
agency must certify that it has either received official approval from the Office of
Regulatory Reform (ORR) or is exempt from ORR's formal review process.

Your agency has not received official approval unless your agency is in receipt of an
emailed/dated receipt of ORR clearance from its official submission system.

Do you certify that your agency has either received ORR approval or that your agency is
exempt from the process?

» Yes

a. If your agency has not received official approval from OMB and
is not exempt, click the DOS logo in the top-left corner to return
to the home page. Do not proceed in the RICR System until you
have official approval. Once your agency receives approval, go
back to step 14 to proceed.
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17.1f you would like to add a note for the DOS, enter text in the Request
Note and/or click Submit:

‘ RI Secretary of State Manage -

Workflow Approval for Promulgation 100-RICR-10-00-9
Filer: Emergency Rulemaking Rule (100-RICR-10-00-9)

Request Note for: Rules Coordinator Notificalion Of Emergency Rule

EIE=)

18.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o

' | COMPLETED: /nitial Data Entry and Documents Upload

@ 6.3.1.1.3.2 Rules Coordinator Notification of
Emergency Rule

This step will be completed by the Rules Coordinator.

The Rules Coordinator will receive an AWS Notification to review the
Emergency Rule, then log in and advance the rule for signatures.
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@ 6.3.1.1.3.3  Submission for Promulgation

This step will be completed automatically by the RICR System.

The RICR System will automatically advance the rule to the next step.

.—| 6.3.1.1.3.4 Agency Head Signature Applied

o—

The Agency Head will receive an AWS Notification when it is time to sign
the Final Regulation.

Complete the steps in § 6.3.1.4 of this Guide to sign the rule.

@ 6.3.1.1.3.5 Governor Signature Applied

This step will be completed by the Agency Head.

The Governor will receive an automated email from OneSpan, the
esignature provider, to sign the rule.

@ 6.3.1.1.3.6  Final Rule and Signature Acceptance by
DOS

This step will be completed by the Administrative Record's Office.

Once the Agency Head and Governor signs the rule, the Department of
State will sign the rule and set the rule’s Effective Date.

@ 6.3.1.1.3.7 Promulgation Finalization

This step will be completed automatically by the RICR System.

The RICR System will automatically display the Final Regulation in the RICR
the day it becomes effective.
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e—| 6.3.1.1.3.8  Submission for Emergency Extension 1

If the Emergency Rule must be extended:

1. Login to the RICR: https://rules.sos.ri.gov/.

2. Under Active Emergency Rules, click the Title, Chapter, and Subchapter
to open each level, and click the 60-Day Emergency Renewal icon
(calendar) next to the Part to be extended:

Active Emergency Rules

- 100 - Department of State

-10 - Administratioy
-00 -

9 - Filer: Emergency Rulemaking Rule

3. To confirm the Part should be extended, click Advance:

0 Rl Secretary of State Manage - -
Promulgation ID: 13155 100-RICR-10-00.9

Filer: Emergency Rulemaking Rule

Regulation Text
74 Purpose
7.2 Authority
7.3 Definitions

7.4 Procedure for Conduct of Public Hearings

a. Iffor any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the Emergency Rule immediately, which
will change the rule’s Expiration Date to be set as today’s date:
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i. Select a Termination Reason, then click Submit to
terminate, or click Cancel to continue the promulgation
process:

n'e' RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-10-00-9

Filer: Emergency Rulemaking Rule

Request Note for: Promulgation Finalization

Termination Reason:

Abandoned v

Note: Fields marked with an asterisk (*) are required.

4. If you would like to add a note for the DOS, enter text in the Request
Note and/or click Submit:

0 RI Secretary of Stale Manago - B

Workflow Approval for Promulgation 100-RICR-10-00-9
Filer: Emergency Rulemaking Rule (100-RICR-10-00-8)

Request Note for: F

5. Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o
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/| COMPLETED: /nitial Data Entry and Documents Upload

@ 6.3.1.1.3.9 DOS Final Revision for Emergency
Extension 1

This step will be completed by the Administrative Records Office.

The Department of State will confirm the extension and advance the rule.

@ 6.3.1.1.3.10 Finalization of Emergency Extension 1

This step will be completed automatically by the RICR System.

The RICR System will automatically extend the Expiration Date for the
Emergency Regulation in the RICR.

o—

:—=| 6.3.1.1.3.11 Early Termination

If the Emergency Rule must be terminated before the set Expiration Date:

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Under Active Emergency Rules, click the Title, Chapter, and Subchapter
to open each level, and click the Terminate icon next to the Part to be
terminated:

Active Emergency Rules

- 100 - Department of State

- 10 - Administration
0. V'

9 - Filer: Emergency Rulemaking Rule
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3. Select a Termination Reason, then click Submit to terminate, or click
Cancel:

) RI Secretary of State  Manage ~

Workflow Termination for Filing 100-RICR-10-00-11

Filer: APA Exempt Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk () are required.

Cours | o

4. Upon submitting, click OK to return to the RICR System homepage:

Workflow Termination Success

The workflow has been successfully terminated.

= [

@ 6.3.1.1.3.11.1 Finalization of Termination

This step will be completed automatically by the RICR System.

The RICR System will automatically change the Expiration Date for the
Emergency Regulation in the RICR to today’s date.

It is the Agency Head's responsibility to download the signed Regulation
for the agency'’s files to be permanently retained per GRS2.5 Rulemaking
Files.

Final Regulations can be downloaded by opening the active Part in the
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RICR, clicking the Regulation tab, and clicking Download Regulation:

Records Management

EODEIN (G ELTUELLES N | ACTIVE RULE

’1

Regulation Text Overview Regulation History Rulemaking Documents

2 ‘ @ Download Regulation
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6.3.1.1.4 Advance Notice of Proposed Rulemaking

For information regarding this Rulemaking Action, see § 3.3.4 of this Guide.

Actions to be Completed User to Complete

Initial Data Entry and Documents Upload Agency Head

Generation of the Notice of Proposed Rulemaking Agency Head

RICR Filing System &

Public Comment Period Begin Agency Head

s—| 6.3.1.1.4.1 Initial Data Entry and Documents Upload

1. Login to the RICR: https://rules.sos.ri.gov/.

2. In the Current Rules tab, click the Title, Chapter, and Subchapter to
open each level, then click New Adoption to promulgate a new rule:

0 RI Secretary of State Manage ~

Details

Current Rules | Work Queue Under Review Text | Documents

Agency Regulations Action Legend
- New Amendment
o - New Repeal
*7 - 60-day Emergency Renewal

- 100 - Department of State

- 10 - Administration

+ oo | ieiAGepie «

+ 20 - Elections

3. Enter in the Rulemaking Filing Details:

) RI Secretary of State Manage ~

Department of State

Administration

Rulemaking Type: Adoption

Rulemaking Action: * a |O Proposed O Emergency O Advance Noticel
Rule Identifier: * 100-RICR-10-00 b
Regulation Title: * c

Rulemaking Authority: * d R.l. General Laws o
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a. Choose Proposed, then Regular, for the Rulemaking Action and
Rulemaking Process;

Rulemaking Action: * O Proposed O Emergency @® Advance Notice

b. Enter the Rule Identifier (a.k.a. Part number);

i. Part numbers may only be used once (§ 2.3.4 of this
Guide). The RICR System will display an error message if a
Part number has already been used after clicking the next
field:

Error! Part number 1 is already in use.

ii. Enterin anew Part number until you no longer see an
error, then update rulemaking documents to use the new
Part number.

c. Enter the Regulation Title using sentence case (i.e., use “Conduct
of Public Hearings”, not “"CONDUCT OF PUBLIC HEARINGS"); and

d. Choose the appropriate authority from the dropdown, enter the
Rulemaking Authority citation, and click Add.

i. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.1. Gen. Laws § 42-35] 1

4. Enter the Advance Notice Details to indicate where, when, and how
persons may comment before the rulemaking process begins (any
meeting held is open to the Open Meetings Act and subject to R.I. Gen.
Laws Chapter 42-46):
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a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 | Rl Secretary of State  Manage ~ -
v otice Details:
o

icrosoft Word or other word processing software.
editor (1.e., Notepad), copy that text, night-click In the textbox below and click *Paste as piain text” to strip hidden formatting that may cause webstte alsplay issues, and use the editor below to format the text.

5. Enter the Additional Information URL to indicate the location on your
website where the Notice of Proposed Rulemaking is published as
required by R.Il. Gen. Laws § 42-35-2.7:

Additional Information URL: *

https:// v

6. Review to ensure all entered text is correct and click Submit.

a. Atany point during the above process, if you don't wish to move
forward, click Cancel to prevent the Part number from being
used.

@ 7. DO NOT CLICK ANYTHING UNTIL ALL OPTIONS ARE REVIEWED
There are three (3) options to move forward based on if documents
need to be uploaded or not, and two (2) options have immediate
ramifications.

Advance Notice Rulemaking does not require documents to be
uploaded, however, if the promulgating agency wants or needs to
upload documents, the following optional documents may be

uploaded:

* Proposed Rule e Petition*

¢ Index of Studies/Reports* » Additional Documentation*
¢ Internal Organization Document* e Studies/Reports*

*This document type cannot be uploaded alone. A Proposed Rule must
also be uploaded to be able to advance to the next step.
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Read through all three options carefully before determining and taking
action to advance to the next step:

a. Advance Workflow - Choose if you don't need to upload
documents.

If you choose this option, documents may still be uploaded later if need
be.

See step 8 for next steps.

b. Upload Documents - Choose if you need to upload documents.
If you choose this option and documents do not actually need to be
uploaded, the RICR System will not allow you to advance the workflow
until a Proposed Rule is uploaded, so you will need to terminate the rule
and start overif you do not wish to upload a Proposed Rule.

See step 9 for next steps.

c. Home - Equivalent to choosing Upload Documents, do not use.
If you choose this option and documents do not actually need to be
uploaded, the RICR System will not allow you to advance the workflow
until a Proposed Rule is uploaded, so you will need to terminate the rule
and start overif you do not wish to upload a Proposed Rule.

If accidentally clicked, see step 10 for next steps.

0 RI Secretary of State manage ~

Filing Saved
‘The Filing for Filer: Advance Notice Rulemaking Rule was successfully saved.

‘You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced

8. For Advance Workflow:

a. Click Advance Workflow:

0 RI Secretary of State Mmanage -

Filing Saved
The Filing for Filer: Advance Notice Rulemaking Rule was successfully saved.

‘You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced

(=]
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b. To advance the rule to generate the Advance Notice of Proposed
Rulemaking, click Advance and skip to step 11:

0 RI Secretary of State Manage - -

Promulgation ID: 13176 Advance Notice Adoption 100-RICR-10-00-10

Department of State

Details Workflow

- - Filer: Advance Notice Rulemaking Rule
Initial Data Entry and Document ts Upload

of the Malice Of Propesed Rulemaking

Reguiation Text:
ment Period Begin
7.1 Purpose
’ 7.2 Authority
73 Definiions
7.4 Procedure for Conduct of Public Hearings

i. If for any reason at this stage it is determined that
documents need to be uploaded, click Cancel and skip to
step 10(b); or

ii. Click Terminate to end the promulgation process:

(1) Select a Termination Reason, then click Submit to
terminate, or click Cancel to continue the
promulgation process:

0 RI Secretary of State Manage -

Workflow Termination for Filing 100-RICR-10-00-10

Filer: Advance Notice Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upioad

Termination Reason:

Abandoned v
Note: Fields marked with an asterisk (*) are required

9. For Upload Documents:

a. Click Upload Documents:

0 RI Secretary of State Manage ~

Filing Saved
The Filing for Filer: Advance Notice Rulemaking Rule was successfully saved.

You may now upload documents for this filing or move it to the next step in the workfiow. Note that all required documents must be uploaded before the workflow can be advanced

(==
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b. Select from the dropdown the Document Type:

Document Upload

Regulation

Supporting Documents

Upload

Document Type:

| Choose File |[No file chosen d

c

Home

 Proposed Rule e Petition*
* Index of Studies/Reports* * Additional Documentation*
e Internal Organization Document* e Studies/Reports*

*This document type cannot be uploaded alone. A Proposed Rule
must also be uploaded to be able to advance to the next step.

c. Click Choose File to select the document from your computer.

d. Click Upload Document to upload.

e. If additional documents need to be uploaded, click Upload More
Documents and repeat steps b-e for each additional document

(you will not be able to advance the rule until the Proposed Rule is
uploaded), or click Home:

The document was successfully uploaded.
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f. If for any reason at this stage it is determined that the rule should

not move forward, click the Terminate icon to end the
promulgation process and skip to step 2(h)ii)(1):

+ 100 - Department of State

+ 10 - Administration
+ 00- ’

- a - 10 - Filer: Advance Notice Rulemaking Rule

g. To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 10 - Administration
+ 00 - ’

— o » 10 - Filer: Advance Notice Rulemaking Rule

h. To advance the rule to generate the Advance Notice of Proposed
Rulemaking, click Advance and skip to step 11:

O RI Secretary of State Manage «

Promulgation ID: 13176

Advance Notice Adoption 100-RICR-10-00-10

Department of State

Filer: Advance Notice Rulemaking Rule

Regulation Text
71 Purpose
72 Authority

7.3 Definitions

7.4 Procedure for Conduct of Public Hearings

i. Iffor any reason at this stage it is determined that the rule
should not move forward, click Cancel to go back; or

ii. Click Terminate to end the promulgation process:
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(1) Select a Termination Reason, then click Submit to
terminate, or click Cancel to continue the
promulgation process:

0 RI Secretary of State Manage -

Workflow Termination for Filing 100-RICR-10-00-10

Filer: Advance Notice Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upioad

Termination Reason: *

Abandoned ~

Note: Fields marked with an asterisk (*) are required

10.DO NOT USE - ONLY FOLLOW IF ACCIDENTALLY CHOSEN

For Home:

a. Click Home:

0' RI Secretary of State Manage -

Filing Saved
The Filing for Filer: Advance Notice Rulemaking Rule was successfully saved.

‘You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced

=

b. Click the Upload Documents icon next to the Part in the Work
Queue tab to upload documents to be able to advance the rule:

+ 100 - Department of State

+ 10 - Administration
+ 00- ’

B8 m 10 - Filer: Advance Notice Rulemaking Rule
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c. Select from the dropdown the Document Type:

Document Upload

Regulation

Supporting Documents

Upload

Document Type:

| Choose File |[No file chosen e

d

Home

* Proposed Rule e Petition*
* Index of Studies/Reports* » Additional Documentation*

e Internal Organization Document* e Studies/Reports*

*This document type cannot be uploaded alone. A Proposed Rule
must also be uploaded to be able to advance to the next step.

d. Click Choose File to select the document from your computer.

e. Click Upload Document to upload.
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f. If additional documents need to be uploaded, click Upload More
Documents and repeat steps c-f for each additional document
(you will not be able to advance the rule until the Proposed Rule is
uploaded), or click Home:

The document was successfully uploaded.

g. If for any reason at this stage it is determined that the rule should
not move forward, click the Terminate icon to end the
promulgation process and skip to step 10(i)(ii)(1):

+ 100 - Department of State

+ 10 - Administration
+ 00- ’

o » 10 - Filer: Advance Notice Rulemaking Rule

h. To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 10 - Administration
+00- ’

E = o » 10 - Filer: Advance Notice Rulemaking Rule
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i. To advance the rule to generate the Advance Notice of Proposed
Rulemaking, click Advance and skip to step 11:

0 RI Secretary of State Manage - -
Promuigation ID: 13176 Advance Notice Adoption 100-RICR-10-00-10
Departmant of State
Details | Workflow
ons and Ageros Filer: Advance Notice Rulemaking Rule
Initial Data Entry and Document ts Upload
Gener e Nol sosed Rulemaking Reculstion Text
Public Comment Period Beg
7.1 Purpose
7.2 Authority
74 Definitions
7.4 Procedure for Conduct of Public Hearings

i. Iffor any reason at this stage it is determined that the rule
should not move forward, click Cancel to go back; or

ii. Click Terminate to end the promulgation process:

(1) Select a Termination Reason, then click Submit to
terminate, or click Cancel to continue the
promulgation process:

0 RI Secretary of State Manage -

Workflow Termination for Filing 100-RICR-10-00-10

Filer: Advance Notice Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upioad

Termination Reason:

Abandoned v
Note: Fields marked with an asterisk (*) are required
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11.Certify that your agency will receive official approval from OMB if the
rule is to be fully promulgated or is exempt from OMB's review process
by clicking Yes:

ORR Compliance

Before uploading your agency's regulation for notice and comment in the RICR, your
agency must certify that it has either received official approval from the Office of
Regulatory Reform (ORR) or is exempt from ORR's formal review process.

Your agency has not received official approval unless your agency is in receipt of an
emailed/dated receipt of ORR clearance from its official submission system.

Do you certify that your agency has either received ORR approval or that your agency is
exempt from the process?

‘ Yes

12.1f you would like to add a note for the DOS for the future DOS review,
enter text in the Request Note and/or click Submit:

‘ RI Secretary of State Manage ~ -

Workflow Approval for Promulgation 100-RICR-10-00-10
Filer: Advance Notice Rulemaking Rule (100-RICR-10-00-10)

Request Note for: Initial Data Entry and Documents Upload

Outcome Note for: Initial Data Entry and Documents Upioad

Request Note for: Gener.

Notice Of Proposed Rulemaking
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13.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o

/| COMPLETED: /nitial Data Entry and Documents Upload

s—| 6.3.1.1.4.2 Generation of the Notice of Proposed
Rulemaking

1. In the Work Queue tab, click on the Title, Chapter, and Subchapter to
open each level to view the rule.

2. If for any reason the rule details need to be updated, click the Edit Filing
icon to update the Regulation Title, Rulemaking Authority, and
Advance Notice Details, then click Submit once the details are updated:

Once the Notice of Proposed Rulemaking is generated and published,
this information cannot be changed.

- 100 - Department of State

- 10 - Administration
-00- ’

ﬁ Dm - Filer: Advance Notice Rulemaking Rule

a. Once completed, click the Department of State logo to navigate
back to the homepage:
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3. Click the Generate/Review Docs icon:

+ 100 - Department of State

+ 10 - Administration
+ 00- ’
ﬂ n » 10 - Filer: Advance Notice Rulemaking Rule

4. Click Add >> under Public Comment Period List, and click Edit and
<< Remove as necessary to adjust the Public Comment Period:

Generate Public Notice of Proposed Rulemaking
Add a Public Comment Period

Public Comment Period List:
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5. Fill out the form to add a Public Comment Period - all fields are
required:

Public Comment Period

Date of Public Notice: Date of End of Comment Period: *
MM/DD/YYYY

08/13/2024

Full Name of Contact Person: *

Contact Person Email: *

Contact Person Address: *

‘f-\dd'ess Line 1 ‘

‘Add'ess Line 2 ‘

|City |.RI [zip |lzpExt |

Allow online public comments? *

O Yes O No

a. The Date of End of Comment Period will automatically show the
minimum first eligible date to be chosen, but you may choose a
future date if needed.

b. Agencies may use the RICR Filing System to accept public
comments by selecting Yes to Allow online public comments?.
Agencies may opt out by selecting No.

i. If Yesis selected, you have the option to specify dates for

when your agency wants to allow online public comments
within the Public Comment Period.
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6. If there will be a hearing, click on the Public Comment Period, then click
Add >> under Add a Public Hearing:

Generate Advance Notice of Proposed Rulemaking 1
Add a Public Comment Period ’
Public Comment Period List:

08/23/2024 - 08/23/2024

Add a Public Hearing:

| Kok

7. Fill out the form to add a Public Hearing - all fields are required:

Public Hearing

Hearing date/time: *
| MM/DDIYYYY | Time: | v| [PM_ v

Hearing Location: *

‘Addr'ess Line 1 ‘

‘Addr'ess Line 2 ‘

‘Addr'ess Line 3 ‘

|Gity | state: Rhode Island | Zipcode

Phone Number for Special Assistance: *

‘ Phone ‘ ‘Phone Extension ‘
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8. Click Generate Notice (this will not publish the rule, only preview the

notice):
Generate Notice Cancel

9. Review the Notice of Proposed Rulemaking:

e RI Secretary of State Manage ~

The Advance Notice of Proposed Rulemaking was successfully created. This notice has not been published.

Click the 'Publish' button to make this Notice and the Proposed Rule available to the public.

= tmpnotice_13176.pdf

RHODE ISLAND GOVERNMENT REGISTER
ADVANCE NOTICE OF PROPOSED RULEMAKING

DEPARTMENT OF STATE

Title of Rule: Filer: Advance Notice Rulemaking Rule
Rule Identifier: 100-RICR-10-00-10

Action: Ad Notice of Proposed Rulemaking
Important Dates:
Date of Public Notice: August 22, 2024
End of Public Comment: August 22, 2024

Rulemaking Authority:
R.l. Gen. Laws § 42-35

Advance Notice Details:
Filer: Advance Notice Rulemaking Rule

a. If any information within the notice is incorrect, click Cancel to go
back and edit to update the information and complete steps as
necessary.

b. Once information is confirmed to be correct, click Publish to
approve the notice and publish the rule in the RICR.
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10.Click Home to return to the RICR home page:

a. If after the notice is published there needs to be any changes
made, click Amend Public Notice to create and publish an
additional notice with corrections.

Documents Published
Rule Identifier: 100-RICR-10-00-10

Title of Rule: Filer: Advance Notice Rulemaking Rule

The following documents are now available to the public:

« Proposed Rule
« Public Notice of Proposed Rulemaking

/| COMPLETED: Generation of the Notice Of Proposed Rulemaking

At this time, the Proposed Rule is now live in the RICR and may be viewed
by completing the following:

1. Go to https://rules.sos.ri.gov/organizations.

2. Locate the associated Title within the Table of Contents.

3. Click the plus sign (+) next to the Title:

Table of Contents

Show| 25 entries Filter by Agency

‘ Title Agency

Title 100 Department of State
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4. Click Agency Info:

@ Title 100 Department of State

View Agency Info

5. Click Rulemaking Agenda:

Providence, RI,02903
Website ‘

6. Locate the correct Proposed Rule and click the rule name to view:

Department of State Rulemaking Agenda

Advance Notice of Proposed Rules for Department of State

Displaying 1- 1 0of 1
Filer: Advance Notice Rulemaking Rule «

100 -RICR-10-00-10 Type of filing: Adoption

Title: Department of State Chapter: Administration Subchapter: N/A
Public Comment Term(s): 08/22/2024 to 08/22/2024 Notice Date: 08/21/2024

View Details View Advance Notice Additional Information
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7. Click through the navigation tabs to view the Overview, Regulation,
History, Rulemaking Documents, and Comments:

100-RICR-10-00-10 | ADVANCE NOTI ﬂ‘ F PROPOSED RU 'i

Filer: Advance Notice Rulemaking Rule

RICR FAQs
Overview Regulation History Rulemaking Documents Comments

7.1 Purpose

Exact Match

Agencies
100-RICR-10-00-10 Sortby
TITLE 100- DEPARTMENT OF STATE Relevance
CHAPTER 10 - ADMINISTRATION

In Order of
SUBCHAPTER 00 - N/A

Descending

PART 10 - CONDUCT OF PUBLIC HEARINGS

Search Regulations @
Keywords

8. The Overview tab displays the rule details:

m Regulation History

Title 100
Chapter 10
Subchapter 00
Part 10
Type of Filing

Regulation Status
Filing Notice Date

Public Comment Dates

Regulation Authority:
R.l. Gen. Laws § 42-35
Advance Notice Details:

Filer: Advance Notice Rulemaking Rule

Filer: Advance Notice Rulemaking Rule

Rulemaking Documents Comments

Notify Me

Department of State
Administration
N/A

Filer: Advance Notice Rulemaking Rule

Adoption
Advance Notice
08/21/2024

08/22/2024 to 08/22/2024
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@ 6.3.1.1.4.3 Public Comment Period Begin

The first half of this step will be completed automatically by the RICR
System to start the Public Comment Period in the RICR.

If online public comments were allowed, you may review comments as they
are submitted, or at the end of the Public Comment Period. See step 2 in the
following section (§ 6.3.1.1.4.4 of this Guide) for how to review comments
and generate a public comment document compiling all submitted rules.

s—| 6.3.1.1.4.4 Public Comment Period Begin

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. If online public comments were allowed, click the Review Comments
icon, otherwise skip to step 3:

+ 100 - Department of State

+ 10 - Administration
+ 00- ’

- A7) Dm - Filer: Advance Notice Rulemaking Rule

a. Review every rule listed under the Pending tab by clicking Review
for each comment submitted:

r@x RI Secretary of State  Manage ~

Review Online Public Comments

Comment ID: #13168-595 Not displayed to public
Public Comment #1 \

Gomment By: ‘ Review ‘

No attachments

Comment ID: #13168-596 Not displayed to public
Public Comment #2 ‘

Comment By: [ Review |
No attachments
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i. Selectto display the comment in the RICR or not, add any
internal and public notes, and click OK to approve:

Online Public Comment Review

Comment By: First Last

On: 08/13/2024

Comment: Public Comment #1

Comment display to public is disabled and not yet reviewed

Enable public comment display? @ Yes O No

Internal Review Notes

Public Review Notes

O Display these Public Review Notes to the public:

b. Click the Reviewed tab to view who reviewed the comment, when
it was approved, and review again if necessary:

o' RI Secretary of State Manage ~ -

Review Online Public Comments

Pending Reviewed m
Comment ID. #13168-595
Public Comment #1
Gomment By
No attachments

Comment 1D #13168-596 [ Dispiayed 1o pusic |
Public Comment &2

Reviewed By

on

=
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c. Click Print to generate a public comment document:

\@\ RI Secretary of State Manage ~

Review Online Public Comments \

Pending Reviewed

d. Click the down arrow at the top-right of the PDF viewer to
download the document so that it can be used to upload as the
part of the final rulemaking documents:

\@\ RI Secretary of State Manage -

Print Online Public Comments

Back to Comment Review ‘

=  tmpOPC 13168.pdf 171 — 100% + | & ©

e. To navigate back to the homepage, click the Department of State
logo:

|®| RI Secretary of State

3. To start rulemaking, in the Work Queue tab, click on the Title, Chapter,
and Subchapter to open each level, then click the Start Rulemaking
icon:

+ 100 - Department of State

+ 10 - Administration
+ 00- ’

= .. 10 - Filer: Advance Notice Rulemaking Rule
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a. If for any reason at this stage it is determined that the rule should
not move forward, click the Terminate icon to end the
promulgation process:

+ 100 - Department of State

+ 10 - Administration
+ 00- ’

.. 10 - Filer: Advance Notice Rulemaking Rule

b. Select a Termination Reason, then click Submit to terminate.

DO NOT CLICK Cancel - THIS WILL START PROPOSED REGULAR
RULEMAKING.

Instead, click the RICR logo at the top-left corner to go back if
need be.

) RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-10-00-10

Filer: Advance Notice Rulemaking Rule

Request Note for: Public Comment Period Begin

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required.

Cours [ oo
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4. Enter and confirm the Rulemaking Filing Details:

a. Choose the Rulemaking Action and Rulemaking Process to start
rulemaking, either Proposed Regular, Proposed Direct Final, or
Emergency:

If another Advance Notice Public Comment Period is necessary,
choose Advance Notice.

Rulemaking Action: * O Proposed O Emergency O Advance Notice

Rulemaking Process:* O Regular O Direct Final

b. Confirm the Regulation Title is correct and uses sentence case
(i.e., use "Conduct of Public Hearings”, not "CONDUCT OF
PUBLIC HEARINGS"); and

c. Confirm the Rulemaking Authority is correct and update as
necessary by selecting the appropriate authority from the
dropdown, enter the Rulemaking Authority citation, and click
Add.

i. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.1. Gen. Laws § 42-35] 1

d. If Proposed Regular or Proposed Direct Final was chosen:

i. Enter the Summary of Proposed Rule in plain language of
terms or substance of intended action, or description of
the subjects and issues involved, including changes
between current and proposed regulations:
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(1) If copying text from another document, follow
the directions on screen to strip all erroneous
formatting.

‘ RI Secretary of State anage - =

Summary of Proposed Rule:

Enter the Regulatory Analysis Summary and Supporting
Documentation to provide a brief paragraph of the societal
cost and benefits of compliance as prepared under R.I.

Gen. Laws § 42-35-2.9, including any citations to scientific
or statistical studies, reports, and analyses that served as a
basis for the proposed rule:

(1) If copying text from another document, follow
the directions on screen to strip all erroneous
formatting.

‘ RI Secretary of State anage - =

Regulatory Analysis Summary and Supporting Documentation:

e. If Emergency was chosen:

Enter the Brief Statement of Reason for Finding Imminent
Peril to state the reason this rule is required in order to
avoid a threat to public health, safety, or welfare, or the
loss of federal funding for an agency program (R.I. Gen.
Laws § 42-35-2.10):
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(1) If copying text from another document, follow
the directions on screen to strip all erroneous
formatting.

. Rl Secretary of State Manage -

f. If Advance Notice was chosen:

i. Enter the Advance Notice Details to indicate where, when,
and how persons may comment before the rulemaking
process begins (any meeting held is open to the Open
Meetings Act and subject to R.I. Gen. Laws Chapter 42-46):

(1) If copying text from another document, follow
the directions on screen to strip all erroneous
formatting.

‘ RI Secretary of State manage -

5. Confirm the Additional Information URL is correct to indicate the
location on your website where the Notice of Proposed Rulemaking is
published as required by R.I. Gen. Laws § 42-35-2.7:

Additional Information URL.: *

https:// v

6. Review to ensure all entered text is correct and click Submit.

@ DO NOT CLICK Cancel - THIS WILL START PROPOSED REGULAR
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RULEMAKING.

Instead, click the RICR logo at the top-left corner to go back if need be.

/| COMPLETED: Public Comment Period Begin

o—

a—| 6.3.1.1.4.5 Initial Data Entry and Documents Upload

o—

1. Based on the Rulemaking Action and Process chosen, continue
rulemaking by following:

a. Proposed Regular Rulemaking in § 6.3.1.1.1.1(9) of this Guide;

b. Proposed Direct Final Rulemaking in § 6.3.1.1.2.1(9) of this
Guide;

c. Emergency Rulemakingin § 6.3.1.1.3.1(9) of this Guide; or

d. Restart Advance Notice Rulemakingin § 6.3.1.1.4.1(7) of this
Guide.
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6.3.1.1.5 APA Exempted Rulemaking

For information regarding this Rulemaking Action, see § 3.3.5 of this Guide.

Actions to be Completed | User to Complete

Initial Data Entry and Documents Upload Agency Head

Rules Coordinator Approval for Notice of Proposed Rulemaking | Rules Coordinator
DOS Verification of Drafts Department of State
Submission for Promulgation RICR Filing System
Rules Coordinator Approval for Final Submission Rules Coordinator
Agency Head Signature Applied Agency Head

Final Rule and Signature Acceptance by DOS Department of State
Promulgation Finalization RICR Filing System

Before initiating the process in the RICR Filing System, email the
Administrative Records Office (ARO) to request the APA Exemption be applied
to the Part to be promulgated:

1. Provide the full RICR Citation (##-RICR-##-##-#); and

2. Confirm the promulgating agency/division may use the exemption per
R.I. Gen. Laws § 42-35-18.

Only once the ARO confirms in an email reply that the exemption was applied
can the promulgation process be started in the RICR Filing System.

:—| 6.3.1.1.5.1 Initial Data Entry and Documents Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Inthe Current Rules tab, click the Title, Chapter, and Subchapter to
open each level, and:
a. Ensure the New Adoption button is green, not blue; and

If the button is blue, do not move forward with the promulgation
and immediately contact the ARO per § 6.3.1.1.5 of this Guide.
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b. Click New Adoption to promulgate a new rule:

u’@ RI Secretary of State Manage -

Under Review Text Documents ‘ Details

Current Rules

Work Queue ‘

Agency Regulations Action Legend
- New Amendment
- New Repeal
& - 60-day Emergency Renewal

- 100 - Department of State

- 10 - Administration

+ 00| New Adaption «

+ 20 - Elections

3. Enter in the Rulemaking Filing Details:

RI Secretary of State Manage ~

Department of State

Administration

Rulemaking Type: Adoption

Rulemaking Action: * a |© Proposed O Emergency O Advance Notice |
Rule Identifier: * 100-RICR-10-00 b
Regulation Title: * c

Rulemaking Authority: * d R.I. General Laws o

a. Do not choose a Rulemaking Action;

b. Enter the Rule Identifier (a.k.a. Part number) as confirmed in the
email exchange with the ARO.

After clicking the next field to fill out, this should immediately
update the Rulemaking Action to display APA Exempted:

Rulemaking Action: * APA Exempted

If the Rulemaking Action does not change to APA Exempted, do
not move forward with the promulgation and instead scroll to the
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bottom of the page to click Cancel and email the ARO
immediately to fix this;

i. Part numbers may only be used once (§ 2.3.4 of this
Guide). The RICR System will display an error message if a
Part number has already been used after clicking the next

field:

Error! Part number 1 is already in use.

ii. Enterin anew Part number until you no longer see an
error, then update rulemaking documents and work with
the ARO to apply the exemption to use the new Part

number.

c. Enter the Regulation Title using sentence case (i.e., use “Conduct
of Public Hearings”, not “"CONDUCT OF PUBLIC HEARINGS"); and

d. Choose the appropriate authority from the dropdown, enter the
Rulemaking Authority citation, and click Add.

i. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.1. Gen. Laws § 42-35] 1

4. Enter the Summary of Proposed Rule in plain language of terms or
substance of intended action, or description of the subjects and issues
involved, including changes between current and proposed regulations:
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a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State  Manage ~ -

Summary of Proposed Rule: *
Do not copy directly from Microsoft Word or other word processing software.
First paste into a text ecltor (Le., Notepad), copy that text, right-click in the textbox beiow and click *Paste as pisin fext” to strip hidden formatting that may cause website display issues, and use the editor below to format the text.

