2. User ID is agency state email address. Enter User ID.
3. For initial sign-on or for a Password reminder, click Forgot Password and follow the

prompts.

4. The Landing Page is the Dashboard with Notifications and Announcements.

RIS

Dashboard

Communications

Notifications

REGISTER PUBLICATION
Register 36:14 will be published on Monday, February 26, 2022

REGISTER CUT-OFF
38:15 cutoff will be at noon on Wednesday, February 23, 2022

LOGGING INTO RIS 2.0

1. In any browser (Chrome, Edge, Firefox, etc.), go to https:/Iris.dls.virginia.gov.

Welcome to RIS
Virginia's Regulation Information System

Please enter your User ID and Password to login.

User ID

DEEULEEIGE New Project  Projects  Register  Resources

Announcements

Department of Wildiife Resources

Project Lookup

5. Click Projects tab to see agency project list.

RIS

New Project +

Dashboard ~ New Project [ZGIEEE]

Title 22 - Agency 40. Department Of Social Services

Active Projects. All Stages All Owners ? Project Full Text Search
of 28 records
Project D Description Stage Chapter  Town Hall EffectiveDate  Owner
oo Establis e
79: Program & Periodic Revi HaIRA
7049 Update Licensing Fee Payment Options  Fast-Track 5895 SWilliams
000 Review&Amend Additional Daily Einai Nk
Supervision Rate Structure
6999 AmendPermanency Regulation2019  Final N Clarke
6996 AmendPermanency Regulation2018  Final N Clarke
651 191 7
802 73 739

Register  Resources

[ Department Of Social Services
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6. Click Resources tab, Help screen for Training Videos and Instructions Sheets

RI Dashboard ~ NewProject  Projects  Register [CSSHISEN X~

Cumulative Table Time Frame Calculator Publication Schedule Register Style Manual Guidance Doc Instructions Help

RIS Training Resources

Training Videos Instructions Sheets
Training Video Uploading Forms and DIBRs
Uploading Forms Video Filing  Forms Only Revision

Editing a Section Video

The Registrar's Office is staffed by Division of Legislative Services employees.
Holly Trice, Registrar of Regulations - (804) 698-1883

Anne Bloomsburg, Assistant Registrar of Regulations - (804) 698-1884

Nikki Clemons, Regulation Analyst - (804) 698-1885

Terri Edwards, Senior Operations Staff Assistant - (804) 698-1881

Rhonda J. Dyer, Publications Assistant - (804) 698-1882

7. Note that several other resources are available under this tab.

8.Click the Settings Gear to access User Management and add or amend agency users.

RI Dashboard ~ NewProject  Projects  Register  Resources [EECRS

User Management
o Virginia Code Commission Al Access Levels AllStatuses N4
O Name Agency Access Level Status  Actions
) AnneBloomsburg Virginia Code Commission Admin Active Va
O Chris Harmon Virginia Code Commission Admin Active Va
() Diane Seaborn Virginia Code Commission Admin Active Va
O DLASAdmin Virginia Code Commission Admin Ative /'

9. Click New Project tab to create a new project.

Dashboard [NCORNSEEM Projects Register Resources @3~

Department Of Social Services

New Project

Link a Town Hall Action

Select..

Project Information
Agency: Department Of Social Services

O Forms Only Project

Project Description”

Stage”
Select.

Project Owner* Project Contributor Project Contributor Project Contributor Project Contributor
Select. Select. Select. Select. Select.

Exemptions Exemptions Exemptions Exemptions Exemptions

Exemption citation #

Project Notes
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RIS COMMENT FEATURE INSTRUCTIONS & INFORMATION

Find the Comment Feature inside an RIS project (click on the RIS project number in
agency Projects queue) under the Comments tab.

Projects Agency Register Documents Register Publication Register Tracking

Title 14/ Agency 5/ State Corporation Commission, Bureau of Insurance

Project 7085  viewchapters v

Stage: Final
Rules Governing Advertisement of Life Insurance and Annuities

Register: 06/06/2022Vol.38 Iss.21

i=Sections [B¥Documents D History | @B Comments [ Overview  [2] Review € Projects

=
m Amend/Repeal Add New v Stage Elements v Report Type Format Keyword Filter

1-10f 1records

o .. . ) — Update Lock
O Chapter VAC Description Action Effective Date e SEa
0 a 14VAC5-41-80  Policy costs and cost comparisons. Amend 09/01/2022 0
»
Page 1 of 1 S0rows v

i=sections BWDocuments D History @9 Comments’ [ Overview  [¥] Review & Projects

Start a new
ﬁl. @ &= < TSteges Al Statuses Keyword Filter ?

comment thread.

O Author Subject Stage Replies Last Updated OR

O KimButler <« o a - Open an eXlStll'lg

comment thread to

Page 1 of1 50rows v reply
A New Thread looks like this:
Add a new Thread X
Subject*
Message®

B/ USEEZ=E = E

POWERED BY TINY
File upload

X Attachfile

Notify | Registrar's Office Additional Email Address Angela Bowser, Bernadette Haxhaj, Kim Butler

Add text in the Subject and Message fields. A document can be uploaded to the
comment by clicking Attach file. Under the Registrar's Office menu, select staff to
receive an email notification that a comment has been added to the project. An email
address may be added under Additional Email Address for another individual to receive



an email notification that the comment has been posted. Once the form is completed,
click Post Comment.

Opening an existing comment looks like this:

Reg project filed Open
Stage: Proposed

From: Kim Butler 03/08/2022, 9:46am
The propesed order in WORD and PDF have been filed in the project. Comments and requests for a hearing may be filed with the SCC on or before April 29, 2022. @

Please let me know if you have any questions.
Thanks!

Kim-

Message

B 7 U S

POWERED BY TINY .

File upload

Notify Registrar's Office Additional Email Address Angela Bowser, Bernadette Haxhaj, Kim Butler

Add text in the Message field. A document can be uploaded to the comment by clicking
Attach file. Under the Registrar's Office menu, select staff to receive an email
notification that a comment has been added to the project. An email address may be
added under Additional Email Address for another individual to receive an email
notification that the comment has been posted. Once the form is completed, click Post
Comment.

The email notification looks like this:

RMW Amendment 3 © &
Admin <noreply@dlas.virginia.gov= 2:14 PM (2 hours ago) W Lo

to cindy.berndt, melissa.porterfield, jill.hrynciw, rachael.harrell, abloomsburg, nclemons, rdyer =

Hi Jill,

| opened the section, saved it, and re-synced the project to Town Hall, and the section is displaying as stricken now. Thanks! Anne

hitps://ns_dls.virginia.gov/SectionDetails/CommentDetails/5395/3062

Click the link above to respond to this comment. Do not use the email "reply” or "reply all" feature.

Got it. Thanks! Got it, thanks!

Pay attention to the instructions to reply when you receive notification of an RIS
comment.
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CREATING & EDITING A PROJECT

Any active user can create a project in RIS. Only an individual added as a "Project
Owner" or "Project Contributor" can edit the project.

A. Creating.
1. After logging into RIS, open the New Project tab and complete highlighted fields.

Dashboard [ENCWATSISS Projects Register  Resources

Department Of Social Services

New Project

Link a Town Hall Action

Select.

Project Information

Agency: Department Of Social Services

O Forms Only Project

Project Description”

Project Contributor Project Contributor Project Contributor

Select., Select.. Select..

Exemptions Exemptions Exemptions

Exemption citation # Exemption citation # Exemption citation#

v

2. Town Hall agencies, click dropdown arrow to link the project to a Town Hall action.
Non-Town Hall agencies do not have this field.

3. If the project is an exempt action, add federal or state exemption to the APA.

4. Click Save. The project will display in the agency project queue under Projects tab.

Dashboard New Project Projects Register Resources ° v

New Project + Virginia Code Commission

Title 1 - Agency 7. Virginia Code Commission

Active Projects All Stages All Owners h%4 Project Full Text Search B
1-30 of 68 records
ProjectID  Description Stage Chapter  EffectiveDate  Owner Actions

6820 Conforming to Statutory Changes 2021 Session Exempt Final AEBloomsburg [ 2]
7 Forms Only Project for IVAC7-10 Final ABloomsburg

5.‘”CIick on the Project ID to open the project.



B. Editing.
1. Under Sections subtab, click Amend/Repeal or Add New to put sections into project.

RI 5 Dashboard ~ NewProject [JESEES

Title 1/ Agency 7/ Virginia Code Commission

Project 6822 Stage:Proposed
Demonstration Project

i=Sections [P¥Documents D History @ Comments  [Z) Overview

Register  Resources QR+

€ Projects
'ﬁ Amend/Repeal [l AddNew ~ Report Type Format Keyword Filter
O Sections Description Actions
No rows found
< >

Page 1 of 1 S0rows v

6. To select sections from an existing chapter to amend: put bullseye in Amend, use the

dropdown arrow to display all available chapters and choose one, mark one or many
sections, click Save.

R I ; Dashboard New Project Projects Register

I f o 2

Title 1/ Agency 7 / Virginia Code Commission
Project 6822 Stage: Proposed
Demonstration Project

i=Sections P§Documents D History @ Comments  [2) Overview & Projects

=

m Amend/Repeal [l Add New v Repert Type Format Keyword Filter

Amend or Repeal x

® Amend O Repeal

Chapter Title

10- REGULATIONS FORFILING AND PUBLISHING AGENCY REGULATIONS.

Chapter Components

Chapter 10- REGULATIONS FOR FILING AND PUBLISHING AGENCY REGULATIONS =
Part | - General Provisions
Section 10-Definitions
Section 20 - Computation of time
Section 30 - General rules of construction
Section 40 - Form and style of regulations
Section 50- Method of filing
Section 60 - Internet address; contact information; consequential changes

To select sections from an existing chapter to repeal: put bullseye in Repeal and follow
same steps.

