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Who to contact?

- Adding/Removing Liaisons Main
512.463.5561

register@sos.texas.gov

Liaison

- Forgot a password
Help

- Trouble navigating Liaison Center

- Errors, troubleshooting Main
512.463.5561

register@sos.texas.gov

Submission

- Acknowledgement of Receipt
Help

- Deleting Open Meetings

Editors OR Main
512.463.5561
register@sos.texas.gov

. - Formatting documents
Editor Help _ .
- Errors in publication
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Texas Register Publication

» Journal of state agency rulemaking for Texas
> Publishes proposed, adopted, withdrawn and emergency rule actions

> Publishes rule review, governor’s appointments, attorney general opinions
and miscellaneous documents

- After adoption, rulemaking actions are codified into the Texas
Administrative Code (TAC)

- TAC is updated regularly;
TAC online (and available for download) are the rules currently in effect

» Posted every Friday;
> Available no later than 5:00 p.m.
> Deadlines depend on the document submitted
Publication is generally two weeks behind deadline

> Current issue and up to 12 months of previous issues are posted on the
SOS website

Issues older than 12 months are available in the archive link through the
University of North Texas
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Accessing the Liaison Center

State Rules and Open
Meetings

WWW.S0s.texas.gov Liaison Login

TEXAS SECRETARY of STATE

Business Notary Public State Rules & Uni oo
Filings & Statutory Open Meetings Comme: SRCHHS

About the Texas Register Section
Texas Register

Points of Interest How Can|We Help?

Select a togic/question >

» Press Release:

» Press Release:

Our Latest Tweet...

Secretary of State

Frequently Asked Questions (FAQs)
Contact Us
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Accessing the Liaison Center

Liaison Center
available links
populate based on Liaison Center
the documents the o
My Submissions

I | ai son su b m ItS to Emergency Rulemaking Submission

{ h e JTexas Re g /ster Proposed Rulemaking Submission
Adopted Rulemaking Submission
Withdrawn Rulemaking Submission

Agency Rule Review Submission

Executive Submission

Miscellaneous Document Submission

Open Meeting Submission

Open Meeting Cancellation

Liaison Account Information
Liaison Password Update
Liaison Administration
TAC Document Request
Texas Register Publication Schedule
Document Request Queue
Log Off
HOME TEXASREGISTER TEXAS ADMINISTRATIVECODE OPEN MEETINGS
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Accessing the Liaison Center

When a liaison logs out
of the Liaison Center,
“vou have been
successfully
deauthenticated,” will
come up on the screen.

This does not mean the
liaison is removed from
the liaison database.

HOME TEXASREGISTER TEXASADMINISTRATIVECODE OPEN MEETINGS

Texas Register Liaison Training Updated: January 2015 10



aison Center Basics
>y

Texas Register Liaison Training Updated: January 2015



Navigation Bar

Log Ut
HOME TEXASREGISTER TEXASADMINISTRATIVE CODE OPEN MEETINGS )
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Liaison Center

Texas Register Publication Schedule

My Submissions
Proposed Rulemaking Submission

Adopted Rulemaking Submission

Withdrawn Rulemaking Submission

Agency Rule Review Submission

Emergency Rulemaking Submission

Executive Submission

Miscellaneous Document Submission
Open Meeting Submission

Open Meeting Cancellation

Liaison Account Information

Liaison Password Update
TAC Document Request
Log Off

TEXAS REGISTER TEXAS ADMINISTRATIVE CODE

OPEN MEETINGS
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About the Texas Register
Section

Texas Register

Texas Administrative Code
Open Mi€tings
Subscription Services
Agency Review Plans

Rule Transters and Agency
Name Changes

Liaison General info
Liaison Login
Other Resources

Frequently Asked
Questions (FAQs)

Contact Us

SOS Home | Texas.gov

Navigation Bar

TEXAS SECRETARY or STATE

Uniform
Commercial Code

State Rules and Open Meetings

A weekly publication, the Texas Register serves as the journal of state agency rulemaking for Texas. Information published in the Texas Reg:ster
includes proposed. adopted withdrawn and emergency rule actions nolices of state agency review of agency rules govemor's appontments. attomey
general opinions, and miscellaneous documents such as requests for proposals. After adoption. these rulemaking actions are codified into the Texas
Admurustratve Code

The Office of the Secretary of State posts the current issue as well as approximately one year of previous lssues on our site Older issues (June 1991 -
present) can be accessed through the University of North Texas back issue archive link under the Points of Interest lssues are posted to the website
no later than 5 pm_on the publication day

CDs (subject to availability) or photocopies of older issues may be purchased from this office by calling (512) 463-5561 or e-mail

raﬁ'«.fnrn"i\'zﬂt lexds gov

Open meetings for both state and regional agencies may be accessed through the Open Meetings link on the left-hand side of this page

The Secretary of State is not responsible for the information or content that is contained in Texas Register notices. Nor does the SOS make
any representations as to sulficiency or accuracy of the posted information. The postings contained in the Texas Register are submitted

electronically by parties outside the control of the SOS and any questions about a particular posting should be directed to that entity.
Contact information is included in each posted document.

Trail | Texas Homeland Security | Where the Money Goes | Fraud Reporting | Texas Veterans Portal

Compact With Texans | Open Records Policy | Privacy Policy | Accessibility Policy | Link Policy

Send comments and questions about the web site 1o webmaster@sos.texas.gov

Points of interest

AR Terss Regeater maues now

Feplabie elecirorc ary

Current Isswe [September &,

2014)

HTML | POF

Previous Iasues

HTML | PDF

Search the Texas Rogistor

mkudes January I8 2000

carent sy

Gundednes for searchng
Urecersdy of North

Texas Libvanies

Back Issue Archive

ndenes

HTML | PDF

RSS Feecs ELTH

Ofice of Consumer Credtt
Commesioner inferest Rates
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Navigation Bar

TEXAS SECRETARY or STATE

N ANDITA

About Election

B

Notary Public State Rules &

the Office Information & Statutory Open Meetings

About the Texas Register
Section

Texas Register

Texas Administrative Code
Open Meetings
Subscription Services
Agency Review Plans

Rule Transfers and Agency
Name Changes

Listson General into
Liaison Login
Other Resources

Frequently Asked
Questions (FAQs)

Contact Us

SOS Home | Texas.gov |

Welcome to the Texas Administrative Code

The Secretary of State does not interpret or enforce the Texas Administrative Code. If you need interpretation of a current rule, please
contact the agency that promulgated the rule. AN Faxas Regisier issues now

ag A o " 2 J avadable eiectronically
The Texas Administrative Code (TAC) is a compilation of all state agency nules in Texas. There are 16 titles in the TAC Each title represents a subject View the cument Taxss
category and related agencies are assigned to the appropriate title prralorhmmage e
In 1977, the TAC was crealed by the Texas Legislature under the Administrative Code Act (Government Code. §§2002 051-2002.056) In the :'“'l o T:::E'm mclotes
Administrative Code Act the Legislature directed the Office of the Secretary of State to compile. index, and cause to be published the Texas information in eflect on January
Administrative Code 1 1988 - enrent

State agency rule writers, in cooperation with the Office of the Secretary of State, had begun the task of organization and systematic dissemination of Ursvers#y of North
state agency rules in 1975 with the passage of the Administrative Procedure and Texas Register Act (Government Code, §2001 and §2002) Texas Libraries

Texas Reguster Back lssue
With the passage of the Administrative Code Act, the Legislature intended for the Secretary of State to contract with public entities to publish the TAC.  Archive ‘
However, as more innovative technology became avallable, demand for the TAC in electronic format increased. In response 1o this increased demand, | GuigeSines for viewng/searching
HB 2304 was passed by the Texas Legislature in 1995 HB 2304 allows the Secretary of State to make the TAC available through our web site and to
charge for value-added services avaRable through the web site