= = B ] U = & = o &

5. Enter the Regulatory Analysis Summary and Supporting
Documentation to provide a brief paragraph of the societal cost and
benefits of compliance as prepared under R.I. Gen. Laws § 42-35-2.9,
including any citations to scientific or statistical studies, reports, and
analyses that served as a basis for the proposed rule:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State  Manage ~ -

Regulatory Analysis Summary and Supporting Documentation: *
Do not copy directly fram Microsoft Word or other word processing software.
First pasts into a text editor (1.e., Notepad), copy that text, right-click in the textoox below and click “Paste as plain text” to strip hidden formatting that may cause webshe display issues, and uss the editar below to format the fext

~ ~ B [ U = = = ® &

6. Enter the Additional Information URL to indicate the location on your
website where the Notice of Proposed Rulemaking is published as
required by R.I. Gen. Laws § 42-35-2.7:

Additional Information URL.: *

https:// v

7. Review to ensure all entered text is correct and click Submit.

a. Atany point during the above process, if you don't wish to move
forward, click Cancel to prevent the Part number from being
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used.

8. This Rulemaking Action requires documents to be uploaded. Click
Upload Documents:

) RI Secretary of State  Manage ~

Filing Saved

The Filing for Filer: APA Exempt Ru ing Rule was illy saved.

You may now upload documents for this filmi} or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced.

==

a. If you click Home by accident, click the Upload Documents icon
next to the Part in the Work Queue tab to go to the correct

screen:

+ 100 - Department of State

+ 10 - Administration
+ 00- ’

B , 11 - Filer: APA Exempt Rulemaking Rule

9. Upload documents:

Document Upload

Regulation Required Documents 3
+ Proposed Rule

Supporting Documents

Upload
Document Type:

I | a
o e : C

a. Select from the dropdown the Document Type:

i. Required:
* Proposed Rule (actually the Final Rule, 2 versions)*
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ii. Optional:
¢ Index of Studies/Reports ¢ Additional Documentation
¢ Internal Organization Document e Studies/Reports

® Petition

* There will be no option to upload a “Final Rule”.
Upload the Final Rule as the Proposed Rule document type.

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

+ Proposed Rule I

- Proposed Rule ./

b. Click Choose File to select the document from your computer;
and

c. Click Upload Document to upload.

10.1f additional documents need to be uploaded, click Upload More
Documents and repeat steps 9-10 for each additional document (you
will not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

a. When uploading the Final Rule, upload the Track Changes
Version first, then upload the Clean Version with all changes
accepted (§ 5.1.2.4 of this Guide).

11.1f for any reason the rule details need to be updated, click the Edit Filing
icon to update the Regulation Title, Rulemaking Authority, Summary of
Proposed Rule, and Regulatory Analysis Summary and Supporting
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Documentation, then click Submit once the details are updated:

Once the Notice of Proposed Rulemaking is generated and published,
this information cannot be changed.

- 100 - Department of State

- 10 - Administration

- 00 - ’

.D 11 - Filer: APA Exempt Rulemaking Rule

12.Click each tab on the right to ensure all information regarding the rule is
correct (Text, Documents, Approvals, and Details):

0 RI Secretary of State Manage -

Current Rules | Work Queue | Under Review | Text | Documents | Approvals || Details I‘

Filer: APA Exempt Rulemaking Rule

My Work Queue

100-RICR-10-00-11
Regulation Text

7.1 Purpose
7.2 Authority
7.3 Definitions

7.4 Procedure for Conduct of Public Hearings

13.1f for any reason at this stage it is determined that the rule should not

move forward, click the Terminate icon to end the promulgation process
and skip to step 15(b)(i):

+ 100 - Department of State

+ 10 - Administration
+00- ’

= n »11-Filer: APA Exempt Rulemaking Rule
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14.To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 10 - Administration
+00- ’

= a » |1-Filer: APA Exempt Rulemaking Rule

15.To advance the rule for the DOS Formatting Review, click Advance:

° RI Secretary of State Manage ~

Promulgation ID: 13167 APA Exempted Adoption 100-RICR-10-00-11

Department of State
Workflow

Filer: APA Exempt Rulemaking Rule

Regulation Text:
7.1 Purpose
7.2 Authority

7.3 Definitions

7.4 Procedure for Conduct of Public Hearings

|| |

a. If for any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:
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i. Select a Termination Reason, then click Submit to terminate,
or click Cancel to continue the promulgation process:

\J RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-10-00-11

Filer: APA Exempt Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required.

o ]

16.Enter what the Effective Date should be set to (i.e., either a minimum 20-
day waiting period or other date) in the Request Note and click Submit:

0 RI Secretary of State Manage - B

Workflow Approval for Promulgation 100-RICR-10-00-11
Filer: APA Exempt Rulemaking Rule {100-RICR-10-00-11)

Request Note for: Initial Data Entry and Documents Upload

Outcome Note for: Initial Data Entry and Documents Upload

Request Note for: Rules Coordinator Approval for Nalice Of Proposed Rulemaking

17.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp [
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/| COMPLETED: /nitial Data Entry and Documents Upload

@ 6.3.1.1.5.2  Rules Coordinator Approval for Notice of
Proposed Rulemaking

This step will be completed by the Rules Coordinator.

The Rules Coordinator will receive an AWS Notification email to indicate
they need to log in and approve the rule to advance it for the DOS review:

5 T . =  [EXTERNALL APA NOTIFICATION: Filing workFlow action - T...
File Message Help Acrobat Q Tell me what you want to do
m - = M- ‘ 6) <€) - m%sharetoTeams ('g EEv |:t|v '_IIEV =
[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-10-00-11
@ AWS Notifications <no-reply@sns.amazonaws.com:= © 99> &

To

[v]

RICR: 100-RICR-10-00-11

Agency: Department of State

Filing Type: APA-Exempted Adoption

Workflow: "Rules Coordinator Approval for Notice Of Proposed Rulemaking' is ready for your action

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:
https://gcc02.safelinks.protection.outlook. com,/Purl=https%3A%2F%2Fsns.us-east-1.amazonaws.com
2Funsubscribe.html%3FsubscriptionArn®%3Darn¥%3Aaws%3Asns %3Aus-east-1%3A452910929247%3AAgency DOS%
3A4fasb182-f76a-466e-918h-a25af9ed6bc2%2 6Endpoint¥3 Drstrashnick40sos.ri.gov&data=05%7C02 %
7Crstrashnick%s40sos.ri.gov7Cbcaa3t874c644al ace7208d cc1 248085%7C2d0f1 dbedd59477 2865119141 75d07c2%
FCO%ICO%7C638597609956478312%7CUnknown%
7CTWFpbGZsb3d8ey)W1joiMCAwLiAWMDAILCIQljoiVv2IuMzliLCIBTil6lk1haWwil CIXVCI6Mn0%3D% 7 C0% 7 CH7CH
7C&sdata=ECnmb7fTDa0ePipGBqlcBlyR25c)gDzDIEwWVxQe6GYw3D&reserved=0
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@ 6.3.1.1.5.3 DOS Verification of Drafts
This step will be completed by the Administrative Records Office.

Once the DOS formatting review has been completed, the Rules
Coordinator will receive an AWS Notification email to indicate the next step

should be taken:

T \J, - [EXTERMAL]: APA NOTIFICATION: Filing workflow action - 1...

File Message Help Acrobat Q Tell me what you want to do

m o~ =5 M- S € — | IS shareto Teams &1 B2. m- |_E|Ev _

[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-10-00-11

@ AWS Notifications <no-reply@sns.amazonaws.com = ClkiiEdilL
To

[

RICR: 100-RICR-10-00-11

Agency: Department of State

Filing Type: APA-Exempted Adoption

Workflow: 'Rules Coordinator Approval for Final Submission' is ready for your action

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:
https://occD2.safelinks.protection.outlook.com/ ?url=https%3A%2F%2 Fsns.us-east-1.amazonaws.com%
2Funsubscribe.html%3FSubscriptionArn%3Darn%3Aaws%3Asns¥3Aus-east-1%3A4529105929247%3AAgency DOS%
3A4fa9b182-f76a-466e-918b-a25af9e46bc2%26Endpoint?3 Drstrashnick%40sos.ri.gov&data=05%7C02%
7Crstrashnick%40s0s.ri.gov¥7C2465244870f54f3881c908dcc1 2651a4%7C2d0f1dbedd594772865f1914175d07¢2%
7CONRTCO%TC638597617524294784%7CUnknown%
7CTWFpbGZsb3d8ey)WljoiMCAwLAWMDAILCIQljoiv2luMzliLCIBTil6lkLhaWwiLCIXVCI6MnD%%3DH7CO%TCHTCH
7CE&sdata=IfK2BWYeD2uTWaZtCGS5pmiyy%2B0dupseXweloDH%2FrYKk80Q4%3D&reserved=0

@ 6.3.1.1.5.4 Rules Coordinator Approval for Final
Submission

This step will be completed by the Rules Coordinator.

The Rules Coordinator will need to log in to advance the rule for signatures.
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.—| 6.3.1.1.5.5 Agency Head Signature Applied

The Agency Head will receive an AWS Notification when it is time to sign
the Final Regulation.

Complete the steps in § 6.3.1.4 of this Guide to sign the rule.

@ 6.3.1.1.5.6  Final Rule and Signature Acceptance by
DOS

This step will be completed by the Administrative Records Office.

Once the Agency Head signs the rule, the Department of State will sign the
rule and set the rule’s Effective Date.

@ 6.3.1.1.5.7 Promulgation Finalization

This step will be completed automatically by the RICR System.

The RICR System will automatically display the Final Regulation in the RICR
the day it becomes effective.

It is the Agency Head's responsibility to download the signed Regulation
for the agency'’s files to be permanently retained per GRS2.5 Rulemaking
Files.

Final Regulations can be downloaded by opening the active Part in the
RICR, clicking the Regulation tab, and clicking Download Regulation:

Records Management

PR o e Ll | ACTIVE RULE ’

Regulation Text Overview Regulation History Rulemaking Documents
2 ‘ | @Dﬂwnlnadkegnlation

219 of 467


https://sosri.access.preservica.com/index.php?name=SO_acb4d5f5-cedb-4767-8e15-634e8a9f7ce3
https://sosri.access.preservica.com/index.php?name=SO_acb4d5f5-cedb-4767-8e15-634e8a9f7ce3
https://rules.sos.ri.gov/Organizations

RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

6.3.1.2 Amendments

6.3.1.2.1 Proposed Regular Rulemaking

For information regarding this Rulemaking Action, see § 3.3.1 of this Guide.

Actions to be Completed | User to Complete

Initial Data Entry and Documents Upload Agency Head

DOS Verification of Drafts Department of State
Generation of the Notice of Proposed Rulemaking Agency Head
Submission for Promulgation RICR Filing System
Public Comment Period Begin RICR Filing System
Post Public Comment Period Data update and Document Agency Head
Upload

DOS Final Regulation Approval Department of State
Agency Head Signature Applied Agency Head

Final Rule and Signature Acceptance by DOS Department of State
Promulgation Finalization RICR Filing System

:—| 6.3.1.2.1.1 Initial Data Entry and Documents Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. In the Current Rules tab, click the Title, Chapter, Subchapter, and Part to
open each level, then click the Download Document icon to draft the
amendment (see § 5.1.2.2 of this Guide for additional information):

| Currant Rules Nork Queue Linder Review Text | Document

Agency Regulations
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3. Once the Proposed Rule draft is ready, in the Current Rules tab, click the
Title, Chapter, Subchapter, and Part to open each level, then click the
New Amendment icon promulgate an amendment:

0 RI Secretary of State Manage - [ -]

Current Rules Work Queue Under Review Text | Documents Details

Agency Regulations Actiof

- 100 - Department of State

-0~ New Adoption

1 - Placement of Candidates and Local

Referenda/Questions on Election Ballots (100-RICR-20-00-1)

4. Enter and confirm the Rulemaking Filing Details:

| RI Secretary of State Manage ~

Department of State

Rulemaking Type: Amendment

Rulemaking Action: * a IQ Proposed O Emergency O Advance Noticel
Rule Identifier: 100-RICR-20-00-1

Regulation Title: * b

Rulemaking Authority: * c R.l. General Laws o

a. Choose Proposed, then Regular, for the Rulemaking Action and
Rulemaking Process;

Rulemaking Action: * @® Proposed

Rulemaking Process:* @® Regular

b. Confirm the Regulation Title using sentence case (i.e., use
“Conduct of Public Hearings”, not “CONDUCT OF PUBLIC
HEARINGS"); and

c. Confirm the appropriate authority from the dropdown, enter the
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Rulemaking Authority citation, and click Add.

i. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.1. Gen. Laws § 42-35] 1

5. Enter the Summary of Proposed Rule in plain language of terms or
substance of intended action, or description of the subjects and issues
involved, including changes between current and proposed regulations:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State  Manage ~ -

Summary of Proposed Rule: *

Do not copy directly from Microsoft Word or other word processing software.
First paste into  text edior (i.e., Notepad), capy that text, righi-click in the textbox below and click *Pasfe as plain fext” to strip hidden formatiing that may cause website display issues, and use the ediior below o format the fext

= =~ B J] U = & =-

6. Enter the Regulatory Analysis Summary and Supporting
Documentation to provide a brief paragraph of the societal cost and
benefits of compliance as prepared under R.I. Gen. Laws § 42-35-2.9,
including any citations to scientific or statistical studies, reports, and
analyses that served as a basis for the proposed rule:
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a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State  Manage ~ -

Regulatory Analysis Summary and Supporting Documentation:

Do not copy directly from Microsoft Word or g software
First paste into a text editor (Le., Notepad), cop) the textbax below and click “Paste as plain fext” to strip hidden formatting that may cause website display issues, and use the editor below to format the fext.

= = B ] U = & = o &

7. Confirm the Additional Information URL to indicate the location on your
website where the Notice of Proposed Rulemaking is published as
required by R.I. Gen. Laws § 42-35-2.7:

Additional Information URL: *

https:// v

8. Review to ensure all entered text is correct and click Submit.

a. Atany point during the above process, if you don’t wish to move
forward, click Cancel.

9. This Rulemaking Action requires documents to be uploaded. Click
Upload Documents:

0 RI Secretary of State Manage ~

Filing Saved
The Filing for Filer: Proposed Regular Rulemaking Rule was successfully saved.

You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced

[upessomomens ]
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a. If you click Home by accident, click the Upload Documents icon
next to the Part in the Work Queue tab to go to the correct

screen:

+ 100 - Department of State

+ 20 - Elections
+ 00 - ’

B ,,I ,1 - Filer: Proposed Regular Rulemaking Rule

10.Upload documents:

Document Upload

Required Documents

Regulation
+ Proposed Rule

Supporting Documents

Upload
Document Type:

I |a

Choose File |[No file chosen : C

a. Select from the dropdown the Document Type:

i. Required:

e Proposed Rule
i. Optional:
* Index of Studies/Reports ¢ Additional Documentation
e Internal Organization Document e Studies/Reports
e Petition

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

q

« Proposed Rule « Proposed Rule ./
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b. Click Choose File to select the document from your computer;
and

c. Click Upload Document to upload.

11.If additional documents need to be uploaded, click Upload More
Documents and repeat steps 9-10 for each additional document (you
will not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

12.Click each tab on the right to ensure all information regarding the rule is
correct (Text, Documents, Approvals, and Details):

o RI Secretary of State  Manage ~ -

|:,.msan—zu.\.=a Work Queue | Under Review Inm Documents | Approvals | Details |«

Filer: Emergency Rulemaking Rule

100-RICR-20-00-1
Regulation Text

7.1 Purpose

7.2 Authority

7.3 Definitions
+ 100 - Department of State ) .

7.4 Procedure for Conduct of Public Hearings
+ 20- Elections

13.1f for any reason at this stage it is determined that the rule should not
move forward, click the Terminate icon to end the promulgation process
and skip to step 14(b)(i):

+ 100 - Department of State

+ 20 - Elections
+ 00- ’

o | - Filer: Proposed Regular Rulemaking Rule
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14.To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 20 - Elections
+00- ’

= - _.1 - Filer: Proposed Regular Rulemaking Rule

15.To advance the rule for the DOS Formatting Review, click Advance:

o RI Secretary of State  Manage -~ -

Promulgation ID: 13177 Proposed Amendment 100-RICR-20-00-1

Department of State

Workflow

e Filer: Proposed Regular Rulemaking Rule

ntry and Documents Upload

Regulation Text:
posed Rulemaking

7.1 Purpose
7.2 Authority
ata update and Document Upioad
7.3 Definitions

7.4 Procedure for Conduct of Public Hearings

a. If for any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:

i. Select a Termination Reason, then click Submit to terminate,
or click Cancel to continue the promulgation process:

) RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Proposed Regular Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required.

oo [ oo
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16.Certify that your agency has either received official approval from OMB
or is exempt from OMB's review process by clicking Yes:

ORR Compliance

Before uploading your agency's final regulation in the RICR, your agency must certify it
has either received post-comment official approval from the Office of Regulatory Reform
(ORR) or is exempt from ORR's formal review process.

Your agency has not received official approval unless your agency is in receipt of an
emailed/dated receipt of ORR clearance from its official submission system.

Do you certify that your agency has either received ORR approval or that your agency is
exempt from the process?

» Yes

a. If your agency has not received official approval from OMB and
is not exempt, click the DOS logo in the top-left corner to return
to the home page. Do not proceed in the RICR System until you
have official approval. Once your agency receives approval, go
back to step 13 to proceed.

17.1f you would like to add a note for the DOS, enter text in the Request
Note and/or click Submit:

‘ RI Secretary of State Manage - -

Workflow Approval for Promulgation 100-RICR-20-00-1
Filer: Proposed Regular Rulemaking Rule (100-RICR-20-00-1)

Request Note for: Initial Data Entry and Documents Upioad

Outcome Note for: Initial Data Entry and Documents Upioad

Request Note for: DOS Verification of Drafts

=
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18.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o

/| COMPLETED: /nitial Data Entry and Documents Upload

@ 6.3.1.2.1.2 DOS Verification of Drafts
This step will be completed by the Administrative Record's Office.

Once the DOS formatting review has been completed, the Rules
Coordinator will receive an AWS Notification email to indicate the next step

should be taken:

T \L ~ [EXTERMAL]: APA NOTIFICATION: Filing workflow action - 1...

File Message Help Acrobat Q  Tell me what you want to do

m - = B~ & % — | O shareto Teams & 2. M. Flgv

= g

[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-20-00-1

| &
@AWSNotifications<no—reply@sns.amazonaws‘com> @ 99> ®
To

[v]

RICR: 100-RICR-20-00-1

Agency: Department of State

Filing Type: Proposed Amendment

Workflow: 'Generation of the Notice Of Proposed Rulemaking' is ready for your action

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsns.us-east-1.amazonaws.com%
2Funsubscribe.html%3FSubscriptionArmn%3Darn%3Aaws%3Asns%3Aus-east-1%3A452910929247%3AAgency DOS%

3A4fa9b182-f76a-466e-918b-a25af9e46bc2%26Endpointe3Drstrashnicke40so0s.ri.gov&data=05%7C02%
7Crstrashnick?40so0s.ri.gov$7C63f25010d47834269110f08dcc2d 1ae62%7C2d0f1db6dd594772865f1914175d07c2%
7C0%7C0%7C6385993453064655809%7 CUnknown %
7CTWFpbGZsb3d8eyIWljoiMCAwLIAWMDAILCIQljoiV2IuMzIliLCIBTil6Ik1 haWwil CIXVCI6Mn0%3D%7C0%7C%7C%
7C&sdata=WI262BfO60QHZ2 pu8PRVI62BvV0gk7fpSOWISRUMFVRgPbTzmI%3D&reserved=0
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s—| 6.3.1.2.1.3  Generation of the Notice Of Proposed
Rulemaking

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. If for any reason the rule details need to be updated, click the Edit Filing
icon to update the Regulation Title, Rulemaking Authority, Summary of
Proposed Rule, and Regulatory Analysis Summary and Supporting
Documentation, then click Submit once the details are updated:

Once the Notice of Proposed Rulemaking is generated and published,
this information cannot be changed.

+ 100 - Department of State

+ 20 - Elections
+ 00 - ’

) D - Filer: Proposed Regular Rulemaking Rule

a. Once completed, click the Department of State logo to navigate
back to the homepage:

|®| RI Secretary of State

3. Inthe Work Queue tab, click on the Title, Chapter, and Subchapter to
open each level, then click the Generate/Review Docs icon:

+ 100 - Department of State

+ 20 - Elections
+ 00 - ’

ﬂ n | - Filer: Proposed Regular Rulemaking Rule
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4. Click Add >> under Public Comment Period List, and click Edit and
<< Remove as necessary to adjust the Public Comment Period:

Generate Public Notice of Proposed Rulemaking

Add a Public Comment Period

Public Comment Period List:

5. Fill outthe form to add a Public Comment Period - all fields are
required:

Public Comment Period

Date of Public Notice: Date of End of Comment Period: *

MM/DD/YYYY

08/13/2024

Full Name of Contact Person: *

Contact Person Email: *

Contact Person Address: *

‘Add'ess Line 1 ‘

‘Add'ess Line 2 ‘

|City | RI |zip |zpExt |

Allow online public comments? *

O Yes O No
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a.

The Date of End of Comment Period will automatically show the
minimum first eligible date to be chosen, but you may choose a
future date if needed.

Agencies may use the RICR Filing System to accept public
comments by selecting Yes to Allow online public comments?.
Agencies may opt out by selecting No.

i. If Yesis selected, you have the option to specify dates for
when your agency wants to allow online public comments
within the Public Comment Period.

6. If there will be a hearing, click on the Public Comment Period, then click
Add >> under Add a Public Hearing:

Generate Public Notice of Proposed Rulemaking 1

Add a Public Comment Period ’
Public Comment Period List:

Add a Public Hearing:

08/23/2024 - 08/23/2024

- .
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7. Fill out the form to add a Public Hearing - all fields are required:

Public Hearing

Hearing date/time: *

|MM/DDYYYY | Time: | v [PM_v|

Hearing Location: *

‘Addr'ess Line 1 |

‘Addr‘ess Line 2 |

‘Addr‘ess Line 3 |

|City | State: Rhode Island | Zipcode

Phone Number for Special Assistance: *

‘Phone | |Phone Extension ‘

8. Click Generate Notice (this will not publish the rule, only preview the

notice):

Generate Notice Cancel
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9. Review the Notice of Proposed Rulemaking:

RI Secretary of State  Manage -

The Public Notice of Proposed Rulemaking was successfully created. This notice has not been published.

Click the 'Publish’ button to make this Notice and the Proposed Rule available to the public.

= tmpnotice_13177.pdf — 100% + [ JR))

RHODE ISLAND GOVERNMENT REGISTER
PUBLIC NOTICE OF PROPOSED RULEMAKING

DEPARTMENT OF STATE

Title of Rule: Filer: Proposed Regular Rulemaking Rule
Rule Identifier: 100-RICR-20-00-1

Rulemaking Action: Proposed Amendment
Important Dates:

a. If any information within the notice is incorrect, click Cancel to go
back and edit to update the information and complete steps as
necessary.

b. Once information is confirmed to be correct, click Publish to
approve the notice and publish the rule in the RICR.

10.Click Home to return to the RICR home page:
a. If after the notice is published there needs to be any changes

made, click Amend Public Notice to create and publish an
additional notice with corrections.

Documents Published

Rule Identifier: 100-RICR-20-00-1
Title of Rule: Filer: Proposed Regular Rulemaking Rule

The following documents are now available to the public:

« Proposed Rule
= Public Notice of Proposed Rulemaking
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/| COMPLETED: Generation of the Notice Of Proposed Rulemaking

At this time, the Proposed Rule is now live in the RICR and may be viewed
by completing the following:

1. Go to https://rules.sos.ri.gov/organizations.

2. Locate the associated Title within the Table of Contents.

3. Click the plus sign (+) next to the Title:

Table of Contents

Show| 25 entries Filter by Agency

; Title Agency

Title 100 Department of State

4. Click Agency Info:

@ Title 100 Department of State

View Agency Info «

5. Click Rulemaking Agenda:

Providence, RI,02903

Website ‘

Guidance Document Index Declaratory Order Index Rulemaking Agenda
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6. Locate the correct Proposed Rule and click the rule name to view:

Department of State Rulemaking Agenda

Advance Notice of Proposed Rules for Department of State

Displaying 1 - 1 of 1

Filer: Proposed Regular Rulemaking Rule «

100 -RICR - 20 - 00 - 1 Type of filing: Amendment
PROPOSED RULE
Title: Department of State Chapter: Elections Subchapter: N/A
Public Comment Term(s): 08/22/2024 to 09/21/2024 Notice Date: 08/22/2024
View Details View Proposed Additional Information

7. Click through the navigation tabs to view the Overview, Regulation,
History, Rulemaking Documents, and Comments:

Filer: Proposed Regular Rulemaking Rule

Rl B Rl PROPOSED RULE

Overview Regulation History Rulemaking Documents Comments «

Search Regulations @
Keywords

Exact Match
Agencies
100-RICR-20-00-1 Sort by
TITLE100- DEPARTMENT OF STATE Relevance

CHAPTER 20 - ADMINISTRATION
SUBCHAPTER 00 - N/A

In Order of

Descending

PART 1- CONDUCT OF PUBLIC HEARINGS

71 Purpose m
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8. The Overview tab displays the rule details:

Filer: Proposed Regular Rulemaking Rule
PROPOSED RULE

m Regulation History Rulemaking Documents Comments
Notify Me

Title 100 Department of State
Chapter 20 Elections
Subchapter 00 NIA
Part 1 Filer: Proposed Regular Rulemaking Rule
Type of Filing Amendment
Proposed .
Regulation Status VTR R
Filing Notice Date 08/22/2024
Public Comment Dates 08/22/2024 to 09/21/2024

Regulation Authority:
R.I. Gen. Laws Chapter 17-28
Purpose and Reason:

Filer: Proposed Regular Rulemaking Rule

@ 6.3.1.2.1.4  Submission for Promulgation and Public
Comment Period Begin

These steps will be completed automatically by the RICR System.

Once the Public Comment Period ends, the RICR System will automatically
advance the rule to the next step.

If online public comments were allowed, you may review comments as they
are submitted, or at the end of the Public Comment Period. See step 2 in the
following section (§ 6.3.1.2.1.5 of this Guide) for how to review comments
and generate a public comment document compiling all submitted rules.
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s—| 6.3.1.2.1.5 Post Public Comment Period Data update
and Document Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. If online public comments were allowed, click the Review Comments
icon, otherwise skip to step 3:

- 100 - Department of State

- 20 - Elections ’
-00-

2 D - Filer: Proposed Regular Rulemaking Rule

a. Review every rule listed under the Pending tab by clicking Review
for each comment submitted:

r@x RI Secretary of State  Manage ~

Review Online Public Comments
Pending Reviewed
Comment ID: #13168-595 Not displayed to public
Public Comment #1 ‘
Gomment By: ‘ Review ‘
No attachments
Comment ID: #13168-596 Not displayed to public
Public Comment #2 ‘
Comment By: | Review |
No attachments
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i. Selectto display the comment in the RICR or not, add any
internal and public notes, and click OK to approve:

Online Public Comment Review

Comment By: First Last
On: 08/13/2024
Comment: Public Comment #1

Enable public comment display? @ Yes

Internal Review Notes

Comment display to public is disabled and not yet reviewed

O No

Public Review Notes

O Display these Public Review Notes to the public:

b. Click the Reviewed tab to view who reviewed the comment, when
it was approved, and review again if necessary:

0 RI Secretary of State  Manage ~ -

Review Online Public Comments

Pending

Reviewed ‘

Comment ID. #13168-595

Public Comment #1
Comment By

No attachments
Revi

Reviewed By,

Comment ID° #13168-596
Public Comment #2

Ci

No attac!
Reviews

nts

Reviewed By

on

=

===

238 of 467



RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

c. Click Print to generate a public comment document:

\@\ RI Secretary of State Manage ~

Review Online Public Comments \

Pending Reviewed

d. Click the down arrow at the top-right of the PDF viewer to
download the document so that it can be used to upload as the
part of the final rulemaking documents in step 4:

\@\ RI Secretary of State Manage -

Print Online Public Comments

Back to Comment Review ‘

=  tmpOPC 13168.pdf 171 — 100% + | & ®

e. To navigate back to the homepage, click the Department of State
logo:

|®| RI Secretary of State

3. Inthe Work Queue tab, click on the Title, Chapter, and Subchapter to
open each level, then click the Upload Documents icon:

- 100 - Department of State

- 20 - Elections ’
-00-

B m . 1-Filer: Proposed Regular Rulemaking Rule
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4. Upload documents:

Document Upload
a
Regulation Required Documents
= Public 08113/2024 « Concise Explanatory Statement
- - « Final Rule
o Draft 06/18/2024 « Public Comment
Supporting Documents
Public Notice of Proposed Rulemaking:
g.pdf Public 08/13/2024
f Proposed Rulemaking.pdf Draft 08/13/2024
Upload
Document Type:
I N | <
s : S
b

a. Select from the dropdown the Document Type:

i. Required:
e Concise Explanatory Statement e Public Comment (may

« Final Rule (2 versions) upload multiple, if necessary)

i. Optional:
¢ Index of Studies/Reports » Additional Documentation
¢ Internal Organization Document e State Register publication
e Petition e Studies/Reports

e Public Hearing Documents

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

« Concise Explanatory Statement q « Concise Explanatory Statement _/
- Final Rule - Final Rule ./

» Public Comment + Public Comment

b. Click Choose File to select the document from your computer;
and
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c. Click Upload Document to upload.

5. If additional documents need to be uploaded, click Upload More
Documents and repeat steps 4-5 for each additional document (you will
not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

a. When uploading the Final Rule, upload the Track Changes
Version first, then upload the Clean Version with all changes
accepted (§ 5.1.2.4 of this Guide).

6. Click each tab on the right to ensure rule information and all rulemaking
documents are correct (Text, Documents, Approvals, and Details):

0 RI Secretary of State Manage - B
Current Rules Work Queue Under Review I Text Documents Approvals Details | ‘

Filer: Proposed Regular Rulemaking Rule

100-RICR-20-00-1
Regulation Text
7.1 Purpose

7.2 Authority

7.3 Definitions

7.4 Procedure for Conduct of Public Hearings

7. If for any reason at this stage it is determined that the rule should not
move forward, click the Terminate icon to end the promulgation process
and skip to step 9(b)(i):

+ 100 - Department of State

+ 20 - Elections ’
+ 00 -

n « | - Filer: Proposed Regular Rulemaking Rule
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8. To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 20 - Elections ’
+ 00 -

hER 1 - Filer: Proposed Regular Rulemaking Rule

9. To advance the rule for the DOS Formatting Review, click Advance:

0 Rl Secretary of State manage - -

Promulgation ID: 11177

Froposed Amendmert 0D0-RICA-20-00-1

Departmant cf State

Workflow

Filer: Proposed Regular Rulemaking Rule

Regutsnon Text

7.1 Purpose

7.2 Authority

Poat Public Comment Period Data update and Document Upload
A . 7.3 Definitions

7.4  Procedure for Conduct of Public Hearings

a. If for any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:
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i. Select a Termination Reason, then click Submit to
terminate, or click Cancel to continue the promulgation
process:

\ RI Secretary of State  Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Proposed Regular Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required.

=3

10.Certify that your agency has either received official approval from OMB
or is exempt from OMB'’s review process by clicking Yes:

ORR Compliance

Before uploading your agency's final regulation in the RICR, your agency must certify it
has either received post-comment official approval from the Office of Regulatory Reform
(ORR) or is exempt from ORR's formal review process.

Your agency has not received official approval unless your agency is in receipt of an
emailed/dated receipt of ORR clearance from its official submission system.

Do you certify that your agency has either received ORR approval or that your agency is
exempt from the process?

» Yes

a. If your agency has not received official approval from OMB and
is not exempt, click the DOS logo in the top-left corner to return
to the home page. Do not proceed in the RICR System until you
have official approval. Once your agency receives approval, go
back to step 8 to proceed.

11.1f you would like to add a note for the DOS (i.e., if you would like the rule
to become effective on a future date other than the minimum 20-day
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waiting period), enter text in the Request Note and/or click Submit:

0 RI Secretary of State Manage ~ B

Workflow Approval for Promulgation 100-RICR-20-00-1

Filer: Proposed Regular Rulemaking Rule (100-RICR-20-00-1)

Request Note for: DOS Final Regulation Approval

T

12.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o

. Post Public Comment Period Data update and
v/ | COMPLETED: Document Upload
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@ 6.3.1.2.1.6 DOS Final Regulation Approval

This step will be completed by the Administrative Records Office.

Once the DOS formatting review has been completed, the Rules
Coordinator and Agency Head will receive an AWS Notification email to

indicate the rule is ready to be signed by the Agency Head:

T \J, = [EXTERNAL]: APA NOTIFICATION: Filing workflow action - 1...
File Message Help Acrobat Q  Tell me what you want to do
o [=]u]
m -~ & B~ ‘ S % — | OP shareto Teams & BB~ fa- Flgv . 5

[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-20-00-1
@ 9% = @

@ AWS Notifications <no-reply@sns.amazonaws.com:
To

RICR: 100-RICR-20-00-1

Agency: Department of State

Filing Type: Proposed Amendment

Workflow: 'Agency Head Signature Applied' has been sent to the Agency Head for signature

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsns.us-east-1.amazonaws.com%
2Funsubscribe. html%3FSubscriptionAm%%3Darn%3Aaws % 3Asns%3Aus-east-1%3A452910929247%

3AAgency 100 RC%3AS0d7f061-6903-4382-8694-fbf01b4493ba%26Endpoint63Drstrashnick®
40sos.ri.gov&data=05%7C02%7 Crstrashnick%40s0s.ri.gov#% 7C77bddfad 68c4451d09ad08dcc2d58ea0%
7C2dof1db6dds94772865f1914175d07c2%7 C0%FC0%7C638599469691375457%7CUnknown %
JCTWFpbGZsh3d8ey)WljoiMCAwWLjAwMDAILCIQljoiv2 luMzliLCIBTil6l k1 haWwiLCIXWCIEMn0%3 D% 7C0% 7 CHTC%
7C&sdata=Walwe L PwulXMnpjFeP17oVVpreVK2v32 FUevSwOMkmblo%3 D&reserved=0

:—| 6.3.1.2.1.7 Agency Head Signature Applied

The Agency Head will receive an AWS Notification when it is time to sign
the Final Regulation.

Complete the steps in § 6.3.1.4 of this Guide to sign the rule.
@ 6.3.1.2.1.8 Final Rule and Signature Acceptance by
DOS

This step will be completed by the Administrative Record's Office.
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Once the Agency Head signs the rule, the Department of State will sign the
rule and set the rule’s Effective Date.

@ 6.3.1.2.1.9 Promulgation Finalization

This step will be completed automatically by the RICR System.