S - . NOTE:
yashboare lew Project [EWESSM Register  Resources o~ —_—, o .
a. Section 10 - Definitions, which has
Project 6822 s been pulled into the project to be
Demonstration Project

amended (and displays under
S Sections list at bottom of
screenshot), is grayed out,

iSections  P¥Documents D History @ Comments [ Overview

o

Keyword Filter

D = unayailable for amend or repeal
O Arend @ Repeal again.
Chapter Title
10- REGULATIONS FOR FILING AND PUBLISHING AGENCY REGULATIONS b. When Repeal iS Selected’ the
Chapter Components H 4
| system automatically strikes all
T appropriate section text, catchline,
.
oo o e and statutory authority. Always use
S0 et s oot o - Repeal to repeal a section.
=1
E’ Sé(lions Description Actions
O 1VAC7-10-10 Definitions. ‘Amend

Page 1 of1 50rows v



Dashboard ~ NewProject [ZISCOEM Register

Resources @+
Title 1/ Agency 7/ Virginia Code Commission

Project 6822

Stage: Proposed
Demonstration Project

ections PN Documents D History @B Comments  [2) Overview

-
m Amend/Repeal [l Add New Report Type Format

Alert! Sections are in multiple projects.
Show Sections v

& Projects

Keyword Filter

12072 records

[ Sections Description Actions
O 1vac7-10-10 Definitions, Amend
O  1VAC7-10-20 Eomprtationoftime: (Repealed.) Repeal

Page 1 of 1 S0rows v

7. To open a section, click the VAC number for the section.

Dashboard  NewProject [RISEES

Register  Resources ¥+
Title 1/ Agency 7/ Virginia Code Commission

Project 6822

Stage: Proposed
Demonstration Project

ctions  [B¥ Documents 4D History @ Comments  [2] Overview

& Projects
€ Section > () Highlight VAC Online
1VAC7-10-20. Computation-of time- (Repealed.)
240346t £ th inistrative—Pr s Register-Aet § d-that
& g G B
the Register_whother bef i Shcation the dayot halrotb ied ehof th o o
gortHps egister: after-orup! ¥ 4 P
This saction-shall-not apply-to-h t 4 224007 06 o the Code oE\ to-by the dateof fihe nob the Rogist
oo P § & g g

Historical Notes

Derived from Virginia Register Volume 32, Issue 9, eff. January 1, 2016.

8. To add a new item to VAC, click Add New and select the type of new item to add.

Project 6822

St Pripeies
Demenstration Project

Ajert! Sextions are in multiple
S SeTiong

Crapter
i Fart
Sections. 0 e Actions
o FORMS Section "
HER Section
710 Eompetetionottime (Rintaled] R
Page 1 of1 S0rows ~

a. Section: (1) Adding a section to an existing chapter.

Dashboars  New Project [iISCES]

Register  Resources @3+
Title 1/ Agency 7/ Virginia Code Commission

Project 6822

Stage:Proposec
Demonstration Project

ections  BY Documents D History @ Comments [ Overview

< Projects
Add Section x

Chapter Title
10-REGULATIONS FOR FILING AND PUBLISHING AGENCY REGULATIONS
Part

V-Virginia Register of Regulations

Section#

270

((Aditional Requirement]




(2) Adding a section to a chapter being

added per this action.

Dashboard ~ New Project [UOESSN Register Resources Q3+
Title 1/ Ageney 7/ Virginia Code

Project 6822
Demonstration Project

Stagesroposed
iSSections  R¥Documents  DHistory @ Comments  [2) Overview

€ Projects

mat Keyword Filter
Add Section x
ChapterTitle
ONSIBILITYTO ToPSOIL

Part

1-General
Section# Sltion Catchiine

20 ([(Apticabity of standards|

Dashboard

New Project [lEIEES

Register Resources v

Title 1/ Agency 7/ Virginia Cade Comission

Project 6822

Demonstration Project

Stage:Proposed
i=Sections Y Documents

o

Add a new Chapter

@History @ Commelts 2 Overview

& Projects
Report Type Format

Chapter Chapter

Nets)
2

Topso
Section # Section Catchline
o (oot

c. Part or Article: Use roman numerals for the Part or Article number (e.g., I, II, Ill, IV, V), enter catchline,
designate sections for beginning and ending, and click Save.

RIS

Dashboard  NewProject WUSEESl Register Resources Qi+
Title 1/ Agency 7/ Virginia Code Commission

Project 6822 StageiProposel
Demonstration Project

iSSections  BaDocuments  DHistory 9 Comments [ Overview

€ Projects

Add New Part

x
Chapter

NOTE:
T ————— L The section chosen for
T the highlighted field
(ending field) is actually
T [""“:” 0 the first section in the
NEXT part.

d. Forms or DIBR list: Choose chapter to add list to, click Save.

RIS

Title 1/ Agency 7/ Virgiia Code Commission

Dashboard  New Project [JECHSCEEN Register  Resources

-2
Project 6822 —
Demonstration Project

iSSections BN Documents  DHistory @ Comments  [2) Overview

s
/Add a new Forms Section x

20-

TOPSOIL



9. Here is the project with all sections added. This is the Sections subtab view.

RIS

Dashboard  NewProject [SESESEll Register Resources @i~

Title 1/ Agency 7/ Virginia Code Commission

Project 6822

Demonstration Project

iSSections B Documents ) History @ Comments [ Overview

_ Report Type Format Keyword Filter

‘Alert! Sections are in multiple projects.

Show Sections v

11107 11 records
[ Sections Description Actions
O 1VAC7-10-10 Definitions. Amend
O 1VAC7-10-20 Computstiomof time: (Repealed.) Repeal
O 1VAC7-10-270  Additional Requirements. Add
O 1vAc7-20 Rules Governing Operator’s Responsibility to Redistribute Topsoil Add
O 1VAC7-20-PI General Add
O  1vAc7-20-10 Definitions. Add
O 1VAC7-20-20 Applicability of Standards. Add
O  1vAc7-20-30 Catchline. Add
O 1VAC7-20-40 Another catchline. Add
O  1vAc7-20-50 #nd another catchline. Add
) 1VAC7-20-9998  FORMS (1VAC7-20). Add

Page 1 of 1 S0rows v

1. Alert tab displays when
sections in this project are also
in other active projects. Click
arrow to display other projects.
2. Click VAC number to open
section.
3. Check box left of VAC
number to activate Trashcan.
Click Trashcan and checked
section will be removed from
project.
4. Click <--Projects to return to
agency project queue.
5. Town Hall agencies will find
link to Town Hall Action linked
to a project above Stage
formation:

Town Hall 5917 &

oot find it here.

10. Under the Documents subtab, upload documents other than forms and DIBRs.

For uploading forms and DIBRs, click here.

Dashboard  New Project [RUSSISEE Register

Resources Q¥+

Title 1/ Agency 7/ Virginia Code Commission

Project 6822

Demonstration Project

Stage: Proposec

i=Sections  P¥Documents D History Comments  [2) Overview & Projects
8
Add a new Document x

Description
Federal Register Pages

& Attachfile

Supported File Types: .pdf, .doc. docx

Using Brackets.pdf
O FileName Description Stage At Upload Upload Date
[0 Register Publication Reminders-20220218162050.pdf OAG Certification Letter Proposed 02/18/2022

Page 1 of 1 S50rows v

1. Click Upload Document.

2. Enter the document name in
the Description field.

3. Click Attach file and find and
double click or "open" the
document to upload.

4. That document's name will
appear where in the example
"Using Brackets.pdf" is
highlighted.

5. Click Save.

6. The document will appear
with a link in the list beneath
the document in the example,
"Register Publication
Reminders....pdf" that has
already been uploaded.

11. Under the History subtab, find all documents associated with each stage of the

project.

RIS

Dashboard  New Project [RETI Register  Resources o~
Titla/ Agency 25/ State Wat Town Hall 5657 8
Project 6555 ge: roposed
Triennial Review Rulemaking to Adopt New. Update or Cancel Existing Water Quality Standards (2020) Regiter: OU/17/2022V0 38 1t
$=Seclions PN Ducuments D History @9 Commenls [ Overview € Projects

Comment deadi 172021
Proposed

Resister: 01/17/2022 Supporting Documents

Volume 38 lssie 11 Teansmittal Sheet  Agency P ndDncument FIA  Agency Resnonse fa thaFIA  OAG | stter (563

Comment deadli 18/2022

Other Action: Errata - Proposed

Supporting Documents

Camment deadline:

Fttective date: Fxniration date:

1. Notice link to Town Hall
Action and to the Register
where the most recent stage is
published.

2. The Snapshot for each
stage can be accessed by
clicking the camera icon for
each stage. Example is circled
in red.

3. Click each linked document
to display that document.




12. Under the Comments subtab, find communication between Registrar's Office staff
and the agency about the project. Click here for instructions on using the Comment
Feature.

Dashboard  NewProject [JISESEM Register  Resources o~
Title 9/ Agency 25/ State Water Control Board Town Hall 5637 &
Project 6555 Stage: Proposed
Triennial Review Rulemaking to Adopt New, Update or Cancel Existing Water Quality Standards (2020) Reister: 01/17/2022 Vol 38 Iss.11
i=Sections [PWDocuments D History @ Comments [ Overview € Projects
ﬁ @ -, m Al Stages Al Statuses Keyword Filter Y
O Author Subject Stage Replies Last Updated
O Nikki Clemons DIBR for 6555 Proposed O 01/03/2022 12:43
(] Anne Bloomsburg Sections need updating Project 6555 Proposed 3 12/29/202117:26
O KarenPerrine Three-year review NOIRA 1 02/11/202112:15
Page 1 of1 SOrows v ot

13. Under the Overview subtab, find vital information about the project.

RI Dashboard  New Project WEIMEESM Register Resources (X

Title 1/ Agency 7 / Virginia Code Commissian

1. This is basically the
web form filled out to

R ==r== | Create the project.