In addition, HB 2304 mandated that the TAC be made avallable in an electronic format at no charge This complimentary service is available at
hitp finfo s0s state tx us/pls/puby readlacSent viewtac

Trail | Texas Homeland Security | Where the Money Goes | Fraud Reporting | Texas Veterans Portal

Compact With Texans | Open Records Policy | Privacy Policy | Accessibility Policy | Link Policy | Disclaimer

Send comments and questions about the web site to. webmaster@sos.lexas.gov

og UIl

TEXAS ADMINISTRATIVE CODE

TEXAS REGISTER LIAISON TRAINING  Updated: January 2015




Navigation Bar

TExAS SECRETARY or STATE

Business State Rules &
Filings Open Meetings

Welcome to Open Meetings

Both state and regional agencies file open meetings with the Texas Register. Agencies submit their notices 1o this office through a secure interne! site
and are immediately available for viewing by the public using the Open Meeting Viewer View Current Open Meetings
About the Texas Register What if we are off-ine? View Past Open Meetings
Meetngs for Legesiature
IMPORTANT: Piease make a note or save the following link with your Favorites. If the Texas Register website Is down due to scheduled maintenance
Texas Register or unexpecled service problems. you can still view a list of pending open meeting notices on this altermative site It contains a “snapshol” of all posted UNT Aemate Open

Texas Administrative Code meeting notices that we have received at approximalely 6 00 pm each day It does nol duplicate all the features of the Open Meeting Viewer but it Meetngs Sae
: serves as a temporary alternative i this site is off line If you forget to make a note of the link. you may find it with an Internet search for “Texas How to Use the \Viewer
Open Meetings Register Archive open meelings” Meetng Accessibudy

Office of the Allomey General

Subscription Services hitp /Rexinto Ebrary unt edullexasreaister/opsnmestings Open Government Information

Agency Review Plans The Open Meetings Act (Government Code, Chapter 551) provides that meetings of governmental bodies must be open 1o the public (except for
Rute Transfers and Agency expressly authorized executive sessions) Both state and regional agencies file notices of open meetings with the Secretary of State’s office. State agencies are governmental bodies
with statewide jurisdiction. Regional agencies are agencies with jurisdiction of four or more counties

Originally, these notices of open meetings were published in the print version of the Texas Register. In November, 1998, these notices were removed from the print Texas Regester and
published through the Secretary of State's web site only Agencies now submit their notices of open meetings to the Secretary of State's office through a secure internet site These
notices are added to the Secretary of State's web site within five minutes of filing

Access 10 this site is free and available to the general public 24 hours a day, seven days a week A computer terminal is available at the Secretary of State’s office during normal
business hours for public use to view open meetings as well

Questions (FAQs)
Contact Us

The Secrelary of State is not responsible for the inf tion or ¢ thatis ¢ ined in open meeting notices. Nor does the SOS make any representations as to
sufficiency or accuracy of the posted information. The postings contained in the Texas Register are submitted electronically by parties outside the control of the SOS and
any questions about a particular posting should be directed to that entity. Contact information is included in each posted document

SOS Home | Texas.gov | Trail | Texas Homeland Security | Where the Money Goes | Fraud Reporting | Texas Veterans Portal

Compact With Texans | Open Records Policy | Privacy Policy | Accessibility Policy | Link Policy | Disclaimer

Send comments and questions aboul the web site o webmaster@sos.texas.gov
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Office of the Alorney General
Open Government Information
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Selecting Rules for Download

Ligison Center Home Screen

1. Select "TAC Document Request™
2. Select "Agency” to view Titles and TAC Chapters you can access for that agency
3. Select "Chapters” of the appropriate Part number
A. If you are downloading the entire chapter, select "Chapter Request™ of the appropriate Chapter
B. If you are downloading a specific subchapter, select "Subchapters™ of the appropriate Chapter
i. Select "Subchapter Request” of the appropriate Subchapter
4, Complete your "Chapter Request” or "Subchapter Request”
A. Review the populated fields to confirm they are correct for the document(s) you want to request: "Title,” "Agency,”
"Mame,” "Chapter,” and "Subchapter Mame" (if downloading a Subchapter)
B. Doc Type —Selectthe desired format for the document to download (.txt, .pdf, .doc)
i. If you select .doc you can edit the document directly to submit to the Texas Register
C. Email - Enter a valid email address
5. Select "Submit Document Request” when you are ready to complete the submission process

A. Select "Clear Form™ to empty the fields and restart the submission process

Texas Register Liaison Training Updated: January 2015
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Downloading Selected Rules

Liaison Center Home Screen

1. Successfully complete a "TAC Document Request”
2. Return to your Ligison Center Home Screen
A, Select "Document Request Queue”
B. Select the document you want to download
C. A pop-up box will appear
i. Choose to either:
1) "Open”
2} "Save”

3) "Save As”

Downloading TAC rules in .doc formar makes it easier to quickly edit and use the amended documents in submissions to the

Texas Register. All submissions must be in .doc or .docx format.

Texas Register Liaison Training

Updated: January 2015
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Selecting Rules for Download

\OFFICE of thie SEGREHA

.. Liaison Center
Liaison Center

Home SC reen My Submuissions

Emergency Rulemaking Submission

Proposed Rulemaking Submission

Adopted Rulemaking Submission

Withdrawn Rulemaking Submission

Agency Rule Review Submission

Executive Submission

Miscellaneous Document Submission

Open Meeting Submaission

Open Meeting Cancellation Se I ect “TAC
Liaison Account Information DOCU ment Req uestn

Liaison Password Update

TAC Document Request
S dule

xXa -
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Selecting Rules forDow

Document Request

e document request screen will allow you to select an individual chapter or subchapter for downloading to your computer.
After you select a chapter or subchapter, you will be prompted to select a document format and enter your email address.
Please select an agency to continue.

[Title [Title Name ”Agenq'i
| 1JJADMINISTRATION [[Agency|
4|AGRICULTURE [[Agency
7|JBANKING AND SECURITIES |Agency
| 10/COMMUNITY DEVELOPMENT [[Agency
| 13J|CULTURAL RESOURCES [[Agency Select “ Agen cy” for
| 16/ECONOMIC REGULATION [[Agency h ,
[ 15|EDUCATION U t _e appropriate
[ 22|[EXAMINING BOARDS e Title Number and
|_25|HEALTH SERVICES [l Title Name
28|INSURANCE [Agency
30[[ENVIRONMENTAL QUALITY [[Agency
| 31|NATURAL RESOURCES AND CONSERVATION|Agency
| 34|[PUBLIC FINANCE [Agency
| 37|[PUBLIC SAFETY AND CORRECTIONS [[Agency|
40/SOCIAL SERVICES AND ASSISTANCE [[Agency]
43| TRANSPORTATION [[Agency|

Records 1 to 16 of 16

Texas Register Liaison Training Updated: January 2015




Agency

Select a Chapters link to view Chapters for this Agency

[Agency Name ”Title”Part](Cthlersl
[Ofﬁcc of the Governor [ l“ 1 [Chagtcrs
lTexas Ethics Commission [ l“ 2 [Chagtcrs
IOfﬁcc of the Attorney General ” l” 3 [Chagtcrs I

|0ﬁ'1cc of the Secretary of State ”

1

4|[Chagters |

[Texas Facilities Commission |1 5| pters
IStatc Office of Administrative Hearings 1 7 [Chagtcrs
Texas Judicial Council 1 8 [Chagtcrs
State Aircraft Pooling Board 1 9 |Chagters
IDepartment of Information Resources | 1] 10||Chapters |
|State Ethics Advisory Commission | ][ 11)[Chapters |
|Com.mission on State Emergency Commumcationsl l[ 12||Chapters
ITcxas Incentive and Productivity Commission 1 ll 13||Chapters
ITexas National Research Laboratory Commission ” lH 14 [Chagters |
[Texas Health and Human Services Commission || 1|[ 15|/Chapters |
|Statc Council on Competitive Government H l[| 16|[Chagtcrs |
ITcxas Office of State-Federal Relations ” l“ 17 [Chagtcrs I
[Telccommunicalions Infrastructure Fund Board ” [Chagtcrs I