The RICR System will automatically display the Final Regulation in the RICR
the day it becomes effective.

It is the Agency Head's responsibility to download the signed Regulation
for the agency'’s files to be permanently retained per GRS2.5 Rulemaking
Files.

Final Regulations can be downloaded by opening the active Part in the
RICR, clicking the Regulation tab, and clicking Download Regulation:

Records Management

S (SRSl | ACTIVE RULE. ’

Regulation Text Overview Regulation History Rulemaking Documents
2 ‘ | @annlnaﬂ]legnlatinn
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6.3.1.2.2 Proposed Direct Final Rulemaking

For information regarding this Rulemaking Action, see § 3.3.2 of this Guide.

Actions to be Completed | User to Complete

Initial Data Entry and Documents Upload Agency Head

DOS Verification of Drafts Department of State
Generation of the Notice of Proposed Rulemaking Agency Head
Submission for Promulgation RICR Filing System
Public Comment Period Begin RICR Filing System
Post Public Comment Period Data update and Document Agency Head
Upload

DOS Final Regulation Approval Department of State
Agency Head Signature Applied Agency Head

Final Rule and Signature Acceptance by DOS Department of State
Promulgation Finalization RICR Filing System

:—| 6.3.1.2.2.1 Initial Data Entry and Documents Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Inthe Current Rules tab, click the Title, Chapter, Subchapter, and Part to
open each level, then click the Download Document icon to draft the
amendment (see § 5.1.2.2 of this Guide for additional information):

| Currant Rules Nork Queue Linder Review Text | Document

Agency Regulations
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3. Once the Proposed Rule draft is ready, in the Current Rules tab, click the
Title, Chapter, Subchapter, and Part to open each level, then click the
New Amendment icon promulgate an amendment:

0 RI Secretary of State Manage - [ -]

Current Rules Work Queue Under Review Text | Documents Details

Agency Regulations Action Legend

o 1 - Placement of Candidales and Local

Referenda/Questions on Election Ballots (100-RICR-20-00-1)

4. Enter and confirm the Rulemaking Filing Details:

.\"‘I RI Secretary of State Manage ~

Department of State

Rulemaking Type: Amendment

Rulemaking Action; * a IC‘ Proposed O Emergency O Advance Nolicel
Rule Identifier: 100-RICR-20-00-1

Regulation Title: * b

Rulemaking Authority: * c R.I. General Laws o

a. Choose Proposed, then Direct Final, for the Rulemaking Action
and Rulemaking Process;

Rulemaking Action: * @® Proposed O Emergency

Rulemaking Process:* O Regular @® Direct Final

b. Confirm the Regulation Title using sentence case (i.e., use
“Conduct of Public Hearings”, not “CONDUCT OF PUBLIC
HEARINGS”); and

c. Confirm the appropriate authority from the dropdown, enter the
Rulemaking Authority citation, and click Add.
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i. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.1. Gen. Laws § 42-35] 1

5. Enter the Summary of Proposed Rule in plain language of terms or
substance of intended action, or description of the subjects and issues
involved, including changes between current and proposed regulations:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State Manage -

Summary of Proposed Rule: *

Do not copy directly from Microsoft Word or other ward processing software
First pasts into & text editor (1.6., Notepad), copy that taxt, right-ciick in the textbox below and click ‘Paste as piain text” to Strip hidden formatting that may cause website dispiay issues, and use the editor balow to format the text.

-~ % B I U = = = o &

6. Enter the Regulatory Analysis Summary and Supporting
Documentation to provide a brief paragraph of the societal cost and
benefits of compliance as prepared under R.I. Gen. Laws § 42-35-2.9,
including any citations to scientific or statistical studies, reports, and
analyses that served as a basis for the proposed rule:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State Manage -

Regulatory Analysis Summary and Supporting Documentation: *

Do not copy directly from Microsoft Word or other ward processing software.
First paste into & text editor (1.e., Notepad), copy that text, right-click in the textbax befow and click “Paste as plain text” to strip hidden formatting that may cause website display issues, and use the editar below 1o format the taxt.

- ~ B J U = = =- @ &
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7. Confirm the Additional Information URL to indicate the location on your
website where the Notice of Proposed Rulemaking is published as
required by R.Il. Gen. Laws § 42-35-2.7:

Additional Information URL: *

https:// v

8. Review to ensure all entered text is correct and click Submit.

a. Atany point during the above process, if you don't wish to move
forward, click Cancel.

9. This Rulemaking Action requires documents to be uploaded. Click
Upload Documents:

r®| RI Secretary of State  Manage ~

Filing Saved
The Filing for Filer: Proposed Direct Final Rulemaking Rule was successfully saved.

You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced.

=0 -

a. Ifyou click Home by accident, click the Upload Documents icon
next to the Part in the Work Queue tab to go to the correct
screen:

+ 100 - Department of State

- 20 - Elections
o0 ) 4

B ol , 1 - Filer: Proposed Direct Final Rulemaking Rule
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10.Upload documents:

Document Upload
Regulation Required Documents
’ . :mpm;d Rule a
Supporting Documents
Upload
Document Type:
| a
b
a. Select from the dropdown the Document Type:
i. Required:
* Proposed Rule
ii. Optional:
¢ Index of Studies/Reports » Additional Documentation

e Internal Organization Document e Studies/Reports
e Petition

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

q

+ Proposed Rule - Proposed Rule ./

b. Click Choose File to select the document from your computer;
and

c. Click Upload Document to upload.
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11.If additional documents need to be uploaded, click Upload More
Documents and repeat steps 10-11 for each additional document (you
will not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

12.Click each tab on the right to ensure all information regarding the rule is
correct (Text, Documents, Approvals, and Details):

0 RI Secretary of State Manage + [ -]
| Current Rules Work Queue Under Review I Text Documents Approvals Details |«

Filer: Emergency Rulemaking Rule

100-RICR-20-00-1
Regulation Text

7.1 Purpose

7.2 Authority

7.3 Definitions
+ 100 - Department of State .

7.4 Procedure for Conduct of Public Hearings
+ 20 - Elections

13.1f for any reason at this stage it is determined that the rule should not
move forward, click the Terminate icon to end the promulgation process
and skip to step 15(b)(i):

+ 100 - Department of State

- 20 - Elections
+ 00- ’

a |- Filer: Proposed Direct Final Rulemaking Rule
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14.To continue, click the Advance Workflow icon:

+ 100 - Department of State

- 20 - Elections
+ 00 - ’

.= . , 1 - Filer: Proposed Direct Final Rulemaking Rule

15.To advance the rule for the DOS Formatting Review, click Advance:

Promulgation 10: 13178 Proposed Direct Final Amendment 100-RICR-20-00-1
Department of State

Workflow

Filer: Proposed Direct Final Rulemaking Rule
Initial Data Entry and Documents Upload

Regulation Text:

7.1 Purpose
7.2 Authority
7.3 Definitions

7.4 Procedure for Conduct of Public Hearings

a. If for any reason at this stage it is determined that the rule should

not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:
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i. Select a Termination Reason, then click Submit to terminate,
or click Cancel to continue the promulgation process:

) RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Proposed Direct Final Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required

[oore [ o

16.Certify that your agency has either received official approval from OMB
or is exempt from OMB'’s review process by clicking Yes:

ORR Compliance

Before uploading your agency's regulation for notice and comment in the RICR, your
agency must certify that it has either received official approval from the Office of
Regulatory Reform (ORR) or is exempt from ORR's formal review process.

Your agency has not received official approval unless your agency is in receipt of an
emailed/dated receipt of ORR clearance from its official submission system.

Do you certify that your agency has either received ORR approval or that your agency is
exempt from the process?

» Yes

a. If your agency has not received official approval from OMB and
is not exempt, click the DOS logo in the top-left corner to return
to the home page. Do not proceed in the RICR System until you
have official approval. Once your agency receives approval, go
back to step 14 to proceed.
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17.1f you would like to add a note for the DOS, enter text in the Request
Note and/or click Submit:

Workflow Approval for Promulgation 100-RICR-20-00-1
Filer: Proposed Direct Final Rulemaking Rule (100-RICR-20-00-1)

Request Note for: Initial D

Outcome Note for: Initial Data Entry as

Request Note for: DOS Verification of Drafts

18.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

| o

' | COMPLETED: /nitial Data Entry and Documents Upload
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@ 6.3.1.2.2.2 DOS Verification of Drafts
This step will be completed by the Administrative Records Office.

Once the DOS formatting review has been completed, the Rules
Coordinator will receive an AWS Notification email to indicate the next step

should be taken:

T \l, = [EXTERNAL]: APA NOTIFICATION: Filing workflow action - 1...

File Message Help Acrobat Q  Tell me what you want to do

m ~ = - ‘ S & — | i sharetoTeams | & BE- M- B~

[F] v
[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-20-00-1
@ AWS Notifications <no-reply@sns.amazonaws.com» © 9|9 2| &

Te

[v]

RICR: 100-RICR-20-00-1

Agency: Department of State

Filing Type: Proposed Amendment

Workflow: "Generation of the Notice Of Proposed Rulemaking' is ready for your action

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:
https://gcc02. safelinks.protection.outlook. comy/ Purl=https%3A%2 F%2 Fsns.us-east-1.amazonaws.com%
2Funsubscribe.html%3FSubscriptionArn%3Darn%3Aaws%3AsnsH3Aus-east-1%3A452910929247%3AAmency DOS%
3A4fa9b182-f76a-466e-918b-a25af9ed46bc2%26Endpoint3 Drstrashnick%40sos.ri.gov&data=05%7C02%
7Crstrashnick3640s50s.r.eovi7C63f25010d7834269110f08dcc2d1ae62%7C2d0f1dbedd594772865f1914175d07c2%
7C0%7C0%7C638599453064655809%7CUnknown %

JCTWFpbGZsh3d8eyl WijoiMCAwLjAwMDAILCIQIjoiV2IuMzliLCIBTI 61kl haWwil CIXVCIeMn0%3D%7C0%7CH%7C%
7C&sdata=WI1%2BfQ6QHZ2 pus8PRVE2 Bv0gk7fpSOWISRUMPVREPbTzmI %3 D&reserved=0

s—| 6.3.1.2.2.3 Generation of the Notice Of Proposed
Rulemaking

1. Login to the RICR: https://rules.sos.ri.gov/.

2. If for any reason the rule details need to be updated, click the Edit Filing
icon to update the Regulation Title, Rulemaking Authority, Summary of
Proposed Rule, and Regulatory Analysis Summary and Supporting
Documentation, then click Submit once the details are updated:
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Once the Notice of Proposed Rulemaking is generated and published,
this information cannot be changed.

+ 100 - Department of State

+ 20 - Elections
+00- ’

B D - Filer: Proposed Direct Final Rulemaking Rule

a. Once completed, click the Department of State logo to navigate
back to the homepage:

|®| RI Secretary of State

3. Inthe Work Queue tab, click on the Title, Chapter, and Subchapter to
open each level, then click the Generate/Review Docs icon:

+ 100 - Department of State

+ 20 - Elections
+00- ’

ﬂ a » |- Filer: Proposed Direct Final Rulemaking Rule

4. Click Add >> under Public Comment Period List, and click Edit and
<< Remove as necessary to adjust the Public Comment Period:

Generate Public Notice of Proposed Rulemaking
Add a Public Comment Period

Public Comment Period List:
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5. Fill out the form to add a Public Comment Period - all fields are
required:

Public Comment Period

Date of Public Notice: Date of End of Comment Period: *

MM/DDIYYYY

08/13/2024

Full Name of Contact Person: *

Contact Person Email: *

Contact Person Address: *

‘Add'ess Line 1 |

‘Add'ess Line 2 |

|Gty | RI |zip |zipExt |

Allow online public comments? *

O Yes O No

a. The Date of End of Comment Period will automatically show the
minimum first eligible date to be chosen, but you may choose a
future date if needed.

b. Agencies may use the RICR Filing System to accept public
comments by selecting Yes to Allow online public comments?.
Agencies may opt out by selecting No.

i. If Yesis selected, you have the option to specify dates for

when your agency wants to allow online public comments
within the Public Comment Period.
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6. Click Generate Notice (this will not publish the rule, only preview the

notice):
Generate Notice Cancel

7. Review the Notice of Proposed Rulemaking:

) RI Secretary of State Manage ~

The Public Notice of Proposed Rulemaking was successfully created. This notice has not been published.

Click the 'Publish’ button to make this Notice and the Proposed Rule available to the public.

= tmpnotice_13178.pdf — 100% + (R

RHODE ISLAND GOVERNMENT REGISTER
PUBLIC NOTICE OF PROPOSED RULEMAKING

DEPARTMENT OF STATE

Title of Rule: Filer: Proposed Direct Final Rulemaking Rule
Rule Identifier: 100-RICR-20-00-1

Rulemaking Action: Direct Final Amendment

Important Dates:

Date of Public Notice: August 22, 2024

End of Public Comment: September 21, 2024

Rulemaking Authority:
R.I. Gen. Laws Chapter 17-28

Summary of Rulemaking Action:
Filer: Proposed Direct Final Rulemaking Rule

a. If any information within the notice is incorrect, click Cancel to go
back and edit to update the information and complete steps as
necessary.

b. Once information is confirmed to be correct, click Publish to
approve the notice and publish the rule in the RICR.
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8. Click Home to return to the RICR home page:

a. If after the notice is published there needs to be any changes
made, click Amend Public Notice to create and publish an
additional notice with corrections.

Documents Published
Rule Identifier: 100-RICR-20-00-1

Title of Rule: Filer: Proposed Direct Final Rulemaking Rule

The following documents are now available to the public:

« Proposed Rule
« Public Notice of Proposed Rulemaking

/| COMPLETED: Generation of the Notice Of Proposed Rulemaking

At this time, the Proposed Rule is now live in the RICR and may be viewed
by completing the following:

1. Go to https://rules.sos.ri.gov/organizations.

2. Locate the associated Title within the Table of Contents.

3. Click the plus sign (+) next to the Title:

Table of Contents

Show| 25 entries Filter by Agency

‘ Title Agency

Title 100 Department of State
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4. Click Agency Info:

@ Title 100

View Agency Info

5. Click Rulemaking Agenda:

Department of State

Providence, RI,02903

Website ‘
Guidance Document Index Declaratory Order Index Rulemaking Agenda

6. Locate the correct Proposed Rule and click the rule name to view:

Department of State Rulemaking Agenda

Advance Notice of Proposed Rules for Department of State

<«

Displaying 1 - 1 of 1

Filer: Proposed Direct Final Rulemaking Rule

100 -RICR-20-00 -1
PROPOSED RULE

Type of filing: Amendment

Title: Department of State Chapter: Elections Subchapter: N/A

Public Comment Term(s): 08/22/2024 to 09/21/2024

View Details View Proposed

Notice Date: 08/22/2024

Additional Information
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7. Click through the navigation tabs to view the Overview, Regulation,
History, Rulemaking Documents, and Comments:

Filer: Proposed Direct Final Rulemaking Rule

100-RICR-20-00-1 [Wlgalelgelicel iR
Overview History Rulemaking Documents Comments « m

Search Regulations @

[A Download Regulation
Keywords
Exact Match

Agencies
100-RICR-20-00-1 T
TITLE100- DEPARTMENT OF STATE Relevance
CHAPTER 20 - ADMINISTRATION

In Order of
SUBCHAPTER 00 - N/A

Descending

PART 1 - CONDUCT OF PUBLIC HEARINGS

7.1 Purpose m

8. The Overview tab displays the rule details:

Filer: Proposed Direct Final Rulemaking Rule
PRCFPOSED RULE

m Regulation History Rulemaking Documents Comments
Notify Me

Title 100 Department of State
Chapter 20 Elections
Subchapter 00 N/A
Part 1 Filer: Proposed Regular Rulemaking Rule
Type of Filing Direct Final Amendment
Proposed .
Regulation Status View Active Rule
Filing Notice Date 08/22/2024
Public Comment Dates 08/22/2024 to 09/21/2024

Regulation Authority:
R.l. Gen. Laws Chapter 17-28

Purpose and Reason:
Filer: Proposed Direct Final Rulemaking Rule
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@ 6.3.1.2.2.4  Submission for Promulgation and Public
Comment Period Begin

These steps will be completed automatically by the RICR System.

Once the Public Comment Period ends, the RICR System will automatically
advance the rule to the next step.

If online public comments were allowed, you may review comments as they
are submitted, or at the end of the Public Comment Period. See step 2 in the
following section (§ 6.3.1.2.2.5 of this Guide) for how to review comments
and generate a public comment document compiling all submitted rules.

a—| 6.3.1.2.2.5 Post Public Comment Period Data update
and Document Upload

1. Login to the RICR: https://rules.sos.ri.gov/.

2. If online public comments were allowed, click the Review Comments
icon, otherwise skip to step 3:

- 100 - Department of State

- 20 - Elections ’
-0 -

2 D - Filer: Proposed Direct Final Rulemaking Rule
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a. Review every rule listed under the Pending tab by clicking Review

for each comment submitted:

RI Secretary of State  Manage ~

Review Online Public Comments

Pending Reviewed

Comment ID: #13168-595
Public Comment #1

Comment By:
No attachments

. Not displayed to public

‘ Review ‘

Comment ID: #13168-596 Not displayed to public
Public Comment #2 \

Gomment By: ‘ Review ‘
No attachments

i. Selectto display the comment in the RICR or not, add any
internal and public notes, and click OK to approve:

Online Public Comment Review

Comment By: First Last

On: 08/13/2024

Comment: Public Comment #1

Comment display to public is disabled and not yet reviewed

Enable public comment display? @ Yes O No

Internal Review Notes

Public Review Notes

O Display these Public Review Notes to the public:
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b. Click the Reviewed tab to view who reviewed the comment, when
it was approved, and review again if necessary:

0 RI Secretary of State  Manage ~ .

Review Online Public Comments

Pending Reviewed ‘
Comment 1D #13168-595 ==
Public Comment #1

Reviewed By,

On
Commant 1D #13168-596 [ Dispiayed to putiic |

Comment By

achments

Reviewed By,
On

=

c. Click Print to generate a public comment document:

@ Rl Secretary of State Manage ~

Review Online Public Comments ‘

Pending Reviewed

d. Click the down arrow at the top-right of the PDF viewer to
download the document so that it can be used to upload as the
part of the final rulemaking documents in step 4:

) RI Secretary of State Manage +

Print Online Public Comments

Back to Comment Review ‘

=  tmpOPC_13168.pdf — 100% + | & ©
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e. To navigate back to the homepage, click the Department of State
logo:

|®| RI Secretary of State

3. Inthe Work Queue tab, click on the Title, Chapter, and Subchapter to
open each level, then click the Upload Documents icon:

- 100 - Department of State

- 20 - Elections ’
-00-

B u . 1- Filer: Proposed Direct Final Rulemaking Rule

4. Upload documents:

Document Upload
Filer: Proposed Direct Final Rulemaking Rule
100-RICR-10-00-8 a

100-RICR. 8_2024-06-01_ADT_Proposed pdf Public 08/16/2024

100-RICR-10-0 2024-06-01_ADT_Proposed docx Draft 08/19/2024

Supporting Documents
Public Notice of Proposed Rulemaking:
Public Notice of Proposed Rulemaking.pd! Public 08/19/2024

Public Notice of Proposed Rulemaking pd Draft 08/19/2024

Upload
Document Type

I -]a
c e : C

b
=

a. Select from the dropdown the Document Type:

i. Required:
e Concise Explanatory Statement e Public Comment (may

« Final Rule (2 versions) upload multiple, if necessary)
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ii. Optional:
¢ Index of Studies/Reports ¢ Additional Documentation
e Internal Organization Document e State Register publication
e Petition e Studies/Reports

e Public Hearing Documents

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

« Concise Explanatory Statement q « Concise Explanatory Statement »\._._:/
. Final Rule - Final Rule ./

+ Public Comment « Public Comment b\__,__-f”

b. Click Choose File to select the document from your computer;
and

c. Click Upload Document to upload.

5. If additional documents need to be uploaded, click Upload More
Documents and repeat steps 4-5 for each additional document (you will
not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

a. When uploading the Final Rule, upload the Track Changes
Version first, then upload the Clean Version with all changes
accepted (§ 5.1.2.4 of this Guide).
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6. Click each tab on the right to ensure rule information and all rulemaking
documents are correct (Text, Documents, Approvals, and Details):

0 RI Secretary of State  Manage ~ -
| Current Rules | Work Queue | Under Review I Text | Documents | Approvals | Details |‘
My Work Queue Action Legend Filer: Emergency Rulemaking Rule
forkllo

100-RICR-20-00-1
Regulation Text
7.1 Purpose
7.2 Authority

7.3 Definitions

7.4 Procedure for Conduct of Public Hearings

7. If for any reason at this stage it is determined that the rule should not

move forward, click the Terminate icon to end the promulgation process
and skip to step 9(b)(i):

+ 100 - Depariment of State

+ 20 - Elections ’
+ 00 -

= LR 1- Filer: Proposed Direct Final Rulemaking Rule

8. To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 20 - Elections ’
+ 00 -

= hR 1 - Filer: Proposed Direct Final Rulemaking Rule
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9. To advance the rule for the DOS Formatting Review, click Advance:

o RI Secretary of State Manage - [ -]

Promulgation ID: 13178 Proposed Direct Final Amendment 100-RICR-20-00-1
Department of State
Detalls | Workflow
Actons and Apgrouaie Filer: Proposed Direct Final Rulemaking Rule

nitial Data Entry and Documents Upload
)OS Verification of Drafts

DOS Verfication of Dra Regulation Text:

Generation of the Notice Of Proposed Rulemaking

Submission for Promulgation 7.1 Purpose
Public Gomment Periad Begin 7.2 Authority

7.3 Definitions

7.4 Procedure for Conduct of Public Hearings

a. If for any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:
i. Select a Termination Reason, then click Submit to

terminate, or click Cancel to continue the promulgation
process:

RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Proposed Direct Final Rulemaking Rule
Request Note for: Post Public Comment Period Data update and Document Upload

Termination Reason: *

Abandoned ~

Note: Fields marked with an asterisk (*) are required
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10.If you would like to add a note for the DOS (i.e., if you would like the rule
to become effective on a future date rather than the last day of the
Public Comment Period), enter text in the Request Note and/or click
Submit:

o RI Secretary of State Manage -~ -

Workflow Approval for Promulgation 100-RICR-20-00-1
Filer: Proposed Direct Final Rulemaking Rule (100-RICR-20-00-1)

Request Note for: Post Public Comment Period Data up

and Document Upload

Outcome Note for: Post ent Upload

Request Note for: DOS Final Regulation Approval

11.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o

. Post Public Comment Period Data update and
v/ | COMPLETED: Document Upload
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@ 6.3.1.2.2.6 DOS Final Regulation Approval

This step will be completed by the Administrative Records Office.

Once the DOS formatting review has been completed, the Rules
Coordinator and Agency Head will receive an AWS Notification email to

indicate the rule is ready to be signed by the Agency Head:

T \l, = [EXTERNAL]: APA NOTIFICATION: Filing workflow action - 1...

File Message Help Acrobat Q@ Tell me what you want to do
m - =5 M- S € — | i sharetoTeams | 1 B~ M- B~ - 5

[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-20-00-1
@ AWS Notifications <no-reply@sns.amazonaws.com:> ClkiiEdiL
To

RICR: 100-RICR-20-00-1

Agency: Department of State

Filing Type: Proposed Amendment

Workflow: "Agency Head Signature Applied' has been sent to the Agency Head for signature

[v]

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsns.us-east-1.amazonaws.com%
2Funsubscribe.html%3FSubscriptionArn%3Darn%3Aaws¥%3Asns%3Aus-east-1%3A452910929247%

3AAgency 100 RC2%63A80d7f061-6503-4382-8694-fbf01b4493ba%26Endpoint¥3Drstrashnick®
40s0s.ri.gov&data=05%7C02%7Crstrashnick%40sos.ri.gov$7C77bddfad68c4451d09ad08dcc2d58ea%
7C2d0of1dbedds94772865f1914175d07c2%7C0%7C0%7C638599469691375457%7CUnknown %
FCTWFpbGZsh3d8eylWijoiMCAwLAWMDAILCIQljoiV2IuMzliLCIBTil6lk1haWwil CIXVCI6Mn0%3D%7C0%7CH7C%
7C&sdata=WalwgLPwulXMnpjFeP17o0VVpreVK2V%2 FUeviwOMkmblo%3D&reserved=0

s—| 6.3.1.2.2.7 Agency Head Signature Applied

The Agency Head will receive an AWS Notification when it is time to sign
the Final Regulation.

Complete the steps in § 6.3.1.4 of this Guide to sign the rule.

@ 6.3.1.2.2.8 Final Rule and Signature Acceptance by
DOS

This step will be completed by the Administrative Records Office.

Once the Agency Head signs the rule, the Department of State will sign the
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rule and set the rule’s Effective Date.

@ 6.3.1.2.2.9 Promulgation Finalization

This step will be completed automatically by the RICR System.

The RICR System will automatically display the Final Regulation in the RICR
the day it becomes effective.

It is the Agency Head's responsibility to download the signed Regulation

for the agency'’s files to be permanently retained per GRS2.5 Rulemaking
Files.

Final Regulations can be downloaded by opening the active Part in the
RICR, clicking the Regulation tab, and clicking Download Regulation:

Records Management

100-RICR-50-00-1 [W\e4b\Yoh:10 834 ’

Regulation Text Overview Regulation History Rulemaking Documents
2 ‘ | @annlnad]{egnlaﬁon
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6.3.1.2.3 Emergency Rulemaking

For information regarding this Rulemaking Action, see § 3.3.3 of this Guide.

Actions to be Completed | User to Complete

Initial Data Entry and Documents Upload Agency Head

Rules Coordinator Notification of Emergency Rule Rules Coordinator
Submission for Promulgation RICR Filing System
Agency Head Signature Applied Agency Head
Governor Signature Applied Governor

Final Rule and Signature Acceptance by DOS Department of State
Promulgation Finalization RICR Filing System
Submission for Emergency Extension 1 Agency Head

DOS Final Revision for Emergency Extension 1 Department of State
Finalization of Emergency Extension 1 RICR Filing System

:—| 6.3.1.2.3.1 Initial Data Entry and Documents Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Inthe Current Rules tab, click the Title, Chapter, Subchapter, and Part to
open each level, then click the Download Document icon to draft the
amendment (see § 5.1.2.2 of this Guide for additional information):

| Currant Rules Nork Queue Linder Review Text | Document

Agency Regulations
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3. Once the Proposed Rule draft is ready, in the Current Rules tab, click the
Title, Chapter, Subchapter, and Part to open each level, then click the
New Amendment icon promulgate an amendment:

0 RI Secretary of State Manage - [ -]

Current Rules Work Queue Under Review Text | Documents Details

Agency Regulations Actiof

- 100 - Department of State

o 1 - Placement of Candidales and Local

Referenda/Questions on Election Ballots (100-RICR-20-00-1)

4. Enter and confirm the Rulemaking Filing Details:

| RI Secretary of State Manage ~

Department of State

Rulemaking Type: Amendment

Rulemaking Action: * a IQ Proposed O Emergency O Advance Noticel
Rule Identifier: 100-RICR-20-00-1

Regulation Title: * b

Rulemaking Authority: * c R.l. General Laws o

a. Choose Emergency for the Rulemaking Action;

Rulemaking Action: * O Proposed ® Emergency

b. Confirm the Regulation Title using sentence case (i.e., use
“Conduct of Public Hearings”, not “CONDUCT OF PUBLIC
HEARINGS"); and

c. Confirm the appropriate authority from the dropdown, enter the
Rulemaking Authority citation, and click Add.
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i. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.1. Gen. Laws § 42-35] 1

5. Enter the Summary of Proposed Rule in plain language of terms or
substance of intended action, or description of the subjects and issues
involved, including changes between current and proposed regulations:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State manage « -

Summary of Proposed Rule: *

Do not copy directly from M
First paste into a text editor (i d), o

ssing software.
ki the textoox beiow and click *Paste as plain fext” to strip hidden formatting that may cause webstte display issues, and use the edilor below o format the fext.

= = B ] U = & = o &

6. Enter the Brief Statement of Reason for Finding Imminent Peril to state
the reason this rule is required in order to avoid a threat to public

health, safety, or welfare, or the loss of federal funding for an agency
program (R.I. Gen. Laws § 42-35-2.10):

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State  Manage ~ -
B
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7. Confirm the Additional Information URL to indicate the location on your
website where the Notice of Proposed Rulemaking is published as
required by R.Il. Gen. Laws § 42-35-2.7:

Additional Information URL: *

https:// v

8. Review to ensure all entered text is correct and click Submit.

a. Atany point during the above process, if you don't wish to move
forward, click Cancel.

9. This Rulemaking Action requires documents to be uploaded. Click
Upload Documents:

RI Secretary of State Manage -

Filing Saved
The Filing for Filer: Emergency Rulemaking Rule was successfully saved.

‘You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced

(=] <=

a. Ifyou click Home by accident, click the Upload Documents icon
next to the Part in the Work Queue tab to go to the correct
screen:

+ 100 - Department of State

+ 20 - Elections
+ 00- ’
, 1 - Filer: Emergency Rulemaking Rule

276 of 467


http://webserver.rilin.state.ri.us/Statutes/TITLE42/42-35/42-35-2.7.htm

RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

10.Upload documents:

Document Upload
Regulation Required Documents
’ . :mpm;d Rule a
Supporting Documents
Upload
Document Type:
| a
b
a. Select from the dropdown the Document Type:
i. Required:
* Proposed Rule
ii. Optional:
¢ Index of Studies/Reports » Additional Documentation

e Internal Organization Document e Studies/Reports
e Petition

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

q

+ Proposed Rule - Proposed Rule ./

b. Click Choose File to select the document from your computer;
and

c. Click Upload Document to upload.
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11.If additional documents need to be uploaded, click Upload More
Documents and repeat steps 10-11 for each additional document (you
will not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

12.1f for any reason the rule details need to be updated, click the Edit Filing
icon to update the Regulation Title, Rulemaking Authority, Summary of
Proposed Rule, and Brief Statement of Reason for Finding Imminent
Peril, then click Submit once the details are updated:

Once the Notice of Proposed Rulemaking is generated and published,
this information cannot be changed.

+ 100 - Department of State

+ 20 - Elections
+00- ’

=1 D - Filer: Emergency Rulemaking Rule

13.Click each tab on the right to ensure all information regarding the rule is
correct (Text, Documents, Approvals, and Details):

0 RI Secretary of State Manage + [ -]
| Current Rules Work Queue Under Review I Text Documents Approvals Details |«

Filer: Emergency Rulemaking Rule

100-RICR-20-00-1
Regulation Text

7.1 Purpose

7.2 Authority
7.3 Definitions

+ 100 - Department of State .
7.4 Procedure for Conduct of Public Hearings
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14.1f for any reason at this stage it is determined that the rule should not

move forward, click the Terminate icon to end the promulgation process
and skip to step 16(b)(i):

+ 100 - Department of State

+ 20 - Elections
+ 00 - ’

o a » | - Filer: Emergency Rulemaking Rule

15.To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 20 - Elections
+00- ’

y— a _.1 - Filer: Emergency Rulemaking Rule

16.To advance the rule for the DOS Formatting Review, click Advance:

0 RI Secretary of State Manage ~

Promulgation ID: 13179 Emergency Amendment 100-RICR-20-00-1

Department of State

Workflow

Filer: Emergency Rulemaking Rule
Initial Data Entry and Documents Upload

Regulation Text:

7.1 Purpose
7.2 Authority
7.3 Definitions

7.4 Procedure for Conduct of Public Hearings

Cancel

a. Iffor any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:
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i. Select a Termination Reason, then click Submit to terminate,
or click Cancel to continue the promulgation process:

\ RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Emergency Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required

e [

17.Certify that your agency has either received official approval from OMB
or is exempt from OMB'’s review process by clicking Yes:

ORR Compliance

Before uploading your agency's regulation for notice and comment in the RICR, your
agency must certify that it has either received official approval from the Office of
Regulatory Reform (ORR) or is exempt from ORR's formal review process.

Your agency has not received official approval unless your agency is in receipt of an
emailed/dated receipt of ORR clearance from its official submission system.

Do you certify that your agency has either received ORR approval or that your agency is
exempt from the process?

» Yes

a. If your agency has not received official approval from OMB and
is not exempt, click the DOS logo in the top-left corner to return
to the home page. Do not proceed in the RICR System until you
have official approval. Once your agency receives approval, go
back to step 15 to proceed.
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18.1f you would like to add a note for the DOS, enter text in the Request
Note and/or click Submit:

0 RI Secretary of State  Manage ~ -

Workflow Approval for Promulgation 100-RICR-20-00-1
Filer: Emergency Rulemaking Rule (100-RICR-20-00-1)

Request Note for: Initial Data Entry and Documents Upioad

Outcome Note for: Initial Data Entry and Documents Upload

Request Note for: Rules Coordinator Natification Of Emergency Rule

19.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o

' | COMPLETED: /nitial Data Entry and Documents Upload

@ 6.3.1.2.3.2 Rules Coordinator Notification of
Emergency Rule

This step will be completed by the Rules Coordinator.

The Rules Coordinator will receive an AWS Notification to review the
Emergency Rule, then log in and advance the rule for signatures.
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@ 6.3.1.2.3.3  Submission for Promulgation

This step will be completed automatically by the RICR System.

The RICR System will automatically advance the rule to the next step.

.—| 6.3.1.2.3.4 Agency Head Signature Applied

o—

The Agency Head will receive an AWS Notification when it is time to sign
the Final Regulation.

Complete the steps in § 6.3.1.4 of this Guide to sign the rule.

@ 6.3.1.2.3.5 Governor Signature Applied

This step will be completed by the Agency Head.

The Governor will receive an automated email from OneSpan, the
esignature provider, to sign the rule.

@ 6.3.1.2.3.6  Final Rule and Signature Acceptance by
DOS

This step will be completed by the Administrative Record's Office.

Once the Agency Head and Governor signs the rule, the Department of
State will sign the rule and set the rule’s Effective Date.

@ 6.3.1.2.3.7 Promulgation Finalization

This step will be completed automatically by the RICR System.