2. The information about

i=Sections P¥Documents D History @B Comments [ Overview < Projects . .
‘ ) - the project can be edited
Project Information and saved using this
[ Forms Only Project SCI'een .

Project Description”

Demonstration Project

Project ID Stage” Other Actions™
6822 Proposed
Project Owner" Project Contributor Project Contributor Project Cantributor Project Contributor
Bloomsburg, Anne Edwards, Terri Clemons, Nikki
Exemptions
§2.2-4006A4a Exemption citation # Exemption citation # Exemption citation # Exemption citation #
Project Notes.

Enterimportant infermation for team members (contributors) here.

Cancel ‘ Save
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CORRECTLY AMENDING (STRIKING & UNDERLINING) TEXT

Amendments to regulation must show all changes to the text. Those changes are
shown by applying strike-through to text being removed/deleted and by underlining text
being added. If an entire regulation (chapter) is new, all the text will be underlined.

1. Removing text (striking):
Highlight the text.

File - Edit- Insert- View- Format- Table- Tools
B ¥ D Al 12pt = Styles- & X £ R- ©

B 7 Y s§ x X

U]
U]
]

= = s Repedled £ 1 9 R Divider InsertBoilerplate

A. Each employing unit as defined under § 60.2-211 of the Code of Virginia, having services performed for it by one or more individuals in its employ, =
shall maintain records reasonably protected against damage or loss =EREERENEARGEIES and shall preserve such records. These records shall

include for each worker:

Click strikethrough button on tool bar.

File ~ Edit~ Insert~ View~ Format~ Table~ Tools
B ¥ Oh Aral 42pt

“ B I xe><°

A. Each employing unit-asdefined under § 60.2-211 of the Code of Virginia, having services performed for it by one or more individuals in its employ, =

S Syes- @ & P R- O

= > 5 Repeled € 1 T [@ Divider InsertBoilerplate

"

shall maintain records reasonably protected against damage or loss = #ie=r== and shall preserve such records. These records shall

include for each worker:

Notice that the spaces on either side of the stricken text is NOT formatted.

File- Edit - Insert~ View~- Format- Table~ Tools

B ¥ Oy Al 12pt Aa- =

Ll B 7 U S x X EE=EE 17 Divider Insert Boilerplate

A. Each employing unit as defined under § 60.2-211 of the Code\gf Virginia, having services\gerformed for it by one or more individuals in its employ, 5
shall maintain records reasonably protected against damage or loss as-herelnafterindicated and shall preserve such records. These records shall

include for each worker:

This is NOT correct: This IS correct:

= Code of Virginia, having services perform| | , cqde of Virginia, having services perfor
e or los and sh e or loss as—hereirafierindieated and ¢

2. Adding text (underlining):
Highlight the text.

File~ Edit~ Insert~ View~ Format~ Table~ Tools

B ¥ Oy Adal 12pt Aa- = = - Stles- W & L B~ ©
L) B /7 U S x X EE =ZZ 5 & Repealed ¢ 1 9§ [@ Divider InsertBoilerplate

A. Each employing unit as defined under § 60.2-211 of the Code of Virginia, having services performed for it by one or more individuals in its employ, -

shall maintain records reasonably protected against damage or loss as hereinafter indicated and shall preserve such records. These records shall

include for each worker:
Click underline button on tool bar.



File Edit Insert - View Format ~ Table Tools

B ¥ O Al 12pt Aa- = = Styles~ a & &P R~ ©

« B @ x, X’ = = = = = § Repealed [ 1 9 [@ Divider InsertBoilerplate

A. Each employing’;nit as defined under § 60.2-211 of the Code of Virginia, having services performed for it by one or more individuals in its employ,

shall maintain records reasonably protected against damage or loss as hereinafter indicated and shall preserve such records. These records shall

include for each worker:
Notice that the spaces on either side of the stricken text is NOT formatted.

File - Edit- Insert- Vi

ew - Format- Table

= Styles- W A P A ©

B X Iy Al 12pt

L) B 7 U S = = Z = 3 5 Repealed [ 1 I [@ Divider InsertBoilerplate

§ 80.2-211 of the Code of Virginia, having services performed for it by one or more individuals in its employ, =

A. Each employin, it as defined une

shall maintail cords reasonabl] Otected against damage or loss as hereinafter indicated and shall preserve such records. These records shall

include following information for each worker:

This is NOT correct: This IS correct:

ude_the following_information for each { | de the following_information for each

A A £ 111 1

il maintain records reasonably protec maintain records reasonably protec

3. When replacing language, strike text THEN add new underlined replacement
text.

File Edit Insert View Format Table Tools

B ¥ O Adal 12pt Aa - = = - Styles- W £ P R- ©

- B 7 U S x, X =E == == 3 & Repealed £ 1 9 [@& Divider InseriBoilerplate

A. Each employing unit as-defined-under pursuant to § 60.2-211 of the Code of Virginia, having services performed for it by one or more individuals in

Notice that the space between stricken and underlined text is NOT formatted.
] § x, X = = b3

nit as-—aefinedunder pursuant to § 60.2.

n records reasonablv protected agains

Always completely strike a word to change it:
This is NOT correct: This IS correct:

" it by one ermere individuals in its ' ONe eF-mere-rdividdals individual in

ch records. These records shall ing serve such records. These records s|

Group strikes and underlines and place stricken text BEFORE underlined text:
This is NOT correct: This IS correct:

CTOT SO OTTLY i oaT I TTaT T,

e

state efstatesir-which where his the employee's services| | gr states-in-which-his where the employee's sen

nia not incidental to the services within the Commonwealth| | st incidental to the services within the Commonw




4. When relabeling subsections or subdivisions, strike label AND punctuation and
add new label AND punctuation.
This is NOT correct: This IS correct:

2 1. Asocial security account number;

21 A social security account number;

32 The state erstates in which his services a 3- 2. The state erstates in which his se¢
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ESSENTIAL FILING CHECKPOINTS

Do the following checks before submitting a project for publication in the Virginia
Register.

1. Run Integrity Check (click here for instructions)
a. If a section fails integrity check, go to VAC and look at historical notes to see if
you're missing an update.
¢ If you're not missing an update, then troubleshoot the text problem, using Integrity
Check.
e If you are missing an update, fix the language and update the historical notes in
the section in the project.
b. If a section passes integrity check, check the cumulative table for an update that
will become effective.
2. Check the Cumulative Table (click here for Cumulative Table)
a. If an update will become effective before you submit the project, add the language
as "old" language (without underline) and run integrity check after the effective date.
b. If an update will become effective after you submit the project, make the Registrar's
Office aware of the timeline and give instructions as to resolving potential conflicts.
3. Search the Register for the section, looking for emergency or proposed regulations
that have been published containing that section.
4. Check agency project queue.
a. Find the all other projects in your agency project queue that contain the sections in
the project being submitted.
b. Update or make a plan and timeline for updating the sections in emergency and
proposed regulations.
5. Run a sections report of the project (click here for instructions) to make sure all text is
displaying correctly and spacing, underlining/strikethroughs, and brackets are all
correctly formatted.
6. Review the Town Hall agency background document (ABD).
Does the agency background document (ABD) include all essential, statutorily
required pieces?
Does the ABD still accurately describe the action?
Are all provisions included, and if provisions have been eliminated before the action is
submitted, have those been removed from the ABD?
7. Have forms, DIBRs, or pages for consideration for federal exemption been uploaded
to the project? (click here for instructions for uploading forms & DIBRs)
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INFORMATION & INSTRUCTIONS - FORMS ONLY REVISION

The "Forms Only Revision" process is used when only the forms list at the end of a
chapter is updated because an agency's forms have changed. If regulatory text in a
VAC section is being changed, this process is not an option.

Each new or revised form must be filed with the Registrar's Office; through the Forms
Only Revision process, an agency files the new or revised form and requests
publication of the change. The revised forms list with links to the forms will appear in
VAC online on the publication date of the Register in which it appears. The links are to
the Registrar's Office repository and are not links to the agency's website.

In any browser (Chrome, Edge, Firefox, etc.), go to https://ris.dls.virginia.gov and
sign into the Regulation Information System using your state government email.

1. Click on the New Project tab to display the Project Information screen.

2. Checkmark the Forms Only Project box.

3. Insert a Project Description following this template: Forms Only Project for
XXVACXX-XXX (insert VAC number for each chapter being amended)

4. Once Forms Only Project is checked, the Stage field automatically register "Final"
5. Using the dropdown menu arrow, select the Project Owner.

6. Project Contributors may also be added at this time.

The Project Information screen should look similar to this:

Project Dwner Prisjuct Contriutor Prsject Contributor Project Contrituece Prajoct Contrigator

7. Click Save. The screen will disappear; the Project will display the Sections tab view.

Project 6807 Stige: Fisuil

Forms Onby Project for IVACT-10

£ Seation n " ) Higtor @ Comment: v ” €« pr t
o I

Sections Description Actions



8. Select Amend/Repeal (shown here) if an existing Forms list is being amended or
Add New if a new forms list is being added to a chapter. (This second situation would
be unlikely unless regulatory text was already requiring forms that had not been filed
and uploaded when the text was initially added requiring them.)