Records 1to 17 of 17

Texas Register Liaison Training

Select “Chapters”
of the appropriate
Agency Name and
Part Number

Updated: January 2015



Chapters
Select "Chapter Request” to download Chapter, select the Subchapter link to view Subchapters for this Chapter.
|C' hapter]EDescriplion ] Chapter Request||Subchapters
71||GENERAL POLICIES AND PROCEDURES ] Chapter Request [|Subchapters
72|STATE SEAL ]m Subchapters
73||STATUTORY DOCUMENTS | apter Request ||Subchapters

74||CREDIT SERVICES ORGANIZATIONS

] Chapter Reguest

75/|AUTOMOBILE CLUB

] Chapter Request

?GHL'SE OF A DECEASED INDIVIDUAL'S NAME, VOICE, SIGNATURE, PHOTOGRAPH, OR LIKEZ\'ESS] Chapter Request

Subchapters
Subchapters
Subchapters

78|ATHLETE AGENTS ||Chapter Request ||Subchapters
79||BUSINESS ENTITY FILINGS Chapter Request |[Subchapters
80/UNINCORPORATED BUSINESS ENTITIES Chapter Request [|Subchapters

]Cha ter Request

83|LIMITED PARTNERSHIPS

87|NOTARY PUBLIC

IM

91|TEXAS REGISTER

] Chapter Reques

Subchapters
Subchapters

Subchapters
Subchapters

93 TRADEMARKS

]Cha ter Request

95[[UNIFORM COMMERCIAL CODE

]Cha ter Request

96”ELECTRIC UTILITY TRANSITION PROPERTY NOTICE FILINGS

]Cha ter Request

97|[BUSINESS OPPORTUNITY

99|STANDARDS OF CONDUCT OF STATE OFFICERS AND EMPLOYEES

Chapter Request

Subchapters
Subchapters
Subchapters

Subchapters
Subchapters

101|[PRACTICE AND PROCEDURE BEFORE THE OFFICE OF THE SECRETARY OF STATE

Chapter Request

|
l
I
|I
|
|
}
| 8IJELECTIONS
[
|
|
|
I
[
[
[
[

102|HEALTH SPAS

Chapter Request

Records 1 to 20 of 23

Next Last

Subchapters
Subchapters




Selecting Rules for Dow

Subchapters

Select a Subchapter to create the document

|Subchapter”Description

”Subcha pter Requ estl

A IPRACTICE AND PROCEDURE |[Subchapter Request
B [SER\'ICE OF PROCESS | Subchapter Request
IC ||pL'RCHASING PROCEDURES ![Subchapter Request
D [MANAGEMENT OF VEHICLES [Subchapter Request
E [NEGOTIATION AND MEDIATION OF CERTAIN CONTRACT DISPUTES|[Subchapter Request

Title:
Agency Name:
Chapter:

Doc Type:
Effective Dt:

Email:

Subchapter Request

“Chapter Request”

follows the same format

Enter Email Address and Select Desired Document Format
The formats available are Adobe Acrobat (.pdf), Microsoft Word (.doc) and Text (.txt)
After the document is created, the document will be available for download from the document request queue.
You may then download the document to your computer by opening the link in your browser. If the email does not match your email listed in the system a message will be generated with a link to

the new document for the email recipient

Enter values for new Subchapter Request record

ADMINISTRATION
OFFICE OF THE SECREJARY OF STATE
GENERAL POLICIES AN@ PROCEDURES

: PRACTIC

Text (.txt)

Adobe Acrobat (.pdf) L

Select desired format
for download

Enter a valid email
address in the email

Text (.txt)

field

Select “Submit
Document Request”

Texas Register Liaison Training Updated: January 2015




Selecting Rules

Subchapter Request

e document you have requested will be available to you in the document request queue when 1t 1s complete.

Request New Document

HIEIE Finished?
Subchapters/ Title: ADMINISTRATION '
C hapte rs to Agency Name: OFFICE OF THE SECRETARY OF STATE » ”
e ek Chapter: GENERAL POLICIES AND PROCEDURES IS SN : (e @l (¢!

; Subchapter Name: PRACTICE AND PROCEDURE return to the

Doc Type: Microsoft Word (_.doc) Liaison Center

Select “Request Effective Dt: 10/27/2014
New Document” Email: mminer@sos.texas.gov Home Screen.

Create Dt: 10/27/2014

You will receive an email when your document is prepared

for download.

Texas Register Liaison Training Updated: January 2015 26




Downloading SelectechRules

Liaison Center

Liaison Ce nter My Submissions
Home SC reen Emergency Rulemaking Submission

Proposed Rulemaking Submission

Adopted Rulemaking Submission

Withdrawn Rulemaking Submission

Agencv Rule Review Submission

Executive Submission

Miscellaneous Document Submission

Open Meeting Submission

Open Meeting Cancellation

Liaison Account Information

Liaison Password Update Select “DOCU ment
Liaison Administration ”
TAC Document Request RequeSt Queue

Texas Register Pub 1on Schedule

Document Request Queue

HOME TEXASREGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETINGS

Texas Register Liaison Training Updated: January 2015



—

Document Request Queue

Doc Request No| Title] IChapteri Subchapter'[Crezte Dt HFile Name IComplete Dt J Email ]['Dowuload
1 4 71JA 110/27/2014 00:00:00|TxReg_DR843.doc|[10/27/2014 17:09)imminer@sos.texas.gov][Download

Record 1

Document Request Queue

apter|[Subchapter|Create Dt |[File Name
71]{A 1110/27/2014 00:00:00|TxReg_DR843.doc

-
Windows Internet Explorer

What do you want to do with TxReg_DR843.doc?

Size: 415 KB
o From:107.21.41.254

< Open
The file won't be saved automatically. C h ose

B e applicable
option

< Save as

Edit as needed

Texas Register Liaison Training Updated: January 2015
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Available Access Levels

» Three access levels

1. Open Meetings
Ability to post and cancel open meetings

2. Open Meetings and Register
- Ability to post and cancel open meetings
- Ability to post miscellaneous documents to the Texas Register

If appropriate, ability to post rulemaking documents to the Texas
Register (for state-wide rulemaking agencies)

3. Open Meetings, Register and Administrative
- Ability to post and cancel open meetings

- Ability to post miscellaneous (and rulemaking) documents to the
Texas Register

- Ability to add and remove liaisons within their agency
Limited nhumber of available administrative liaisons

Texas Register Liaison Training Updated: January 2015 31
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Updating Liaison Information

Liaison Center Home Screen

1. Select "Liaison Account Information”™
A, Change applicable information
i. "JobTite" - the job title of the liaison submitting documents
ii. "Email”® - the email of the liaison submitting documents
iii. "Phone” - the phone number of the liaison submitting documents
iv. "Fax” - the fax number of the liaison submitting documents
2. Select "Update Profile”
A, If successful it will give you a message stating: "Rows updated: 1"
Rk This message is the same regardless of the number of fields altered=***

3. If you need to change your name, please contact the Texas Register staff at register@sos.texas.gov

Updating Liaison Contact Information

Liaison Center Home Screen

1. Select “Liaison Password Update”
A, Change password
2. Select "Update”

A, If successful it will state "Successful: password update complete”

Updating Liaison Password

Texas Register Liaison Training Updated: January 2015 33




Update Your Contact Information

» What can | change?
> Job title; E-mail; Phone

Liaison Center
Home Menu

Select “Liaison
Account
Information”