The RICR System will automatically display the Final Regulation in the RICR
the day it becomes effective.
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s—| 6.3.1.2.3.8  Submission for Emergency Extension 1

If the Emergency Rule must be extended:

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Under Active Emergency Rules, click the Title, Chapter, and Subchapter
to open each level, and click the 60-Day Emergency Renewal icon
(calendar) next to the Part to be extended:

Active Emergency Rules

- 100 - Department of State

- 20 - Elections
- 00 - ‘

1 - Filer: Emergency Rulemaking Rule

3. To confirm the Part should be extended, click Advance:

o RI Secretary of State Manage - -
Promulgation ID; 13187 Emergency Amendment 100-RICR-20-00-1

Department of State

Details | Workflow

Filer: Emergency Rulemaking Rule

Regulation Text:

a. Iffor any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the Emergency Rule immediately, which
will change the rule’s Expiration Date to be set as today’s date:
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i. Select a Termination Reason, then click Submit to
terminate, or click Cancel to continue the promulgation
process:

) RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Emergency Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required.

e [ o

4. If you would like to add a note for the DOS, enter text in the Request
Note and/or click Submit:

0 RI Secretary of State  Manage ~ -

Workflow Approval for Promulgation 100-RICR-20-00-1
Filer: Emergency Rulemaking Rule (100-RICR-20-00-1)

Request Note for: Initial Data Entry and Documents Upioad

Outcome Note for: Initial Data Entry and Documents Upload

Request Note for: Rules Coordinator Natification Of Emergency Rule

5. Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o
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/| COMPLETED: /nitial Data Entry and Documents Upload

@ 6.3.1.2.3.9 DOS Final Revision for Emergency
Extension 1

This step will be completed by the Administrative Records Office.

The Department of State will confirm the extension and advance the rule.

@ 6.3.1.2.3.10 Finalization of Emergency Extension 1

This step will be completed automatically by the RICR System.

The RICR System will automatically extend the Expiration Date for the
Emergency Regulation in the RICR.

o—

:—| 6.3.1.2.3.11 Early Termination

If the Emergency Rule must be terminated before the set Expiration Date:

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Under Active Emergency Rules, click the Title, Chapter, and Subchapter
to open each level, and click the Terminate icon next to the Part to be
terminated:

Active Emergency Rules

- 100 - Department of State

- 20 - Elections
-00- ’
1 - Filer: Emergency Rulemaking Rule
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3. Select a Termination Reason, then click Submit to terminate, or click
Cancel:

) Rl Secretary of State Manage -

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Emergency Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required.

e

4. Upon submitting, click OK to return to the RICR System homepage:

Workflow Termination Success

The workflow has been successfully terminated.

- [

@ 6.3.1.2.3.11.1 Finalization of Termination

This step will be completed automatically by the RICR System.

The RICR System will automatically change the Expiration Date for the
Emergency Regulation in the RICR to today’s date.

It is the Agency Head's responsibility to download the signed Regulation
for the agency'’s files to be permanently retained per GRS2.5 Rulemaking
Files.

Final Regulations can be downloaded by opening the active Part in the
RICR, clicking the Regulation tab, and clicking Download Regulation:
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Records Management

SOLEIN (WELHELLES N | ACTIVE RULE

’1

Regulation Text Overview Regulation History Rulemaking Documents

2 ‘ @ Download Regulation
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6.3.1.2.4 Advance Notice of Proposed Rulemaking

For information regarding this Rulemaking Action, see § 3.3.4 of this Guide.

Actions to be Completed User to Complete

Initial Data Entry and Documents Upload Agency Head

Generation of the Notice of Proposed Rulemaking Agency Head

Public Comment Period Begin

RICR Filing System &
Agency Head

:—| 6.3.1.2.4.1 Initial Data Entry and Documents Upload

1.

2.

Log in to the RICR: https://rules.sos.ri.gov/.

In the Current Rules tab, click the Title, Chapter, Subchapter, and Part to
open each level, then click the Download Document icon to draft the
amendment (see § 5.1.2.2 of this Guide for additional information):

| Currant Rules Nork Queue Linder Review Text | Document

Agency Regulations

00 - [New Adopsion

=L

Once the Proposed Rule draft is ready, in the Current Rules tab, click the
Title, Chapter, Subchapter, and Part to open each level, then click the
New Amendment icon promulgate an amendment:

0 RI Secretary of State  Manage - -

| Current Rules Work Queue Under Review Text Documents Details

Agency Regulations Action Legend
N
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4. Enter and confirm the Rulemaking Filing Details:

| RI Secretary of State Manage ~

Department of State

Rulemaking Type: Amendment

Rulemaking Action: * a IQ Proposed O Emergency O Advance Noticel
Rule Identifier: 100-RICR-20-00-1

Regulation Title: * b

R.l. General Laws v

Rulemaking Authority: * c

a. Choose Advance Notice for the Rulemaking Action and
Rulemaking Process;

Rulemaking Action: * O Proposed O Emergency ® Advance Notice

b. Confirm the Regulation Title using sentence case (i.e., use
“Conduct of Public Hearings”, not “"CONDUCT OF PUBLIC
HEARINGS"); and

c. Confirm the appropriate authority from the dropdown, enter the
Rulemaking Authority citation, and click Add.

i. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.. Gen. Laws § 42-35] 1

5. Enter the Advance Notice Details to indicate where, when, and how
persons may comment before the rulemaking process begins (any
meeting held is open to the Open Meetings Act and subject to R.I. Gen.
Laws Chapter 42-46):
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6.

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 | Rl Secretary of State  Manage ~ -
v otice Details:
o

icrosoft Word or other word processing software.
editor (1.e., Notepad), copy that text, night-click In the textbox below and click *Paste as piain text” to strip hidden formatting that may cause webstte alsplay issues, and use the editor below to format the text.

Confirm the Additional Information URL to indicate the location on your
website where the Notice of Proposed Rulemaking is published as
required by R.I. Gen. Laws § 42-35-2.7:

Additional Information URL: *

https:// v

Review to ensure all entered text is correct and click Submit.

a. Atany point during the above process, if you don’t wish to move
forward, click Cancel to prevent the Part number from being
used.

DO NOT CLICK ANYTHING UNTIL ALL OPTIONS ARE REVIEWED
There are three (3) options to move forward based on if documents
need to be uploaded or not, and two (2) options have immediate
ramifications.

Advance Notice Rulemaking does not require documents to be
uploaded, however, if the promulgating agency wants or needs to
upload documents, the following optional documents may be
uploaded:

* Proposed Rule e Petition*
* Index of Studies/Reports* ¢ Additional Documentation*
e Internal Organization Document* e Studies/Reports*

*This document type cannot be uploaded alone. A Proposed Rule must
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also be uploaded to be able to advance to the next step.

Read through all three options carefully before determining and taking
action to advance to the next step:

a. Advance Workflow - Choose if you don't need to upload
documents.

If you choose this option, documents may still be uploaded later if need
be.

See step 9 for next steps.

b. Upload Documents - Choose if you need to upload documents.
If you choose this option and documents do not actually need to be
uploaded, the RICR System will not allow you to advance the workflow
until a Proposed Rule is uploaded, so you will need to terminate the rule
and start overif you do not wish to upload a Proposed Rule.

See step 10 for next steps.

c. Home - Equivalent to choosing Upload Documents, do not use.
If you choose this option and documents do not actually need to be
uploaded, the RICR System will not allow you to advance the workflow
until a Proposed Rule is uploaded, so you will need to terminate the rule
and start overif you do not wish to upload a Proposed Rule.

If accidentally clicked, see step 11 for next steps.

0 RI Secretary of State manage ~

Filing Saved
‘The Filing for Filer: Advance Notice Rulemaking Rule was successfully saved.

‘You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced.

9. For Advance Workflow:

a. Click Advance Workflow:

e RI Secretary of State Manage -

Filing Saved
The Filing for Filer: Advance Notice Rulemaking Rule was successfully saved.

‘You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced

(==
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b. To advance the rule to generate the Advance Notice of Proposed
Rulemaking, click Advance and skip to step 12:

0 Rl Secretary of State  Manage - -

Promuigation ID: 13180 Advance Notice Amendment 100-RICR-20-00-1

Department of State

Details Workflow

Filer: Advance Notice Rulemaking Rule

Actions. and Approvals
Initial Data Entry and Documents Upioad

G lice Of Proposed Rulemaking
o e Regulation Text:

i. If for any reason at this stage it is determined that
documents need to be uploaded, click Cancel and skip to
step 11(b); or

ii. Click Terminate to end the promulgation process:
(1) Select a Termination Reason, then click Submit to

terminate, or click Cancel to continue the
promulgation process:

\@l RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Advance Notice Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required.

10.For Upload Documents:

a. Click Upload Documents:

0 RI Secretary of State manage ~

Filing Saved
‘The Filing for Filer: Advance Notice Rulemaking Rule was successfully saved.

‘You may now upload documents for this filing or mave it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced

(==
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b. Select from the dropdown the Document Type:

Document Upload

Regulation

Supporting Documents

Upload

Document Type:

| Choose File |[No file chosen d

c

Home

 Proposed Rule e Petition*
* Index of Studies/Reports* * Additional Documentation*

e Internal Organization Document* e Studies/Reports*

*This document type cannot be uploaded alone. A Proposed Rule
must also be uploaded to be able to advance to the next step.

c. Click Choose File to select the document from your computer.

d. Click Upload Document to upload.

e. If additional documents need to be uploaded, click Upload More
Documents and repeat steps b-e for each additional document

(you will not be able to advance the rule until the Proposed Rule is
uploaded), or click Home:

The document was successfully uploaded.
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f. If for any reason at this stage it is determined that the rule should
not move forward, click the Terminate icon to end the
promulgation process and skip to step 10(h)(ii)(1):

+ 100 - Department of State

+ 20 - Elections ’

, 1 - Filer: Advance Notice Rulemaking Rule

g. To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 20 - Elections
+ 00- ’

= n - | - Filer: Advance Notice Rulemaking Rule

h. To advance the rule to generate the Advance Notice of Proposed
Rulemaking, click Advance and skip to step 12:

“ Rl Secretary of State Manage - -

PromuigationiD: 1380  Advance Notice Amendme; nt 100-RICR-20-00-1

Details Workflow

Filer: Advance Notice Rulemaking Rule

Regulation Text:

i. Iffor any reason at this stage it is determined that the rule
should not move forward, click Cancel to go back; or

ii. Click Terminate to end the promulgation process:

294 of 467



RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

(1) Select a Termination Reason, then click Submit to
terminate, or click Cancel to continue the
promulgation process:

\'atw RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Advance Notice Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required.

11.DO NOT USE - ONLY FOLLOW IF ACCIDENTALLY CHOSEN

For Home:

a. Click Home:

0 RI Secretary of State Manage -

Filing Saved
The Filing for Filer: Advance Notice Rulemaking Rule was successfully saved.

‘You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced.

=

b. Click the Upload Documents icon next to the Part in the Work
Queue tab to upload documents to be able to advance the rule:

+ 100 - Department of State

+ 20 - Elections
+00- ’

@ m 1 - Filer: Advance Notice Rulemaking Rule
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c. Select from the dropdown the Document Type:

Document Upload

Regulation

Supporting Documents

Upload

Document Type:

| Choose File |[No file chosen e

d

Home

* Proposed Rule e Petition*
* Index of Studies/Reports* » Additional Documentation*

e Internal Organization Document* e Studies/Reports*

*This document type cannot be uploaded alone. A Proposed Rule
must also be uploaded to be able to advance to the next step.

d. Click Choose File to select the document from your computer.

e. Click Upload Document to upload.
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f. If additional documents need to be uploaded, click Upload More
Documents and repeat steps c-f for each additional document
(you will not be able to advance the rule until the Proposed Rule is
uploaded), or click Home:

The document was successfully uploaded.

g. If for any reason at this stage it is determined that the rule should
not move forward, click the Terminate icon to end the
promulgation process and skip to step 11(i)(ii)(1):

+ 100 - Department of State

+ 20 - Elections
+00- ’

, 1 - Filer: Advance Notice Rulemaking Rule

h. To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 20 - Elections
+00- ’

E /= 1 - Filer: Advance Notice Rulemaking Rule
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i. To advance the rule to generate the Advance Notice of Proposed
Rulemaking, click Advance and skip to step 12:

. RI Secretary of State Manage - -
Promulgation ID: 13180 Advance Notice Amendment 100-RICR-20-00-1

Department of State

Details | Workflow

Actions and Approvals Filer: Advance Notice Rulemaking Rule
Iniial Data Entry and Documents Upload

posed Rulemaking

Regulation Text

i. Iffor any reason at this stage it is determined that the rule
should not move forward, click Cancel to go back; or

ii. Click Terminate to end the promulgation process:

(1) Select a Termination Reason, then click Submit to
terminate, or click Cancel to continue the
promulgation process:

0 RI Secretary of State Manage -

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Advance Notice Rulemaking Rule
Request Note for: Initial Data Eniry and Documents Upload

Termination Reason: *

Abandoned

Note: Fields marked with an asterisk (*) are
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12.Certify that your agency will receive official approval from OMB if the
rule is to be fully promulgated or is exempt from OMB's review process
by clicking Yes:

ORR Compliance

Before uploading your agency's regulation for notice and comment in the RICR, your
agency must certify that it has either received official approval from the Office of
Regulatory Reform (ORR) or is exempt from ORR's formal review process.

Your agency has not received official approval unless your agency is in receipt of an
emailed/dated receipt of ORR clearance from its official submission system.

Do you certify that your agency has either received ORR approval or that your agency is
exempt from the process?

‘ Yes

13.1f you would like to add a note for the DOS for the future DOS review,
enter text in the Request Note and/or click Submit:

‘ RI Secretary of State Manage ~ -

Workflow Approval for Promulgation 100-RICR-20-00-1
Filer: Advance Notice Rulemaking Rule (100-RICR-20-00-1)

Request Note for: Initial Data Entry and Documents Upload

Outcome Note for: Initial Data Entry and Documents Upioad

Request Note for: Gener.

Notice Of Proposed Rulemaking
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14.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

| o

' | COMPLETED: /nitial Data Entry and Documents Upload

s—| 6.3.1.2.4.2 Generation of the Notice of Proposed
Rulemaking

1. In the Work Queue tab, click on the Title, Chapter, and Subchapter to
open each level to view the rule.

2. If for any reason the rule details need to be updated, click the Edit Filing
icon to update the Regulation Title, Rulemaking Authority, and
Advance Notice Details, then click Submit once the details are updated:

Once the Notice of Proposed Rulemaking is generated and published,
this information cannot be changed.

+ 100 - Department of State

+ 20 - Elections
+ 00- ’

@ D1 - Filer: Advance Notice Rulemaking Rule

a. Once completed, click the Department of State logo to navigate
back to the homepage:

r®| RI Secretary of State
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3. Click the Generate/Review Docs icon:

+ 100 - Department of State

+ 20 - Elections
+ 00- ’
ﬂ n » | - Filer: Advance Notice Rulemaking Rule

4. Click Add >> under Public Comment Period List, and click Edit and
<< Remove as necessary to adjust the Public Comment Period:

Generate Public Notice of Proposed Rulemaking
Add a Public Comment Period

Public Comment Period List:
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5. Fill out the form to add a Public Comment Period - all fields are
required:

Public Comment Period

Date of Public Notice: Date of End of Comment Period: *

MM/DD/YYYY

08/13/2024

Full Name of Contact Person: *

Contact Person Email: *

Contact Person Address: *

‘Add'ess Line 1 ‘

‘Add'ess Line 2 ‘

|City |.RI [zip |lzpEXt |

Allow online public comments? *

O Yes O No

a. The Date of End of Comment Period will automatically show the
minimum first eligible date to be chosen, but you may choose a
future date if needed.

b. Agencies may use the RICR Filing System to accept public
comments by selecting Yes to Allow online public comments?.
Agencies may opt out by selecting No.

i. If Yesis selected, you have the option to specify dates for

when your agency wants to allow online public comments
within the Public Comment Period.
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6. If there will be a hearing, click on the Public Comment Period, then click
Add >> under Add a Public Hearing:

Generate Advance Notice of Proposed Rulemaking 1
Add a Public Comment Period ’
Public Comment Period List:

08/23/2024 - 08/23/2024

Add a Public Hearing:

| Kok

7. Fill out the form to add a Public Hearing - all fields are required:

Public Hearing

Hearing date/time: *
| MM/DDIYYYY | Time: | v| [PM_ v

Hearing Location: *

‘Addr'ess Line 1 ‘

‘Addr'ess Line 2 ‘

‘Addr'ess Line 3 ‘

|Gity | state: Rhode Island | Zipcode

Phone Number for Special Assistance: *

‘ Phone ‘ ‘Phone Extension ‘
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8. Click Generate Notice (this will not publish the rule, only preview the

notice):
Generate Notice Cancel

9. Review the Notice of Proposed Rulemaking:

0 RI Secretary of State Manage ~

The Advance Notice of Proposed Rulemaking was successfully created. This notice has not been published.

Click the 'Publish’ button to make this Notice and the Proposed Rule available to the public

= tmpnotice 13180.pdf / - 100% <+ (1 R}

RHODE ISLAND GOVERNMENT REGISTER
ADVANCE NOTICE OF PROPOSED RULEMAKING

DEPARTMENT OF STATE

Title of Rule: Filer: Advance Notice Rulemaking Rule
Rule Identifier: 100-RICR-20-00-1

Rulemaking Action: Advance Notice of Proposed Rulemaking
Important Dates:

Date of Public Notice: August 23, 2024

End of Public Comment: August 23, 2024

Rulemaking Authority:
R.l. Gen. Laws Chapter 17-28

Advance Notice Details:
Filer: Advance Notice Rulemaking Rule

a. If any information within the notice is incorrect, click Cancel to go
back and edit to update the information and complete steps as
necessary.

b. Once information is confirmed to be correct, click Publish to
approve the notice and publish the rule in the RICR.

10.Click Home to return to the RICR home page:

304 of 467



RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

v

a. If after the notice is published there needs to be any changes
made, click Amend Public Notice to create and publish an
additional notice with corrections.

Documents Published

Rule Identifier: 100-RICR-20-00-1
Title of Rule: Filer: Advance Notice Rulemaking Rule

The following documents are now available to the public:

« Proposed Rule
« Public Notice of Proposed Rulemaking

COMPLETED: Generation of the Notice Of Proposed Rulemaking

At this time, the Proposed Rule is now live in the RICR and may be viewed
by completing the following:

1. Go to https://rules.sos.ri.gov/organizations.

2. Locate the associated Title within the Table of Contents.

3. Click the plus sign (+) next to the Title:

Table of Contents

Show| 25 entries Filter by Agency

‘ Title Agency

Title 100 Department of State

4. Click Agency Info:

@ Title 100 Department of State

=
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5. Click Rulemaking Agenda:

Providence, RI,02903
Website

Guidance Document Index Declaratory Order Index Rulemaking Agenda

6. Locate the correct Proposed Rule and click the rule name to view:

Department of State Rulemaking Agenda

Proposed Rules for Department of State
Displaying 1 - 1 of 1

Filer: Advance Notice Rulemaking Rule «

100 -RICR -20-00 -1 Type of filing: Amendment

Title: Department of State Chapter: Elections Subchapter: N/A
Public Comment Term(s): 08/23/2024 to 08/23/2024 Notice Date: 08/23/2024

View Details View Advance Notice Additional Information

7. Click through the navigation tabs to view the Overview, Regulation,
History, Rulemaking Documents, and Comments:

Filer: Advance Notice Rulemaking Rule

Overview Reguilation History Rulemaking Documents Comments

RICR FAQs

Search Regulations @
Keywords

Exact Match

Agencies
100-RICR-20-00-1 Sort by
TITLE100-DEPARTMENT OF STATE Relevance
CHAPTER 20 - ADMINISTRATION

In Order of
SUBCHAPTER 00 - N/A

Descending

PART 1~ CONDUCT OF PUBLIC HEARINGS

7.1 Purpose m
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8. The Overview tab displays the rule details:

Filer: Advance Notice Rulemaking Rule

m Regulation History Rulemaking Documents Comments
Notify Me

Title 100 Department of State
Chapter 20 Elections
Subchapter 00 N/A
Part 1 Filer: Proposed Regular Rulemaking Rule
Type of Filing Amendment
Advance Nolice .
Regulation Status View Active Rule
Filing Notice Date 08/23/2024
Public Comment Dates 08/23/2024 to 08/23/2024

Regulation Authority:
R.l. Gen. Laws Chapter 17-28
Advance Notice Details:

Filer: Advance Notice Rulemaking Rule

@ 6.3.1.2.4.3 Public Comment Period Begin

The first half of this step will be completed automatically by the RICR
System to start the Public Comment Period in the RICR.

If online public comments were allowed, you may review comments as they
are submitted, or at the end of the Public Comment Period. See step 2 in the
following section (§ 6.3.1.2.4.4 of this Guide) for how to review comments
and generate a public comment document compiling all submitted rules.
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1. Log in to the RICR: https://rules.sos.ri.gov/.

s—| 6.3.1.2.4.4 Public Comment Period Begin

2. If online public comments were allowed, click the Review Comments

icon, otherwise skip to step 3:

+ 100 - Department of State

+ 20 - Elections

+ 00 - ’

R D - Filer: Advance Notice Rulemaking Rule

a. Review every rule listed under the Pending tab by clicking Review

for each comment submitted:

(@‘ RI Secretary of State Manage ~

Review Online Public Comments

Pending Reviewed

Comment ID: #13168-595
Public Comment #1

Comment By:
No attachments

Comment ID: #13168-596
Public Comment #2

Comment By:
No attachments

. Not displayed to public

Review

. Not displayed to public
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i. Selectto display the comment in the RICR or not, add any
internal and public notes, and click OK to approve:

Online Public Comment Review

Comment By: First Last

On: 08/13/2024

Comment: Public Comment #1

Comment display to public is disabled and not yet reviewed

Enable public comment display? @ Yes O No

Internal Review Notes

Public Review Notes

O Display these Public Review Notes to the public:

b. Click the Reviewed tab to view who reviewed the comment, when
it was approved, and review again if necessary:

o' RI Secretary of State Manage ~ -

Review Online Public Comments

Pending Reviewed m
Comment ID. #13168-595
Public Comment #1
Gomment By
No attachments

Comment 1D #13168-596 [ Dispiayed 1o pusic |
Public Comment &2

Reviewed By

on

=
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c. Click Print to generate a public comment document:

\@\ RI Secretary of State Manage ~

Review Online Public Comments \

Pending Reviewed

d. Click the down arrow at the top-right of the PDF viewer to
download the document so that it can be used to upload as the
part of the final rulemaking documents:

\@\ RI Secretary of State Manage -

Print Online Public Comments

Back to Comment Review ‘

=  tmpOPC 13168.pdf 171 — 100% + | & ©

e. To navigate back to the homepage, click the Department of State
logo:

|®| RI Secretary of State

3. To start rulemaking, in the Work Queue tab, click on the Title, Chapter,
and Subchapter to open each level, then click the Start Rulemaking
icon:

+ 100 - Department of State

+ 20 - Elections ’
+ 00 -

= .. 1 - Filer: Advance Notice Rulemaking Rule

ey
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a. If for any reason at this stage it is determined that the rule should
not move forward, click the Terminate icon to end the
promulgation process:

+ 100 - Department of State

+ 20 - Elections ’
+ 00 -

.. 1 - Filer: Advance Notice Rulemaking Rule

b. Select a Termination Reason, then click Submit to terminate.

@ DO NOT CLICK Cancel - THIS WILL START PROPOSED REGULAR
RULEMAKING.

Instead, click the RICR logo at the top-left corner to go back if
need be.

) Rl Secretary of State  Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Advance Notice Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required.

4. Enter and confirm the Rulemaking Filing Details:

a. Choose the Rulemaking Action and Rulemaking Process to start
rulemaking, either Proposed Regular, Proposed Direct Final, or
Emergency:

If another Advance Notice Public Comment Period is necessary,
choose Advance Notice.

Rulemaking Action: * O Proposed O Emergency O Advance Notice

Rulemaking Process:* O Regular O Direct Final
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b. Confirm the Regulation Title is correct and uses sentence case
(i.e., use "Conduct of Public Hearings”, not "CONDUCT OF
PUBLIC HEARINGS"); and

c. Confirm the Rulemaking Authority is correct and update as
necessary by selecting the appropriate authority from the

dropdown, enter the Rulemaking Authority citation, and click
Add.

i. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.. Gen. Laws § 42-35] 1

d. If Proposed Regular or Proposed Direct Final was chosen:

i. Enter the Summary of Proposed Rule in plain language of
terms or substance of intended action, or description of
the subjects and issues involved, including changes
between current and proposed regulations:

(1) If copying text from another document, follow
the directions on screen to strip all erroneous
formatting.

‘ | RI Secretary of State Manage «

ii. Enter the Regulatory Analysis Summary and Supporting
Documentation to provide a brief paragraph of the societal
cost and benefits of compliance as prepared under R.1.
Gen. Laws § 42-35-2.9, including any citations to scientific
or statistical studies, reports, and analyses that served as a
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basis for the proposed rule:

(1) If copying text from another document, follow
the directions on screen to strip all erroneous
formatting.

o RI Secretary of Stale Manage - .
o
! .

e. If Emergency was chosen:

i. Enter the Brief Statement of Reason for Finding Imminent
Peril to state the reason this rule is required in order to
avoid a threat to public health, safety, or welfare, or the
loss of federal funding for an agency program (R.I. Gen.
Laws § 42-35-2.10):

(1) If copying text from another document, follow
the directions on screen to strip all erroneous
formatting.

. RI Secretary of State Manage -

f. If Advance Notice was chosen:

i. Enter the Advance Notice Details to indicate where, when,
and how persons may comment before the rulemaking
process begins (any meeting held is open to the Open
Meetings Act and subject to R.I. Gen. Laws Chapter 42-46):
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(1) If copying text from another document, follow
the directions on screen to strip all erroneous
formatting.

‘ RI Secretary of State Manoge ~ =
Adva
Do ne word proce:

5. Confirm the Additional Information URL is correct to indicate the

location on your website where the Notice of Proposed Rulemaking is
published as required by R.I. Gen. Laws § 42-35-2.7:

Additional Information URL: *

https:// v

6. Review to ensure all entered text is correct and click Submit.

@ DO NOT CLICK Cancel - THIS WILL START PROPOSED REGULAR
RULEMAKING.

Instead, click the RICR logo at the top-left corner to go back if need be.

/| COMPLETED: Public Comment Period Begin

o—

a—| 6.3.1.2.4.5 Initial Data Entry and Documents Upload

o—

1. Based on the Rulemaking Action and Process chosen, continue
rulemaking by following:

a. Proposed Regular Rulemaking in § 6.3.1.2.1.1(9) of this Guide;

b. Proposed Direct Final Rulemaking in § 6.3.1.2.2.1(9) of this
Guide;

c. Emergency Rulemakingin § 6.3.1.2.3.1(9) of this Guide; or

d. Restart Advance Notice Rulemakingin § 6.3.1.2.4.1(7) of this
Guide.
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6.3.1.2.5 APA Exempted Rulemaking

For information regarding this Rulemaking Action, see § 3.3.5 of this Guide.

Actions to be Completed | User to Complete

Initial Data Entry and Documents Upload Agency Head

Rules Coordinator Approval for Notice of Proposed Rulemaking | Rules Coordinator
DOS Verification of Drafts Department of State
Submission for Promulgation RICR Filing System
Rules Coordinator Approval for Final Submission Rules Coordinator
Agency Head Signature Applied Agency Head

Final Rule and Signature Acceptance by DOS Department of State
Promulgation Finalization RICR Filing System

Before initiating the process in the RICR Filing System, email the Administrative
Records Office (ARO) to request the APA Exemption be applied to the Part to
be promulgated:

1. Provide the full RICR Citation (##-RICR-##-##-#); and

2. Confirm the promulgating agency/division may use the exemption per
R.I. Gen. Laws § 42-35-18.

Only once the ARO confirms in an email reply that the exemption was applied
can the process be started in the RICR Filing System.

:—| 6.3.1.2.5.1 Initial Data Entry and Documents Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Inthe Current Rules tab, click the Title, Chapter, Subchapter, and Part to
open each level, and:
a. Ensure the New Adoption button is green, not blue; and

If the button is blue, do not move forward with the promulgation
and immediately contact the ARO per § 6.3.1.2.5 of this Guide.
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b. Click the Download Document icon to draft the amendment (see
§ 5.1.2.2 of this Guide for additional information):

) RI Secretary of State Manage ~

Current Rules Work Queue Under Review { Text Documents Details
Agency Regulations Action Legend
- New Amendment

» - New Repeal
T - 60-day Emergency Renewal

- 100 - Department of State
+ 10 - Administration a
- 20 - Elections ’
b » - QW - Placement of Candidates and Local

Referenda/Questions on Election Ballots (100-RICR-20-00-1)

3. Once the Proposed Rule draft is ready, in the Current Rules tab, click the
Title, Chapter, Subchapter, and Part to open each level, then click the
New Amendment icon promulgate an amendment:

o RI Secretary of State  Manage - -

| Current Rules Work Queue Under Review Text Documents Details

Agency Regulations Action Legend
- New Amendment
- New Repeal
2 - 60-day Emergency Renewal

- 100 - Depariment of State

-00- New Adoption
o 1 - Placement of Candidates and Local

Referenda/Questions on Election Ballots (100-RICR-20-00-1)

4. Enter and confirm the Rulemaking Filing Details:

Rl Secretary of State Manage ~

Department of State

Rulemaking Type: Amendment
Rulemaking Action: * a
Rule Identifier: 100-RICR-20-00-1
Regulation Title: * b

Rulemaking Authority: * c R.I. General Laws o
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a. The Rulemaking Action should immediately display APA
Exempted:

Rulemaking Action: * APA Exempted

If the Rulemaking Action does not display APA Exempted, do not
move forward with the promulgation and instead scroll to the
bottom of the page to click Cancel and email the ARO
immediately to fix this;

b. Confirm the Regulation Title uses sentence case (i.e., use
“Conduct of Public Hearings”, not “"CONDUCT OF PUBLIC
HEARINGS"); and

c. Confirm the appropriate authority from the dropdown, enter the
Rulemaking Authority citation, and click Add.

i. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.I. Gen. Laws § 42-35] 4

5. Enter the Summary of Proposed Rule in plain language of terms or
substance of intended action, or description of the subjects and issues
involved, including changes between current and proposed regulations:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State  Manage ~ -

Summary of Proposed Rule: *
Do not copy directly from Microsoft Word or other word processing software.
First paste into a text ecltor (Le., Notepad), copy that text, right-click in the textbox beiow and click *Paste as pisin fext” to strip hidden formatting that may cause website display issues, and use the editor below to format the text.

= =~ B J] U = & =-
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6. Enter the Regulatory Analysis Summary and Supporting
Documentation to provide a brief paragraph of the societal cost and
benefits of compliance as prepared under R.I. Gen. Laws § 42-35-2.9,
including any citations to scientific or statistical studies, reports, and
analyses that served as a basis for the proposed rule:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State  Manage ~ -

Regulatory Analysis Summary and Supporting Documentation: *
Do not copy directly from Microsoft Word of other word processing
First paste into a text editor (Le., Notepad), capy that text, right-click in the tex

tbox below and click “Paste as plain text” to strip hidden formatting that may cause website display issues, and use the editor below fo format the fext.

= = B ] U = & = o &

7. Confirm the Additional Information URL to indicate the location on your
website where the Notice of Proposed Rulemaking is published as
required by R.Il. Gen. Laws § 42-35-2.7:

Additional Information URL: *

https:// v

8. Review to ensure all entered text is correct and click Submit.
a. Atany point during the above process, if you don't wish to move

forward, click Cancel to prevent the Part number from being
used.

318 of 467


http://webserver.rilin.state.ri.us/Statutes/TITLE42/42-35/42-35-2.9.htm
http://webserver.rilin.state.ri.us/Statutes/TITLE42/42-35/42-35-2.7.htm

RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

9. This Rulemaking Action requires documents to be uploaded. Click
Upload Documents:

) RI Secretary of State  Manage -

Filing Saved
The Filing for Filer: APA Exempt Rt ing Rule was illy saved.
You may now upload documents for this filini or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced.

(==

a. If you click Home by accident, click the Upload Documents icon
next to the Part in the Work Queue tab to go to the correct

screen:

+ 100 - Department of State

+ 20 - Elections
+ 00- ’

@ m , 1-Filer: APA Exempted Rulemaking Rule

10.Upload documents:

Document Upload

Required Documents

Regulation
+ Proposed Rule

Supporting Documents

Upload
Document Type:

I |a
o e : C

a. Select from the dropdown the Document Type:

i. Required:
e Proposed Rule (actually the Final Rule, 2 versions)*
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ii. Optional:
¢ Index of Studies/Reports ¢ Additional Documentation
¢ Internal Organization Document e Studies/Reports

® Petition

* There will be no option to upload a “Final Rule”.
Upload the Final Rule as the Proposed Rule document type.

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

q

+ Proposed Rule - Proposed Rule ./

b. Click Choose File to select the document from your computer;
and

c. Click Upload Document to upload.

11.1f additional documents need to be uploaded, click Upload More
Documents and repeat steps 10-11 for each additional document (you
will not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

a. When uploading the Final Rule, upload the Track Changes
Version first, then upload the Clean Version with all changes
accepted (§ 5.1.2.4 of this Guide).

12.1f for any reason the rule details need to be updated, click the Edit Filing
icon to update the Regulation Title, Rulemaking Authority, Summary of
Proposed Rule, and Regulatory Analysis Summary and Supporting
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Documentation, then click Submit once the details are updated:

Once the Notice of Proposed Rulemaking is generated and published,
this information cannot be changed.