Project 6807

Forms Only Project for 1MACT-10

£= Sect [£] " ) Hist [ ] ki £ Proje
[l i e ]
Amend or Repeal X

® Amend Repeal

Chapter Thtie

10 - REGULATIONS FOR FILING AND PUBLISHING AGENCY REGULATIONS

Chapter Components

Section 170 - Exernptions from filing of documents adopted or incorporated by reference; requirements -
Part IV - Farms
Section 180 - Filing ramsrémants

9. Select Amend or Repeal (Amend is selected here). Click the Chapter Title
dropdown arrow (highlighted) to display the list of agency chapters, then select the
applicable one. All sections of the regulation will display. Select the Forms list from the
list of sections. The screen will disappear and the Project will once again display the
Sections tab view, showing the Forms list is in the project.

Project 6807 Stape: Fins
Feeris Oniby Project foe 1WACT-10

iSsections B « ® o awery

[ . o |

Adert] Sections are I muitiple prejects.

Shaw SHCEIISE w

Sections Description Aciions

IVACT-10-5991 FORMS [1VACT-100 Add

10. Click the VAC number to open the section. See the instructions sheet for Uploading
Forms/DIBRs for how to edit the forms list.

11. To Submit the Forms Only Revision, click the Transmittal button in Project list.

1-4 of 4 records

ProjectID  Description Stage Chapter Town Hall Effective Date Owner Actions
Forms Only Project for 18VAC25-21- Final B Davis
9998
PrenmmRRERR W % [

12. Fill in the highlighted fields in the generated Transmittal sheet.



Transmittal Sheet ® print

mittal Inform

Type of Transmittal VARNumber
Final

Regulatory Coordinatar Telephone ez (804 1234567 Email Promulgating Agency

Trisha Lincisey (000} 000-0D0D trisha lindsey@dporvirginiagov Auctionesrs Board

Regulatory Acticn Title

Forms Only Project for 18VAC25-21-9998

Statutery Authority Federal Authority Effective Date Expiration Date

Public Comments Received O s

NiA - Forms Only

[ Text identical to proposed? If not, ars the changes substantive?
Propesed last appeared in the Virginia Register in Vol Issue [or] none required
Emergency action appeared in the Virginia Register in Vol: Issue or] none required

Agency Contact Information

Name Title

Address line 1 Address line 2

City State Zip Telsphons = (304 1234567 FAX o2 (8041234567 Email
VA

Transmittal b

[ This regulatory action is being sdopted in accardance with the Admiristrative Process Act.

O This regulatory action is exempt from the the Administrative Process Act pursuant to Section of the Code of Virginia.

Attorney General Cartification Letter: O Uploaded to Project O Emailed to Registrar
Name of Authorized Officer Telephone oz (04 2234567 Email Date Submitted
&

Public Hearing Date/Time Locations Public Comment Deadline

&= &
Agency Summary

#~

Statement of Agency Action Final Action Date

[ By checking this bax and clicking *Submit”, | acknowledge that these regulations have been certified as full, true, and correctly dated by the persen suthorized for this agency.

13. After checking certification box, click Save Draft. That will activate the Submit
button, then click Submit.
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UPLOADING FORMS & DOCUMENTS INCORPORATED BY REFERENCE (DIBRs) IN RIS 2.0

Log into the Regulation Information System.

Uploading is a two-step process: uploading to create the link then inserting the linked document.
Click on the Projects tab and display the agency project list.

Open the project by clicking the Project ID number.

A: Uploading a form or a DIBR.

1. Projects open to the Sections view.

2. Open the FORMSs or DIBRs section, by clicking on the section number in the Sections column.
3. Click the Upload File icon (highlighted here).

FORMS (1VAC7-10) Close

File Edit Insert = View Format Table Tools

B ¥ O Aral 12pt-  Aa
4 B 7 Y S x X E

= Styles~ ] & &£ <

= = s Repeaed [ 1 9 [@ Divider InsertBoilerplate

Instructions for a Faculty License to Teach Dentistry (rev. 8/2020)

The Upload File function box will appear.

Description

Form description _f. Attach file

a. Enter (type in or paste in) the name of the form or DIBR in the highlighted field.

e Format a form name this way: Name, form number (eff./rev. date MM/YYYY)

¢ Format a DIBR name this way: Name, authoring entity, edition #, eff. date, authoring entity

physical address or web address.

b. Click Attach file button. This will allow you to browse your computer so that you can access the
form or DIBR and upload it to the system by doubleclicking or opening the pdf or Word
document. Once successfully uploaded to the system, the form or DIBR will display as shown
here. Click Save. The box will disappear.

Description

‘ Style Manual (eff. 10/2020) ‘ 2 Attachfile

stylemanual.pdf




B: Inserting or editing a linked form or DIBR.
1. Click the Insert/edit link icon (highlighted here).

FORMS (1VAC7-10) Close

File~ Edit~ Insert~ View~ Format~ Table~ Tools

B X Iy Adal 12pt- Aa~ i
B 7 Y S x X EE

Stles- & & £ ©

= 3 s Repealed [ 1 9 [@ Divider InsertBoilerplate

2. The Insert link function box will appear. Click the Link list menu arrow (highlighted here)

Insert link X

= un ‘I |

= Text to display I

Link list Unlink

n Caicel

3. The uploaded documents available to be inserted into forms or DIBR section will display.Select
the document to be inserted by clicking on that document in the list.

Insert link
url

Text to display
Link list

Unlink

‘i X

Another DIBR
Instructions for a Faculty License to Teach Dentistry (rev. 8/2020)

Style Manual (eff. 10/2020)

4. The Insert link function box will display this. Click Ok (highlighted here)

Insert link X

Url https://ris.dls.virginia.gov/uploads/ 1VAC7 /forms/
Text to display Instructions for a Faculty License ta Teach Denti !

Link list ‘ Instructions for a Faculty License to Teach Dent\{

5. Form or DIBR will populate the list as shown here.

FORMS (1VAC7-10) Close

File Edit Insert View Format Table Tools

B X O Aal 12pt-  Aa
IS B /s x x =

Styles- & L £ ©

S § Repealed [ 1 9§ [@ Divider Insert Boilerplate

Instructions for a Faculty License to Teach Dentistry (rev. 8/2020)




C: Editing the forms or DIBRs list (updating, i.e., replacing an existing listed document).
1. Break hyperlink by right clicking the name of the document (form or DIBR) to be replaced.

FORMS (1VAC7-10) Close m

File Edit Insert View Format Table Tools

B X O Adl 12pt-  Aa siles- = £ P o

L) BIESXEXIE:__=):§Repea\edE]

T @& Divider InsertBoilerplate

Instructions for a Faculty License to Teach Dentistry (rev. 8/2020)

Style Manual (eff. 10/2020)
Reinstatement of Certification, Form 5467, (rev. 9/2019)

Annual Review Form, WFR-6789, (eff. 4!201)“

& Link

[a] Image

R Table b
Cell >
Row 4
Column r

Click Link option (highlighted here).
2. Insert link function box displays. Click Link list dropdown arrow (highlighted here).

Reinstatement ot Certification, Form 46/, (rev. 9/2019)

Annual Review Form, WFR-6789, (eff. 4/2015)

Insert link X

Url https://ris.dIs virginia.gov/uploads/1VACT7/forms/
Text to display Annual Review Form, WFR-6789, (eff. 4/2015)

Link list Another DIBR

KX -

3. The Link list will display. Select Unlink (as highlighted)

Relnsarement Or Leruricauon, Form b4b/, (rev. Y/Zu1y)

Annual Review Form, WFR-6789, (eff. 4/2015)
Insert link

Url

Text to display Annual Review Form, WFR-6789, (eff. 4/2015)

Another DIBR
Instructions for a Faculty License to Teach Dentistry (rev. 8/2020)
Reinstatement of Certification, Form 5467, (rev. 9/2019)

Style Manual (eff. 10/2020)



4. Strike the unlinked document (the one being updated/replaced) and put your cursor immediately
below the stricken form (as highlighted here).

FORMS (1VAC7-10) = - |

File Edit Insert = View Format Table Toals

B X O A 12pt- Aa~- = - i - Stles- W B L ©
« B 7 u{} x, XX E E = =E 3 § Repealed [ 1 9 [& Divider InsertBoilerplate

Instructions for a Faculty License to Teach Dentistry (rev. 8/2020)

Style Manual (eff. 10/2020)

Reinstatement of Certification, Form 5467, (rev. 9/2019)

5. Insert/edit link as shown in B. List should look like this:

FORMS (1VAC7-10)

File Edit Insert View Format Table

0B ¥ O Ada 12pt- A3~ IS
“ B I[fs » ~

Instructions for a Faculty License to Teach Dentistry (rev. 8/2020)

Styles~ i £ &£ ©

= = 8§ Repealed [ 1 9 (@& Divider InsertBoilerplate

Style Manual (eff. 10/2020)

Reinstatement of Certification, Form 5467, (rev. 9/2019)

Annual Review Form, WFR-6790, (eff. 5/2021)

6. Save and close section.
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INSERTING BRACKETS - RIS TEXT EDITOR

Changes made between stages in multiple stage RIS projects (i.e., between proposed
and reproposed stages or proposed or reproposed and final stages) must be bracketed.

Use the brackets provided on the Tool Bar of the Text Editor in RIS.

To activate the Text Editor, open the project (click on the RIS Project number in agency
Projects queue), then open a section (click on the VAC number for a section in a
project), then click Edit.