TEXAS REGISTER LIAISON TRAINING  Updated: January 2015

34



Update Your Contact Information

Change
applicable

information

Liaison Account Information

Liaison Name: Michelle Miner
Liaison Id: 9
Liaison Login: LTA00049
Job Title: Editor
Email:

mminer@sos.texas.gov
512-463-5561
Fax: 512-463-5569 Select

Agency Code: 0004 “Update Profile”
Agency Name: Office of the Secretary of State

| Update Profile «m—

HOME TEXASREGISTER TEXAS ADMINISTRATIVECODE OPEN MEETINGS

Phone:

Texas Register Liaison Training Updated: January 2015
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Update Your Contact Information

Successful

“Rows updated: 1”7

Liaison Account Information

Rows updated: 1

Liaison Name: Michelle Miner
Liaison Id: 9
Liaison Login: LIA00049

Job Title: Editor

Email: mminer@sos.texas.gov
Phone: 512-463-5561

Fax: 512-463-5569

Agency Code: 0004
Agency Name: Office of the Secretary of State

Update Profile

HOME TEXASREGISTER TEXAS ADMINISTRATIVECODE OPEN MEETINGS

Texas Register Liaison Training Updated: January 2015 36



Change Password

. S W 4

Liaison Center

Home Menu

Liaison Center

Select “Liaison
Password
Update”

Liaison Password Update

TEXAS REGISTER LIAISON TRAINING  Updated: January 2015
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Change Password

Enter a new
password

Liaison Password Update

ype new password. Click Update. You MUST close browser window to activate new password.

Liaison Name: Michelle Miner
Liaison Id: 9
Liaison Login: LIA00049

Password: eesee

Password Update is a secure transaction.

Select
“Update”

HOME TEXASREGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETINGS

TEXAS REGISTER LIAISON TRAINING  Updated: January 2015
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Change Password

Successful

Liaison Password Update

Type new password. Click Update. You MUST close browser window to activate new password.

P Success: Password update complete

Liaison Name: Michelle Miner
Liaison Id: 9

“Success Pas SWO rd Liaison Login: LIA00049
) Password: seoee
update complete

Update
Password Update is a secure transaction.

HOME TEXASREGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETINGS

TEXAS REGISTER LIAISON TRAINING  Updated: January 2015

39



Mﬂer Liaison Training Updated: January 2015 40



1alson

Administrative L

/arson

Adding a New L

Liaison Center Home Screen

1.

Select “"Liaison Administration™
A, Select "Add Liaison”

B. Enter the applicable information:

i
ii.
ifi.
iv.
V.
Vi
vil.

vili.

.

“Liaison Name” - the name of the liaison submitting documents

“JobTitle” - the job title of the liaison submitting documents

“"Openmeeting?” - check the box if the liaison will be submitting Open Meetings/Agenda postings

“"Register? — check the box if the liaison will be submitting Miscellaneous and/or Rulemaking Documents

“"Email” - the email of the liaison submitting documents
“Phone” - the phone number of the liaison submitting documents

"Fax” - the fax number of the liaison submitting documents

“Include Area Code in Fax™ - Check the box if the area code is necessary for fax correspondence

Start Date - automatically populated based upon date of access

a. Select "Calendar” to choose a later starting date

End Date - leave blank unless there is a specific date when the liaison’s access should be terminated

b. Select "Calendar” to choose an ending date

2. Select "Submit Form™ when you are ready to complete the submission process

3.

A. Select "Clear Form® if you want to empty the fields and restart the submission process

If successful, it will return to the “Liaison Administration” page

A, If unsuccessful, it will populate an error message

Contact Texas Register for additional assistance

If you need further assistance, please contact us.

Texas Register Liaison Training

Updated: January 2015
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Addlng a New Liaison

Liaison Center
Home Menu

Select “Liaison
|' Administration”

& Liaison Administration

“Liaison
Administration”

Texas Register Liaison Training

nsTRATIV Select
“Add Liaison”

Updated: January 2015
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Adding a New Liaison

information Call or Email
D Ty e — Texas Register staff:
: 512-463-5561
Liaison Name: Liaison Extra 0
Job Title: Testing reglster@sos.texas.gov
Openmeeting?: i
Register?: =
Email: mminer@sos.texas.gov
Phone: 5124635561
Fax: 5124635569
Include Area Code in Fax: |7
Start Dt: 10/10/2014  Calendar
End Dt: Calendar

)L Submit Form || Clear Form |

| Error Message?

HOME TEXASREGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETINC

Liaison ADD / Purge Request

Select
“Submit Form”

Error!
Error: No more than 9 Liaisons can be accepted. If help is required, email our offices at SOS-Email or call (512)463-5561.

Liaison Name: Liaison Extra

Job Title: Testing

Openmeeting?: 4

Register?: ¢

Email: mminer@sos.lexas.gov
Phone: 5124635561

Fax: 5124635569

Include Area Code in Fax: ¥

Start Dt: 10/10/2014  Calendar
End Dt: Calendar

:. Submit Form | | Clear Form

HOME TEXASREGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETINGS
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1alson

Administrative L
Removing a Current L

/arson

Ligison Center Home Screen

1. Select “Liaison Administration”
A, Select the name of the liaison to delete
i. Select *Yes" under “Purge Request”
B. Select "Update”
i. This will send the Texas Register a request to officially delete the liaison

ii. If successful, the liaison will no longer be listed on the “Liaison Administration” page

If you need further assistance, please contact us.

Texas Register Liaison Training Updated: January 2015
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Removmg Liaison Accounts

Liaison Center

Home Menu

“Liaison

HICE ofthe's

Liaison ADD / Purge Request

[Liaison Name ”Active”Email "Phone ”Purge Request

SeIeCt “Liaison Jeana Bores Yes ||jbores@sos.texas.gov 512-463-5565|No
Administration” Jill Ledbetter Yes _|ljledbetter@sos.texas.gov |512-463-5561|No
Dana Blanton Yes |[DBlanton@sos.texas.gov [512-463-5565(No
Barbara Strickland||Yes _ ||bstrickland@sos.texas.gov||512-463-5561|No
Select the Sondra Hadley Yes |[shadley@sos.texas.gov  [512-463-6182|No
Liaison to Michelle Miner ||Yes |[mminer@sos.texas.gov  |[512-463-5561|[No

Remove

Records 1 to 6

HOME TEXASREGISTER TEXAS ADMINISTRATIVECODE OPEN MEETINGS
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Removing Liaison Accounts

OFFICE of the

Liaison ADD / Purge Request

Liaison Name: Jeana Bores

Job Title: Editor The Liaison will no
A ctive: Yes longer appear in the
O Rt odingT: Yes list of active liaisons.
Register?: Yes

Email: jbores@sos.texas.gov

Phone: 512-463-5565

Include Area Code in Fax: Yes

OPEN MEETINGS

This sends the Texas
Register staff a request to
remove the liaison.
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Open Meetings

22
Submitting

Correcting
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Guidelines

DOOK % : 2014 Open Meetings Act Handbook
S PDF

For further information, find their
publication of the Open Meetings Act
Handbook under the “Open Government”
section on the Attorney General website

Office of the Attorney General
oversees.the guidelines

Texas Register Liaison Training Updated: January 2015
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Open Meeting
Requirements

» Open Meetings Act - §551.041

> “A governmental body shall give written notice of
the date, hour, place, and subject of each meeting
held by the governmental body”

Specific questions regarding Open Meetings:
Contact the Office of the Attorney General
512.478.6736

The following slides
are *OUR*
interpretation of the

rules regarding the
Open Meetings Act.