+ 100 - Department of State

+ 20 - Elections

+ 00- ’

SR D1 - Filer: APA Exempted Rulemaking Rule

13.Click each tab on the right to ensure all information regarding the rule is
correct (Text, Documents, Approvals, and Details):

0 RI Secretary of State wanage -

urrent Rules | Work Queue | Under Review

Text | Documents | Approvals || Details |«

Filer: APA Exempted Rulemaking Rule

My Work Queue

100-RICR-20-00-1

Regulation Text

7.1 Purpose

7.2 Authority
7.3 Definitions

7.4 Procedure for Conduct of Public Hearings
+ 20- Elections

14.1f for any reason at this stage it is determined that the rule should not

move forward, click the Terminate icon to end the promulgation process
and skip to step 16(b)(i):

+ 100 - Department of State

+ 20 - Elections
+ 00- ’

= a s 1 - Filer: APA Exempted Rulemaking Rule
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15.To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 20 - Elections
+ 00- ’

= o » 1 - Filer: APA Exempted Rulemaking Rule

16.To advance the rule for the DOS Formatting Review, click Advance:

‘ RI Secretary of State Manage ~ -

Promuigation ID: 13181 APA Exempted Amendment 100-RICR-20-00-1

Department of State

Details | Workflow

Filer: APA Exempted Rulemaking Rule
Entry and Documents Upload

proval for Notice Of Proposed Rulemaking Regulation Text:
7.1 Purpose
7.2 Authority

7.3 Definitions

7.4 Procedure for Conduct of Public Hearings

| Advance ]| [ Terminate |

a. If for any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:

i. Select a Termination Reason, then click Submit to terminate,
or click Cancel to continue the promulgation process:

) RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: APA Exempted Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required.

o] o
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17.Enter what the Effective Date should be set to (i.e., either a minimum 20-
day waiting period or other date) in the Request Note and click Submit:

Workflow Approval for Promulgation 100-RICR-10-00-1

Filer. APA Exempt Rulemaking Rule (100-RICR-10-00-1)

Request Note for: Initial Data Entry and Documents Upload

Outcome Note for

ROQUESE NOLE 1O i3 COMMTINIOT APPIOVS 10F NOBCE Of PTOpOSed R iak

18.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o

' | COMPLETED: /nitial Data Entry and Documents Upload
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@ 6.3.1.2.5.2  Rules Coordinator Approval for Notice of
Proposed Rulemaking

This step will be completed by the Rules Coordinator.

The Rules Coordinator will receive an AWS Notification email to indicate
they need to log in and approve the rule to advance it for the DOS review:

T \L = [EXTERMAL]: APA NOTIFICATION: Filing workflow action - 1...

File Message Help Acrobat @ Tell me what you want to do

m -~ = M- ‘ S € — | off sharetoTeams | 1 BR- M- B~ Sl

[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-20-00-1

@ AWS Notifications <no-reply@sns.amazonaws.com = @ 99> &
To

[]

RICR: 100-RICR-20-00-1

Agency: Department of State

Filing Type: APA-Exempted Amendment

Workflow: 'Rules Coordinator Approval for Notice Of Proposed Rulemaking' is ready for your action

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:
https://ecc02.safelinks.protection.outlook.com/?url=https%3A%2F%2 Fsns.us-east-1.amazonaws.com%
2Funsubscribe.html%3FSubscriptionArn%3Darn%3Aaws%3Asns#3Aus-east-1%43A452910929247%3AAgency DOS%
3A4fa9b182-f76a-466e-918b-a25af9e46bc2%26Endpoint®3 Drstrashnick40sos.ri.gov&data=05%7C02%
7Crstrashnick¥40s0s.ri.gov¥ 7 Cfic7f76f078b84c22a51708dcc38cbb38%7C2d0f1dbedd594772865f1514175d07c2%
7C0%7C0%7C638600256419153884%7CUnknown%

7CTWFpbGZsb3d8ey)WIjoiMCAwWLiAwMDAILCIQljoiV2 luMzIiLCIBTil61k1 haWwil CIXVCI6Mn0%3D%7C0%7 CH7C%
7C&sdata=RVIdFBilFcCLPWmgYAfV0dd %2 BZh88HZ3DG|1OmgC1MI%%3D&reserved=0
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@ 6.3.1.2.5.3 DOS Verification of Drafts
This step will be completed by the Administrative Records Office.

Once the DOS formatting review has been completed, the Rules
Coordinator will receive an AWS Notification email to indicate the next step

should be taken:

T \L = [EXTERMAL]L: APA NOTIFICATIOM: Filing workflow action - 1...

File Message Help Acrobat Q Tell me what you want to do

m -~ =5 - ‘ S € — | o shareto Teams & Ea. mE. Flmv

7] o
[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-20-00-1
@ AWS Notifications <no-reply@sns.amazonaws.com> @ 9|9 > %

To

[r]

RICR: 100-RICR-20-00-1

Agency: Department of State

Filing Type: APA-Exempted Amendment

Workflow: 'Rules Coordinator Approwval for Final Submission' is ready for your action

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsns.us-east-1.amazonaws.com%
2Funsubscribe.html%3FSubscriptionArm%3Darn%3Aaws%3Asns%3Aus-east-1%3A452910929247%3AAgency DOS%
3A4fa9b182-f76a-466e-918b-a25af9e46bc2%26Endpoint%3Drstrashnick40sos.ri.gov&data=05%7C02%
FCrstrashnick®40sos.ri.govi7Cf2ede5b34ad64b26bdes08dcc38daf75%7C2dof1dbedds94772865f1914175d07¢2%
7C0%7C0%7C638600258898366804%7CUnknown%
7CTWFpbGZsb3dBey)WljoiMC4wLiAwMDAILCIQljoiv2luMzliLCIBTil6I k1 haWwiLCIXVCI6MNn0%3D%7C0% 7 C37Cl%
7C&sdata=d2kf%2BU0ScWICPOmcHZP1iIMRRIDpOeydr8mYawead 1g4%3D&reserved=0

@ 6.3.1.2.5.4 Rules Coordinator Approval for Final
Submission

This step will be completed by the Rules Coordinator.

The Rules Coordinator will need to log in to advance the rule for signatures.
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c—| 6.3.1.2.5.5 Agency Head Signature Applied

The Agency Head will receive an AWS Notification when it is time to sign
the Final Regulation.

Complete the steps in § 6.3.1.4 of this Guide to sign the rule.

@ 6.3.1.2.5.6  Final Rule and Signature Acceptance by
DOS

This step will be completed by the Administrative Records Office.

Once the Agency Head signs the rule, the Department of State will sign the
rule and set the rule’s Effective Date.

@ 6.3.1.2.5.7 Promulgation Finalization

This step will be completed automatically by the RICR System.

The RICR System will automatically display the Final Regulation in the RICR
the day it becomes effective.

It is the Agency Head's responsibility to download the signed Regulation
for the agency'’s files to be permanently retained per GRS2.5 Rulemaking
Files.

Final Regulations can be downloaded by opening the active Part in the
RICR, clicking the Regulation tab, and clicking Download Regulation:

Records Management

PR o e Ll | ACTIVE RULE ’

Regulation Text Overview Regulation History Rulemaking Documents
2 ‘ | @Dﬂwnlnadkegnlation
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6.3.1.3 Repeals

6.3.1.3.1 Proposed Regular Rulemaking

For information regarding this Rulemaking Action, see § 3.3.1 of this Guide.

Actions to be Completed | User to Complete

Initial Data Entry and Documents Upload Agency Head

DOS Verification of Drafts Department of State
Generation of the Notice of Proposed Rulemaking Agency Head
Submission for Promulgation RICR Filing System
Public Comment Period Begin RICR Filing System
Post Public Comment Period Data update and Document Agency Head
Upload

DOS Final Regulation Approval Department of State
Agency Head Signature Applied Agency Head

Final Rule and Signature Acceptance by DOS Department of State
Promulgation Finalization RICR Filing System

:—| 6.3.1.3.1.1 Initial Data Entry and Documents Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. In the Current Rules tab, click the Title, Chapter, Subchapter, and Part to
open each level, then click the Download Document icon to draft the
repeal (see § 5.1.2.3 of this guide for additional information):

| Currant Rules Nork Queue Linder Review Text | Document

Agency Regulations
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3. Once the Proposed Rule draft is ready, in the Current Rules tab, click the
Title, Chapter, Subchapter, and Part to open each level, then click the
New Repeal icon promulgate a repeal:

“ RI Secretary of State Manage + B

Current Rules Work Queue Under Review Text Documents Details

Agency Regulations Action Legend
- New Amendment
- New Repeal

™3 - 60-day Emergency Renewal

- 100 - Depariment of State
+ 10 - Administration
- 20 - Elections
-0 - New Adoption ’
3 - Placement of Candidates and Local

Referenda/Questions on Election Ballots (100-RICR-20-00-1)

4. Confirm the Rulemaking Filing Details:

Rl Secretary of State Manage ~

Department of State

Rulemaking Type: Repeal

Rulemaking Action: * a IC‘ Proposed O Emergency O Advance Nolicel
Rule Identifier: 100-RICR-20-00-1

Regulation Title: Filer: Proposed Regular Rulemaking Rule

Rulemaking Authority: * b R.l. General Laws o

a. Confirm Proposed, then Regular, for the Rulemaking Action and
Rulemaking Process; and

Rulemaking Action: * @® Proposed

Rulemaking Process:* @® Regular

b. Confirm the appropriate authority from the dropdown, enter the
Rulemaking Authority citation, and click Add.
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i. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.1. Gen. Laws § 42-35] 1

5. Enter the Summary of Proposed Rule in plain language of terms or
substance of intended action, or description of the subjects and issues
involved, including changes between current and proposed regulations:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State manage « -

Summary of Proposed Rule: *
Do not copy directly from Microsoft Word or other word processing software.
First paste into a text ecltor (Le., Notepad), copy that text, right-click in the textbox beiow and click *Paste as pisin fext” to strip hidden formatting that may cause website display issues, and use the editor below to format the text.

= = B ] U = & = o &

6. Enter the Regulatory Analysis Summary and Supporting
Documentation to provide a brief paragraph of the societal cost and
benefits of compliance as prepared under R.I. Gen. Laws § 42-35-2.9,
including any citations to scientific or statistical studies, reports, and
analyses that served as a basis for the proposed rule:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State  Manage ~ -

Regulatory Analysis Summary and Supporting Documentation: *

Do not copy directly from Microsoft Word or other word proc:
First paste into a text editor (Le., Notepad), cop) the textbox below and click “Paste as plain fext” to strip hidden formatting that may cause website display issues, and use the editor below o format the fext.

- = B I U = =
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7. Confirm the Additional Information URL to indicate the location on your
website where the Notice of Proposed Rulemaking is published as
required by R.Il. Gen. Laws § 42-35-2.7:

Additional Information URL: *

https:// v

8. Review to ensure all entered text is correct and click Submit.

a. Atany point during the above process, if you don't wish to move
forward, click Cancel.

9. This Rulemaking Action requires documents to be uploaded. Click
Upload Documents:

0 RI Secretary of State Manage -

Filing Saved
The Filing for Filer: Proposed Regular Rulemaking Rule was successfully saved.

You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced

[vpemsomomes JR

a. Ifyou click Home by accident, click the Upload Documents icon
next to the Part in the Work Queue tab to go to the correct
screen:

+ 100 - Department of State

+ 20 - Elections
- V' <

E "I , 1 - Filer: Proposed Regular Rulemaking Rule
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10.Upload documents:

Document Upload
Regulation Required Documents
’ . :mpm;d Rule a
Supporting Documents
Upload
Document Type:
| a
b
a. Select from the dropdown the Document Type:
i. Required:
* Proposed Rule
ii. Optional:
¢ Index of Studies/Reports » Additional Documentation

e Internal Organization Document e Studies/Reports
e Petition

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

q

+ Proposed Rule - Proposed Rule ./

b. Click Choose File to select the document from your computer;
and

c. Click Upload Document to upload.
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11.If additional documents need to be uploaded, click Upload More
Documents and repeat steps 10-11 for each additional document (you
will not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

12.Click each tab on the right to ensure all information regarding the rule is
correct (Text, Documents, Approvals, and Details):

0 RI Secretary of State Manage + B
Current Rules Work Queue Under Review | Text Documents Approvals Details |«

Filer: Proposed Regular Rulemaking Rule

My Work Queue

100-RICR-20-00-1

Regulation Text

13.1f for any reason at this stage it is determined that the rule should not
move forward, click the Terminate icon to end the promulgation process
and skip to step 15(b)(i):

+ 100 - Department of State

+ 20 - Elections
+00- ’

- ..1 - Filer: Proposed Regular Rulemaking Rule

332 of 467



RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

14.To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 20 - Elections
+00- ’

/=) n 1 - Filer: Proposed Regular Rulemaking Rule

15.To advance the rule for the DOS Formatting Review, click Advance:

o Rl Secretary of State  Manage - -

Promuigation ID: 13183 Proposed Repeal 100-RICR-20-00-1

Department of State

Details | Workflow

actions Filer: Proposed Regular Rulemaking Rule

pprovals
Initial Data Entry and Documents Upload
D

ferification of Drafts
Regulation Text:

ftion of the Nolice Of Propesed Rulemaking
Submission for Promulgation

Public Comment Period Begin

Post Public Comment Period Data update and Document Upioad
DOS Final Regulation Approval

Agency Hea pplied

Final Rule and Signature Acceptance by DOS

Promulgation Finalization

a. If for any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:

i. Select a Termination Reason, then click Submit to terminate,
or click Cancel to continue the promulgation process:

) R Secretary of State Manage -

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Proposed Regular Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk () are required

=
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16.Certify that your agency has either received official approval from OMB
or is exempt from OMB's review process by clicking Yes:

ORR Compliance

Before uploading your agency's final regulation in the RICR, your agency must certify it
has either received post-comment official approval from the Office of Regulatory Reform
(ORR) or is exempt from ORR's formal review process.

Your agency has not received official approval unless your agency is in receipt of an
emailed/dated receipt of ORR clearance from its official submission system.

Do you certify that your agency has either received ORR approval or that your agency is
exempt from the process?

» Yes

a. If your agency has not received official approval from OMB and
is not exempt, click the DOS logo in the top-left corner to return
to the home page. Do not proceed in the RICR System until you
have official approval. Once your agency receives approval, go
back to step 14 to proceed.

17.1f you would like to add a note for the DOS, enter text in the Request
Note and/or click Submit:

‘ RI Secretary of State Manage - -

Workflow Approval for Promulgation 100-RICR-20-00-1
Filer: Proposed Regular Rulemaking Rule (100-RICR-20-00-1)

Request Note for: Initial Data Entry and Documents Upioad

Outcome Note for: Initial Data Entry and Documents Upioad

Request Note for: DOS Verification of Drafts

=
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18.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o

/| COMPLETED: /nitial Data Entry and Documents Upload

@ 6.3.1.3.1.2 DOS Verification of Drafts
This step will be completed by the Administrative Records Office.

Once the DOS formatting review has been completed, the Rules
Coordinator will receive an AWS Notification email to indicate the next step
should be taken:

T \L = [EXTERNAL]: APA NOTIFICATION: Filing workflow action - 1...

File Message Help Acrobat Q@ Tell me what you want to do

m = = DV ‘ 6) (6) — m%sharetoTeams (’3 EEV Ftlv FIE”

F] R

[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-20-00-1
@9 %> @

@ AWS Notifications <no-reply@sns.amazonaws.com >
To

[v]

RICR:  100-RICR-20-00-1

Agency: Department of State

Filing Type: Proposed Repeal

Workflow: 'DOS Verification of Drafts' is ready for your action

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:
hitps://scc02.safelinks.protection.outlook.com,/ Purl=https%3A%2F%2 Fsns.us-east-1.amazonaws.com%
2Funsubscribe.html%%3FSubscriptionArn%3Darn%3Aaws%3Asns%3Aus-east-1%63A452910929247%3AAgency DOS%
3A4fag9b182-f76a-466e-918h-a25af9ed46bc2%26Endpoint%3 Drstrashnick®e40s0s.ri.gov&data=05%7C02%
7Crstrashnick%40sos.ri.gov#%7CbcS7a5e504cedda7f0ba08dcc3a05c35%7C2d0f1dbedd594772865f1914175d07c2%
7C0%7C0%7C638600340718913398%7CUnknown%
7CTWFpbGZsb3d8eyIWIjoiMCAWLiAWMDAILCIOQljoiV2luMzIiLCIBTil61k1haWwil CIXVCIEMn0%3 D% 7C0%7CH%7CH
7C&sdata=KIEutYWiUSrohppZ7/m7ePDjude2 BNwWWO71%2BvP4006d568wih3 D&reserved=0
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s—| 6.3.1.3.1.3  Generation of the Notice Of Proposed
Rulemaking

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. If for any reason the rule details need to be updated, click the Edit Filing
icon to update the Regulation Title, Rulemaking Authority, Summary of
Proposed Rule, and Regulatory Analysis Summary and Supporting
Documentation, then click Submit once the details are updated:

Once the Notice of Proposed Rulemaking is generated and published,
this information cannot be changed.

+ 100 - Department of State

+ 20 - Elections
+ 00 - ’

) D - Filer: Proposed Regular Rulemaking Rule

a. Once completed, click the Department of State logo to navigate
back to the homepage:

|®| RI Secretary of State

3. Inthe Work Queue tab, click on the Title, Chapter, and Subchapter to
open each level, then click the Generate/Review Docs icon:

+ 100 - Department of State

+ 20 - Elections
+ 00 - ’

ﬂ n | - Filer: Proposed Regular Rulemaking Rule
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4. Click Add >> under Public Comment Period List, and click Edit and
<< Remove as necessary to adjust the Public Comment Period:

Generate Public Notice of Proposed Rulemaking
Add a Public Comment Period

Public Comment Period List:

5. Fill outthe form to add a Public Comment Period - all fields are
required:

Public Comment Period

Date of Public Notice: Date of End of Comment Period: *

08/13/2024 MM/DD/YYYY

Full Name of Contact Person: *

Contact Person Email: *

Contact Person Address: *

‘Add'ess Line 1 ‘

‘Add'ess Line 2 ‘

|City |.RI [zip |lzpEXt |

Allow online public comments? *

O Yes O No
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a. The Date of End of Comment Period will automatically show the
minimum first eligible date to be chosen, but you may choose a
future date if needed.

b. Agencies may use the RICR Filing System to accept public
comments by selecting Yes to Allow online public comments?.
Agencies may opt out by selecting No.

i. If Yesis selected, you have the option to specify dates for
when your agency wants to allow online public comments
within the Public Comment Period.

6. If there will be a hearing, click on the Public Comment Period, then click
Add >> under Add a Public Hearing:

Generate Public Notice of Proposed Rulemaking 1

Add a Public Comment Period ’
Public Comment Period List:

08/23/2024 - 08/23/2024

Add a Public Hearing:

= R Ea—
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7. Fill out the form to add a Public Hearing - all fields are required:

Public Hearing

Hearing date/time: *

|MM/DDYYYY | Time: | v [PM_v|

Hearing Location: *

‘Addr'ess Line 1 |

‘Addr‘ess Line 2 |

‘Addr‘ess Line 3 |

|City | State: Rhode Island | Zipcode

Phone Number for Special Assistance: *

‘Phone | |Phone Extension ‘

8. Click Generate Notice (this will not publish the rule, only preview the

notice):

Generate Notice Cancel
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9. Review the Notice of Proposed Rulemaking:

RI Secretary of State Manage ~

The Public Notice of Proposed Rulemaking was successfully created. This notice has not been published.

Click the 'Publish’ button to make this Notice and the Proposed Rule available to the public.

= tmpnotice 13183.pdf — 100% + [

RHODE ISLAND GOVERNMENT REGISTER
PUBLIC NOTICE OF PROPOSED RULEMAKING

DEPARTMENT OF STATE

Title of Rule: Filer: Proposed Regular Rulemaking Rule
Rule Identifier: 100-RICR-20-00-1

Rulemaking Action: Proposed Repeal

Important Dates:

Date of Public Notice: August 23, 2024

End of Public Comment: September 22, 2024

Rulemaking Authority:
R.l. Gen. Laws Chapter 17-28

Summary of Rulemaking Action:
Filer: Proposed Regular Rulemaking Rule

a. If any information within the notice is incorrect, click Cancel to go
back and edit to update the information and complete steps as
necessary.

b. Once information is confirmed to be correct, click Publish to
approve the notice and publish the rule in the RICR.

10.Click Home to return to the RICR home page:
a. If after the notice is published there needs to be any changes

made, click Amend Public Notice to create and publish an
additional notice with corrections.

Documents Published

Rule Identifier: 100-RICR-20-00-1
Title of Rule: Filer: Proposed Regular Rulemaking Rule

The following documents are now available to the public:

« Proposed Rule
« Public Notice of Proposed Rulemaking
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/| COMPLETED: Generation of the Notice Of Proposed Rulemaking

At this time, the Proposed Rule is now live in the RICR and may be viewed
by completing the following:

1. Go to https://rules.sos.ri.gov/organizations.

2. Locate the associated Title within the Table of Contents.

3. Click the plus sign (+) next to the Title:

Table of Contents

Show| 25 entries Filter by Agency

; Title Agency

Title 100 Department of State

4. Click Agency Info:

@ Title 100 Department of State

View Agency Info «

5. Click Rulemaking Agenda:

Providence, RI,02903

Website ‘

Guidance Document Index Declaratory Order Index Rulemaking Agenda
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6. Locate the correct Proposed Rule and click the rule name to view:

Department of State Rulemaking Agenda

Proposed Rules for Department of State

Displaying 1 -1 of 1

Filer: Proposed Regular Rulemaking Rule ‘

100 -RICR-20-00 -1 Type of filing: Repeal
PROPOSED RULE
Title: Department of State Chapter: Elections Subchapter: N/A
Public Comment Term(s): 08/23/2024 to 09/22/2024 Notice Date: 08/23/2024
View Details View Proposed Additional Information

7. Click through the navigation tabs to view the Overview, Regulation,
History, Rulemaking Documents, and Comments:

Filer: Proposed Regular Rulemaking Rule
USSR R PROPOSED RULE

Search Regulations @
|
Keywords

Exact Match

Agencies
100-RICR-20-00-1 Sort by
TITLE 100 - DEPARTMENT OF STATE Relevance
CHARTER 20 — ADMINISTRATION

In Order of
SUBCHAPRTER 00 - N/A

Descending

PART-1—CONDUCT-OF PUBLIC HEARINGS
7.4 Purpose m
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8. The Overview tab displays the rule details:

Filer: Proposed Regular Rulemaking Rule
PROPOSED RULE

m Regulation History Rulemaking Documents Comments
Notify Me

Title 100 Department of State
Chapter 20 Elections
Subchapter 00 N/A
Part 1 Filer Proposed Direct Final Rulemaking Rule
Type of Filing Repeal
Proposed -
Regulation Status VTR R
Filing Notice Date 08/23/2024
Public Comment Dates 08/23/2024 to 09/22/2024

Regulation Authority:
R.l. Gen. Laws Chapter 17-28
Purpose and Reason:

Filer: Proposed Regular Rulemaking Rule

@ 6.3.1.3.1.4  Submission for Promulgation and Public
Comment Period Begin

These steps will be completed automatically by the RICR System.

Once the Public Comment Period ends, the RICR System will automatically
advance the rule to the next step.

If online public comments were allowed, you may review comments as they
are submitted, or at the end of the Public Comment Period. See step 2 in the
following section (§ 6.3.1.3.1.5 of this Guide) for how to review comments
and generate a public comment document compiling all submitted rules.
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s—| 6.3.1.3.1.5 Post Public Comment Period Data update
and Document Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. If online public comments were allowed, click the Review Comments
icon, otherwise skip to step 3:

- 100 - Department of State

- 20 - Elections ’
-00-

2 D - Filer: Proposed Regular Rulemaking Rule

a. Review every rule listed under the Pending tab by clicking Review
for each comment submitted:

r@x RI Secretary of State  Manage ~

Review Online Public Comments
Pending Reviewed
Comment ID: #13168-595 Not displayed to public
Public Comment #1 ‘
Gomment By: ‘ Review ‘
No attachments
Comment ID: #13168-596 Not displayed to public
Public Comment #2 ‘
Comment By: | Review |
No attachments
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i. Selectto display the comment in the RICR or not, add any
internal and public notes, and click OK to approve:

Online Public Comment Review

Comment By: First Last

On: 08/13/2024

Comment: Public Comment #1

Comment display to public is disabled and not yet reviewed

Enable public comment display? @ Yes O No

Internal Review Notes

Public Review Notes

O Display these Public Review Notes to the public:

b. Click the Reviewed tab to view who reviewed the comment, when
it was approved, and review again if necessary:

o' RI Secretary of State Manage ~ -

Review Online Public Comments

Pending Reviewed ‘
Comment 1D #13168-595 ==
Public Comment #1

Comment By Review
v

Comment 1D #13168-596 [ Dispiayed to puti |
Public Comment &2

No attac! nts

Reviews

Reviewed By,

On.
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c. Click Print to generate a public comment document:

\@\ RI Secretary of State Manage ~

Review Online Public Comments \

Pending Reviewed

d. Click the down arrow at the top-right of the PDF viewer to
download the document so that it can be used to upload as the
part of the final rulemaking documents in step 4:

\@\ RI Secretary of State Manage -

Print Online Public Comments

Back to Comment Review ‘

=  tmpOPC 13168.pdf 171 — 100% + | & ®

e. To navigate back to the homepage, click the Department of State
logo:

|®| RI Secretary of State

3. Inthe Work Queue tab, click on the Title, Chapter, and Subchapter to
open each level, then click the Upload Documents icon:

- 100 - Department of State

- 20 - Elections ’
-00-

B m . 1-Filer: Proposed Regular Rulemaking Rule
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4. Upload documents:

Document Upload
a
Regulation Required Documents
= Public 08113/2024 « Concise Explanatory Statement
- - « Final Rule
o Draft 06/18/2024 « Public Comment
Supporting Documents
Public Notice of Proposed Rulemaking:
g.pdf Public 08/13/2024
f Proposed Rulemaking.pdf Draft 08/13/2024
Upload
Document Type:
I N | <
s : S
b

a. Select from the dropdown the Document Type:

i. Required:
e Concise Explanatory Statement e Public Comment (may

« Final Rule (2 versions) upload multiple, if necessary)

i. Optional:
¢ Index of Studies/Reports » Additional Documentation
¢ Internal Organization Document e State Register publication
e Petition e Studies/Reports

e Public Hearing Documents

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

« Concise Explanatory Statement q « Concise Explanatory Statement _/
- Final Rule - Final Rule ./

» Public Comment + Public Comment

b. Click Choose File to select the document from your computer;
and
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5.

c. Click Upload Document to upload.

If additional documents need to be uploaded, click Upload More
Documents and repeat steps 4-5 for each additional document (you will
not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

a. When uploading the Final Rule, upload the Track Changes
Version first, then upload the Clean Version with all changes
accepted (§ 5.1.2.4 of this Guide).

Click each tab on the right to ensure rule information and all rulemaking
documents are correct (Text, Documents, Approvals, and Details):

0 RI Secretary of State Manage + B

Current Rules | Work Queue Under Review | Text | Documents Approvals | Details |«

Filer: Proposed Regular Rulemaking Rule

My Work Queue

100-RICR-20-00-1

Regulation Text

If for any reason at this stage it is determined that the rule should not
move forward, click the Terminate icon to end the promulgation process
and skip to step 9(b)(i):

+ 100 - Department of State

+ 20 - Elections ’
+ 00 -

LR 1- Filer: Proposed Regular Rulemaking Rule
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8. To continue, click the Advance Workflow icon:

+ 100 - Department of State
+ 20 - Elections

+ 00 -

. 1-Filer: Proposed Regular Rulemaking Rule

9. To advance the rule for the DOS Formatting Review, click Advance:

0 RI Secretary of State Manage -

Promulgation ID: 13183

Proposed Repeal

Department of State

100-RICR-20-00-1

Details Workflow

Actions and Approvals

Initiat

y and Documents Upload
n of Drafts

Filer: Proposed Regular Rulemaking Rule

Regulation Text:

1 of the Matice Of Proposed Rulemaking

Promulgation Finalization

»

|[_Advance || [ Terminate |

Cancel

a. If for any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:
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i. Select a Termination Reason, then click Submit to
terminate, or click Cancel to continue the promulgation
process:

\ RI Secretary of State  Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Proposed Regular Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required.

=3

10.Certify that your agency has either received official approval from OMB
or is exempt from OMB'’s review process by clicking Yes:

ORR Compliance

Before uploading your agency's final regulation in the RICR, your agency must certify it
has either received post-comment official approval from the Office of Regulatory Reform
(ORR) or is exempt from ORR's formal review process.

Your agency has not received official approval unless your agency is in receipt of an
emailed/dated receipt of ORR clearance from its official submission system.

Do you certify that your agency has either received ORR approval or that your agency is
exempt from the process?

» Yes

a. If your agency has not received official approval from OMB and
is not exempt, click the DOS logo in the top-left corner to return
to the home page. Do not proceed in the RICR System until you
have official approval. Once your agency receives approval, go
back to step 8 to proceed.

11.1f you would like to add a note for the DOS (i.e., if you would like the rule
to become effective on a future date other than the minimum 20-day
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waiting period), enter text in the Request Note and/or click Submit:

0 RI Secretary of State Manage ~ B

Workflow Approval for Promulgation 100-RICR-20-00-1

Filer: Proposed Regular Rulemaking Rule (100-RICR-20-00-1)

Request Note for: DOS Final Regulation Approval

T

12.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o

. Post Public Comment Period Data update and
v/ | COMPLETED: Document Upload
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@ 6.3.1.3.1.6 DOS Final Regulation Approval

This step will be completed by the Administrative Records Office.

Once the DOS formatting review has been completed, the Rules
Coordinator and Agency Head will receive an AWS Notification email to

indicate the rule is ready to be signed by the Agency Head:

T \J, = [EXTERMNAL]: APA NOTIFICATION: Filing workflow action - 1...

File Message Help Acrobat Q  Tell me what you want to do
m - =5 e ‘ RS %‘mﬁsharetoﬁaams & BB~ M. E-
] T
[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-20-00-1
o | S| =
AWS Notifications <no-reply@sns.amazonaws.com:= @9 s
To
RICR: 100-RICR-20-00-1 |
Agency: Department of State
Filing Type: Proposed Repeal
Workflow: 'Agency Head Signature Applied' is ready for your action
If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:
https://gcc02.safelinks. protection.outlook.com/ ?url=https%3A%2F%2Fsns.us-east-1.amazonaws.com¥
2Funsubscribe.htm|%3FsubscriptionArn%3Darn%3Aaws%3Asns¥%3Aus-east-1%3A452910929247%3AAsency DOS%
3A84fa9b182-f76a-466e-918b-a25af9e46bc2%26Endpoint¥3 Drstrashnick®40sos.ri.gov&data=05%7C02%
7Crstrashnick40sos.ri.govi7C075ca41b8bcedbd8482d08dcc3a436e9%7C2d0f1db6dd594772865f1914175d07c2%
7C0%7C0%7CH38600358887692719%7CUnknown%
7CTWFpbGZsbh3d8ey)WljoiMCAWLjAWMDAILCIQljoiv2]uMzliLCIBTil6Ik1haWwiLCIXVCI6Mn0%3D%7C0%7CHTC%
7C&sdata=T1Bn2eawjKVugvOL%2Fss2fUARGKGEIbOufXeoprQfsB4%3D&reserved=0
[

:—| 6.3.1.3.1.7 Agency Head Signature Applied

The Agency Head will receive an AWS Notification when it is time to sign
the Final Regulation.

Complete the steps in § 6.3.1.4 of this Guide to sign the rule.
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@ 6.3.1.3.1.8  Final Rule and Signature Acceptance by
DOS

This step will be completed by the Administrative Records Office.
Once the Agency Head signs the rule, the Department of State will sign the
rule and set the rule’s Effective Date.

@ 6.3.1.3.1.9 Promulgation Finalization

This step will be completed automatically by the RICR System.

The RICR System will automatically display the Final Regulation in the RICR
the day it becomes effective.

It is the Agency Head's responsibility to download the signed Regulation
for the agency'’s files to be permanently retained per GRS2.5 Rulemaking
Files.

Final Regulations can be downloaded by opening the active Part in the
RICR, clicking the Regulation tab, and clicking Download Regulation:

Records Management

S (o SN | ACTIVE RULE ’

Regulation Text Overview Regulation History Rulemaking Documents
2 ‘ @annlnad Regulation
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6.3.1.3.2 Proposed Direct Final Rulemaking

For information regarding this Rulemaking Action, see § 3.3.2 of this Guide.

Actions to be Completed | User to Complete

Initial Data Entry and Documents Upload Agency Head

DOS Verification of Drafts Department of State
Generation of the Notice of Proposed Rulemaking Agency Head
Submission for Promulgation RICR Filing System
Public Comment Period Begin RICR Filing System
Post Public Comment Period Data update and Document Agency Head
Upload

DOS Final Regulation Approval Department of State
Agency Head Signature Applied Agency Head

Final Rule and Signature Acceptance by DOS Department of State
Promulgation Finalization RICR Filing System

:—| 6.3.1.3.2.1 Initial Data Entry and Documents Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Inthe Current Rules tab, click the Title, Chapter, Subchapter, and Part to
open each level, then click the Download Document icon to draft the
repeal (see § 5.1.2.3 of this guide for additional information):

| Currant Rules Nork Queue Linder Review Text | Document

Agency Regulations
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3. Once the Proposed Rule draft is ready, in the Current Rules tab, click the
Title, Chapter, Subchapter, and Part to open each level, then click the
New Repeal icon promulgate a repeal:

“ RI Secretary of State Manage + B

Current Rules Work Queue Under Review Text Documents Details

Agency Regulations Action Legend
- New Amendment
- New Repeal

™3 - 60-day Emergency Renewal

- 100 - Depariment of State

+ 10 - Administration

- 20 - Elections
-o0- [ ERIAESHion ’

- Placement of Candidates and Local

Referenda/Questions on Election Ballots (100-RICR-20-00-1)

4. Confirm the Rulemaking Filing Details:

Rl Secretary of State Manage ~

Department of State

Rulemaking Type: Repeal

Rulemaking Action: * a IC‘ Proposed O Emergency O Advance Nolicel
Rule Identifier: 100-RICR-20-00-1

Regulation Title: Filer: Proposed Direct Final Rulemaking Rule

Rulemaking Authority: * b R.l. General Laws o

a. Confirm Proposed, then Direct Final, for the Rulemaking Action
and Rulemaking Process; and

Rulemaking Action: * @® Proposed O Emergency

Rulemaking Process:” O Regular @® Direct Final

b. Confirm the appropriate authority from the dropdown, enter the
Rulemaking Authority citation, and click Add.
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i. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.1. Gen. Laws § 42-35] 1

5. Enter the Summary of Proposed Rule in plain language of terms or
substance of intended action, or description of the subjects and issues
involved, including changes between current and proposed regulations:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State Manage -

Summary of Proposed Rule: *

Do not copy directly from Microsoft Word or other ward processing software
First pasts into & text editor (1.6., Notepad), copy that taxt, right-ciick in the textbox below and click ‘Paste as piain text” to Strip hidden formatting that may cause website dispiay issues, and use the editor balow to format the text.