Project 7085

Stage: Final
Rules Governing Advertisement of Life Insurance and Annuities

Register: 06/06/2022V0l.38 Is5.21

{=Sections B¥Documents D History @B Comments

[2) overview

/Kt et ) Highlight

Review € Projects

Section VAC Online

14VAC5-41-80. Policy costs and cost comparisons.
A. The words "free,” "no cost," "without cost,” "no additional cost," "at no extra cost," or words of similar import shall not be used with respect to any
benefit or service being made available with a policy unless true. If there is no charge to the insured, then the identity of the payor and the amount of

the payment shall be prominently disclosed. An advertisement may specify the charge for a benefit or a service or may state that a charge is included

The Tool Bar beneath Section Text is for editing the text in a section. That's where you

find the brackets to use amending text.
14VAC5-41-80

Description
y 5 C 1
Policy costs and cost comparisons

Section Text

File~ Edit~ Insert~ View- Fomat~ Table~ Tools i Open braCket
3

Cn  Aial 2 PR

B /7 U S x x E ¥ § Repealed [K
A. The words "free," "no cost," "without cost," "no additional cost," "at no extra cost," or words of similar import shall not be used with re

any benefit or service being made available with a policy unless true. If there is no charge to the insured, then the identity of the payor and the

[ w4 12pt Aa = Styles - [ad

[$3

- Close bracket

Inserting brackets to strike and add text or just strike text:

1. Place cursor for open bracket (i.e., [ ) immediately left of the first word to be stricken
inside brackets, then click Open Bracket button.

no extra cost," or words of similar img

bolicy unless true. ||f there is no charge

yminently disclosed. An advertisement

no extra cost," or words of similar imj
olicy unless true. [ |If there is no charge

xminently disclosed. An advertisement




2. Make necessary changes, then place cursor immediately left of first word NOT inside
brackets, then click Close Bracket (i.e., ] ) button.

tra cost,” or words of similar import sh tra cost," or words of similar import ¢
unless true. [ #there When fis no char Inless true. [ Hthere When | is no ch
e prominently disclosed. An advertiser e prominently disclosed. An advertis

Inserting brackets to add new text:
1. Place cursor left space where text will be inserted. Click Open Bracket button. Click
Close Bracket button.

direct response ltechniques or a life direct response [ ftechniques or _direct response [ ] kechniques ¢

" "inexpensive," "low cost," or any s 3," "inexpensive," "low cost," or a ble," "inexpensive," "low cost," or

2. Place cursor inside brackets, add text, and underline. Remove extra underlined
space.

se [ add underlined text here ] tet Lby directl [ add underlir | | 4Dy direct [ add u

| not use the phrase

ie "affordable,” "inexpensive," "low cq | not use the phrase "afforc

Inserting brackets with punctuation:
1. Place cursor for open bracket immediately left of the first word to be stricken inside
brackets, then click Open Bracket button. Remove extra underlined space.

DERGESMORSHate | Long demonsiratedt | | being-dermenstrated—

guaranteed |issue. guaranteed [ issue. guaranteed [ issue.

2. Insert cursor left of punctuation mark and insert Close Bracket. Move punctuation
mark back flush to Close Bracket. Make changes to text.

guaranteed [ ISSU E | guaranteed [ issue ] | QW [ issue ] guaranteed [+SS'H'9 ]
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RIS INTEGRITY CHECK INSTRUCTIONS & INFORMATION

Integrity Check is a feature in RIS 2.0 that compares the text of a Virginia
Administrative Code (VAC) section in an RIS project to that same section as it currently
is effective in VAC online. Integrity Check must be run on a project before it is submitted
to the Registrar's Office for publication in the Virginia Register.

1. Find Integrity Check inside a project (click on the RIS project number in agency
Projects queue), then inside a section (click on the VAC number for a section in a
project). Then click Integrity Check.

Project 6433 Stass:Fast Track
Promulgation of Fee Schedule Register: 05/09/2022 Vol.38 1s5.19 §
EE Sections B Documents 9 History ® Comments @ Qverview E Review € Projects

Section =» /7 Edit Integrity Check [0S VAC Online

12VAC5-220-10. Definitions.

The following words and terms when used in this chapter shall have the following meanings unless the context clearly indicates otherwise:

2. Click the dropdown menu to Select a Stage, and choose VAC Online.

Project 6433 Stage: Fast-Track
Promulgation of Fee Schedule Register:  5/9/2022V0l.381ss.19 (&
3= Sections P9 Documents 49 History @ Comments [2) Overview Review € Projects
Section =»
Project Section Select a Stage Check Sections

12VAC5-220-10. Definitions.

The following words and terms when used in this chapter shall have the

Fallmuinag manninae iinlace tha rantaut claarh: indicatac athonaica:

3. The feature inserts the currently effective VAC Online version of the section next to
the section in the project.

Project 6433 Stage: Fast-Track
Promulgation of Fee Schedule Register:  5/9/2022Vol.38 1ss.19 (&
= Sections P2 Documents D History  Comments = overview Review € Projects

Section = Exit Integrity Check
Project Section VAC Online

12VAC5-220-10. Definitions. 12VAC5-220-10. Definitions.

The following words and terms when used in this chapter shall have the The following words and terms when used in this chapter shall have the
following meanings unless the context clearly indicates otherwise: following meanings unless the context clearly indicates otherwise:

rerannnn o " na e I feran Ann



4. Click Check Sections, and the feature will do the compare and show results. If the

sections match, the message "The sections
Project 6433

Promulgation of Fee Schedule
@ Comments

P9 Documents B Overview

9 History

Exit Integrity Check

Section =

Review

are a match" will display.

Stage: Fast-Track

The sections are a match

Project Section

12VAC5-220-10. Definitions.

The following words and terms when used in this chapter shall have the
following meanings unless the context clearly indicates otherwise:

Register:  5/9/2022V0l.38 Is5.19 ,)ﬂ
€ Projects
VAC Online Check Sections (B Project Section Text

12VAC5-220-10. Definitions.

The following words and terms when used in this chapter shall have the
following meanings unless the context clearly indicates otherwise:

5. If the sections do not match exactly, a combination of purple shading and highlighted

text.

& Section = Exit Integrity Check

Project Section

12VAC5-220-110. Requirements for registration of certain capital
expenditures.

A. At least 30 days before any person contracts to make or is otherwise legally
obligated to make a capital expenditure by or on behalf of a medical care facility
as defined in this chapter that has not been previously authorized by the
commissioner, such expenditure shall be registered in writing with the
commissioner. The threshold amount for capital expenditure project
registration shall be determined using the formula contained in subsection B of
this section.

B. The threshold contained in subsection A of this section shall be adjusted
annually using the percentage increase listed in the Consumer Price Index for
onsumers (CPI-U) for the most recent year as follows:

Ax(1+B)

(In this instance spaces have been inserted

VAC Online ol = &tai e () Show Project Section Text

12VAC5-220-110. Requirements for registration of certain capital
expenditures.

A. At least 30 days before any person contracts to make or is otherwise legally
obligated to make a capital expenditure by or on behalf of a medical care facility
as defined in this chapter that has not been previously authorized by the
commissioner, such expenditure shall be registered in writing with the
commissioner. The threshold amount for capital expenditure project
registration shall be determined using the formula contained in subsection B of
this section.

B. The threshold contained in subsection A of this section shall be adjusted
annually using the percentage increase listed in the Consumer Price Index for
All Urban Consumers (CPI-U) for the most recent year as follows:

Ax(1+B)

into the section in the project.)

6. The feature completes the compare by removing underlined (i.e., newly added) text
and strikethrough from the section in the RIS project. Ideally this makes the two
sections match. However, the system cannot resolve inserted returns, which is why
purple shaded and highlighted (but matching) text. Some of "false errors" that can be
disregarded are shown here. Disregard these false errors.

Project 5654
Amend Regulations Following Periodic Review
i=sections  P¥Documents D History @ Comments  [2) Overview  [2] Review
& e =
Project Section VAC Online

Stage: Proposed
Register:  1/17/2022Vol.38 Iss.11 ¢

€ Projects

(8- ) Show Project Section Text

12VAC5-630-30. Purpose of regulations.
These regulations have been promulgated by the State Board of Health to:

1. Ensure that all private wells are located, constructed and maintained in a
manner which does not adversely affect ground water resources, or the public
welfare, safety and health;

2. Guide the State Health Commissioner in his determination of whether a
permit for construction of a private well should be issued or denied;

3. Guide the owner or his agent in the requirements necessary to secure a
permit for construction of a private well; and

4. Guide the owner or his agent in the requirements necessary to secure an
inspection statement following construction

12VAC5-630-30. Purpose of regulations.

These regulations have been promulgated by the State Board of Health to:

1. Ensure that all private wells are located, constructed and maintained in a
manner which does not adversely affect ground water resources, or the public
welfare, safety and health;

2. Guide the State Health Commissioner in his determination of whether a
permit for construction of a private well should be issued or denied;

3. Guide the owner or his agent in the requirements necessary to secure a
permit for construction of a private well; and

4. Guide the owner or his agent in the requirements necessary to secure an
inspection statement following construction.



Project 5654

Amend Regulations Following Periodic Review

Stage: Prop

Register:  1/17/2022 Vol.38 Iss.11

Sections P Documents 9 History @ Comments @ Qverview Review € Project
€ Section —» Exit Integrity Check
Project Section VAC Online [ show Project Section

12VAC5-630-350. General.

This chapter does not apply to private wells constructed, altered, rehabilitated
or extended prior to the effective date of these regulations unless the well
construction is modified or expanded after the effective date of these
regulations.

The class of well to be constructed shall be determined by the local or district
health department or the division.

Project 5654

‘Amend Regulations Following Periodic Review

=¥

B3 Documents  #D History Comments

€ Section

stegrity Check
Project Section

12VAC5-630-170. Variances.