Texas Register Liaison Training Updated: January 2015
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Agency Classification

» Jurisdiction of
four or more » Statewide
counties jurisdiction

Texas Register Liaison Training Updated: January 2015 51




Open Meeting

i 72 hour Posting Requirement -
Req uirements Regional Agencies

S e o s s 1
1 2 3 4 5 6 /

§551.043:
“The notice of a meeting of
8 9 10 11 12 a governmental body must
be posted in a place readily
1 1 17 1 2pm ] accessible to the general
> EOSt oy 10 8 Open 9 public at all times for at
pm ;
Meeting least
22 23 4 6 of the
meeting, except as
provided by Sections

29 30 31 551.044-551.046.”

Specific questions regarding Open Meetings:
Contact the Office of the Attorney General
512.478.6736

Texas Register Liaison Training Updated: January 2015
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Open Meeting

I 7 Day Posting Requirement -
ReqUIrementS State Agencies

S e o s w0
1 2 3 4 5 6 /

8 9 10 payof 11 12 13 14
6 5
15 16 20 21
4 3
22 23 §551.044:

“The secretary of state
must post notice on the
29 30 31 Internet of a meeting of a
state board, commission,

- ) _ ) department, or officer
Specific questions regarding Open Meetings: having statewide

Contact the Office of the Attorney General jurisdiction for
512.478.6736

Texas Register Liaison Training Updated: January 2015
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» §551.045 Exception to General Rule: Notice of
Emergency Meeting or Emergency Addition to Agenda.

> (@) In an emergency or when there is an urgent public necessity,
the notice of a meeting or the supplemental notice of a subject
added as an item to the agenda for a meeting for which notice has
been posted in accordance with this subchapter is sufficient if it is
posted for at least two hours before the meeting is convened.

- (b) An emergency or an urgent public necessity exists only if
immediate action is required of a governmental body because of:

(1) an imminent threat to public health and safety; or
(2) a reasonably unforeseeable situation.

(c) The governmental body shall clearly identify the emergency or
urgent public necessity in the notice or supplemental notice under this
section.

“*Must be posted “two (2) hours before

the meeting is convened”™*

Open Meetings
Requirement Exceptions

Texas Register Liaison Training Updated: January 2015



Responsibility

The Secretary of St:
information or cont
meeting notices.
representations as t«
the posted informatic
in the Texas Reg
electronically by parties c
the SOS and any questions ¢ /
posting should be directed to that entity.
Contact information is included in each posted
document.
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Open Meetings

>, Guidelines

Correcting
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Submitting Open Meetings

Ligison Center Home Screen

1. Select "Open Meeting Submission™

A. Complete the applicable fields:

vi.
vii.

vili.

Board - the name of the Board holding the meeting
a. Leave Blank if non-applicable

Committee - the name of the Committee holding the meeting
a. Leave Blank if non-applicable

Date of Meeting - the current or future date of the meeting

a. Select "Calendar™to populate. *Must be current/future date* or you will receive “Error Meassaga: Meating

date may not be prior to today”
Time of Meeting - the time of the meeting formatted as HH:MM AMPM (e.g., 06:15 PM)
Street Location - the full specific, physical location where the meeting is being held including room
number/description
a. [Incorrect Example: Rudder Building, Capitol Complex
b. Correct Example: 10792 Brazos Street, Austin, TX 78701, fames E. Rudder Building, Conference Roorm
503
City - the city where the meeting will be held
State - automatically populates Texas, but available for other locations
Emergency Meeting
3. Select "Emergency Meeting” only if it is an emergency meeting

b. Leave "Reason” blank if it is not an emergency meeting. Do mot enter “N/A°

Original Meeting TRD Number - only used when revising/rescheduling meetings

a. Review section on Revising/Rescheduling Meetings for more information

Texas Register Liaison Training Updated: January 2015
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%x. Additional Information Obtained From - the full contact details of the agency representative whom the public
can contact with questions regarding the meeting, including but not limited to obtaining material from or
about the meeting, directions, clarifications

xi. Agenda- This may be copy/pasted from a Word document

a. Do not use tables, bullet points, or columns—they will not format online
b. If the agenda exceeds 10 pages:
1} type "Continued” at the bottom of the agenda;
2) create a new "Open Meeting Submission;”
3) reference the first 10-pages within the continuation of the agenda
I. Example “Agenda continuation TRD 2014006594"
2. Select "Clear Form" to clear your entries and restart the submission process
3. Select "Submit Form”™when complete

A. Populates a Summary page with the Texas Register Docket (TRD) number

B. Populates an Acknowledgement of Receipt email with the open meeting listing information

Submitting Open Meetings, Continued

Texas Register Liaison Training Updated: January 2015
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Open Meetings

Liaison Center
Home Screen

Liaison Center

Texas Register Publication Schedule

My Submissions

Proposed Rulemaking Submission

Adopted Rulemaking Submission
Withdrawn Rulemaking Submission Se I e ct “O pe N
Agencv Rule Review Submission M eeti N g S u b mi Ss | on ”

Emergencv Rulemaking Submission

Executive Submission
A

-

Open Meeting Submission

Liaison Account Information

[ 1aison Password Update
TAC Document Request
Log Off

HOME TEXAS REGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETINGS
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Submitting Opeéen

Enter the
applicable
information

Open Meeting Submission

Board:
Committee:

Date of Meeting: Calendar

Time of Meeting: ( ##:2% AN Local Time)

Street Location: Physical address with room number

City:

State: T [~]

If Emergency Meeting, Reason: Leave blank unless meeting qualifies under

§551.045 of the Open Meetings Act
Original Meeting TRD Number:

Additional Information Obtained From:

Ageuda: Agendas can be copied directly from Word
up to 10 pages
Do not use Table formatting

When complete,

1 . " _STh;:l_Form Clear Form |
select “Submit Form -

XAS REGISTER TEXAS ADMINISTRATIVECODE OPEN MEETINGS
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Submitting Ope

Message from webpage Message from webpage

a A : ’
. - . g 1 \ Meeting Date may not be prior to toda
L!}. This field must be a valid Time Format (like 12:00 AM). Please correct! / l \ 9 Y P y

Open Meeting Submission

Error!
Original Meeting TRD Number: ORA-06502: PL/SQL: numeric or value error: character to number conversion error (Format Mask is '9999999999")

Contact the 7exas Register staff if you need
additional support: 512.463.5561
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Submitting Open IMeetings

Successful

Receive an

TRD:

Date Posted:

Status:

Agency Id:

Date of Submission:

Agency Name:

Board:

Committee:

Date of Meeting:

Time of Meeting:

Street Location:

City:

State:

If Emergency Meeting, Reason:
Liaison Name:

Liaison Id:

Additional Information Obtained From:
Agenda:

2014000784

09/11/2014

Accepted

0004

09/11/2014

Office of the Secretary of State
Board of Questions

Whimsical Learnings

09/182014

11:30 AM ( ##:## AM Local Time)
1019 Brazos

Austin

X

N/A

Dan Procter

6

MM 512.463.5561

To discuss to the whims of the Board of Questions

Acknowledgment of
Receipt via email

Acknowledgment of Receipt

iAgency: Office of the Secretary of State

Liaison: Michelle Miner

The Office of the Secretary of State has posted

notice of the following meeting:

Date: 10/24/2014 11:00 AM "TRD# 2014001148"
Notice posted: 10/22/14 12:28 PM
Proofread your current open meeting notice at:

?Z TRD=2014001148

If you are not receiving an emailed acknowledgment of receipt, please verify your email address
on the liaison account information; then double check your email permissions as it might be
going directly to junk mail folders. If you continue to have concerns - contact us.
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Open Meetings

>, Guidelines
Submitting
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Correcting Open Meetings

Revising/Rescheduling Open Meetings

Liagison Center Home Screen

1. Select "Open Meeting Submission™
A. Complete the information as you would a new open meeting submission—make all necessary corrections
B. Complete the field "Original TRD Number,” reference the TRD number provided on the "Summary™ and
"Acknowledgement of Receipt™ email
2. Select "Submit Form™
A. Generates an updated Summary and Acknowledgement of Receipt
B. References the original TRD

i. The status of the original TRD will be altered from “Accepted” to "Revised /Rescheduled” in the public listings

Corrections must be made outside of the time requirements.