-~ % B I U = = = o &

6. Enter the Regulatory Analysis Summary and Supporting
Documentation to provide a brief paragraph of the societal cost and
benefits of compliance as prepared under R.I. Gen. Laws § 42-35-2.9,
including any citations to scientific or statistical studies, reports, and
analyses that served as a basis for the proposed rule:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State Manage -

Regulatory Analysis Summary and Supporting Documentation: *

Do not copy directly from Microsoft Word or other ward processing software.
First paste into & text editor (1.e., Notepad), copy that text, right-click in the textbax befow and click “Paste as plain text” to strip hidden formatting that may cause website display issues, and use the editar below 1o format the taxt.

- ~ B J U = = =- @ &
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7. Confirm the Additional Information URL to indicate the location on your
website where the Notice of Proposed Rulemaking is published as
required by R.Il. Gen. Laws § 42-35-2.7:

Additional Information URL: *

https:// v

8. Review to ensure all entered text is correct and click Submit.

a. Atany point during the above process, if you don't wish to move
forward, click Cancel.

9. This Rulemaking Action requires documents to be uploaded. Click
Upload Documents:

r®| RI Secretary of State  Manage ~

Filing Saved
The Filing for Filer: Proposed Direct Final Rulemaking Rule was successfully saved.

You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced.

=0 -

a. Ifyou click Home by accident, click the Upload Documents icon
next to the Part in the Work Queue tab to go to the correct
screen:

+ 100 - Department of State

- 20 - Elections
o0 ) 4

B ol , 1 - Filer: Proposed Direct Final Rulemaking Rule
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10.Upload documents:

Document Upload
Regulation Required Documents
’ . :mpm;d Rule a
Supporting Documents
Upload
Document Type:
| a
b
a. Select from the dropdown the Document Type:
i. Required:
* Proposed Rule
ii. Optional:
¢ Index of Studies/Reports » Additional Documentation

e Internal Organization Document e Studies/Reports
e Petition

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

q

+ Proposed Rule - Proposed Rule ./

b. Click Choose File to select the document from your computer;
and

c. Click Upload Document to upload.
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11.If additional documents need to be uploaded, click Upload More
Documents and repeat steps 10-11 for each additional document (you
will not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

12.Click each tab on the right to ensure all information regarding the rule is
correct (Text, Documents, Approvals, and Details):

0 RI Secretary of State Manage - [ - ]
Text | Documents | Approvals | Details |«

Filer: Proposed Direct Final Rulemaking Rule

Current Rules | Work Queue Under Review

100-RICR-20-00-1

Regulation Text

13.1f for any reason at this stage it is determined that the rule should not
move forward, click the Terminate icon to end the promulgation process
and skip to step 15(b)(i):

+ 100 - Department of State

- 20 - Elections
+00- ’

o |- Filer: Proposed Direct Final Rulemaking Rule
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14.To continue, click the Advance Workflow icon:

+ 100 - Department of State

- 20 - Elections
+ 00 - ’

.= . _.1 - Filer: Proposed Direct Final Rulemaking Rule

15.To advance the rule for the DOS Formatting Review, click Advance:

o RI Secretary of State  Manage - -
Promulgation ID: 13185 Proposed Direct Final Repeal 100-RICR-20-00-1
Department of State
Details | Workflow

Actions and Approvals Filer: Proposed Direct Final Rulemaking Rule

Initial Data Entry and Documents Upload
ation of Drafts

Regulation Text:
e Notice Of Proposed Rulemaking

for Promuigation
od Begin

Period Data update and Document Upload

Agency Head Signature Ap
Final Rule and Signature Acceptance by DOS

Promuigation Finalization

»

) |

a. If for any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:
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i. Select a Termination Reason, then click Submit to terminate,
or click Cancel to continue the promulgation process:

) RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Proposed Direct Final Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required

[oore [ o

16.Certify that your agency has either received official approval from OMB
or is exempt from OMB'’s review process by clicking Yes:

ORR Compliance

Before uploading your agency's regulation for notice and comment in the RICR, your
agency must certify that it has either received official approval from the Office of
Regulatory Reform (ORR) or is exempt from ORR's formal review process.

Your agency has not received official approval unless your agency is in receipt of an
emailed/dated receipt of ORR clearance from its official submission system.

Do you certify that your agency has either received ORR approval or that your agency is
exempt from the process?

» Yes

a. If your agency has not received official approval from OMB and
is not exempt, click the DOS logo in the top-left corner to return
to the home page. Do not proceed in the RICR System until you
have official approval. Once your agency receives approval, go
back to step 14 to proceed.
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17.1f you would like to add a note for the DOS, enter text in the Request
Note and/or click Submit:

Workflow Approval for Promulgation 100-RICR-20-00-1
Filer: Proposed Direct Final Rulemaking Rule (100-RICR-20-00-1)

Request Note for: Initial D

Outcome Note for: Initial Data Entry as

Request Note for: DOS Verification of Drafts

18.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

| o

' | COMPLETED: /nitial Data Entry and Documents Upload
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@ 6.3.1.3.2.2 DOS Verification of Drafts
This step will be completed by the Administrative Records Office.

Once the DOS formatting review has been completed, the Rules
Coordinator will receive an AWS Notification email to indicate the next step

should be taken:

'T\ \l, = [EXTERNAL]: APA NOTIFICATION: Filing workflow action - 1...

File Message Help Acrobat Q  Tell me what you want to do

m - =5 - ‘ & & — | W shareto Teams &7 BB. M- Flﬁv _

[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-20-00-1
@ AWS Notifications <no-reply@sns.amazonaws.com» ClkliEdiL.

Te

[v]

RICR:  100-RICR-20-00-1

Agency: Department of State

Filing Type: Direct Final Repeal

Workflow: "Generation of the Notice Of Proposed Rulemaking' is ready for your action

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:
https://gcc02.safelinks.protection.outlook. com,/ Purl=https%3A%2F%2 Fsns.us-east-1.amazonaws.com®
2Funsubscribe.html%3FSubscriptionArn%3Darn%3Aaws%3Asns%3Aus-east-1%3A452910929247%3AAgency DOS%
3A4fa9b182-f76a-466e-918b-a25af9e46bc2%26Endpoint¥3Drstrashnick%40sos.ri.gov&data=05%7C02%
7Crstrashnick®40s0s. ri.gov¥7Ceen15839439344b5a1 2b08dcc3a9022 7% 7C2d0f1dbedds94772865f1914175d07c2%
FC0%7C0%7C638600377866678496%7CUnknown %
7CTWFpbGZsh3d&eylWljoiMC4wLjAwMDAILCIQljoiv2luMzliLCIBTIl61k1haWwiLCIXVCIEMn0%3D%7C0%T CHh7CH%
7C&sdata=1Y4y38XPeldpYSrytkoaSHIZZhQryciZl 7THeLORSrmI%3 D&reserved=0

s—| 6.3.1.3.2.3  Generation of the Notice Of Proposed
Rulemaking

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. If for any reason the rule details need to be updated, click the Edit Filing
icon to update the Regulation Title, Rulemaking Authority, Summary of
Proposed Rule, and Regulatory Analysis Summary and Supporting
Documentation, then click Submit once the details are updated:

363 of 467


https://rules.sos.ri.gov/

RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

Once the Notice of Proposed Rulemaking is generated and published,
this information cannot be changed.

+ 100 - Department of State

+ 20 - Elections
+00- ’

B D - Filer: Proposed Direct Final Rulemaking Rule

a. Once completed, click the Department of State logo to navigate
back to the homepage:

|®| RI Secretary of State

3. Inthe Work Queue tab, click on the Title, Chapter, and Subchapter to
open each level, then click the Generate/Review Docs icon:

+ 100 - Department of State

+ 20 - Elections
+00- ’

ﬂ a » |- Filer: Proposed Direct Final Rulemaking Rule

4. Click Add >> under Public Comment Period List, and click Edit and
<< Remove as necessary to adjust the Public Comment Period:

Generate Public Notice of Proposed Rulemaking
Add a Public Comment Period

Public Comment Period List:
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5. Fill out the form to add a Public Comment Period - all fields are
required:

Public Comment Period

Date of Public Notice: Date of End of Comment Period: *

MM/DDIYYYY

08/13/2024

Full Name of Contact Person: *

Contact Person Email: *

Contact Person Address: *

‘Add'ess Line 1 |

‘Add'ess Line 2 |

|Gty | RI |zip |zipExt |

Allow online public comments? *

O Yes O No

a. The Date of End of Comment Period will automatically show the
minimum first eligible date to be chosen, but you may choose a
future date if needed.

b. Agencies may use the RICR Filing System to accept public
comments by selecting Yes to Allow online public comments?.
Agencies may opt out by selecting No.

i. If Yesis selected, you have the option to specify dates for

when your agency wants to allow online public comments
within the Public Comment Period.
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6. Click Generate Notice (this will not publish the rule, only preview the

notice):
Generate Notice Cancel

7. Review the Notice of Proposed Rulemaking:

) Rl Secretary of State Manage ~

The Public Notice of Proposed Rulemaking was successfully created. This notice has not been published.

Click the 'Publish’ button to make this Notice and the Proposed Rule available to the public.

= tmpnotice_13185.pdf — 100% + (RS

RHODE ISLAND GOVERNMENT REGISTER
PUBLIC NOTICE OF PROPOSED RULEMAKING

DEPARTMENT OF STATE

Title of Rule: Filer: Proposed Direct Final Rulemaking Rule
Rule Identifier: 100-RICR-20-00-1

Rulemaking Action: Direct Final Repeal

Important Dates:

Date of Public Notice: August 23, 2024

End of Public Comment: September 22, 2024

Rulemaking Authority:
R.I. Gen. Laws Chapter 17-28

Summary of Rulemaking Action:
Filer: Proposed Direct Final Rulemaking Rule

a. If any information within the notice is incorrect, click Cancel to go
back and edit to update the information and complete steps as
necessary.

b. Once information is confirmed to be correct, click Publish to
approve the notice and publish the rule in the RICR.
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8. Click Home to return to the RICR home page:

a. If after the notice is published there needs to be any changes
made, click Amend Public Notice to create and publish an
additional notice with corrections.

Documents Published
Rule Identifier: 100-RICR-20-00-1

Title of Rule: Filer: Proposed Direct Final Rulemaking Rule

The following documents are now available to the public:

« Proposed Rule
« Public Notice of Proposed Rulemaking

/| COMPLETED: Generation of the Notice Of Proposed Rulemaking

At this time, the Proposed Rule is now live in the RICR and may be viewed
by completing the following:

1. Go to https://rules.sos.ri.gov/organizations.

2. Locate the associated Title within the Table of Contents.

3. Click the plus sign (+) next to the Title:

Table of Contents

Show| 25 entries Filter by Agency

‘ Title Agency

Title 100 Department of State
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4. Click Agency Info:

@ Title 100 Department of State

View Agency Info

5. Click Rulemaking Agenda:

Providence, RI,02903
Website ‘
Guidance Document Index Declaratory Order Index Rulemaking Agenda

6. Locate the correct Proposed Rule and click the rule name to view:

Department of State Rulemaking Agenda

Proposed Rules for Department of State
Displaying 1 -4 of 4

Filer: Proposed Direct Final Rulemaking Rule

100 -RICR-20-00-1 Type of filing: Repeal
PROPOSED RULE
Title: Department of State Chapter: Elections Subchapter: N/A
Public Comment Term(s): 08/23/2024 to 09/22/2024 Notice Date: 08/23/2024
View Details View Proposed Additional Information

7. Click through the navigation tabs to view the Overview, Regulation,
History, Rulemaking Documents, and Comments:

LRS- SR PROPOSED RULE

Overview History Rulemaking Documents Comments «
Search Regulations @
Keywords

Exact Match

Filer: Proposed Direct Final Rulemaking Rule “

Agencies

100-RICR-20-00-1 Sort by

TITLE 100 - DEPARTMENT OF STATE Relevance

CHAPTER 20 - ADMINISTRATION
In Order of

SIQAUADTED AR BIIA
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8. The Overview tab displays the rule details:

Filer: Proposed Direct Final Rulemaking Rule
PROPOSED RULE

m Regulation History Rulemaking Documents Comments
Notify Me

Title 100 Department of State
Chapter 20 Elections
Subchapter 00 N/A
Part 1 Filer- Proposed Regular Rulemaking Rule
Type of Filing Direct Final Repeal
Proposed .
Regulation Status View Active Rule
Filing Notice Date 08/23/2024
Public Comment Dates 08/23/2024 to 09/22/2024

Regulation Authority:
R.I. Gen. Laws Chapter 17-28
Purpose and Reason:

Filer: Proposed Direct Final Rulemaking Rule

@ 6.3.1.3.24  Submission for Promulgation and Public
Comment Period Begin

These steps will be completed automatically by the RICR System.

Once the Public Comment Period ends, the RICR System will automatically
advance the rule to the next step.

If online public comments were allowed, you may review comments as they
are submitted, or at the end of the Public Comment Period. See step 2 in the
following section (§ 6.3.1.3.2.5 of this Guide) for how to review comments
and generate a public comment document compiling all submitted rules.
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s—| 6.3.1.3.2.5 Post Public Comment Period Data update
and Document Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. If online public comments were allowed, click the Review Comments
icon, otherwise skip to step 3:

- 100 - Department of State

- 20 - Elections ’
-00-

=] D - Filer: Proposed Direct Final Rulemaking Rule

a. Review every rule listed under the Pending tab by clicking Review
for each comment submitted:

r@x RI Secretary of State  Manage ~

Review Online Public Comments
Pending Reviewed
Comment ID: #13168-595 Not displayed to public
Public Comment #1 ‘
Gomment By: ‘ Review ‘
No attachments
Comment ID: #13168-596 Not displayed to public
Public Comment #2 ‘
Comment By: | Review |
No attachments
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i. Selectto display the comment in the RICR or not, add any
internal and public notes, and click OK to approve:

Online Public Comment Review

Comment By: First Last
On: 08/13/2024
Comment: Public Comment #1

Enable public comment display? @ Yes O

Internal Review Notes

Comment display to public is disabled and not yet reviewed

No

Public Review Notes

O Display these Public Review Notes to the public:

b. Click the Reviewed tab to view who reviewed the comment, when
it was approved, and review again if necessary:

0 RI Secretary of State  Manage ~ -

Review Online Public Comments

Pending

Reviewed ‘

Comment ID. #13168-595

Public Comment #1
Comment By

No attachments
Revi

Reviewed By,

Comment ID° #13168-596
Public Comment #2

Ci

No attac!
Reviews

nts

Reviewed By

on

=

===
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c. Click Print to generate a public comment document:

\@\ RI Secretary of State Manage ~

Review Online Public Comments \

Pending Reviewed

d. Click the down arrow at the top-right of the PDF viewer to
download the document so that it can be used to upload as the
part of the final rulemaking documents in step 4:

\@\ RI Secretary of State Manage -

Print Online Public Comments

Back to Comment Review ‘

=  tmpOPC 13168.pdf 171 — 100% + | & ®

e. To navigate back to the homepage, click the Department of State
logo:

) RI Secretary of State

3. Inthe Work Queue tab, click on the Title, Chapter, and Subchapter to
open each level, then click the Upload Documents icon:

- 100 - Department of State

- 20 - Elections ’
-00-

B m _ 1 - Filer: Proposed Direct Final Rulemaking Rule
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4. Upload documents:

Document Upload
Filer: Proposed Direct Final Rulemaking Rule
100-RICR-10-00-8 a
Regulation Required Documents
« Co ise inatory Staf en
1_ADT_Proposed pdf Public 08182024 Concise Explanatory Statement
+ Final Rule
AT Promosed docy Draft 0811872024 « Public Comment
Supporting Documents
Public Notice of Proposed Rulemaking:
Public Notice of Proposed Rulemak f Public 0B19/2024
Public Notice of Pr aking. paf Draft 08/19/2024
Upload
Document Type:
Chooss File | o fe chosen I:I c

a. Select from the dropdown the Document Type:

i. Required:
e Concise Explanatory Statement e Public Comment (may

« Final Rule (2 versions) upload multiple, if necessary)

ii. Optional:
* Index of Studies/Reports ¢ Additional Documentation
¢ Internal Organization Document e State Register publication
e Petition e Studies/Reports

e Public Hearing Documents

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

« Concise Explanatory Statement q « Concise Explanatory Statement V\__.__./
- Final Rule + Final Rule ./

« Public Comment « Public Comment

b. Click Choose File to select the document from your computer;
and
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c. Click Upload Document to upload.

5. If additional documents need to be uploaded, click Upload More
Documents and repeat steps 4-5 for each additional document (you will
not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

a. When uploading the Final Rule, upload the Track Changes
Version first, then upload the Clean Version with all changes
accepted (§ 5.1.2.4 of this Guide).

6. Click each tab on the right to ensure rule information and all rulemaking
documents are correct (Text, Documents, Approvals, and Details):

0 RI Secretary of State Manage - [ - ]
Current Rules Work Queue Under Review | Text Documents Approvals Details | ‘

Filer: Proposed Direct Final Rulemaking Rule

My Work Queue

100-RICR-20-00-1

Regulation Text

ublic Comments
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7. If for any reason at this stage it is determined that the rule should not
move forward, click the Terminate icon to end the promulgation process
and skip to step 9(b)(i):

+ 100 - Department of State

+ 20 - Elections ’
+ 00 -

iz e 1- Filer: Proposed Direct Final Rulemaking Rule

8. To continue, click the Advance Workflow icon:

+ 100 - Depariment of State

+ 20 - Elections ’
+ 00 -

=) LR 1- Filer: Proposed Direct Final Rulemaking Rule

9. To advance the rule for the DOS Formatting Review, click Advance:

0 RI Secretary of State Manage - =

Promulgation ID: 13185 Proposed Direct Final Repeal 100-RICR-20-00-1

Department of State

Details | Workflow

e Filer: Proposed Direct Final Rulemaking Rule

niry and Documents Upload
Drafts

Regulation Text:

I Agvance ]| [ Terminate

a. Iffor any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:

i. Select a Termination Reason, then click Submit to
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terminate, or click Cancel to continue the promulgation
process:

RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Proposed Direct Final Rulemaking Rule
Request Note for: Post Public Comment Period Data update and Document Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk () are required

10.1f you would like to add a note for the DOS (i.e., if you would like the rule
to become effective on a future date rather than the last day of the
Public Comment Period), enter text in the Request Note and/or click
Submit:

0 RI Secretary of State  Manage ~ -

Workflow Approval for Promulgation 100-RICR-20-00-1
Filer: Proposed Direct Final Rulemaking Rule (100-RICR-20-00-1)

Request Note for: Post Public Comment Period Data update and Document Upload

Outcome Note for: Post Public Comment Period Data update and Document Upload

Request Note for: DOS Final Regulation Approval

376 of 467



RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

11.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

| o

. Post Public Comment Period Data update and
v/ | COMPLETED: Document Upload
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@ 6.3.1.3.2.6  DOS Final Regulation Approval

This step will be completed by the Administrative Records Office.

Once the DOS formatting review has been completed, the Rules
Coordinator and Agency Head will receive an AWS Notification email to

indicate the rule is ready to be signed by the Agency Head:

T \l, = [EXTERNAL]: APA NOTIFICATION: Filing workflow action - 1...

File Message Help Acrobat @ Tell me what you want to do

m~ =5 M- S % — | O shareto Teams B g2, M. Flgv

[F] R

[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-20-00-1
@ AWS Notifications <no-reply@sns.amazonaws.com:> CliiEaiL
To

RICR: 100-RICR-20-00-1

Agency: Department of State

Filing Type: Direct Final Repeal

Workflow: "Agency Head Signature Applied' is ready for your action

[v]

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsns.us-east-1.amazonaws.com%
2Funsubscribe.html%3FSubscriptionArn%3Darn%3Aaws%3Asns%3Aus-east-1%3A452910929247%3AAgency DOS%

3A4fa9b182-f76a-466e-918b-a25af9e46bc2%26Endpoint¥3Drstrashnick?40so0s.ri.govE&data=05%7C02%
7Crstrashnick%40s0s.ri.gcove7C72d3113a6ad04c6782c608dcc3ab050e%7C2d0f1dbedd594772865f1914175d07c2%

7C0%7C0%7CH38600386498777373%7CUnknown%
7CTWFpbGZsb3d8ey)WIjoiMCAwLiAWMDAILCIQljoiV2luMzliLCIBTil6k1haWwiL CIXVCIEMn0%63D%7C0%7C%7C%

7C&sdata=X2ue8XAUjMNOWUQWg721Z4carf%2BE10Fnsqad6poz)50%3D&reserved=0

°—| 6.3.1.3.2.7 Agency Head Signature Applied

The Agency Head will receive an AWS Notification when it is time to sign
the Final Regulation.

Complete the steps in § 6.3.1.4 of this Guide to sign the rule.

@ 6.3.1.3.2.8 Final Rule and Signature Acceptance by
DOS

This step will be completed by the Administrative Records Office.

Once the Agency Head signs the rule, the Department of State will sign the

378 of 467



RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

rule and set the rule’s Effective Date.

@ 6.3.1.3.2.9  Promulgation Finalization

This step will be completed automatically by the RICR System.

The RICR System will automatically display the Final Regulation in the RICR
the day it becomes effective.

It is the Agency Head's responsibility to download the signed Regulation

for the agency'’s files to be permanently retained per GRS2.5 Rulemaking
Files.

Final Regulations can be downloaded by opening the active Part in the
RICR, clicking the Regulation tab, and clicking Download Regulation:

Records Management

100-RICR-50-00-1 [W\e4b\Yoh:10 834 ’

Regulation Text Overview Regulation History Rulemaking Documents
2 ‘ | @annlnad]{egnlaﬁon
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6.3.1.3.3 Emergency Rulemaking

For information regarding this Rulemaking Action, see § 3.3.3 of this Guide.

Actions to be Completed | User to Complete

Initial Data Entry and Documents Upload Agency Head

Rules Coordinator Notification of Emergency Rule Rules Coordinator
Submission for Promulgation RICR Filing System
Agency Head Signature Applied Agency Head
Governor Signature Applied Governor

Final Rule and Signature Acceptance by DOS Department of State
Promulgation Finalization RICR Filing System
Submission for Emergency Extension 1 Agency Head

DOS Final Revision for Emergency Extension 1 Department of State
Finalization of Emergency Extension 1 RICR Filing System

:—| 6.3.1.3.3.1 Initial Data Entry and Documents Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Inthe Current Rules tab, click the Title, Chapter, Subchapter, and Part to
open each level, then click the Download Document icon to draft the
repeal (see § 5.1.2.3 of this guide for additional information):

| Currant Rules Nork Queue Linder Review Text | Document

Action Legend

Agency Regulations

380 of 467


https://rules.sos.ri.gov/

RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

3. Once the Proposed Rule draft is ready, in the Current Rules tab, click the
Title, Chapter, Subchapter, and Part to open each level, then click the
New Repeal icon promulgate a repeal:

“ RI Secretary of State Manage + B

Current Rules Work Queue Under Review Text Documents Details
Agency Regulations Action Legend
- New Amendment

- New Repeal

™3 - 60-day Emergency Renewal

- 100 - Depariment of State
+ 10 - Administration
- 20 - Elections
-0 - New Adoption ’
4 - Placement of Candidates and Local

Referenda/Questions on Election Ballots (100-RICR-20-00-1)

4. Enter and confirm the Rulemaking Filing Details:

Rl Secretary of State Manage ~

Department of State

Rulemaking Type: Repeal

Rulemaking Action: * a IC‘ Proposed O Emergency O Advance Nolicel
Rule Identifier: 100-RICR-20-00-1

Regulation Title: Filer: Emergency Rulemaking Rule

Rulemaking Authority: * b R.l. General Laws o

a. Choose Emergency for the Rulemaking Action; and

Rulemaking Action: * O Proposed ® Emergency

b. Confirm the appropriate authority from the dropdown, enter the
Rulemaking Authority citation, and click Add.
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i. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.1. Gen. Laws § 42-35] 1

5. Enter the Summary of Proposed Rule in plain language of terms or
substance of intended action, or description of the subjects and issues
involved, including changes between current and proposed regulations:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State manage « -

Summary of Proposed Rule: *

Do not copy directly from M
First paste into a text editor (i d), o

ssing software.
ki the textoox beiow and click *Paste as plain fext” to strip hidden formatting that may cause webstte display issues, and use the edilor below o format the fext.

= = B ] U = & = o &

6. Enter the Brief Statement of Reason for Finding Imminent Peril to state
the reason this rule is required in order to avoid a threat to public

health, safety, or welfare, or the loss of federal funding for an agency
program (R.I. Gen. Laws § 42-35-2.10):

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State  Manage ~ -
B
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7. Confirm the Additional Information URL to indicate the location on your
website where the Notice of Proposed Rulemaking is published as
required by R.Il. Gen. Laws § 42-35-2.7:

Additional Information URL: *

https:// v

8. Review to ensure all entered text is correct and click Submit.

a. Atany point during the above process, if you don't wish to move
forward, click Cancel.

9. This Rulemaking Action requires documents to be uploaded. Click
Upload Documents:

RI Secretary of State Manage -

Filing Saved
The Filing for Filer: Emergency Rulemaking Rule was successfully saved.

‘You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced

(=] <=

a. Ifyou click Home by accident, click the Upload Documents icon
next to the Part in the Work Queue tab to go to the correct
screen:

+ 100 - Department of State

+ 20 - Elections
+ 00- ’
, 1 - Filer: Emergency Rulemaking Rule
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10.Upload documents:

Document Upload
Regulation Required Documents
’ . :mpm;d Rule a
Supporting Documents
Upload
Document Type:
| a
b
a. Select from the dropdown the Document Type:
i. Required:
* Proposed Rule
ii. Optional:
¢ Index of Studies/Reports » Additional Documentation

e Internal Organization Document e Studies/Reports
e Petition

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:

Required Documents Required Documents

q

+ Proposed Rule - Proposed Rule ./

b. Click Choose File to select the document from your computer;
and

c. Click Upload Document to upload.
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11.If additional documents need to be uploaded, click Upload More
Documents and repeat steps 10-11 for each additional document (you
will not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

12.1f for any reason the rule details need to be updated, click the Edit Filing
icon to update the Regulation Title, Rulemaking Authority, Summary of
Proposed Rule, and Brief Statement of Reason for Finding Imminent
Peril, then click Submit once the details are updated:

Once the Notice of Proposed Rulemaking is generated and published,
this information cannot be changed.

+ 100 - Department of State

+ 20 - Elections
+00- ’

=1 D - Filer: Emergency Rulemaking Rule

13.Click each tab on the right to ensure all information regarding the rule is
correct (Text, Documents, Approvals, and Details):

0 RI Secretary of State Manage - B
Current Rules | Work Queue | Under Review | Text | Documents | Approvals | Details |‘

Filer: Emergency Rulemaking Rule

My Work Queue Action Le,

100-RICR-20-00-1

Regulation Text
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14.1f for any reason at this stage it is determined that the rule should not
move forward, click the Terminate icon to end the promulgation process
and skip to step 16(b)(i):

+ 100 - Department of State

+ 20 - Elections
+ 00 - ’

o a » | - Filer: Emergency Rulemaking Rule

15.To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 20 - Elections
+00- ’

= 1 - Filer: Emergency Rulemaking Rule

16.To advance the rule for the DOS Formatting Review, click Advance:

o RI Secretary of State Manage - =

Promulgation ID: 13187 Emergency Repeal 100-RICR-20-00-1

Department of State

Details | Workflow

Filer: Emergency Rulemaking Rule

Actions and Approvals

Initial Data Entry and Documents Upload

Regulation Text:

Finalization of Emergency Extension 1

»

|[_Agwance || [ Terminate

a. Iffor any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:
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i. Select a Termination Reason, then click Submit to
terminate, or click Cancel to continue the promulgation
process:

\ RI Secretary of State Mmanage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Emergency Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required.

=3

17.Certify that your agency has either received official approval from OMB
or is exempt from OMB'’s review process by clicking Yes:

ORR Compliance

Before uploading your agency's regulation for notice and comment in the RICR, your
agency must certify that it has either received official approval from the Office of
Regulatory Reform (ORR) or is exempt from ORR's formal review process.

Your agency has not received official approval unless your agency is in receipt of an
emailed/dated receipt of ORR clearance from its official submission system.

Do you certify that your agency has either received ORR approval or that your agency is
exempt from the process?

» Yes

a. If your agency has not received official approval from OMB and
is not exempt, click the DOS logo in the top-left corner to return
to the home page. Do not proceed in the RICR System until you
have official approval. Once your agency receives approval, go
back to step 15 to proceed.
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18.1f you would like to add a note for the DOS, enter text in the Request
Note and/or click Submit:

0 RI Secretary of State  Manage ~ -

Workflow Approval for Promulgation 100-RICR-20-00-1
Filer: Emergency Rulemaking Rule (100-RICR-20-00-1)

Request Note for: Initial Data Entry and Documents Upioad

Outcome Note for: Initial Data Entry and Documents Upload

Request Note for: Rules Coordinator Natification Of Emergency Rule

19.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o

' | COMPLETED: /nitial Data Entry and Documents Upload

@ 6.3.1.3.3.2 Rules Coordinator Notification of
Emergency Rule

This step will be completed by the Rules Coordinator.

The Rules Coordinator will receive an AWS Notification to review the
Emergency Rule, then log in and advance the rule for signatures.
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@ 6.3.1.3.3.3  Submission for Promulgation

This step will be completed automatically by the RICR System.

The RICR System will automatically advance the rule to the next step.

c—| 6.3.1.3.3.4 Agency Head Signature Applied

o—

The Agency Head will receive an AWS Notification when it is time to sign
the Final Regulation.

Complete the steps in § 6.3.1.4 of this Guide to sign the rule.

@ 6.3.1.3.3.5 Governor Signature Applied

This step will be completed by the Agency Head.

The Governor will receive an automated email from OneSpan, the
esignature provider, to sign the rule.

@ 6.3.1.3.3.6  Final Rule and Signature Acceptance by
DOS

This step will be completed by the Administrative Record's Office.

Once the Agency Head and Governor signs the rule, the Department of
State will sign the rule and set the rule’s Effective Date.

@ 6.3.1.3.3.7 Promulgation Finalization

This step will be completed automatically by the RICR System.

The RICR System will automatically display the Final Regulation in the RICR
the day it becomes effective.
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s—| 6.3.1.3.3.8 Submission for Emergency Extension 1

If the Emergency Rule must be extended:

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Under Active Emergency Rules, click the Title, Chapter, and Subchapter
to open each level, and click the 60-Day Emergency Renewal icon
(calendar) next to the Part to be extended:

Active Emergency Rules

- 100 - Department of State

- 20 - Elections
- 00 - ‘

1 - Filer: Emergency Rulemaking Rule

3. To confirm the Part should be extended, click Advance:

o RI Secretary of State Manage - -
Promulgation ID; 13187 Emergency Repeal 100-RICR-20-00-1
Department of State

Details | Workflow

Filer: Emergency Rulemaking Rule

Regulation Text:

a. Iffor any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the Emergency Rule immediately, which
will change the rule’s Expiration Date to be set as today’s date:
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i. Select a Termination Reason, then click Submit to
terminate, or click Cancel to continue the promulgation
process:

) RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Emergency Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required.

EIED

4. If you would like to add a note for the DOS, enter text in the Request
Note and/or click Submit:

0 RI Secretary of State Manage - B

Workflow Approval for Promulgation 100-RICR-20-00-1
Filer: Emergency Rulemaking Rule (100-RICR-20-00-1)

Request Note for: Initial Data Entry and Documents Upload

Outcome Note for: Initial Data Entry and Documents Upload

Request Note for: Rules Coardinator Natificaiion Of Emergency Rule
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5. Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o

/| COMPLETED: Initial Data Entry and Documents Upload

@ 6.3.1.3.3.9 DOS Final Revision for Emergency
Extension 1

This step will be completed by the Administrative Record's Office.

The Department of State will confirm the extension and advance the rule.

@ 6.3.1.3.3.10 Finalization of Emergency Extension 1

This step will be completed automatically by the RICR System.

The RICR System will automatically extend the Expiration Date for the
Emergency Regulation in the RICR.

o—

:—| 6.3.1.3.3.11 Early Termination

If the Emergency Rule must be terminated before the set Expiration Date:

1. Log in to the RICR: https://rules.sos.ri.gov/.
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2. Under Active Emergency Rules, click the Title, Chapter, and Subchapter
to open each level, and click the Terminate icon next to the Part to be
terminated:

Active Emergency Rules

- 100 - Department of State

- 20 - Elections
0. V' <

5 1 - Filer: Emergency Rulemaking Rule

3. Select a Termination Reason, then click Submit to terminate, or click
Cancel:

\ RI Secretary of State Manage -

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Emergency Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned ~

Note: Fields marked with an asterisk (*) are required.

e [
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4. Upon submitting, click OK to return to the RICR System homepage:

Workflow Termination Success

The workflow has been successfully terminated.

= [

@ 6.3.1.3.3.11.1 Finalization of Termination

This step will be completed automatically by the RICR System.

The RICR System will automatically change the Expiration Date for the
Emergency Regulation in the RICR to today’s date.

It is the Agency Head's responsibility to download the signed Regulation
for the agency'’s files to be permanently retained per GRS2.5 Rulemaking
Files.

Final Regulations can be downloaded by opening the active Part in the
RICR, clicking the Regulation tab, and clicking Download Regulation:

Records Management

100-RICR-50-00-1 W 0H i) bl ’

Regulation Text Overview Regulation History Rulemaking Documents
2 ‘ | @Dﬂwnlnadkegnlation
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6.3.1.3.4 Advance Notice of Proposed Rulemaking

For information regarding this Rulemaking Action, see § 3.3.4 of this Guide.

