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SECRETARY OF THE STATE

REGULATION FILING INSTRUCTIONS
Please note that we are unable to process hand-delivered regulations while you wait.
Section 6 of Public Act 12-92, effective July 1, 2013, has made significant changes to the process of filing regulations with the Office of the Secretary of the State.  Please discard all copies of these Regulation Filing Instructions issued before July 1, 2013, because they are no longer valid. 

Agencies are no longer required to submit two paper copies of an approved regulation to the Secretary of the State. Instead, of a second paper copy, agencies must now submit an electronic copy of the regulation, accompanied by a statement from the agency head certifying the electronic copy to be a true and accurate reproduction of the original approved the Legislative Regulation Review Committee (LRRC). 
In light of these changes, the following items must now be provided by a state agency submitting approved
 regulations to the Office of the Secretary of the State for filing. Please note special instructions for Emergency Regulations where indicated.
1. The “original” regulation referenced in the Legislative Regulation Review Committee (LRRC) approval letter that directs the agency to file the regulation with the Office of the Secretary of the State.  (Please note:  except for a regulation that consists of completely new text, the “original” regulation contains markups showing amendments to existing regulation text.  Deletions are enclosed in [brackets] and additions are indicated by underlining, or UPPERCASE lettering.)
The “original” regulation must
a) be in final approved form, including markups;
b) be removed from the binder in which it was submitted to the LRRC; and 
c) incorporate and include the following:
i. All technical corrections and substitute page insertions required by the LRRC/LCO, if any.  (Please note: LCO technical corrections are made exactly as specified in the LCO report.  Do not use underlines or brackets to show where LCO corrections have been made unless the LCO correction specifies inclusion of a bracket (or brackets) and underlining.)
ii. The “certification page” showing the original approval signatures of the following: The agency head; the attorney general; the LRRC administrator (or the administrator’s notation that the regulation has been “deemed approved”).  Please note: Emergency Regulations do not require the signature of the attorney general.

iii. For regulations resubmitted to and approved by the LRRC after initial rejection by the Committee but not resubmitted for approval to the attorney general, the “certification page” showing the attorney general’s approval of the regulation in its initial form. 
2. ONE photocopy of the Regulation Review Committee approval letter that notifies the agency of final approval of the regulation (or that the regulation has been “deemed approved”) by the Committee. 
(The agency should retain the original letter for its regulation-making record as required by CGS 4-168b.)

3. For regulations “Approved with Technical Corrections” only, ONE photocopy of the Legislative Commissioners’ technical corrections report to the LRRC.
(Please note:  The agency must make all required technical corrections before submitting the regulation to the Secretary of the State for filing.  The Office of the Secretary of the State does not review regulation filings for technical corrections.)
4. ONE cover letter or memo from the agency head (or agency staff person submitting the regulation for filing) addressed to Bernard Liu, Staff Attorney, Legislation and Elections Administration Division (LEAD), Office of the Secretary of the State, at the appropriate mailing or hand delivery address listed above.

5. ONE complete, identical electronic copy of Number One (1) above—including the markups that show amendments to existing regulation text—and including a scan of the signed “Certification Page,” accompanied by a statement from the agency head certifying that the electronic copy is a true and accurate copy of the original paper filing. (See Section 6 of PA 12-92 for the electronic filing requirement.)  Submit the electronic filing by email as a Word document or text searchable PDF file to regulations.sots@ct.gov, along with the agency head certification statement.  A suggested format for the agency head certification statement follows item number 10 below. 
6. Except for Emergency Regulations, please forward by email a “clean copy” of the text of the approved regulation, in Microsoft Word format, to the Commission on Official Legal Publications (COLP).  COLP requires the electronic file for use in publishing the regulation in the Connecticut Law Journal.  A “clean copy” of the text is defined as follows: 1) New language to be added to an existing regulation, as indicated by capital letters, has been converted to upper and lower case letters; 2) new language to be added to an existing regulation, as indicated by underlining, has had the underlining removed; 3) language to be deleted from an existing regulation, as indicated by enclosure in brackets, has been deleted; 4) all technical corrections required by the LRRC/LCO, if any, have been made; and 5) all LRRC-approved substitute page insertions, if any, have been made.  The email address for submitting the electronic clean copy of the regulation text to COLP is: jean.dibenedetto@jud.ct.gov.)  Please make arrangements to email “clean” Word format electronic copies of approved regulations directly to COLP.  
7. For Emergency Regulations only: In addition to items 1–5 above, include the following:

i. The agency’s finding of emergency and a brief statement of the reasons for that finding (See CGS 4-168(f)(1) and CGS 4-172(b).)
ii. ONE copy of the Governor’s letter approving the agency’s finding.  (See CGS 4-168(f)(1).)
8. Please do not submit originals, photocopies or electronic copies of any of the following items when filing a regulation with the Office of the Secretary of the State: 

A. The “Notice of Intent to Adopt Regulations” published in the Connecticut Law Journal or posted to the Secretary of the State’s website, as applicable.
B. A rejected version of the regulation.

C. The text of the regulation as it was before technical corrections were made.

D. Regulation pages that were replaced by substitute pages (which substitute pages were made part of the final regulation approved by the LRRC).

E. Rejection correspondence from the LRRC to the agency.

F. Transmittal correspondence from the agency to the LRRC.

G. Fiscal impact statements and small business or regulatory flexibility analyses.

H. Correspondence and comments received from the public regarding a proposed regulation, summaries of correspondence and public comments, or the agency response to correspondence and public comments.

I. Public hearing transcripts or summaries.

Items A-I above must be retained by the filing agency as part of the regulation-making record it is required to maintain by law (see CGS 4-168b).  These items will be returned by the Office of the Secretary of the State if submitted.

9. Questions?  

If you have questions regarding these regulation-filing instructions, please contact one of the following Secretary of the State staff members: Barbara Sladek, at 860-509-6147 or Bernard Liu, Esq., at 860-509-6100.

10. See next page for a suggested format for the agency head electronic copy certification statement required by CGS 4-172, as amended by Section 6 of PA 12-92 and detailed above in Number 5.  

A copy of the form is posted to www.ct.gov/eregulations under the “General Information/ Disclaimer” category, subpage “State Agencies, Information and Forms.”
Purpose and Legal Disclaimer: This form was designed to facilitate submission of the “statement from the department head” required by CGS 4-172(a) as amended by PA 12-92, Section 6.  This form does not constitute legal advice. The Office of the Secretary of the State (SOTS) is not authorized to provide legal advice to state agencies. Consult with your agency’s legal counsel before completing and submitting this form for filing

Instructions:   (1) Save a copy of this document to your computer;  (2)  To enter data, use the Tab key to move between fields, or click-and-highlight an entire <text field>;  (3) When complete, submit to your agency’s legal counsel for review and approval;  (4) After approval by counsel, PRINT and submit to your agency head for his/her original signature; (5) Scan the originally-signed form and submit it as an email attachment, along with the electronic copy of the regulation that the statement certifies, to regulations.sots@ct.gov; (6) retain the originally-signed copy for your agency’s regulation-making record.
Submit the electronic copy and its certification statement to the Secretary of the State at regulations.sots@ct.gov concurrently with the paper copy of the original regulation, as required by CGS Section 4-172 as amended.

Electronic Copy Certification Statement

I, <insert NAME of agency head>, <insert TITLE of agency head> of the <insert AGENCY NAME>, in accordance with the provisions of Section 4-172 of the General Statutes of the State of Connecticut, do hereby certify:

That the electronic copy of a regulation concerning  <insert TITLE of the regulation>, which was  FORMDROPDOWN 
 by the Legislative Regulation Review Committee on <insert DATE>, and which shall be submitted electronically for filing to the Secretary of the State by <insert NAME of agency staff member submitting the electronic copy> of this agency on <insert DATE of submission>,  is a true and accurate copy of the original regulation approved in accordance with Sections 4-169 and 4-170 of the General Statutes of the State of Connecticut.

In testimony whereof, I have hereunto set my hand on <insert date signed>.

​​​​​​​​​​​​​​​​​​​____________________________________

(Signature of agency head)

� The term “approved” as used in this document includes regulations “deemed” approved do to LRRC inaction.





G:\LEGREG\REGULATIONS\Agency_Instructions.doc (Rev 09/2013)
                               Page 1 of 4