If corrections/revisions are made after the posting deadlines,
the meeting could be considered invalid.

Regional Agencies State Agencies
72 hours prior to meeting time 7 full days prior to meeting date

If you need further assistance, please contact us.

Texas Register Liaison Training Updated: January 2015
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Revising/Rescheduling

Liaison Center
Home Screen

= Open Meeting Submission

Liaison Center

Select “Open

Meeting Submission”
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Revising/Rescheduling

Enter the
applicable

information
with the Open Meeting Submission

n ece S Sary Committee:
corre Ct I ons Date of Meeting: Calendar

Time of Meeting: ( ##:## AM Local Time)
Street Location:
City:
State:
If Emergency Meeting, Reason:

Board:

Original Meeting TRD Number:
Additional Information Obtained From:

Agenda:

[ Submit Form | [ Clear Form

HOME TEXASREGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETINGS
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Open Meeting S|
Board:
Committee:
Date of Meeting: Calen
Time of Meeting: (#8484

Street Location:
City:
State:

If Emergency Meeting, Reason:

> |4}

Original Meeting TRD Number:
_~\ A1o' e = & =

Agenda:

Reference the
Original Meeting
TRD Number from
the summary or
Acknowledgement
of Receipt

Revising/Rescheduline

Open Meeting Submission

Original Summary

2014000784

Date Posted®
Status:
Agency Id:

Date of Submission:
Agency Name:

/2014
ted

/2014
of the Secretary of State

Board:

Committee:

Date of Meeting:

Time of Meeting:

Street Location:

City:

State:

If Emergency Meeting, Reason:
Liaison Name:

Liaison Id:

Additional Information Obtained From:
Agenda:

Board of Questions

Whimsical Learnings

09/18/2014

11:30 AM (##:## AM Local Time)
1019 Brazos

Austin

X

N/A

Dan Procter

6

MM 512.463.5561

To discuss to the whims of the Board of Questions

[ New Submission |

[ Sub:

BIm [—Clenr Form

HOME TEXAS REGISTER

TEXAS ADMINISTRREI

When complete,

select “Submit Form”
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Revising/Rescheduling

Open Meeting Submission
The TRD listed in

the summary SUCCESSfUI

becomes the new TRD: 2014000786

“‘Accepted” status Date Posted: 09/11/2014

meeting Status: Accepted
Agency Id: 0004
Date of Submission: 09/11/2014
Agency Name: Office of the Secretary of State
Board: Board of Questions
Committee: Whimsical Learnings
Date of Meeting: 09/19/2014
Time of Meeting: 11:30 AM ( ##:## AM Local Time)
Street Location: 1019 Brazos

The Original City: Austin

Meeting TRD State: X

Number status is If Emergency Meeting Reason: na

altered from Original Meeting TRD Number: zouoomsD
“Accepted” to Liaison Name: Dan Procter
“Revised/ Liaison Id: 6
Rescheduled” Additional Information Obtained From: mm 512 463 5561
Discuss the whims of the Board of Questions.

New Submission |

HOME TEXASREGISTER TEXAS ADMINISTRATIVECODE OPEN MEETINGS

Agenda:

Texas Register Liaison Training Updated: January 2015



Correcting Open Meetings, Continued

Canceling Open Meetings

Ligizon Center Home Screen

1. Select "Open Meeting Cancellation™
2. Select the TRD of the open meeting to be canceled
A. Change the drop-down status from “Accepted” to "Canceled™
#2250l meetings available to be canceled are fisted***
3. Select "Cancel This Meeting™
A. You will not receive confirmation of cancellation;

B. The status of the original TRD will be altered from "Accepted” to "Canceled” in the public listings

You may confirm that your Open Meeting has been canceled By returning to the Liaison Center Home Screen and sefecting “Open

Meeting Cancellation.” The canceled meeting wilf not be fisted.

Deleting Open Meetings

Liaison Center Home Screen

1. Verify the TRD number of the Open Meeting you want to Delete
A. The TRD can be found on the Summary page generated after submission and on the emailed Acknowledgement of
Receipt
2. Send an email to register@sos.texas.gov requesting to delete the open meeting
A. Reference the TRD number

B. Reference the reason for the deletion

Defating an Open Meeting removes the pubfic record and should be used sparingfy.

Note that the record s stiff available for public inspection if requested.
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Canceling Open Meetings

8. OFFICE of the SECRETARY:ofl SEATE

Liaison Center

Home Screen Liaison Center

Select “Open Meeting
Cancellation”

Open Meeting Cancellation

TAC Document R

HOME TEXASREGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETINGS
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Canceling Open Meetings

Open Meeting Cancellation

TRD|[Status 'aison Name|Date of Meeting|[Time of Meeting||Board Committee
2014000784 ||Accepted Dén Procter ||09/18/2014 11:30 AM Board of Questions||Whimsical Learnings|
2014000766||Accepted||Dan Procter  |/09/05/2014 09:30 AM Texas Register

Records 1 to 2 Only meetings
with an

“Accepted”

HOME TEXAS REGISTER TEXAS ADMINISTRATIVE CODE OPEN MeeT  Status will be
available to

Cancel

Texas Register Liaison Training Updated: January 2015



Canceling Open Meetings

Select the TkRD - Open Meeting Cancellation
of the meeting TRD: 2014000766
to cancel

Status: Accepted =]
Submission Date: 08/22/2014
Liaison Name: Dan Procter

Agency Name:  Office of the Secretary of State
Agency Id: 0004

Date of Meeting: 09/05/2014

Time of Meeting: 09:30 AM

Street Location: sdfsdf

City Location:  sdfsdf

State Location: AZ

Board: Texas Register

2014000766

[ Cancel This Meeting |

If you click on "Cancel This Meeting", your meeting will display on the open meeting website as cancelled.
f you need to delete a meeting, please contact the Texas Register staff at 512-463-5561 or texreg@sos.texas.gov.

HOME TEXASREGISTER TEXAS ADMINISTRATIVECODE OPEN MEETINGS
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Open Meeting Cancellation
Alter the

Status from

7 2014000766 - 20000 164 “Acce pted" to
Status: Accepted : Accepted T Cancele d,,

. . . |Accepted Sub Jater VS 22 2
Submission Date: i ubmission Date: U8 22 2019
Rescheduled /| R d .

=l T Liaison Name: Dan Procter USIng the drOp

No rows updated

Agency Name:  Office of the Secretary of State d own menu

Agency Id: 0004 Agency Id: 0004
Date of Meeting: 09/05/2014 Date of Meeting: 09/05/2014

Time of Meeting: 09:30 AM Time of Meeting: 09:30 AM
Street I ocatian Nadfads Street Loc;.nion: sdfsdf

City Location:  sdfsdf City Locam:m: sdfsdf
Do ir::dl:oca“om ?ezxas Register
Board: Texas Register

[ Cancel This Meeting ]

| Cancel This Meeting |

Meeting”, your meeting will display on the open meeting website as cancelled.
If you need to delete a meeting, please contact the Texas Register staff at 512-463-5561 or texreg@sos.texas.gov.