Actions to be Completed User to Complete

Initial Data Entry and Documents Upload Agency Head

Generation of the Notice of Proposed Rulemaking Agency Head

RICR Filing System &

Public Comment Period Begin Agency Head

:—| 6.3.1.3.4.1 Initial Data Entry and Documents Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. In the Current Rules tab, click the Title, Chapter, Subchapter, and Part to
open each level, then click the Download Document icon to draft the
repeal (see § 5.1.2.3 of this guide for additional information):

0 RI Secretary of State  Manage - -

Current Rules Work Queue Under Review Text Documents Approvals Details

Filer: Proposed Regular Rulemaking Rule

Agency Regulations 100-RICR-20-00-1

Regulation Text

- 100 - Department of State 7.1 Purpose

7.2 Authority
=20 - Elections
7.3 Definitions
- 00 - New Adoplion

7.4 Procedure for Conduct of Public Hearings
1 - Placement of Candidates and Local

Referenda/Questions on Election Ballots (100-RICR-20-00-1)

3. Once the Proposed Rule draft is ready, in the Current Rules tab, click the
Title, Chapter, Subchapter, and Part to open each level, then click the
New Repeal icon promulgate a repeal:

“ RI Secretary of State Manage + [ - |

Current Rules Work Queue Under Review Text Documents Details

Agency Regulations

- Placement of Candidates and Loc

Referenda/Questions on Election Ballots (100-RICR-20-00-1)
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4. Enter and confirm the Rulemaking Filing Details:

\J Rl Secretary of State Manage ~

Department of State

Rulemaking Type: Repeal

Rulemaking Action: * a IC‘ Proposed O Emergency O Advance Noticel
Rule Identifier: 100-RICR-20-00-1

Regulation Title: Filer: Proposed Regular Rulemaking Rule

Rulemaking Authority: * b R.l. General Laws o

a. Choose Advance Notice for the Rulemaking Action and
Rulemaking Process;

Rulemaking Action: * O Proposed O Emergency @® Advance Notice

b. Confirm the Regulation Title uses sentence case (i.e., use
“Conduct of Public Hearings”, not “CONDUCT OF PUBLIC
HEARINGS"); and

c. Confirm the appropriate authority from the dropdown, enter the
Rulemaking Authority citation, and click Add.

i. To remove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.1. Gen. Laws § 42-35] 1
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5.

Enter the Advance Notice Details to indicate where, when, and how
persons may comment before the rulemaking process begins (any
meeting held is open to the Open Meetings Act and subject to R.I. Gen.
Laws Chapter 42-46):

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0- RI Secretary of State  Manage ~ -
v otic ails: *
o
First and ciick “Past bsite display issues, and use the editor below to format the tex

Confirm the Additional Information URL to indicate the location on your
website where the Notice of Proposed Rulemaking is published as
required by R.I. Gen. Laws § 42-35-2.7:

Additional Information URL.: *

https:// v

Review to ensure all entered text is correct and click Submit.

a. Atany point during the above process, if you don't wish to move
forward, click Cancel to prevent the Part number from being
used.

DO NOT CLICK ANYTHING UNTIL ALL OPTIONS ARE REVIEWED
There are three (3) options to move forward based on if documents
need to be uploaded or not, and two (2) options have immediate
ramifications.

Advance Notice Rulemaking does not require documents to be
uploaded, however, if the promulgating agency wants or needs to
upload documents, the following optional documents may be
uploaded:
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* Proposed Rule e Petition*
¢ Index of Studies/Reports* ¢ Additional Documentation*
¢ Internal Organization Document* e Studies/Reports*

*This document type cannot be uploaded alone. A Proposed Rule must
also be uploaded to be able to advance to the next step.

Read through all three options carefully before determining and taking
action to advance to the next step:

a. Advance Workflow - Choose if you don't need to upload
documents.
If you choose this option, documents may still be uploaded later if need

be.

See step 9 for next steps.

b. Upload Documents - Choose if you need to upload documents.
If you choose this option and documents do not actually need to be
uploaded, the RICR System will not allow you to advance the workflow
until a Proposed Rule is uploaded, so you will need to terminate the rule
and start overif you do not wish to upload a Proposed Rule.

See step 10 for next steps.

c. Home - Equivalent to choosing Upload Documents, do not use.
If you choose this option and documents do not actually need to be
uploaded, the RICR System will not allow you to advance the workflow
until a Proposed Rule is uploaded, so you will need to terminate the rule
and start overif you do not wish to upload a Proposed Rule.

If accidentally clicked, see step 11 for next steps.

0 RI Secretary of State Manage -

Filing Saved
The Filing for Filer: Advance Notice Rulemaking Rule was successfully saved.

You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced
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9. For Advance Workflow:
a. Click Advance Workflow:

0' RI Secretary of State Manage -

Filing Saved

The Filing for Filer: Advance Notice Rulemaking Rule was successfully saved.

‘You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced

(==

b. To advance the rule to generate the Advance Notice of Proposed
Rulemaking, click Advance and skip to step 12:

0 RI Secretary of State Manage + -

Promuigation ID: 13211 Advance Notice Repeal 100-RICR-20-00-1

Department of State

Details Workflow

Filer: Advance Notice Rulemaking Rule

Actions and ApRrovals
Initial Data Entry and Documents Upload
Generation of the Notice Of Proposed Rulemakiny
" a Regulation Text:
Public Comment Period Begin

7.1 Purpose
’ 72 Authority
73  Definitions
Cancel 74  Procedure for Conduct of Public Hearings

i. If for any reason at this stage it is determined that
documents need to be uploaded, click Cancel and skip to
step 11(b); or

ii. Click Terminate to end the promulgation process:

(1) Select a Termination Reason, then click Submit to
terminate, or click Cancel to continue the
promulgation process:

0' Rl Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Advance Notice Rulemaking Rule
Request Note for: Public Comment Period Begin

Termination Reason: *

‘Abandoned v

Mote: Fields marked with an asterisk () are required.
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10.For Upload Documents:

a. Click Upload Documents:

0 RI Secretary of State manage -

Filing Saved
‘The Filing for Filer: Advance Notice Rulemaking Rule was successfully saved.

You may now upload documents for this filing or move it to the next step in the workfiow. Note that all required documents must be uploaded before the workflow can be advanced

(==

b. Select from the dropdown the Document Type:

Document Upload

Regulation

Supporting Documents

Upload
Document Type:

Choose File |[No file chosen I d
C

Home

* Proposed Rule e Petition*
¢ Index of Studies/Reports* » Additional Documentation*
¢ Internal Organization Document* * Studies/Reports*

*This document type cannot be uploaded alone. A Proposed Rule
must also be uploaded to be able to advance to the next step.

c. Click Choose File to select the document from your computer.

d. Click Upload Document to upload.
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e. If additional documents need to be uploaded, click Upload More
Documents and repeat steps b-e for each additional document
(you will not be able to advance the rule until the Proposed Rule is
uploaded), or click Home:

The document was successfully uploaded.

f. If for any reason at this stage it is determined that the rule should
not move forward, click the Terminate icon to end the
promulgation process and skip to step 10(h)(ii)(1):

+ 100 - Department of State
+ 10 - Administration
+ 20 - Elections
Y <

E 72 » 1 - Filer: Advance Notice Rulemaking Rule

Ew, o

g. To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 10 - Administration

+ 20 - Elections
+ 00 - ’

- .1 - Filer: Advance Notice Rulemaking Rule

¥ = o] =
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h. To advance the rule to generate the Advance Notice of Proposed
Rulemaking, click Advance and skip to step 12:

0 RI Secretary of State Manage + -

Promuigation ID: 13211 Advance Notice Repeal 100-RICR-20-00-1

Department of State

Details Workflow

Filer: Advance Notice Rulemaking Rule

Approvals

Data Entry and Documents Upload

Generation of the Natice Of Proposed Rulemskin
p 9 Regulation Text:

Public Comment Period Begin

71 Purpose

’ 72 Authority
7.3 Definitions
Cancel 74  Procedure for Conduct of Public Hearings

i. Iffor any reason at this stage it is determined that the rule
should not move forward, click Cancel to go back; or

ii. Click Terminate to end the promulgation process:

(1) Select a Termination Reason, then click Submit to
terminate, or click Cancel to continue the
promulgation process:

0' Rl Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Advance Notice Rulemaking Rule
Request Note for: Public Comment Period Begin

Termination Reason: *

‘Abandoned v

Mote: Fields marked with an asterisk () are required.

11.DO NOT USE - ONLY FOLLOW IF ACCIDENTALLY CHOSEN

For Home:

a. Click Home:

0' RI Secretary of State Manage -

Filing Saved
The Filing for Filer: Advance Notice Rulemaking Rule was successfully saved.

‘You may now upload documents for this filing or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced

=
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b. Click the Upload Documents icon next to the Part in the Work
Queue tab to upload documents to be able to advance the rule:

+ 100 - Department of State

+ 10 - Administration

+ 20 - Elections
0. Y o

.1 - Filer: Advance Notice Rulemaking Rule

Ty
|

c. Select from the dropdown the Document Type:

Document Upload

Regulation

Supporting Documents

Upload

Document Type:

| Choose File |[No file chosen I e

d

Home

* Proposed Rule e Petition*
¢ Index of Studies/Reports* » Additional Documentation*

e Internal Organization Document* e Studies/Reports*

*This document type cannot be uploaded alone. A Proposed Rule
must also be uploaded to be able to advance to the next step.

d. Click Choose File to select the document from your computer.
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e. Click Upload Document to upload.

f.

g.

If additional documents need to be uploaded, click Upload More
Documents and repeat steps c-f for each additional document
(you will not be able to advance the rule until the Proposed Rule is
uploaded), or click Home:

The document was successfully uploaded.

If for any reason at this stage it is determined that the rule should
not move forward, click the Terminate icon to end the
promulgation process and skip to step 11(i)(ii)(1):

+ 100 - Department of State

+ 10 - Administration

+ 20 - Elections
. M

Fd

Ty

= o »1-Filer Advance Notice Rulemaking Rule

h. To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 10 - Administration

+ 20 - Elections
w. AP

f?_, a »1-Filer Advance Notice Rulemaking Rule
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i. To advance the rule to generate the Advance Notice of Proposed
Rulemaking, click Advance and skip to step 12:

0 RI Secretary of State Manage + -

Promuigation ID: 13211 Advance Notice Repeal 100-RICR-20-00-1

Department of State

Details Workflow

Filer: Advance Notice Rulemaking Rule

Actions and Approvals

Initial Data Entry and Documents Upload

Gene: i Proposed Rulemaking Roguiation Rat
Pubic Cor lod Begin
7.1 Purpose
‘ 72 Authority
73  Definitions
Cancel 74  Procedure for Conduct of Public Hearings

i. Iffor any reason at this stage it is determined that the rule
should not move forward, click Cancel to go back; or

ii. Click Terminate to end the promulgation process:

(1) Select a Termination Reason, then click Submit to
terminate, or click Cancel to continue the
promulgation process:

0' Rl Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Advance Notice Rulemaking Rule
Request Note for: Public Comment Period Begin

Termination Reason: *

‘Abandoned v

Note: Fields marked with an asterisk (*) are required.
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12.Certify that your agency will receive official approval from OMB if the
rule is to be fully promulgated or is exempt from OMB's review process
by clicking Yes:

ORR Compliance

Before uploading your agency's regulation for notice and comment in the RICR, your
agency must certify that it has either received official approval from the Office of
Regulatory Reform (ORR) or is exempt from ORR's formal review process.

Your agency has not received official approval unless your agency is in receipt of an
emailed/dated receipt of ORR clearance from its official submission system.

Do you certify that your agency has either received ORR approval or that your agency is
exempt from the process?

‘ Yes

13.1f you would like to add a note for the DOS for the future DOS review,
enter text in the Request Note and/or click Submit:

‘ RI Secretary of State Manage ~ -

Workflow Approval for Promulgation 100-RICR-20-00-1
Filer: Advance Notice Rulemaking Rule (100-RICR-20-00-1)

Request Note for: Initial Data Entry and Documents Upload

Outcome Note for: Initial Data Entry and Documents Upload

Request Note for: DOS Verification of Drafts
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14.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

| o

/| COMPLETED: Initial Data Entry and Documents Upload

i—| 6.3.1.3.4.2 Generation of the Notice of Proposed
Rulemaking

1. In the Work Queue tab, click on the Title, Chapter, and Subchapter to
open each level to view the rule.

2. If for any reason the rule details need to be updated, click the Edit Filing
icon to update the Regulation Title, Rulemaking Authority, and
Advance Notice Details, then click Submit once the details are updated:

Once the Notice of Proposed Rulemaking is generated and published,
this information cannot be changed.

+ 100 - Department of State

+ 10 - Administration

+ 20 - Elections
+ 00 - ’

B D - Filer: Advance Notice Rulemaking Rule

a. Once completed, click the Department of State logo to navigate
back to the homepage:

r®| RI Secretary of State
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3. Click the Generate/Review Docs icon:

+ 100 - Department of State

+ 10 - Administration
+ 20 - Elections
+ 00- ’
ﬂ o » 1 - Filer: Advance Notice Rulemaking Rule

4. Click Add >> under Public Comment Period List, and click Edit and
<< Remove as necessary to adjust the Public Comment Period:

Generate Public Notice of Proposed Rulemaking
Add a Public Comment Period

Public Comment Period List:
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5. Fill out the form to add a Public Comment Period - all fields are
required:

Public Comment Period

Date of Public Notice: Date of End of Comment Period: *
MM/DD/YYYY

08/13/2024

Full Name of Contact Person: *

Contact Person Email: *

Contact Person Address: *

‘f-\dd'ess Line 1 ‘

‘Add'ess Line 2 ‘

|City |.RI [zip |lzpExt |

Allow online public comments? *

O Yes O No

a. The Date of End of Comment Period will automatically show the
minimum first eligible date to be chosen, but you may choose a
future date if needed.

b. Agencies may use the RICR Filing System to accept public
comments by selecting Yes to Allow online public comments?.
Agencies may opt out by selecting No.

i. If Yesis selected, you have the option to specify dates for

when your agency wants to allow online public comments
within the Public Comment Period.
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6. If there will be a hearing, click on the Public Comment Period, then click
Add >> under Add a Public Hearing:

Generate Advance Notice of Proposed Rulemaking 1
Add a Public Comment Period ’
Public Comment Period List:

08/23/2024 - 08/23/2024

Add a Public Hearing:

| | -

7. Fill out the form to add a Public Hearing - all fields are required:

Public Hearing

Hearing date/time: *
|MMDDYYYY | Time: | v [PM ]

Hearing Location: *

‘Addr'ess Line 1 ‘

‘Addr'ess Line 2 ‘

‘Addr'ess Line 3 ‘

| City | State: Rhode Island | Zipcode

Phone Number for Special Assistance: *

‘ Phone ‘ ‘Phone Extension ‘
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8. Click Generate Notice (this will not publish the rule, only preview the

notice):
Generate Notice Cancel

9. Review the Notice of Proposed Rulemaking:

0 RI Secretary of State Manage ~

The Advance Notice of Proposed Rulemaking was successfully created. This notice has not been published.

Click the 'Publish’ button to make this Notice and the Proposed Rule available to the public.

= tmpnotice_13212.pdf

RHODE ISLAND GOVERNMENT REGISTER
ADVANCE NOTICE OF PROPOSED RULEMAKING

DEPARTMENT OF STATE

Title of Rule: Filer: Advance Notice Rulemaking Rule
Rule Identifier: 100-RICR-20-00-1

Rulemaking Action: Advance Notice of Proposed Rulemaking
Important Dates:

Date of Public Notice: November 20, 2024

End of Public Comment: November 20, 2024

Rulemaking Authority:
R.l. Gen. Laws § 654

Advance Notice Details:
Filer: Advance Notice Rulemaking Rule

a. If any information within the notice is incorrect, click Cancel to go
back and edit to update the information and complete steps as
necessary.

b. Once information is confirmed to be correct, click Publish to
approve the notice and publish the rule in the RICR.
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10.Click Home to return to the RICR home page:

a. If after the notice is published there needs to be any changes
made, click Amend Public Notice to create and publish an
additional notice with corrections.

Documents Published

Rule Identifier: 100-RICR-20-00-1
Title of Rule: Filer: Advance Notice Rulemaking Rule

The following documents are now available to the public:

« Proposed Rule
« Public Notice of Proposed Rulemaking

/| COMPLETED: Generation of the Notice Of Proposed Rulemaking

At this time, the Proposed Rule is now live in the RICR and may be viewed
by completing the following:

1. Go to https://rules.sos.ri.gov/organizations.

2. Locate the associated Title within the Table of Contents.

3. Click the plus sign (+) next to the Title:

Table of Contents

Show| 25 entries Filter by Agency

‘ Title Agency

Title 100 Department of State
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4. Click Agency Info:

@ Title 100 Department of State

View Agency Info

5. Click Rulemaking Agenda:

Providence, RI,02903

Website ‘

Guidance Document Index Declaratory Order Index Rulemaking Agenda

6. Locate the correct Proposed Rule and click the rule name to view:

Department of State Rulemaking Agenda

Proposed Rules for Department of State

Filer: Advance Notice Rulemaking Rule «

Displaying 1 -6 of 6

100 -RICR-20-00-1 Type of filing: Repeal

Title: Department of State Chapter: Elections Subchapter: N/A
Public Comment Term(s): 11/18/2024 to 11/20/2024 Notice Date: 11/19/2024

View Details View Advance Notice Additional Information
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7. Click through the navigation tabs to view the Overview, Regulation,
History, Rulemaking Documents, and Comments:

Filer: Advance Notice Rulemaking Rule

100-RICR-20-00-1 | ADVANCE NOTICE OF PROPOSED RULE

Overview Regulation History Rulemaking Documents Comments

Search Regulations @
Keywords

Exact Match

Agencies

100-RICR-20-00-1

Sort by
TITLE 100 - DEPARTMENT OF STATE Relevance
CHAPTER 20 — ADMINISTRATION
In Order of
SUBCHAPTER 00— hea
Descending

PART-1—CONDUGT-OF-RUBLIC- HEARINGS

7.1 Purpose

8. The Overview tab displays the rule details:

Filer: Advance Notice Rulemaking Rule

m Regulation History Rulemaking Documents Comments
Notify Me

Title 100 Department of State
Chapter 20 Elections
Subchapter 00 N/A
Part 1 Filer: Advance Notice Rulemaking Rule
Type of Filing Repeal
Advance Notice .
Regulation Status View Active Rule
Filing Notice Date 11/19/2024
Public Comment Dates 11/19/2024 to 11/20/2024

Regulation Authority:
R.I. Gen. Laws § 564
Advance Notice Details:

Filer: Advance Notice Rulemaking Rule
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@ 6.3.1.3.4.3 Public Comment Period Begin

The first half of this step will be completed automatically by the RICR
System to start the Public Comment Period in the RICR.

If online public comments were allowed, you may review comments as they
are submitted, or at the end of the Public Comment Period. See step 2 in the
following section (§ 6.3.1.3.4.4 of this Guide) for how to review comments
and generate a public comment document compiling all submitted rules.

s—| 6.3.1.3.4.4 Public Comment Period Begin

a—

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. If online public comments were allowed, click the Review Comments
icon, otherwise skip to step 3:

+ 100 - Departiment of State

+ 20 - Elections ’
+ 00 -

e D - Filer: Advance Notice Rulemaking Rule

a. Review every rule listed under the Pending tab by clicking Review
for each comment submitted:

r@x RI Secretary of State  Manage ~

Review Online Public Comments

Comment ID: #13168-595 Not displayed to public
Public Comment #1 \

Gomment By: ‘ Review ‘

No attachments

Comment ID: #13168-596 Not displayed to public
Public Comment #2 ‘

Comment By: [ Review |

No attachments
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i. Selectto display the comment in the RICR or not, add any
internal and public notes, and click OK to approve:

Online Public Comment Review

Comment By: First Last

On: 08/13/2024

Comment: Public Comment #1

Comment display to public is disabled and not yet reviewed

Enable public comment display? @ Yes O No

Internal Review Notes

Public Review Notes

O Display these Public Review Notes to the public:

b. Click the Reviewed tab to view who reviewed the comment, when
it was approved, and review again if necessary:

o' RI Secretary of State Manage ~ -

Review Online Public Comments

Pending Reviewed m
Comment ID. #13168-595
Public Comment #1
Gomment By
No attachments

Comment 1D #13168-596 [ Dispiayed 1o pusic |
Public Comment &2

Reviewed By

on

=
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c. Click Print to generate a public comment document:

\@\ RI Secretary of State Manage ~

Review Online Public Comments \

Pending Reviewed

d. Click the down arrow at the top-right of the PDF viewer to
download the document so that it can be used to upload as the
part of the final rulemaking documents:

\@\ RI Secretary of State Manage -

Print Online Public Comments

Back to Comment Review ‘

=  tmpOPC 13168.pdf 171 — 100% + | & ©

e. To navigate back to the homepage, click the Department of State
logo:

|®| RI Secretary of State

3. To start rulemaking, in the Work Queue tab, click on the Title, Chapter,
and Subchapter to open each level, then click the Start Rulemaking
icon:

+ 100 - Department of State

+ 20 - Elections ’
+ 00 -

= .. 1 - Filer: Advance Notice Rulemaking Rule

ey
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a. If for any reason at this stage it is determined that the rule should
not move forward, click the Terminate icon to end the
promulgation process:

+ 100 - Department of State

+ 20 - Elections ’
+ 00 -

.. 1 - Filer: Advance Notice Rulemaking Rule

b. Select a Termination Reason, then click Submit to terminate.

@ DO NOT CLICK Cancel - THIS WILL START PROPOSED REGULAR
RULEMAKING.

Instead, click the RICR logo at the top-left corner to go back if
need be.

)) RI Secretary of State  Manage -

Workflow Termination for Filing 100-RICR-20-00-1

Filer: Advance Notice Rulemaking Rule
Request Note for: Public Gomment Period Begin

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required

4. Enter and confirm the Rulemaking Filing Details:
a. Choose the Rulemaking Action and Rulemaking Process to start

rulemaking, either Proposed Regular, Proposed Direct Final, or
Emergency:
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If another Advance Notice Public Comment Period is necessary,
choose Advance Notice.

Rulemaking Action: * O Proposed O Emergency O Advance Notice

Rulemaking Process:* O Regular O Direct Final

b. Confirm the Regulation Title is correct and uses sentence case
(i.e., use "Conduct of Public Hearings”, not "CONDUCT OF
PUBLIC HEARINGS"); and

c. Confirm the Rulemaking Authority is correct and update as
necessary by selecting the appropriate authority from the
dropdown, enter the Rulemaking Authority citation, and click
Add.

i. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.1. Gen. Laws § 42-35] 1

d. If Proposed Regular or Proposed Direct Final was chosen:

i. Enter the Summary of Proposed Rule in plain language of
terms or substance of intended action, or description of
the subjects and issues involved, including changes
between current and proposed regulations:

(1) If copying text from another document, follow
the directions on screen to strip all erroneous
formatting.
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Enter the Regulatory Analysis Summary and Supporting
Documentation to provide a brief paragraph of the societal
cost and benefits of compliance as prepared under R.I.
Gen. Laws § 42-35-2.9, including any citations to scientific
or statistical studies, reports, and analyses that served as a
basis for the proposed rule:

(1) If copying text from another document, follow
the directions on screen to strip all erroneous
formatting.

o RI Secretary of Stale Manage - .
o
o4 y

e. If Emergency was chosen:

Enter the Brief Statement of Reason for Finding Imminent
Peril to state the reason this rule is required in order to
avoid a threat to public health, safety, or welfare, or the
loss of federal funding for an agency program (R.I. Gen.
Laws § 42-35-2.10):

(1) If copying text from another document, follow
the directions on screen to strip all erroneous
formatting.

. RI Secretary of State Manage -

f. If Advance Notice was chosen:

Enter the Advance Notice Details to indicate where, when,
and how persons may comment before the rulemaking
process begins (any meeting held is open to the Open
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Meetings Act and subject to R.I. Gen. Laws Chapter 42-46):

(1) If copying text from another document, follow
the directions on screen to strip all erroneous
formatting.

‘ RI Secretary of State Mange - .
A
t

5. Confirm the Additional Information URL is correct to indicate the
location on your website where the Notice of Proposed Rulemaking is

published as required by R.I. Gen. Laws § 42-35-2.7:

Additional Information URL: *

https:// v

6. Review to ensure all entered text is correct and click Submit.

@ DO NOT CLICK Cancel - THIS WILL START PROPOSED REGULAR
RULEMAKING.

Instead, click the RICR logo at the top-left corner to go back if need be.

/| COMPLETED: Public Comment Period Begin

o—

a—| 6.3.1.3.4.5 Initial Data Entry and Documents Upload

a—

1. Based on the Rulemaking Action and Process chosen, continue
rulemaking by following:

a. Proposed Regular Rulemakingin § 6.3.1.3.1.1(9) of this Guide;

b. Proposed Direct Final Rulemaking in § 6.3.1.3.2.1(9) of this
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Guide;

c. Emergency Rulemakingin § 6.3.1.3.3.1(9) of this Guide; or

d. Restart Advance Notice Rulemakingin § 6.3.1.3.4.1(7) of this
Guide.
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6.3.1.3.5 APA Exempted Rulemaking

For information regarding this Rulemaking Action, see § 3.3.5 of this Guide.

Actions to be Completed | User to Complete

Initial Data Entry and Documents Upload Agency Head

Rules Coordinator Approval for Notice of Proposed Rulemaking | Rules Coordinator
DOS Verification of Drafts Department of State
Submission for Promulgation RICR Filing System
Rules Coordinator Approval for Final Submission Rules Coordinator
Agency Head Signature Applied Agency Head

Final Rule and Signature Acceptance by DOS Department of State
Promulgation Finalization RICR Filing System

Before initiating the process in the RICR Filing System, email the Administrative
Records Office (ARO) to request the APA Exemption be applied to the Part to
be promulgated:

1. Provide the full RICR Citation (##-RICR-##-##-#); and

2. Confirm the promulgating agency/division may use the exemption per
R.I. Gen. Laws § 42-35-18.

Only once the ARO confirms in an email reply that the exemption was applied
can the process be started in the RICR Filing System.

o—

=—| 6.3.1.3.5.1 Initial Data Entry and Documents Upload

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Inthe Current Rules tab, click the Title, Chapter, Subchapter, and Part to
open each level, and:

a. Ensure the New Adoption button is green, not blue; and

If the button is blue, do not move forward with the promulgation
and immediately contact the ARO per § 6.3.1.3.5 of this Guide.
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b. Click the Download Document icon to draft the repeal (see §
5.1.2.3 of this guide for additional information):

) RI Secretary of State  Manage ~

Current Rules Work Queue Under Review Documents Details

{ Text

Agency Regulations Action Legend

- New Amendment
» - New Repeal
75 - 60-day Emergency Renewal

- 100 - Department of State
+ 10 - Administration a
- 20 - Elections ’

b mp>

Referenda/Questions on Election Ballots (100-RICR-20-00-1)

01 - Placement of Candidates and Local

3. Once the Proposed Rule draft is ready, in the Current Rules tab, click the
Title, Chapter, Subchapter, and Part to open each level, then click the
New Repeal icon promulgate a repeal:

0 RI Secretary of State Manage + B

Current Rules Work Queue Under Review Text | Documents Details
Agency Regulations Action Legend
- New Amendment
o - New Repeal

== - 60-day Emergency Renewa

- 100 - Depariment of State

+10-Ad
- 20- Elections

<. A

- Placement of Candidates and Local

Referenda/Questions on Election Ballots (100-RICR-20-00-1)

4. Enter and confirm the Rulemaking Filing Details:

RI Secretary of State Manage ~

Department of State

Rulemaking Type:
Rulemaking Action: *
Rule Identifier:

Regulation Title: *

Rulemaking Authority: *

Repeal

a JAPAExempted

100-RICR-20-00-1

Filer: APA Exempted Rulemaking Rule

b R.I. General Laws v
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a. The Rulemaking Action should immediately display APA
Exempted:

Rulemaking Action: * APA Exempted

If the Rulemaking Action does not display APA Exempted, do not
move forward with the promulgation and instead scroll to the
bottom of the page to click Cancel and email the ARO
immediately to fix this; and

b. Confirm the appropriate authority from the dropdown, enter the
Rulemaking Authority citation, and click Add.

i. Toremove a Rulemaking Authority, click to select the
citation to remove from the list and click Remove:

[R.1. Gen. Laws § 42-35] 1

5. Enter the Summary of Proposed Rule in plain language of terms or
substance of intended action, or description of the subjects and issues
involved, including changes between current and proposed regulations:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State  Manage ~ -

Summary of Proposed Rule: *

the textbox beiow and click “Paste s plain fext” to strip hidden formatting that may cause website dispisy issues, and use the editar below to format the fext.
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6. Enter the Regulatory Analysis Summary and Supporting
Documentation to provide a brief paragraph of the societal cost and
benefits of compliance as prepared under R.I. Gen. Laws § 42-35-2.9,
including any citations to scientific or statistical studies, reports, and
analyses that served as a basis for the proposed rule:

a. If copying text from another document, follow the directions on
screen to strip all erroneous formatting.

0 RI Secretary of State manage « -

Regulatory Analysis Summary and Supporting Documentation: *
ssing software.
ik in the textbax below and click “Paste as plain fext” to strip hidden formatting that may cause website display issues, and use the editor below to format the fex.

Do not copy directly from Microsoft Word or other word pr
First paste into a text edtor (Le., Notepad), copy that tex, right

= = B ] U = & = o &

7. Confirm the Additional Information URL to indicate the location on your
website where the Notice of Proposed Rulemaking is published as
required by R.I. Gen. Laws § 42-35-2.7:

Additional Information URL: *

https:// v

8. Review to ensure all entered text is correct and click Submit.

a. Atany point during the above process, if you don't wish to move
forward, click Cancel to prevent the Part number from being
used.

9. This Rulemaking Action requires documents to be uploaded. Click
Upload Documents:

/\ RI Secretary of State  Manage -

Filing Saved

The Filing for Filer: APA Exempt RL ing Rule was illy saved.

You may now upload documents for this filini or move it to the next step in the workflow. Note that all required documents must be uploaded before the workflow can be advanced.

===
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a. If you click Home by accident, click the Upload Documents icon
next to the Part in the Work Queue tab to go to the correct
screen:

+ 100 - Department of State

+ 20 - Elections
+00- ’

@ m , 1-Filer: APA Exempted Rulemaking Rule

10.Upload documents:

Document Upload

Regulation Required Documents

+ Proposed Rule

Supporting Documents

Upload
Document Type:

o e : C

a. Select from the dropdown the Document Type:

i. Required:

* Proposed Rule (actually the Final Rule, 2 versions)*

i. Optional:
* Index of Studies/Reports ¢ Additional Documentation
¢ Internal Organization Document e Studies/Reports
e Petition

* There will be no option to upload a “Final Rule”.

Upload the Final Rule as the Proposed Rule document type.

A list of required documents will display, and as documents are
uploaded, a green check will be added next to each document:
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Required Documents

I « Proposed Rule ./

Required Documents

+ Proposed Rule

b. Click Choose File to select the document from your computer;
and

c. Click Upload Document to upload.

11.If additional documents need to be uploaded, click Upload More
Documents and repeat steps 10-11 for each additional document (you
will not be able to advance the rule until all required documents are
uploaded), or click Home to continue to the next step:

The document was successfully uploaded.

a. When uploading the Final Rule, upload the Track Changes
Version first, then upload the Clean Version with all changes
accepted (§ 5.1.2.4 of this Guide).

12.1f for any reason the rule details need to be updated, click the Edit Filing
icon to update the Regulation Title, Rulemaking Authority, Summary of
Proposed Rule, and Regulatory Analysis Summary and Supporting
Documentation, then click Submit once the details are updated:

Once the Notice of Proposed Rulemaking is generated and published,
this information cannot be changed.

+ 100 - Department of State

+ 20 - Elections
+00- ’

5 D1 - Filer: APA Exempted Rulemaking Rule
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13.Click each tab on the right to ensure all information regarding the rule is
correct (Text, Documents, Approvals, and Details):

0 RI Secretary of State Manage -
Current Rules | Work Queue | Under Review Text | Documents | Approvals || Details |‘

My Work Queue

Filer: APA Exempted Rulemaking Rule
100-RICR-20-00-1

Regulation Text

7.1 Purpose
7.2 Authority
7.3 Definitions

7.4 Procedure for Conduct of Public Hearings
+ 20 Elections

14.1f for any reason at this stage it is determined that the rule should not

move forward, click the Terminate icon to end the promulgation process
and skip to step 16(b)(i):

+ 100 - Department of State

+ 20 - Elections
+00- ’

e n | - Filer: APA Exempted Rulemaking Rule

15.To continue, click the Advance Workflow icon:

+ 100 - Department of State

+ 20 - Elections
+ 00- ’

=) o 1 - Filer: APA Exempted Rulemaking Rule
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16.To advance the rule for the DOS Formatting Review, click Advance:

o RI Secretary of State Manage + [ -]

Promuigation ID: 13210 APA Exempted Repeal 100-RICR-20-00-1

Filer: Advance Notice Rulemaking Rule

Details | Workflow

Filer: APA Exempt Rulemaking Rule

Actions and Approvals
Initial Data Entry and Documents Upload

Rules Coordinator Approval for Notice Of Proposed Rulemaking

Regulation Text:
ion of Drafts

Submission for Promulgation 71 Purpose

Rules Coordinator Appraval for Final Submission 72 Authority

Agency Head Signature Applied

7.3 Definitions

74  Procedure for Conduct of Public Hearings

a. If for any reason at this stage it is determined that the rule should
not move forward, click Cancel to go back; or

b. Click Terminate to end the promulgation process:

i. Select a Termination Reason, then click Submit to terminate,
or click Cancel to continue the promulgation process:

RI Secretary of State Manage ~

Workflow Termination for Filing 100-RICR-20-00-1

Filer: APA Exempted Rulemaking Rule
Request Note for: Initial Data Entry and Documents Upload

Termination Reason: *

Abandoned v

Note: Fields marked with an asterisk (*) are required.

=
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17.Enter what the Effective Date should be set to (i.e., either a minimum 20-
day waiting period or other date) in the Request Note and click Submit:

Workflow Approval for Promulgation 100-RICR-10-00-1

Filer. APA Exempt Rulemaking Rule (100-RICR-10-00-1)

Request Note for: Initial Data Entry and Documents Upload

Outcome Note for

ROQUESE NOLE 1O i3 COMMTINIOT APPIOVS 10F NOBCE Of PTOpOSed R iak

18.Upon submitting, click OK to return to the RICR System homepage:

Workflow Advance Success

The workflow has been successfully advanced to the next step.

mp | o

/| COMPLETED: Initial Data Entry and Documents Upload
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@ 6.3.1.3.5.2  Rules Coordinator Approval for Notice of
Proposed Rulemaking

This step will be completed by the Rules Coordinator.

The Rules Coordinator will receive an AWS Notification email to indicate
they need to log in and approve the rule to advance it for the DOS review:

T \L = [EXTERMAL]: APA NOTIFICATION: Filing workflow action - 1...