Only the commissioner or the deputy commissioners may grant a variance to
this chapter. (See §§ 32.1-12 and 32.1-22 of the Code of Virginia and 12VACS-
630-90 B) The commissioner or the deputy commissioners shall follow the
appropriate procedures set forth in this subsection in granting a variance.

A. Requirements for a variance. The commissioner may grant a variance if a
thorough investigation reveals that the hardship imposed by this chapter
autweighs the benefits that may be received by the public. Further, the
granting of such a variance shall not subject the public to unreasonable health
risks or jeopardize ground water resources.

Exception: The commissioner shall not grant a variance for an improperly
located Class IV well that was located pursuant to an express Class IV permit,
as described under 12VACS5-630-260 and 12VACS-630-270, if the improper
location of the well is a result of the failure by the owner, his agent, or the well
driller to provide complete or accurate information on the site plan submitted
with the application or to instzll the well in accordance with the permit.

B. Application for avariance. Any owner whao seeks a variance shall apply in
writing within the time period specified in 12WVACS5-630-210 B. The application
shall be signed by the owner, addressed and sent to the commissioner at the
State Department of Health in Richmond. The application shall include:

1. A citation to the section from which a variance is requested;
2. The nature and duration of the variance requested;

3. Any relevant analytical results including results of relevant tests conducted
pursuant to the requirements of this chapter;

4.

Statements or evidence why the public health and welfare as well as the
ground water resources would not be degraded if the variance were granted;

5. suggested conditions that might be imposed on the granting of a variance
that would limit the detrimental impact on the public health and welfare or
ground water resources;

4

Project 5654
Amend Regulations Following Periodic Review

@ Comments  [2) Overview

Sections B Documents 9 History

€ Section =» Bxit Intey Check

Project Section

12VAC5-630-300. Voidance of construction permits.

Null and void. All well construction permits are null and veoid when (i) conditions
such as house location, sewage system location, sewerage system location,
topography, drainage ways, or other site conditions are changed from those
shown on the application, (ii) conditions are changed from those shown on the
construction permit, or (iii)

more than 54 months elapse from the date the permit was issued. Reapplication
for the purposes of having an expired permit reissued shall be the responsibility
of the owner, and such reapplication shall be handled as an initial application
and comply fully with 12VAC5-630-230.

Review

12VAC5-630-350. General.

Part 11l

Design and Construction Criteria
Article 1

General Requirements

This chapter does not apply to private wells constructed, altered, rehabilitated
or extended prior to the effective date of these regulations unless the well
construction is modified or expanded after the effective date of these
regulations.

The class of well to be constructed shall be determined by the local or district
health department or the division.

WAC Online

[ crecsenons [RERIEEREEIERS

13VACS-630-170. Variances. -

©Only the commissioner or the deputy commissioners may grant avariance to
this chapter. (See §§ 32.1-12 and 32.1-22 of the Code of Virginia and 12VACS-
&30-90 B) The commissioner ar the deputy commissioners shall follow the
appropriate procedures set forth in this subsection in granting a variance.

A_Requirements for a variance. The commissioner may grant a varianceif a
thorough investigation reveals that the hardship imposed by this chapter
outweighs the benefits that may be received by the public. Further, the
granting of such avariance shall not subject the public to unreasonable health
risks or jeopardize ground water resources.

Exception: The commissioner shall not grant a variance for an improperly
located Class IV well that was located pursuant to an express Class IV permit,
as described under 12VACS5-630-260 and 12VAC5-630-270, if the improper
location of the well is a result of the failure by the owner, his agent, or the well
driller to provide complete or accurate information on the site plan submitted
with the application or to install the well in accordance with the permit.

B. Application for a variance. Any owner who seeks a variance shall apply in
writing within the time period specified in 12VAC5-4630-210 B. The application
shall be signed by the owner, addressed and sent to the commissioner at the
State Department of Health in Richmond. The application shall include:

1. A citation to the section from which a variance is requested;
2. The nature and duration of the variance reguested;

3. Any relevant analytical results including results of relevant tests conducted
pursuant to the requirements of this chapter;

4. Statements or evidence why the public health and welfare as well as the
ground water resources would not be degraded if the variance were granted;

5. Suggested conditions that might be imposed on the granting of a variance
that would limit the detrimental impact on the public health and welfare or
ground water resources;

Stage: Prop

Register:  1/17/2022Vol.38 Iss.11

Review & Project

VAC Online

Lo BN (O Show Project Section

12VAC5-630-300. Voidance of construction permits.

Null and void. All well construction permits are null and void when (i) conditions
such as house location, sewage system location, sewerage system location,
topography, drainage ways, or other site conditions are changed from those
shown on the application, (i) conditions are changed from those shown on the
construction permit. or (i) more than 54 months elapse from the date the
permit was issued. Reapplication for the purposes of having an expired permit
reissued shall be the responsibility of the owner, and such reapplication shall be
handled as an initial application and comply fully with 12VAC5-630-230.



Project 5654
Amend Regulations Following Periodic Review

P2 Documents

<

£= Sections 9 History ¥ Comments

tion =% Exit Intagrity Check

Project Section

12VACS-4630-230. Procedures for obtaining a construction permit for 2 private
weell.

Construction permits are issued by the authority of the commissioner. All
requests for a private well construction permit shall be by written application,
signed by the owner or his agent, and shall be directed to the district or local
health department. All applications shall be made on an application form
provided by the district or local health department and 2pproved by the
commissicner.

An application shall be deemed completed upan receipt by the district or local
health department of 2 signed and dated application, together with the
appropriate fee, containing the following informatian:

1. The property owner's name, address, and telephone number;

2.The applicagf's name, 2
subdivision 1 gbove

. and phone number (if different from

3. A statement signed by the property owner, or his agent, granting the Health
Department access to the site for the purposes of evaluating the suitability of
the site for 2 well and allowing the department access to inspect the well after
itis installed;

4

A site plan showing the propased well site, property boundaries, accurate
locations of actual or proposed sewage disposal systems, recorded easements,
and other sgurces of contamination within 100 feet of the proposed well site,
and at the option of the applicant 2 proposed well design; and

5. When desmed necessary because of gealogical or other natural conditions,
plans and specifications detailing how the well will be constructed

7. If while the text is being compared, it is helpful to display the text as it is in the project

11772022 Vo

Register:

€ Froj

WAC Onlina

D Shaows Project Section Text

12VACS-630-230. Procedures for obtaining a construction permit for 2 private
weell

Canstruction permits are issued by the authority of the commissioner. All
requests for a private well construction permit shall be by written application,
signed by the owner or his agent, and shall be directed to the district or local
health department. All applications shall be made on an application form
provided by the district or local health department and approved by the
commissioner.

An application shall be deemed completed upon receipt by the district or local
health department of 2 signed and dated application, together with the
appropriate fee, containing the following information:

1. The property owner's name, address, and telephone number;

2. The applicant's name, address, and phone number (if different from
subdivision 1 abowve);

3. A statement signed by the property owner, or his agent. granting the Health
Department access to the site for the purposes of evaluating the suitability of
the site for awell and allowing the department access to inspect the well after
itisinstalled;

4_A site plan showing the proposed well site, property boundaries, accurate
locations of actual or proposed sewage disposal systems. recorded easements,
and other sources of contamination within 100 feet of the proposed well site,
and at the option of the applicant 2 proposed well design; and

3. When deemed necessary because of geclogical or other natural conditions,
plans and specifications detailing how the well will be constructed.

section, click the Show Compared Text box.

Project 5654
Amend Regulations Following Periodic Review
P Documents

1= Sections 9 History

tion =¥

Project Section

Fagiz

WAC Online

12VACT-630-230. Procedures for obtaining a construction permit for a private
well.

A Construction permits are issued by the authaority of the commissioner. &#
reooests Requests for a private well construction permit shall be by written
application, signed by the owner or his the owner's agent, and shall be directed
to the district or local health department. 2t applications Applications shall be
made on an application form provided by the district or local health
department and approved by the commissioner.

B. An application shall be deemed completed upon receipt by the district or
local health department of a signed and dated application, together with the
appropriate fee, containing the following information:

1. The property awner's name, address, and telephone number;

2. Theap nt's name, address, and phony number (if different from
subdivisidgl abewe of this subsection)

3. Astatement signed by the property owner, ar his the owner's agent, granting
the department access to the site for the purposes of
evaluating the suitability of the site for a well and allowing the department
access to inspect the well after it is installed;

4_A statement indicating whether the adjacent property is used for an
agricultural operation;

5. Information required per 12VACS-630-380 E if necessary.

& A site plan showing the proposed well site, property boundaries, accurate
locations of actual or proposed sewage disposal systems, recorded easements,
and other sources of contamination within 100 feet of the proposed well site,
and at the option of the applicant 2 proposed well design; and

5 7. When deemed neceszary because of genlogical ar ather natural
conditions, plans and specifications detailing how the well will be constructed.

12VACI-630-230. Procedures for obtaining 2 construction permit for a2 private
well.

Construction permits are issued by the authority of the commissicner. All
requests for 2 private well construction permit shall be by written zpplication,
signed by the owner or his agent, and shall be directed to the district or local
health department. All applications shall be made on an application form
provided by the district or local health department and approved by the
commissioner.