HOME TEXASREGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETINGS
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Canceling Open Meetine

Open Meeting Cancellation

No rows updated

Open Meeting Can et
G > o
Submission Date: 013
2014000766 Liaison Name: Dan Procter

Agency Name:  Office of the Secretary of State
Agency Id: 0004

Date of Meeting: 09/05/2014

Time of Meeting: 09:30 AM

Street Location: sdfsdf

City Location:  sdfsdf

State Location: AZ

Board:

Accepted
|Accepted

Submission Date: IRechuIed

—\ﬂenm Id: 0004
Date of Meeting: 09/05/2014
Time of Meeting: 09:30 AM
Street Location: sdfsdf
City Location:  sdfsdf
State Location: AZ

Select “Cancel
This Meeting”

to finalize
If you click on "Cancel This Meeting", your meetiig P ee .
fyou need to delete a meeting, please contact the Texas Register staff at 512-463-5 0 8/z14 1 8(= I I ation

[ Cancel This Meeting ]

Board: Texas Regis{ HOME TEXAS REGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETINGS

[ Cancel This Meehm
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Confirming Cancellation

i, . B OFFICE of the SECRETARY o STATE
You will not i s
receive a
confirmation of
cancellation. If
you wish to
confirm: [exas Register Publication Schedul

=3

"
w4

+: i :;* o ) !
] _,“_i‘, 'f“k""_"-H

Return to the Agency Rule | ibmissior Select “Open
Liaison Center e e V€Eting
Home Screen SR

Cancellation”

Open Meeting Cancellation

A s T

HOME TEXASREGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETINGS
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Confirming Cancellation

Only meetings
with an
“Accepted”
status will be
available to
Cancel

Open Meeting Cancellation

Status |[Liison Name]Date of Mecting
2014000784 09/182014  |[11:30 AM Board of Questior

Record 1 If the TRD
canceled is
not listed, it
has been
altered
publicly as a
“Canceled”
meeting

HOME TEXAS REGISTER TEXAS ADMINISTRATIVE CODE OPEN MEE
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Delete Open
@M‘cetmz Cmc@ M e e t i n g S

=

Open Meeting Cancellation

TRD: 2014000786
Status: ' E]
Submission Date:

Rescheduled [ Revised
Liaison Name: Canceled

Agency Name:

If you attempt
to Delete an
Open Meeting
through the

Agency Id:
Date of Meeting: 09/19/2014

“Open Meeting
Cancellation”
function:

Texas Register Liaison Training Updated: January 2015



S = - Multiple error
EIEte Open Meeting Cancellatiglag[X5F-Ve (SR

O p en TRD: 2014000736 S ViSib_le,
Status: Delete prom ptl ng
Submission Date: 09/11/2014 the Iiaison to

M e e t I n g S Liaison Name: ggcir:};t;re < contact the

Agency Name:

Agency Id: 0004 Secretary of
Date of Meeting: 09/19/2014 State
Time of Meeting: 11:30 AM
Street Location: 1019 Brazos
| ( Message from webpage &

Please contact the Secretary of State to request a deletion of an
!\ openmeeting

N STTTR ¥, Y : X —— ” ” - - S— EbSIteaS
delete a meeting, please contact the Te\as Reg:ster staff at 512-463 5361 or texreg@s

HOME TEXASREGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETINGS

register@sos.texas.gov
512.463.5561
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mailto:register@sos.texas.gov

Delete
Open
Meetings

E——
Open Meeting Cancellation
TRD: 2014000786
Status: Delete
09/11/2Q1

-4

Time of
Street

- Z
City Loc Message from --
State Loc
Board:
Commi : ! \ Cancellation is the only valid option
If Emerg

bn "Cancel This Meetifig'; VOUr meeting will display ppen meeting website as
elete a meeting, please contact the Texas Register staff at 512-463-5561 or texreg@

HOME TEXASREGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETINGS

Texa

Only way to delete
open meetings
from public record

is to
contact 7exas
Register Staff

register@sos.texas.gov
512.463.5561

s Register Liaison Training

Updated: January 2015
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ddition Documents

>y _
Formatting

Submitting Miscellaneous
Submitting Executive
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In Addition |
\ | Dieadlline!!
Documents

Submission forms and
corresponding files need
to be submitted and

received by

Wednesday at noon

We will notify you of
holiday exceptions.

Publication schedule
i D can be found on the

plan? screen

TAC Document Request
Texas Register Publication Schedule
Document Request Queu

Texas Register Liaison Training Updated: January 2015
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ddition Documents

»y General Overview

Submitting Miscellaneous
Submitting Executive
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Formatting (Do’s) In Addition
Documents

» Insert a section symbol, §

» Emphasize text with bold, /talics or ALL CAPS

> Continue the emphasis through the punctuation
immediately following the emphasized text

» Use any justification, font or line spacing

Please view “Formatting the Word document” to
properly structure the submission document.

Texas Register Liaison Training Updated: January 2015
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Formatting (Don’ts) AR
Documents

Utilize any automatic Word formatting

Show emphasis using underline or strikethrough text

Utilize hyperlinks within the file
Utilize *n to create multiple documents within one file
Include a space between a section symbol and rule

number
o Correct: §74.1, Incorrect: § 74.1

Please view “Formatting the Word document” to
properly structure the submission document.
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Saving the File In Addition
Documents

» Naming the file:
> Under 15 characters
> Numbers and words only

- No special characters (periods, spaces, number symbols, dashes, etc.)
- Examples: SEC101, TxRegSub15, AGOpinions, etc

» Referencing graphics:
- Cite “figure” at the appropriate location within the file

- Upload the graphics file as an additional document after the main
Word document within the same submission form

» Submitting the file
- Upload at the time of submission
> You are not able to upload the file at any other time

Must be saved as a Word document: .doc or .docx

Texas Register Liaison Training Updated: January 2015

86



tUments submitted should be created
using the following format settings.

S the 7exas Register staff to process the document.
dcument is not created using the format settings, the
ent will not go through the 7Texas Register software
appropriately.

yle format
nbered and bulleted lists

viewer

*The following instructions for Word are based on Word
2010. If you have another version of Word, please seek
assistance through Word help or your IT department.

Formatting the Word document
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Hame Insert Page Layout References Mailings

Calibri (Body] = o A T v | By = . = A | ' a . A |
Calibri (Bady) b A a7 | Aa [ ) =7 iz EE(2 T AaBbCcDc | AaBbCcDc AaBbCi AaBbCc Ar.]b daBblc. | 63}_.

opy
= -
¥ Format Painter

Clipboard ] ) P Pl Styles P

B 7 U ~ake x, [ - — — THormal | T Mo Spaci., Headingl Heading 2 Title Subtitle |2 Change

Styles =

3 | Mormal
T

When creatinga Word document, ensure the Style selected is ”Norma[”l

From the “Home” tab in Wor
« Under “Styles,”
e Select “Y Normal”

ter
be able to
read.

O
software wi

Setting the style format

Formatting the Word document
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s numbered and bulleted lists

atting preferences. Texas Register

ass these as numbers or bullets, but
ary to manually input these in order for
f to process the document effectively.

From the “File” tab
in Word,
« Select “Options”

eeeee

Rl

I n t h e O u o4 Change how Word corrects and formats your text.