File Message Help Acrobat @ Tell me what you want to do

m -~ = M- ‘ S € — | off sharetoTeams | 1 BR- M- B~ Sl

[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-20-00-1

@ AWS Notifications <no-reply@sns.amazonaws.com = @ 99> &
To

[]

RICR: 100-RICR-20-00-1

Agency: Department of State

Filing Type: APA-Exempted Amendment

Workflow: 'Rules Coordinator Approval for Notice Of Proposed Rulemaking' is ready for your action

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:
https://ecc02.safelinks.protection.outlook.com/?url=https%3A%2F%2 Fsns.us-east-1.amazonaws.com%
2Funsubscribe.html%3FSubscriptionArn%3Darn%3Aaws%3Asns#3Aus-east-1%43A452910929247%3AAgency DOS%
3A4fa9b182-f76a-466e-918b-a25af9e46bc2%26Endpoint®3 Drstrashnick40sos.ri.gov&data=05%7C02%
7Crstrashnick¥40s0s.ri.gov¥ 7 Cfic7f76f078b84c22a51708dcc38cbb38%7C2d0f1dbedd594772865f1514175d07c2%
7C0%7C0%7C638600256419153884%7CUnknown%

7CTWFpbGZsb3d8ey)WIjoiMCAwWLiAwMDAILCIQljoiV2 luMzIiLCIBTil61k1 haWwil CIXVCI6Mn0%3D%7C0%7 CH7C%
7C&sdata=RVIdFBilFcCLPWmgYAfV0dd %2 BZh88HZ3DG|1OmgC1MI%%3D&reserved=0
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@ 6.3.1.3.5.3  DOS Verification of Drafts
This step will be completed by the Administrative Records Office.

Once the DOS formatting review has been completed, the Rules
Coordinator will receive an AWS Notification email to indicate the next step

should be taken:

T \L = [EXTERMAL]L: APA NOTIFICATIOM: Filing workflow action - 1...

File Message Help Acrobat Q Tell me what you want to do

m -~ =5 - ‘ S € — | o shareto Teams & Ea. mE. Flmv

7] o
[EXTERNAL]: APA NOTIFICATION: Filing workflow action - 100-RICR-20-00-1
@ AWS Notifications <no-reply@sns.amazonaws.com> @ 9|9 > %

To

[r]

RICR: 100-RICR-20-00-1

Agency: Department of State

Filing Type: APA-Exempted Amendment

Workflow: 'Rules Coordinator Approwval for Final Submission' is ready for your action

If you wish to stop receiving notifications from this topic, please click or visit the link below to unsubscribe:
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsns.us-east-1.amazonaws.com%
2Funsubscribe.html%3FSubscriptionArm%3Darn%3Aaws%3Asns%3Aus-east-1%3A452910929247%3AAgency DOS%
3A4fa9b182-f76a-466e-918b-a25af9e46bc2%26Endpoint%3Drstrashnick40sos.ri.gov&data=05%7C02%
FCrstrashnick®40sos.ri.govi7Cf2ede5b34ad64b26bdes08dcc38daf75%7C2dof1dbedds94772865f1914175d07¢2%
7C0%7C0%7C638600258898366804%7CUnknown%
7CTWFpbGZsb3dBey)WljoiMC4wLiAwMDAILCIQljoiv2luMzliLCIBTil6I k1 haWwiLCIXVCI6MNn0%3D%7C0% 7 C37Cl%
7C&sdata=d2kf%2BU0ScWICPOmcHZP1iIMRRIDpOeydr8mYawead 1g4%3D&reserved=0

@ 6.3.1.3.5.4 Rules Coordinator Approval for Final
Submission

This step will be completed by the Rules Coordinator.

The Rules Coordinator will need to log in to advance the rule for signatures.
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s—| 6.3.1.3.5.5 Agency Head Signature Applied

The Agency Head will receive an AWS Notification when it is time to sign
the Final Regulation.

Complete the steps in § 6.3.1.4 of this Guide to sign the rule.

@ 6.3.1.3.5.6  Final Rule and Signature Acceptance by
DOS

This step will be completed by the Administrative Records Office.

Once the Agency Head signs the rule, the Department of State will sign the
rule and set the rule’s Effective Date.

@ 6.3.1.3.5.7 Promulgation Finalization

This step will be completed automatically by the RICR System.

The RICR System will automatically display the Final Regulation in the RICR
the day it becomes effective.

It is the Agency Head's responsibility to download the signed Regulation
for the agency'’s files to be permanently retained per GRS2.5 Rulemaking
Files.

Final Regulations can be downloaded by opening the active Part in the
RICR, clicking the Regulation tab, and clicking Download Regulation:

Records Management

PR o e Ll | ACTIVE RULE ’

Regulation Text Overview Regulation History Rulemaking Documents
2 ‘ | @Dﬂwnlnadkegnlation

434 of 467


https://sosri.access.preservica.com/index.php?name=SO_acb4d5f5-cedb-4767-8e15-634e8a9f7ce3
https://sosri.access.preservica.com/index.php?name=SO_acb4d5f5-cedb-4767-8e15-634e8a9f7ce3
https://rules.sos.ri.gov/Organizations

RI Department of State - Administrative Records Office

AGENCY GUIDE: AGENCY HEADS

6.3.1.4 Signing Final Rules

Once a Final Regulation has been reviewed and advanced by the Administrative
Records Office, the Agency Head will receive an automated email to sign the Rule
from OneSpan Sign signers@esignlive.com (esignature provider), not from the
Department of State.

Always check spam or junk folders if the email cannot be found and mark the
above domain as safe if for any reason it gets caught in those folders.

6.3.1.4.1 Setting Up Email Rules

To easily identify the signing emails, it is recommended that an email rule is set
up to filter all OneSpan emails directly into a dedicated OneSpan folder.

To set up a new email rule in Microsoft Outlook:

1. Go to File and click Manage Rules & Alerts:

a Rules and Alerts
1
I;l Use Rules and Alerts to help organize your incoming email messages, and receive
Manage Rules updates when items are added, changed, or removed.
& Alerts

2. Click New Rule:

Rules and &lerts it

Email Rules  manage Alerts

;7 Mew Rule... BChange Rule - E‘@ Copy.. 2 Delete w  Bun Rules Now... Options
Hule (applied in the order shown) Actions
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3. Use the Rules Wizard to create and edit rules from preset templates to
automatically sort individual emails into folders:

Rules Wizard X

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized

EL-I Move messages from someone to a folder
DJ:I Move messages with specific words in the subject to a folder
EL-I Move messages sent to a public group to a folder
Ft' Flag messages from someone for follow-up
EI:I Move B55 items from a specific R55 Feed to a folder
Stay Up to Date
E}" Display mail from someone in the Mew [tem Alert Window
<]ij':| Play a sound when | get messages from someone

D Send an alert to my mobile device when | get messages from someone
Start from a blank rule

& Apply rule on messages | receive

_E' Apply rule on messages | send

Step 2: Edit the rule description (click an underlined valueg)

Apply this rule after the message arrives
from people or public group
move it to the specified folder

and stop processing more rules

Example: Mowve mail from my manager to my High Importance folder

Cancel

m
1]
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6.3.1.4.2 Using OneSpan to Sign Rules

Upon receiving the OneSpan email, the Agency Head will need to click the link
within the email to sign the Regulation.

Rules cannot go into effect until signed by the Agency Head. See § 3.3 of this
Guide for additional signing requirements.

To sign Final Regulations:
1. Open the OneSpan email.

2. Confirm the Regulation Citation listed in the email as the correct Final
Regulation.

3. Click the button within the email labeled GO TO DOCUMENTS:

']\ \l, = [EXTERNAL]: Terrance Jackson has added you as a Signer to "100-Rl...
File Message Help Acrobat Q  Tell me what you want to do
M~ 8 M- | © € — | o sharetoTeams | 51 BB~ - [E~ E“ SO Find ‘ .

[EXTERNAL]: Terrance Jackson has added you as a Signer to "100-RICR-30-00-1_signed"
@ OneSpan Sign <signers@esignlive.com> © | O Reply | € ReplyAll | = Forward | | i

'E' If there are problems with how this message is displayed, click here to view it in a web browser,

Hi Agency Head,
Terrance Jackson has added you as a Signer to "100-RICR-30-00-1_signed".

Please review and complete "100-RICR-30-00-1_signed".

I GO TO DOCUMENTS ‘

Thank you,
The OneSpan Team
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4. Check the box to agree to the terms of the eSign Disclosure Document
and click Accept:

OneSpan Sign

Read & accept this document

+ > @

agree to the terms of

OneSpan Sign Consent and Disclosure (“eSign
Disclosure”)

By clicking to accept this eSign Disclosure you are consenting; (i) to execute documents with
OneSpan using its e-signature tool, OneSpan Sign; (i) that OneSpan may record and retain audio
andlor video recordings of Virtual Room sessions (if applicable), and (i) to exchange documents
with OneSpan electronically. If you do not consent to the foregoing, do not ciick “Accept” and

5. Confirm the Regulation Citation listed as the correct Final Regulation at the
top of the page and click Next:

I‘ Next

6. Click Sign:

Agency Signature

Agency Head Signature Agency Signing Date
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7. Click Confirm:

Agency Signature

Signed by
] Agency Head
Agency Head Signature Agency Signing Date

Department of State

Regulation Effective Date

Department of State Initials Department of State Date

Please confirm to complete signing. *

8. Upon success, the following message will display once Agency Head
signing is complete and the Final Regulation has been sent to the
Department of State for the Administrative Records Office to sign:

Thank you, Agency Head
Signing complete! You may now view or download your signed documents.

We have everything we need at this stage and you may close this window.

Review Documents Download Documents
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6.3.2 Filing FAQ

Where can the most recent version of a rule be downloaded?

See §§ 5.1.2.2 (Amendments) and 5.1.2.3 (Repeals) of this Guide for instructions to
download the most recent version of a rule to draft an amendment or repeal.

What's the difference between the three rule tabs in the RICR Filing System?
e Current Rules displays all rules that are currently in effect and active in the
RICR.

e Work Queue displays all rules that need agency action for the current step in
the promulgation process.

e Under Review displays all rules that either need Department of State action for
the current step in the promulgation process or rules that have been signed
and are in the waiting period before going into effect.

How can | find out where in the promulgation process a rule is?
1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Locate the rule in either the Work Queue or Under Review tabs.
3. Click on the rule and then click the Approvals tab to the right.
4. ldentify which action is bolded.

The bolded action is the step that still needs to be completed. All previous actions
will list the date the action was completed and the name of the user who completed
the action.

Why can’t | see the Advance icon to advance the rule to the next step?

Check to ensure all required documents have been uploaded by clicking the Upload
Documents icon (paper with blue arrow), where all required documents are listed.

What can | do if the wrong file was accidentally uploaded in the RICR Filing System?

o For Regulation files:
The previously uploaded files cannot be deleted. Instead, upload the correct
file. The most recently uploaded file will be the file the RICR uses.

e For any otherfile:
Click Delete next to the wrong file, then upload the correct file:
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How can a rule be pulled back into an agency’s Work Queue if it was accidentally
advanced?

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Locate the rule in the Under Review tab.

3. Click Reset to the right of the rule:

Current Rules H Work Queue

‘ Under Review

Under Review

100 - Department of State

100-RICR-10-00-8 ‘

Filer: Proposed Direct Final Rulemaking Rule
Promulgation Type: Adoption

Rulemaking Action: Proposed Direct Final
Workflow Status: DOS Final Regulation Approval

4. Add a note as to why the rule has been reset, and click Submit:

| RI Secretary of State Manage ~

Workflow Reset for Promulgation 100-RICR-10-00-8

Filer: Proposed Direct Final Rulemaking Rule
Request Note for: DOS Final Regulation Approval

Qutcome Note for: DOS Final Regulation Approval

The promulgation was reset by the system.

Request Note for: Post Public Comment Period Data update and Document Upload

The workflow was pulled back by the agency.

(oo [ oo
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Can the Notice of Proposed Rulemaking document be edited after it has been
published in the RICR?

Once the Notice of Proposed Rulemaking has been published, it cannot be edited.
Always check the generated PDF before publishing to ensure information is correct.

If an agency wishes to publish an additional Notice with updated information:

1.

Log in to the RICR: https://rules.sos.ri.gov/.

2. Locate the rule in the Work Queue tab.
3.
4

. Either Add >> an additional Public Comment Period, or << Remove and Add

Click on the Generate Document icon (paper with magnifying glass).

>> an additional Public Comment Period, fill out the form for the Public
Comment Period information, click Generate, review the generated PDF for
errors, and click Publish once ready.

The Agency Head never received the OneSpan email, now what?

Always check spam and junk folders to ensure security filters did not catch the email.

If the email still cannot be found, email the Administrative Records Office (ARO) with
the Promulgation ID (§ 6.2.5 of this Guide) and Rule Citation so they can resend the
OneSpan email.

Can a rule be pulled back a step once it has been signed?

Once a rule has been signed, it cannot be reset in any way. If changes to the rule are
required, an Amendment must be promulgated.

How can | reset my password?

Email the ARO to request a password reset and complete the steps listed in § 6.4.1 of
this Guide.
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6.4 RICR Non-Rulemaking Processes

6.4.1 Password Reset

To reset your password for the RICR, email the Administrative Records Office to
request a password reset and to receive an automated email from the RICR System
with a temporary password.

To reset the password:

1. Go tothe RICR: https://rules.sos.ri.gov/.

2. Log in with the temporary password from the RICR System automated email.
3. Enter the temporary password from the email as the Current Password.

4. Enter a New Password.

5. Enter the new password again to Confirm New Password.

6. Click Change Password:

r@) RI Secretary of State

Change Password

Current Password *
New Password *

Confirm New Password *

Note: Fields marked with an asterisk () are required.

Change Password

NOTE: Passwords must be more than or equal to 8 characters, and contain at
least one number, one uppercase, and one special character.
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6.4.2 RICR System Notifications

This Section is for Rules Coordinators and Agency Heads only (§ 6.1.4 of this Guide).

When action is required to be taken by a user in the RICR Filing System, an
automated notification email from AWS Notifications (no-reply@sns.amazonaws.com)

is sent.

To turn RICR System notifications on and off for users:

1. Loginto the RICR: https://rules.sos.ri.gov/.

2. Click Manage > Notifications:

RI Secretary of State manage ~

Users
Current Rules Work QUE  cChapters
Subchapters
Agency Action Legl Notifications
Regulations - New Al Declaratory Order
. - New R
— Guidance Document Index
g 60-day N ]
Renewal

‘ Text H Documents

-

3. Click the corresponding blue button for a user:

a. Subscribe to turn on RICR Notifications; or

b. Unsubscribe to turn off RICR notifications:
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6.4.3 Users

This Section is for Rules Coordinators and Agency Heads only (§ 6.1.4 of this Guide).

6.4.3.1 Edit My Account Details

To edit your user information:

1. Login to the RICR: https://rules.sos.ri.gov/.

2. Click your name in the upper-right corner:

RI Secretary of State  Manage ~ Your Name Here -

Work Queue Details

Current Rules ‘ Text H Documents

Agency
Regulations

4. Edit the fields that require updating and click Save User Details:

( @ RI Secretary of State Manage -

Edit User

Account Details
Email
First Name
Middle Name
Last Name
Username *
Password
Re-enter Password
(O Force password reset on next login
Contact Email
Contact Phone Ext
Note: Fields marked with an asterisk (%) are required
= E=3)
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6.4.3.2 Add Filer

To add a Filer:

1. Login to the RICR: https://rules.sos.ri.gov/.

2. Inthe header, click Manage > Users:

\@ RI Secretary of State  Manage -

Users

1
Current Rules Work Que

Action Ly
- New
o - New

Agency Regulations

- 60-d

Chapiers
Subchapters
Notifications

[ Text Details

{ Documents

Declaratory Order

Guidance Document Index

3. Click New User in the upper-right corner:

RI Secretary of State Manage -

User Management

Show[T0_w] entries

Delete 4 Username

Users New User

Display Name Email Title Role Last Login

4. Enter the information for the following fields:
a. Email*;
b. First Name?*;
c. Middle Name;
d. Last Name?*;
e. Username* (must use email address);
f. Password and Re-enter Password*;
g. Contact Email*; and
h. Contact Phone*.

*Required
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5. Click Save User Details:

Secretary of State  Manage -

User Management

Account Details

Email *

First Name

Middle Name

Last Name
Username *
Password *
Re-enter Password *
Contact Email

Contact Phone Ext
Organization

User's Organization 100 - Department of State

Role

Role Filer

Note: Fields marked with an asterisk () are required

» Save User Details | 8
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6.4.3.3 Edit User

To edit a user:

1. Login to the RICR: https://rules.sos.ri.gov/.

2. Inthe header, click Manage > Users:

@ RI Secretary of State

Users

L
Current Rules | Work Que Chapters [ Text

Subchapters I

{ Documents H Details

Agency Regulations ~ Action Ly  Notifications
-New  Daclaratory Order
o~ New

- Guidance Document Index
g -60-d o

3. Locate the user to edit and click the user’s username.

4. Edit the fields that require updating and click Save User Details:

| Rl Secretary of State Manage -

Edit User

Account Details

Email =

First Name
Middle Name
Last Name
Username *
Password

Re-enter Password

[] Force password reset on next login

Contact Email

Contact Phone Ext

» Save User Details | ¥
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6.4.4 Guidance Documents

6.4.4.1 Adding Guidance Documents

To add a new Guidance Document:

1. Login to the RICR: https://rules.sos.ri.gov/.

2. Click Manage > Guidance Document Index:

RI Secretary of State Manage ~

Current Rules Work Queg

Users
Chapters
Subchapters
MNotifications

Declaratory Order

Agency Action Lege
Regulations - New Ar
o - NewH

5 - 60-da

Guidance Document Index

‘ Text Documents

3. Click New in the upper-right corner:

@ RI Secretary of State  Manage ~

Guidance Document Index Listing

Guidance Document Indicies

Title 100 - Department of State

Index

Guidance Document Index for 2024
Guidance Document Index for 2023
Guidance Document Index for 2022
Guidance Document Index for 2021
Guidance Document Index for 2020
Guidance Document Index for 2019

Guidance Document Index for 2018

Status

Public

Public

Public

Public

Public

Public

Public

Created

1/5/2024 11:53:26 AM

10/24/2023 3:32:24 PM

11/28/2022 3:56:07 PM

4/5/2021 3:56:56 PM

10/13/2020 9:25.05 AM

2/5/2019 2:52:37 PM

10/3/2018 10:30:39 AM

Guidance Documents New
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4. Complete the following required fields:

RI Secretary of State Manage ~ -

Guidance Document Index Listing

Guidance Documents New

Create Guidance Documents Index

Title 100 - Department of State

Effective Date *
Document Title *

URL to Document On Your Website *

1] ¢

a. Click to select the Effective Date from the calendar;

b. Enter the Document Title;

c. Paste the URL to the Document On Your Website (include “http://”
or "https://");, and

d. Click Add.
5. Repeat the previous step as needed to add multiple Guidance Documents.

6. To publish, click Generate Guidance Document Index:

Guidance Document List:

06/13/2022 - Overview of Managing Records During Transition

01/01/2017 - Getting Started with the Lobbying Registration Desk: A Guide for Entities
01/01/2017 - Getting Started with the Lobbying Registration Desk: A Guide for Lobbying Firms
01/01/2017 - Getting Started with the Lobbying Registration Desk: A Guide for Lobbyists
01/01/2017 - Getting Started with the Lobbying Registration Desk: A Guide for Profile Managers
11/28/2018 - Rules and Regulations Formatting and Filing Manual

06/01/2019 - RI Trademark/Service Mark Guide

Note: Fields marked with an asterisk (*) are required.

Generate Guidance Document Index «

7. The following message will appear after the index is generated:

Success! Guidance Document Index successfully created
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6.4.4.2 Removing Guidance Documents

To remove a Guidance Document:

1. Login to the RICR: https://rules.sos.ri.gov/.

2. Click Manage > Guidance Document Index:

RI Secretary of State  Manage -~

Users
Current Rules Work Que  chapters ‘ Text Documents
Subchapters I
Agency Action Lege Nofifications
Regulations -New Al pecjaratory Order
- New R —
o2 Guidance Document Index
. - 50-da

3. Click New in the upper-right corner:

| RI Secretary of State Manage ~ -

Guidance Document Index Listing Guidance Documents [INEY

Guidance Document Indicies

Title 100 - Department of State

Index Status Created

Guidance Document Index for 2024 Public 1/5/2024 11:53:26 AM
Guidance Document Index for 2023 Public 10/24/2023 3:32:24 PM
Guidance Document Index for 2022 Public 11/29/2022 3:56:07 PM
Guidance Document Index for 2021 Public 4/5/2021 3:56:56 PM
Guidance Document Index for 2020 Public 10/13/2020 9:25:05 AM
Guidance Document Index for 2019 Public 2/5/2019 2:52:37 PM
Guidance Document Index for 2018 Public 10/3/2018 10:30:39 AM
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4. Select a Guidance Document to be removed from the list and click
Remove:

RI Secretary of State  Manage ~ -

Guidance Document Index Listing

Guidance Documents New

Create Guidance Documents Index

Title 100 - Department of State

Effective Date *
Document Title *

URL to Document On Your Website *

DS <=

Guidance Document List:

06/13/2022 - Overview of Managing Records During Transition

01/01/2017 - Getling Started with the Lobbying Registration Desk: A Guide for Entities
01/01/2017 - Getting Started with the Lobbying Registration Desk: A Guide for Lobbying Firms
01/01/2017 - Getting Started with the Lobbying Registration Desk: A Guide for Lobbyists
01/01/2017 - Getting Started with the Lobbying Registration Desk: A Guide for Profile Managers
11/29/2018 - Rules and Regulations Formatting and Filing Manual

06/01/2019 - RI Trademark/Service Mark Guide

NOTE: The Remove button will not appear until a document is selected.

5. Repeat as needed to remove multiple Guidance Documents.

6. Verify the document(s) are removed from the Guidance Document List and
click Generate Guidance Document Index to finalize the removal:

Guidance Document List:

06/13/2022 - Overview of Managing Records During Transition

01/01/2017 - Getting Started with the Lobbying Registration Desk: A Guide for Entities
01/01/2017 - Getting Started with the Lobbying Registration Desk: A Guide for Lobbying Firms
01/01/2017 - Getting Started with the Lobbying Registration Desk: A Guide for Lobbyists
01/01/2017 - Getting Started with the Lobbying Registration Desk: A Guide for Profile Managers
11/29/2018 - Rules and Regulations Formatting and Filing Manual

06/01/201% - RI Trademark/Service Mark Guide

Note: Fields marked with an asterisk (%) are required.

Generate Guidance Document Index ‘

7. The following message will appear after the index is generated:

Success! Guidance Document Index successfully created
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6.4.4.3 Generating the Guidance Document Index

Each time a Guidance Document is added or removed, a Guidance Document
Index must be generated to update the RICR.

To generate a Guidance Document Index:

1. Login to the RICR: https://rules.sos.ri.gov/.

2. Click Manage > Guidance Document Index:

Rl Secretary of State Mmanage ~

Current Rules Work Queg

Users
Chapters
Subchapters
Motifications

Declaratory Order
—

Agency Action Lege
Regulations - New Ar
l:' - Ne-'r-\; '—'

Guidance Document Index

™ _60-da

‘ Text Documents

3. Click New in the upper-right corner:

@ RI Secretary of State Manage ~

Guidance Document Index Listing

Guidance Document Indicies

Title 100 - Department of State

Index

Guidance Document Index for 2024
Guidance Document Index for 2023
Guidance Document Index for 2022
Guidance Document Index for 2021
Guidance Document Index for 2020
Guidance Document Index for 2019

Guidance Document Index for 2018

Status

Public

Public

Public

Public

Public

Public

Public

Created

1/5/2024 11:53:26 AM

10/24/2023 3:32:24 PM

11/29/2022 3:56:07 PM

4/5/2021 3:56:56 PM

10/13/2020 9:25:05 AM

2/5/2019 2:52:37 PM

10/3/2018 10:30:39 AM

Guidance Documents New
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4. To publish, click Generate Guidance Document Index:

Guidance Document List:

06/13/2022 - Overview of Managing Records During Transition

/ - Getting Started with the Lobbying Registration Desk: A Guide for Entities
- Getting Started with the Lobbying Registration Desk: A Guide for Lobbying Firms
- Getting Started with the Lobbying Registration Desk: A Guide for Lobbyists
- Getiing Started with the Lobbying Registration Desk: A Guide for Profile Managers
f - Rules and Regulations Formatting and Filing Manual
06/01/2019 - RI Trademark/Service Mark Guide

Note: Fields marked with an asterisk (*) are required.

Generate Guidance Document Index «

5. The following message will appear after the index is generated:

Success! Guidance Document Index successfully created
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6.4.4.4 Annual Guidance Document Index

Agencies must file their Guidance Document Index annually with the Department
of State and publish it on the agency’s website (R.I. Gen. Laws § 42-35-2.12). If an
agency does not have any Guidance Documents, the agency is still required to file
a Guidance Document Index annually by publishing a blank index.

This annual filing does not preclude an agency from updating its Guidance
Document Index throughout the year as new documents are published.

The Administrative Records Office will send a reminder to Rules Coordinators
annually in January. Agencies may download a copy to manually post on the
agency's website, or agencies may link directly to the RICR Guidance Document
Index (§ 2.6.1 of this Guide).
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6.4.5 Declaratory Orders

6.4.5.1 Agency Head
6.4.5.1.1 Creating Declaratory Orders

To add a new Declaratory Order:

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Click Manage > Declaratory Orders:

) Rl Secretary of State  Manage ~

Users

Current Rules Work QUE  chapters ‘ Text H Documents H Details

Subchapters
Agency Action Leg Notifications
Regulations - New Declaratory Order
- - New |
°

Guidance Document Index
"7, - 60-day o

3. Click New in the upper-right corner:

RI Secretary of State Manage ~ -

Declaratory Orders Declaratory Orders [JIN=YE

4. Enter the Document Title, click Choose File to select a PDF, and click
Upload Document to upload:

Declaratory Order Document Upload

Document Title *

File Upload * Choose File | Mo file chosen

Note: Fields marked with an asterisk (*) are required.

Upload Document

5. The following message will appear after the Declaratory Order was
uploaded:
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Success! Declaratory Order successfully uploaded.

6. Under Status, click Approve to advance the Declaratory Order, or click
Reject to delete the Declaratory Order:

Declaratory Orders for Title 100 - Department of State

No Declaratory Orders found

Declaratory Orders Awaiting Approval

Document Name 4 Document Title Upload Date Status
Declaratory Order.pdf »
Showing 1 to 1 of 1 entries Previous 1 Next

Department of State Declaratery Order Index

Generate Index

NOTE: To set the Effective Date in the future, before approving,
email the ARO to provide the future date.

7. The following message will appear after the Declaratory Order was
approved:

Document Success

The Declaratory Order successfully advanced.

OK

8. The following status will display until the DOS completes their review:
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Declaratory Orders Awaiting Approval
Show entries Search: I:l
Document Name 4 Document Title Upload Date Status
Declaratory Order.pdf At Department of State
Showing 1 to 1 of 1 entries Previous 1 Next

9. Once the DOS approves the Declaratory Order and sets the Effective
Date, log in and generate a Declaratory Index to update the RICR by
clicking Generate Index:

Declaratory Orders for Title 100 - Department of State

Delete Document Name Document Title Effecive Date

m] Declaratory Order.pdf

Titles highlighted in red have not been included in the current
index. Click 'Generate Index' below to update the index.

‘ Delete ‘

Declaratory Orders Awaiting Approval

No Declaratory Orders Awaiting Approval

Department of State Declaratory Order Index

<=

‘ Generate Index

NOTE: Red text means the Declaratory Order is not part of the
Declaratory Order Index in the RICR yet and a new index
must be generated to update.

10.The following message will appear after the Declaratory Order Index
was created:

Document Success

The Declaratory Order Index was successfully created.

OK
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11.Confirm the Declaratory Order was included in the index by verifying
any red text now displays as black text:

Delete Document Name Document Title Effecive Date

(] Declaratory Order.pdf | Declaratory Otder |

6.4.5.1.2 Approving/Rejecting Declaratory Orders

To approve or reject a new Declaratory Order submitted by a Filer:

1. Login to the RICR: https://rules.sos.ri.gov/.

2. Click Manage > Declaratory Orders:

':: RI Secretary of State Manage ~

Users

Current Rules Work Que  chapters

Text { Documents Details
Subchapters n
Agency Action Lege _ Notifications
Regulations - New Declaratory Order

-New F
o - 60-day

Guidance Document Index

3. Under Status, click Approve to advance the Declaratory Order, or click
Reject to delete the Declaratory Order:

Declaratory Orders for Title 100 - Department of State

No Declaratory Orders found

Declaratory Orders Awaiting Approval

Show entries Search: I:l

Document Name 4 Document Title Upload Date Status

Declaratory Order pdf ‘

NOTE: If the agency wants the Effective Date to be set in the future,
email the ARO before approving the Declaratory Order to
provide a future date.

4. The following message will appear after the Declaratory Order was
approved:
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Document Success

The Declaratory Order successfully advanced.

OK

5. The following status will display until the DOS completes their review:

Declaratory Orders Awaiting Approval

5how entries

Document Name 4 Document Title

Upload Date Status

Declaratory Order.pdf At Department of State

Showing 1 to 1 of 1 entries Previous 1 Next

6. Once the DOS approves the Declaratory Order and sets the effective

date, log in and generate a Declaratory Index to update the RICR by
clicking Generate Index:

Declaratory Orders for Title 100 - Department of State

Delete Document Name Document Title Effecive Date

(] Declaratory Order.pdf Declaratory Order

Titles highlighted in red have not been included in the current
index. Click 'Generate Index' below to update the index.

[ Detete |

Declaratory Orders Awaiting Approval

No Declaratory Orders Awaiting Approval

Department of State Declaratory Order Index

‘ Generate Index ‘ «

NOTE: Red text means the Declaratory Order is not part of the
Declaratory Order Index in the RICR yet and a new index
must be generated to update the RICR.

7. The following message will appear after the Declaratory Order Index
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was created:

Document Success

The Declaratory Order Index was successfully created.

OK

8. Confirm the Declaratory Order was included in the index by verifying
any red text now displays as black text:

Delete Document Name Document Title Effecive Date

[} Declaratory Order.pdf | Declaratory Order |
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6.4.5.1.3 Generating the Declaratory Order Index

To generate a new Declaratory Order Index:

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Click Manage > Declaratory Orders:

) RI Secretary of Stateé  Manage ~

Users

Current Rules Work QUE chapters ‘ Text H Documents Details
Subchapters I
Agency Action Leg Notifications
Regulations - New Declaratory Order
._,_: ch-lge;y Gu_idanf:e Document Index

3. Click Generate Index at the bottom-left corner:

Department of State Declaratory Order Index

| Generate Index | «

4. The following message will appear after the Declaratory Order Index
was created:
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Document Success

The Declaratory Order Index was successfully created.

OK

6.4.5.1.4 Deleting Declaratory Orders

To delete a new Declaratory Order:

1. Log in to the RICR: https://rules.sos.ri.gov/.

2. Click Manage > Declaratory Orders:

RI Secretary of State Manage ~

Users
Current Rules Work Qu€  chapters ‘ Text H Documents ‘ Details
Subchapters T
Agency Action Leg Motifications
Regulations - New Declaratory Order
., - New b
- Guidance Document Index
- B0-dav

3. Check to select the Declaratory Order to delete and click Delete:

Declaratory Orders for Title 100 - Department of State

Delete Document Name Document Title Effecive Date

Declaratory Order.pdf

Titles highlighted in red have not been included in the current
index. Click 'Generate Index' below to update the index.

[ Detete |

4. Click OK to confirm the Declaratory Order should be deleted:
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rules.sos.ri.gov says

Do you want to delete 1 row(s)?

5. The following message will appear after the Declaratory Order is
deleted:

Success! Declaratory Order(s) deleted

6.4.6 Adding New Chapters

For Rules Coordinators and Agency Heads only (§ 6.1.4 of this Guide).

To create a new Chapter:

1. Login to the RICR: https://rules.sos.ri.gov/.

2. Click Manage > Chapters:

RI Secretary of State manage ~

sers
Current Rules ‘ Work QUI Chapters * H Documents
Subchapters B

Agency Action Lege  Nofifications
Regulations - New Ar Declaratory Order
o - Mew R )
— Guidance Document Index
e " 60-day i
Renewal

3. Inthe upper-right corner, click New:
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RI Secretary of State Manage ~ -

Chapter Management New

4. Enter the Chapter Number and Chapter Name and click Create Chapter:

Chapters

Title * 100 - Depariment of State

Chapter *

Chapter Name *

Note: Fields marked with an asterisk (%) are required

» Create Chapter | i3

a. Ifthe Chapter Number is in use, the system will not let it be used again:

Chapters

Title = 100 - Department of State

Chapter * The Chapter entered is already in use

Chapter Name *

5. The following message will appear after the Chapter is created:

Success! Chapter created successfully.
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6.4.7 Adding New Subchapters

For Rules Coordinators and Agency Heads only (§ 6.1.4 of this Guide).

To create a new Subchapter:

1. Login to the RICR: https://rules.sos.ri.gov/.

2. Click Manage > Subchapters:

|® RI Secretary of State Manage ~

Users
Current Rules Work QUE  chapters Text H Documents
| Subchapters i
Agency Action Lege Motifications
Regulations -NeWAr  pecjaratory Order
__: : :C?-daR\,{ Gu_idanf:e Document Index

3. Inthe upper-right corner, click New:
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RI Secretary of State Manage ~ ‘

Subchapter Management Subchapters |[INEY

4. Select the Chapter Number, enter the Subchapter Number, enter the
Subchapter Name, and click Create Subchapter:

Subchapters
Title * 100 - Department of State
Chapter* - Select a Chapter —- v
Subchapter *

Subchapter Name *

Note: Fields marked with an asterisk (%) are required

‘ Create Subchapter | g

a. Ifthe Subchapter Number is in use, the system will not let it be used

again:
Subchapters
Title * 100 - Department of State
Chapter* 10 - Administration v
Subchapter * The Subchapter entered is already in use.
Subchapter Name *

5. The following message will appear after the Subchapter is created:

Success! Subchapter created successfully

467 of 467