An application shall be deemed completed upon receipt by the district or local
health department of a signed and dated application, together with the
appropriate fee, containing the following information:

1. The property owner's name, address, and telephone number;

2. The applicant's name, address, and phone number (if different from
subdivision 1 above];

3. Astatement signed by the property owner, ar his agent, granting the Health
Department access to the site for the purposes of evaluating the suitability of
the site for a well and allowing the department access to inspect the well after
itisinstalled;

4. Asite plan showing the proposed well site, property boundaries, accurate
locations of actual or proposed sewage disposal systems, recorded easements,
and cther sources of contamination within 100 feet of the proposed well site,
and at the option of the applicant a proposed well design; and

5. When deemed necessary because of geological or other natural conditions,
plans and specifications detailing how the well will be constructed.

t3ge: Proposed
g ]

s

Compared Text



REGULATION INFORMATION OVERVIEW

When amending regulation, changes must be shown. These changes are the content
that is published in the Virginia Register. Here is an example of how strikethrough and

underline look in the Virginia Register.

B- No person shall use in—the—makins —remaking
Lol :

r : baddi Lol d

2
£ hich shoddsi o

subsection B ol this section.

C. Unsanitized secondhand bedding and upholstered furniture
shall be separated from new or sanitized secondhand bedding

any shoddy ¥
erany secondhand filling material erasy secondhand, feathers,
animal hair, or down, in the manufacture. reupholstery, or
renovation of bedding and upholstered furniture unless such
shoddy, secondhand filling material, feathers, animal hair, or
down has been sanitized by a rble—ps B by
the-consmissioner permitted sanitizer in accordance with this
chapter.

fabeic 4
Y

Any reupholstered or renovated bedding or upholstered
furniture sold to a customer who was not the original owner of
the item must be sanitized by a permitted sanitizer in
accordance with this chapter.

The Regulation Information System (RIS 2.0) is the mechanism agencies use to access
the text of regulation and mark it up with strikethrough and underlined text. Here is an

or upholstered furniture by a dividing wall or a distance of at
least 20 feet.

D. Yellow law labels saust shall in compliance with 12VACS-
125-90 be attached and-dated to all sanitized articles as soon as
the approved sanitizing process is completed.

P 4 ‘ ; L dlyoed
E. i Y
rticles-of beddi d ushal o ; + 1
# itizath ticlos-if the-donation-iste-aholderofavalid
i Anv i 1d- : axel "
P t

Y ¥ tE:
b d—fisst: A delivery wvehicle used to transport

secondhand unsanitized bedding and upholstered furniture
must be sanitized by a process approved by subsection B of

agency project queue in RIS 2.0.
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Here is how a project displays in RIS 2.0.
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Projects Age

T
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Project 4924 v Chapters v
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520 12VAC5-520-10  Definitions.
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Stage: Proposed
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o
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~ Update  _ Lock
Action Effective Date {7 < Pl
Amend =] .
Repeal B D
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Instructions for creating and editing a project are here.



RUNNING & PRINTING REPORTS

1. To create and print a report of an RIS project, open the project (click on the RIS project number in

agency Projects queue) and find Report Type and Format menus.

Project 7202 hapt
16 VAC 5-32 Amendments for Modernization and Alignment

i=Sections ¥ Documents 9 History Comments

[ Overview

eview

Page 1 of1

50rows

empt Final
siss2z

Register: 06/20/2¢

« Projects

Report Type Format [ | Keyword Filter
1-30f cords
. . " Update Lock
O Chapter VAC Description Action Effective Date e [l
O 32 16VAC5-32-10 Employing unit records. Amend 07/01/2022 =] a (]
0 a2 16VAC5-32-20  Required reports. Amend 07/01/2022 (m] m]
O a2 16VAC5-32-9998  FORMS (16VACS-32). Amend 07/01/2022 = [m} m]
Page 1 of1 S0rows v
Project 7202 viewchapters v Stage: Exerpt Final
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ons B Douments 4D History  § Commy P
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5 (== ) e
- Sections " Update Lock
Chapter  VAC Description (Double Effective Date s ection
Spaced)
1 a2 E 32 Employing unit records. Sectlons 07/01/2022 =
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32 SVACS3: Required reports. Sections [With 07/01/2022 =
32 FORMS (16VAC5-32). Sections 07/01/2022 B
Without
Repealed)
Page 1 of 1
Transmittal
Sheet -
Project 7202  viewchapters v Stage: Exempt Final
16 VAC 5-32 Amendments for Madernization and Alignment Reglster; 04/20/2072 Vol 3 &
ions  [PW Docu D History @ ents iew  [E] Review
of 3 record: HTML
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32 v 2 FORMS (16VAC5-32). Amend 07/01/2022 =}



The following describe the types of documents that can be generated using Create Reports.
Sections: Creates a document with all of the sections in the project displayed from end to end in
one document for review in a single-spaced format.

goback] opas 1 wors
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Sections (Double spaced): Creates a document with all of the sections in the project in a
double-spaced format.

stoss fopmreo
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Sections (With Notes): Creates a document with allof the sections in the project displayed from
end to end in one document with the Statutory Authority and Historical Notes appended to each
section.
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Transmittal Sheet: Creates a copy of the transmittal sheet that was filed with the

Registrarof Regulations. You can prlnt from this screen by clicking print in the
upper right hand corner. é

Sheet: Actian on

Register Report: Creates a report of what the project will look like in when it's published
in the Virginia Register.

TITLE 16. LABOR AND EMPLOYMENT

VIRGINIA EMPLOYMENT COMMISSION

Exempt Final Regulation

REGISTRAR'S NOTICE: The Virginia Employment Commission is claiming an exemption from Article 2 of the
Administrative Process Act in accordance with § 2.2-4006 A 4 a of the Code of Virginia, which excludes regulations that are
necessary to conform to changes in Virginia statutory law or the appropriation act where no agency discretion is involved. The

commission will receive, consider, and respond to petitions by any interested person at any time with respect to reconsideration
or revision.

Title of Regulation: 16VACS-32. Required Records and Reports (amending 16VACS-32-10, 16VACS5-32-20, 16VAC5-32-
9998).

Statutory Authority: § 60.2-111 of the Code of Virginia.
Effective Date: July 1, 2022.

Agency Contact: Jacob Shuford, Regulatory Coordinator, Virginia Employment Commission, 6606 West Broad Street, Henrico,
VA 23230, FAX (804) 786-9034 or email jacob.shuford@vec.virginia.gov.

Summary:
The amendments (i) adjust the definition of "United States"; (ii) update wording regarding compliance with commission
reports; and (iii) update agency forms.

16VAC5-32-10. Employing unit records.

A. Each employing unit as defined under § 60.2-211 of the Code of Virginia, having services performed for it by one or more
individuals in its employ, shall maintain records reasonably protected against damage or loss as hereinafter indicated and shall
preserve such records. These records shall include for each worker:
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USER MANAGEMENT

Agency Regulatory Coordinators have the authority and ability to add, remove, and
amend the access level of agency users. To see the requirements for Agency
Regulatory Coordinators, CLICK HERE.

1. After logging into RIS, under the Setting (gear icon) tab, select User Management

Dashboard  MewProject  Projects [JEEHEK Resources
P ny Register D Register Tracking Hi Anne
Projects
JEC User Management
ﬁ # i Al Agencies AllStages Other Act AllStatuses re Register Website Settings
Profil
Z ProjectD Agency Stage (Chapter Description Eff Date Status VAC Review
Log O
0 TR BedOiOpemery  pee 0 il Penting logeedli ez @ i
Code of Virginia
DepartmentFor ARG AN g oot Final 80 referencetechnicsl  04/13(2022 Pending

2. Your : agency will display. Search by Access Levels (aII user, or regulatory
coordinator) or Statuses (all, active, or inactive).

RI Dashboard  NewProject  Projects  Register  Resources to 24

User Management

ﬁ [ )Smia Code Commission v ] Al Access Levels All Statuses b4

[ Name Agency

Access Level Status  Actions
[ RISUser Template Virginia Code Commission Admin Active Va
(] DLASAdmin Virginia Code Commission Admin Active Va

3. Click New User to add a user. Fill in the web form for the new user.
4. Use the dropdown arrows highlighted to select Status and Access Level for new user.

RI Dashboard  NewProject  Projects  Register  Resources [EeSd

User Management
ﬁ + NewUser Virginia Code Commission All Access Levels All Statuses v

User Information

 Print
First Name™ M. Last Name™ Suffix Status b4
User o RIS Active
Email® Phone Number Ext. Access Level
Agency

Virginia Code Commission @

Cancel

5. Click the blue plus sign to accept agency #1 for the user.
This will activate the Save button. Click the Save button, and the user is added to the agency list. If
the user needs access to another agency, click the blue plus, another Agency field will appear, fill it
in, and repeat until user has all necessary accesses, then click the Save button.



6. The newly added user will appear in the agency user list. Click the blue pencil to edit
an existing user.

Dashboard New Project Projects Register Resources 0~
User Management

= ;

ii] Al Agencles All Access Levels All Statuses || User

[0 Name Agency Access Level Status  Actions
[l RISUser Template Virginia Code Commission Admin Active

[] UserORIS Virginiz Code Commission User Active

[ Test User User Virginia Code Commission, Department Of Testing New Ris And Town Hall User Active

Previous Page 4 of1 50rows v
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VAC Quick Style Sheet

The Regulation Information System and the online Virginia Administrative Code use the Microsoft Word styles feature to
provide a consistent format to regulations and to implement the daily update of the online VAC. If you do not receive an
email with your login information within a day or so, please call Anne Bloomsburg 804-698-1884.

A style is a set of formatting characteristics that you can apply to text and tables in a document to quickly change its
appearance. When you apply a paragraph style, you apply a whole group of characteristics, such as font, size of text, text
alignment, and line spacing, in one simple task.

Here is an example of styles for use in RIS and the Virginia Administrative Code:

Center

Part

Article

VAC Number

Section Indent

Section Indent

Section Block Indent

Section Block Indent

Section Block
Indent 2

Section Block
Indent 2

Section Block
Indent 2

CHAPTER 31
VIRGINIA EMERGENCY MEDICAL SERVICES REGULATIONS

Part Il
EMS Agency, EMS Vehicle and EMS Personnel Standards

Article 4
EMS Personnel Requirements and Standard of Conduct

12VAC5-31-1270. Neonatal transport requirements.

A. Neonatal transports require a neonatal ambulance. If a ground ambulance is utilized
to perform an interfacility neonatal transport, the vehicle must be equipped with the
additional items listed in 12VAC5-31-860 D, L and M and staffed in compliance with this
section.

B. A minimum of three persons is required:

1. An operator who at a minimum possesses a valid motor vehicle operator's permit
issued by Virginia or another state, and who has successfully completed an approved
emergency vehicle operator's course (EVOC) training course or an equivalent
approved by the Office of EMS.
2. An attendant-in-charge who must be one of the following:

a. Physician;

b. Registered nurse or physician's assistant, licensed for a minimum of two years,

with specialized neonatal transport training; or

c. Other health care personnel with equivalent training or experience as approved
by the Office of EMS.




Section Block Indent 3. An attendant.

Section Indent C. The operator, attendant-in-charge or attendant must be certified as an emergency
medical technician or an equivalent approved by the Office of EMS.

Authority Statutory Authority

Authority §§ 32.1-12 and 32.1-111.4 of the Code of Virginia.

History Historical Notes

History Derived from Virginia Register Volume 19, Issue 3, eff. January 15, 2003.

Here's an example with strikes, underscores and brackets:
VAC Number 12VAC5-31-2960. Suspension of an award.

Section Indent A.-The-[*Office-of-EMS-commissioner°®]-may-suspend-an-award-and-all-
disbursements-of-funds-attached-pending-an-investigation-[°and-following-an-
informal-fact-finding-conference-as-defined-in-the-Virginia-Administrative-
Process-Act-(§-2.2-4000-et-seq.-of-the-Code-of-Virginia)°].

Section Indent B.:There-shall-exist:-reasonable-cause-for-suspension-prior-to-such-action-
by-the-[*Office-of-EMS-commissioner°].-Such-cause-shall-include:-
Section Block Indent 1.-Failure-to-comply-with-these-requlations;
Section Block Indent 2.-Violation-of-the-terms-of-any-conditions-or-agreements-attached-to-an-
award;-or
Section Block Indent 3.-A-reasonable-belief-by-the-[*Office-of-EMS-commissioner°]-that-any-

such-violations-might-otherwise:continue-unabated.

Section Indent C. - The-Office-of-EMS-shall-notify-the-grantee-of-the-suspension-by-
certified-mail-to-the-last known-address.

Section Indent D.-A-suspension-shall-take-effect-immediately-upon-receipt: of-notification-
unless-otherwise-specified.:A-suspension-shall-remain-in-effect-until-
reinstated-or-revoked-by-the-[*Office-of-EMS-commissioner®].

Notice that brackets are not underlined and there is a space before and after the brackets. The
bracket macros on the RIS toolbar will create a "required" space after the opening bracket and before
the closing bracket so that the bracket stays with the text rather than breaking to a new line.

Basic styles in section text of RIS and the Virginia Administrative Code:

Level Style
VAC Number 18VAC90-60-80. Requirements for closing of a program.
1 Section Indent A. This is a subsection.
2 Section Block Indent 1. This is a subdivision.
3 Section Block Indent 2 a. This is a subdivision.
4 Section Block Indent 2 (1) This is a subdivision.
5 Section Block Indent 2 (a) This is a subdivision.




Notes when attaching styles:

When you use outline levels below the a., b., ¢. level, continue using the Section Block Indent 2 style. The
Registrar's Office strongly suggests that you not go beyond five levels in outline organization. It is better to
break information into additional sections or subsections.

Remember that if you have a section with only one subsection as shown in the following example, remove the
subsection designation "A." but use the 1., 2., etc., as Section Block Indent style.

VAC Number 18VAC90-60-80. Requirements for closing of a program.

Section Indent When a medication aide training program closes, the program provider shall:

Section Block 1. Notify the board of the date of closing following completion of the last program for which
Indent students are already enrolled.

Section Block 2. Submit to the board a list of all persons who have completed the program with the date
Indent 2 of completion of each.

Documents Incorporated by Reference (DIBR) and Forms lists:

DIBR and FORMS lists use the textbl and sectind styles. Example of a FORMS list:
Text Block Left FORMS (18VAC90-60)

Section Indent Application to Establish a Medication Aide Training Program (eff. 7/2007)
Section Indent Instructions for Filing Application for Registration by Examination (eff. 7/2007)
Tables:

For tables, the styles called Table Left), Table Center, and Table Right position text horizontally within a cell and are
single spaced rather than double spaced as other styles in RIS and VAC. Text may be positioned vertically within cells by
right clicking on text and choosing "Cell Alignment." Tables can be published with or without lines.

The Register staff is continuing to update tables in the VAC online. If you are amending a table in the old or new format,
make adjustments to text using strikethroughs and underscores. If you have a particularly large or troublesome table to
amend, please call the Register staff for help.

24VAC20-81-70. Maximum single axle and tandem axle weight allowed without an engineering review.

Maximum weight in pounds according to vehicle axle spacings allowed by permit without an engineering review from
the Virginia Department of Transportation's Structures and Bridges Division for any single axle or tandem axle group.

Single Axle Weight: 24,000 pounds (or 850 pounds per inch, width of tire measured in
contact with the surface of the road).
Tandem Axle Weight: 44,000 pounds.
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CREATING & SUBMITTING AN ERRATUM (CORRECTION)

Errata are corrections to material published in the Virginia Register. The correction is
also published in the Register. Agencies are required by 1VAC7-10-130 to review
published regulations and notify the Registrar's Office of necessary corrections within
seven days of the date of finding the error. These corrections are submitted for
publication to the Registrar's Office through RIS using the following process:

1. Find the error as it appears in the pdf version of the Register. Find the Register pdf
posted on the Register website at http://reqgister.dls.virginia.gov/.

'VIRGINIA

REGISTER OF REGULATIONS

CURRENT ISSUE Vol. 39 Iss. 14 - Febryaf§ 27, 2023

In this Issue « Previous Issues ™ PDF R RSS

23VAC10-210 Retail Sales and Use Tax (Action Withdrawn)
18VAC155-20 Waste Management Facility Operators Regulations (Notice of Intended Regulatory Action)

22VAC40-680 Virginia Energy Assistance Program - Low Income Home Energy Assistance Program
(LIHEAP) (Notice of Intended Regulatory Action)

You will need the information from the Register pdf to fill out the Errata web form.
2. Go to agency register documents.
3. Select unspecified volume and unspecified issue to activate "Add New" button

Dashbo~-u New Project Projects Register Resources ¢v

Agency Register Documents

Register Documents

ﬁ Vol. | Unspei... lss. | Unspeci.. Agency | AppleBoard v] Register Section | All Sections

[J Document t Agency Register Section ID# Vol. ss. Actions

Page 1 of1 50rows v


http://register.dls.virginia.gov/

3. Click "Add New" and select Errata
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5. This brings up a web form with menu-controlled fields. For each field, select menu
text or enter text based on the pdf version of the Register, as appropriate for the
correction. Text may be pasted into the Error Description field.

Errata = o

Agency Name: Apple Board

Register Section Project ID# Error Vol. Error Iss. Publication Date Start Page# End Page #
Regulation Type VAC £

- Select-
Chapter Title

6. Add text then click save

Saving the erratum will put it into the Agency Register Documents queue where, by
clicking "Submit," it can be submitted to the Registrar's Office for publication.

7. The notice will populate the issue of the Register currently accepting submissions.
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CREATING & SUBMITTING A GENERAL NOTICE

General notices are notices to the public published the Virginia Register. Often these
notices are required by statute or regulation. Town Hall agencies typically will use Town
Hall to post this type of notice, then, via Town Hall, submit the notice for publication in
the Register. Agencies that either (i) do not use Town Hall, or (ii) do not want to use
Town Hall for a given notice publication, can directly submit a general notice to the
Registrar's Office through RIS using the following process:

1. Go to agency register documents
2. Select unspecified vglume and unspecified issue to activate "Add New" button

Dashboard New Project Projects Register Resources ¢ -

Projects Agency Register Documents Register Publication Ryffister Tracking
Register Documents l
ﬁi Add New W Vol Unspeci. lss.  Unspeci.. Agency | AppleBoard ~ | Register Section All Sections
[J Document Agency Register Section ID# Vol. Iss. Actions
No rows found
Page 1 of 1 S0rows v

3. Click "Add New" and select General Notice

Dashboard  New Project  Projects [JEESIEES Resources

'Iﬁ']l' m vol. Unspeci lss. Unspeci Agency  Apple Board Register Section Al Sections
= General
D¢ Motice Agency Register Section IDe Vol s, Actions
Errata
Annal
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Docurmen s
Page 1 ol 1 S0rows >

4. This brings up a web form with fields into which text can be pasted or typed.



6. Add text then click save
Saving the notice will put it into the Agency Register Documents queue where, by
clicking "Submit," it can be submitted to the Registrar's Office for publication.

Dashboard New Project Projects Register Resources

Projects Agency Register Documents Register Publication Register Tracking

Register Documents

ﬁ Vol  Unspeci.. Iss.  Unspeci... Agency | Apple Board Register Section | All Sections
[ Document Agency Register Section ID# Vol. lss.

O

TEST FOR INSTRUCTIONS ONLY General Notice

Page 1 of1 S0rows W

7. The notice will populate the issue of the Register currently accepting submissions.