Recent p p p AutoCorrect options
|

.
WI n d OW’ Ve Change how Waord corrects and formats text as you type: | AutoCorrect Options...
anguflbe
° S I t When correcting spelling in Microsoft Office programs
e e c vandd
Ignore words in UPPERCASE
13 P f' 7 Ignore words that contain numbers
roofing, -
Flag repeated words
I h e n S e I e ct Add-Ins [l Enforce accented uppercase in French
|:| Suggest from main dictionary only
“AutoCorrect
u French modes: | Traditional and new spellings| |
O t i O n S 7 Spanish modes: |Tuteo verb forms only n
Eﬂ Options p When correcting spelling and grammar in Word

Check spelling as you type
Use coptextual spelling

Mark grammar errors as you type
Check grammar with spelling
|:| Show readability statistics

Writing style: | Grammar Only |Z[ [ Settings... |

Check Document

nnnnnn

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

Formatting the Word document
Removing numbered & bulleted lists
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bered & bulleted [ists

ving num

Formatting the Word document
Remo

In the AutoCorrect pop-up

-

Word Options

window,

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

7]

A
a

W
&

E

i

|

|

=
=

W =] W = W = |

=

Excépme

[ List styles [[] other paragraph styles

Replace

General ABC
&é} Change how Word corrects and formats your text.
. '
Display AutcCorrect I. 2 —S_."hj
[ Proofing
| AutoCorrect I Math AutoCorrect | AutoFormat As You Type
Save AutoFormat | Actions
Language Apply
Advanced [ Built-n Heading styles  [C] Automatic bulleted lists

[Ci™straight quotes™ with “smart quotes”

I+ | Urdinals WIth SLpEerscrip

Fractions {1/2) with fraction character {2)

Hyphens (—) with dash (—)

*Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

Preserve
Styles
Always AutoFormat
Flain text e-mail documents

DO

1=

|:| Hide spelling errors in this document only

[T Hide arammar errars in this dorument only

Under the “AutoFormat”
tab,

Under “Apply”

De-select the following

options:

e “Built-in Heading
styles,”

o “List styles,”

e “Automatic bulleted
lists”

e “Other paragraph styles’

Under “Replace”
De-select

o “Straight quotes’ with
‘smart quotes’”

Select “OK” in the
AutoCorrect pop-up
window

Then select the

“AutoFormat As You Type”
tab
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bered & bulleted [ists

ving num

Kermo

Word Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

ARC
w}tg Change how Word corrects and formats your text.

AutoCorract [ ? i:-?-J

AutoFormat | Actions
AutoCorrect Math AutoCorrect | AutoFormat As You Type

Crdinals (1st) with superscript
Hyphens () with dash {—)
[¥] *Bold*and _italic_ with real formatting
Internet and network paths with hyperlinks

Apply as you type
[ Automatic bulleted lists [[] Automatic numbered lists
[ Border lines [ Tables
[] Built4n Heading styles

Automatically as you type
[¥] Format beginning of list item lile th e
[¥] 5etleft- and firstHndent with tabs and backspaces
[] pefine styles based on your formatting

=] Ut 1 ™

|:| Hide spelling errors in this document only

[Tl Hide arammar arrars in this documeant anly

Under the “AutoFormat As
You Type” tab,

Under “Replace as you
type,” de-select the
following:
e “Straight quotes’ with
‘smart quotes’
Under “Apply as you type,”
de-select the following
options:
« “Automatic bulleted
lists”,
“Automatic numbered
lists”,
“Border lines”,
“Tables” and
“Built-in Heading
styles”

Select “OK” in the
AutoCorrect pop-up
window.

Select “OK” in the Word
Options pop-up window.
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Home Insert Page Layout References Mailings Review View

Inserting bullets

Symbal ?
a
Symbols | Special Characters
3
Font: |Calibri |E| Subset: |Latin-1 Supplement E
® (" s °

@ a

8§

._‘1
ClE
X

1
J
1

E|E

A E
@ Ul0|Y|p|R|a& .

e

0|60

Recently used symbals:

=2 ]}\ H | =
=
=
Oz | F | &K
Ol iy [=a |--
om0
—
ay- m }.d

_

Sl | °[»|E|E|¥ O ™M z|£|L|2]|+]|X
Middle Dot Character code: |D0B7 from: |Unicode (hex) E

[A_utot:arrect... ] [shortmtgey... ] Sharteut key: Alt+0183

)

Insert ] [ Cancel

Formatting the Word document

sed, when each bulleted is inserted
n within Word.

INE BB Ella QB3 B 22 F EEL L TQ

Cover Blank Page Table Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer  Page Text Quick WordArt Drop i . Equation Symbol
Page~ Page Break - Art ¥ - - - Number~ | Box~ Pars~ - _ap g Object ~ - i
Pages | Tables | Iustrations . Links Header & Footer | Text | Symbols

T

Equation |Symbaol

§ € £ ¥ ©

& T + + <

2 + x =

From the “Insert” tab in Word,
Select “Symbol,”
Under “Subset:,”
Select “Latin-1 Supplement,”
Select “-”

e Character code “00B7”

a p m O F

€2 More Symbals..,
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Inserting section symbols

Formatting the Word document

Home

Cover Blank Page
Page~ Page Break

Faoes,

Insert

| Tables |

Page Layout

RE=IERT

Table Picture

Clip
Art

Elgl
EE]

References

Mailings

Review

P il

Njustrations

View

@ 5 = B3R EE4-

Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer  Page

Links

o ysed instead of the word “Section”
ple 1 TAC §91.75

|22 signature Line ~

TT @

Symbal

(53 Date & Time
Text Quick WordArt Drop i . Equation Symbol
~  Mumber~ | Box- Partsv “ap - "84 Object ~ - -
eatibn Sk uses AL Syanbals
5 =
| 2 [ e

Symbols | Special Characters

Eont: [(normal text)

[=]

Subset: |Latin-1 Supplement

Equation |5ymbol

-

©

1w

§ € £ ¥ ©

& T + + <

H

1

%

e = E =3 11

i

E

e
-_—

a p m O F

2 | 1+ | —

e

O

Ot o |F | &K
O: |t |=a |-~

| | o

£} Moaore Symbals...

Recently use

d symbals:

§

3

f

¥

@@

™

s

#

[FAN

I

¥ | ==

ulo From the “Insert” tab in Word,

Section Sign

Character code; [00A7

lA_utoCnrrect... ] [Shortmtﬁey... ] Shortcut key: Alt+0167

from: | Unicode (hex) E

e Select “Symbol,”
e Under “Subset:,”

e Select “Latin-1 Supplement,”

Insert

l’ Cancel ]

o Select “§”
e Character code “00A7”

Updated: January 2015
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Formatting the Word document

ord allows users to view any
atting within the document

-

viewer

| Home | Insert Page Layout References Mailings Review Vi Developer

B2t fomeon & a A B 24 1187 [acsbceoc| asmoceoe aaBbei aaBbce AAB aasvee | A

2 Replace

h

Paste i 3 £ s Spaci i ing 2 i Subt Change | .
¥ 3 Format Painter ] | TMormal | TMNo5paci.. Headingl Heading 2 Title Subtitle Stylesgv [«i Select =
Clipboard Fa ] ] Paragraph Fl Styles Fa Editing

hnwmue'ﬂ(tmu,q- o 1

ice" | Show paragraph marks and other
- hidden formatting symbols,

Press F1 for more help.

From t rd,
e Under “Paragraph”

e Select “Y”

izIing paragrap

/

-

Uti
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the file

Md9-0rF ™

Home Inseg

[ save
B} save As
H Open
[ Close

V/ng

Info

New

Sa

Print
Save & Send

Help

Options

B Exit

Formatting the Word document

'\/_E: Hide Folders

- .
@ Save As

ocument, if not saved in the
ent will not be processed by the

———

e D esrore——— ==

From the “File” tab in Word

File name:  SEC130.doc -

Select “Save As” |
Type the new file name
Under “Save as type:” select:

e “Word 97-2003 Document (*.doc) OR

e “Word Document (*.docx)

Save as type: [Word 97-2003 Document (*.doc) v]

Authors: |

File name:  SEC130.docx

Save as type: ‘Word Document (".docnl Y °
Authors: 'Word Document (*.doc -

|Word Macro-Enabled Document (*.docm)
|Word 97-2003 Document (*.doc)

|Word Template (*.dot)

|Word Macro-Enabled Template (*.dotm)
|Word 97-2003 Template (*.dot)

PDF (*.pdf)

|XPS Document (*xps)

Single File Web Page (".mht;".mhtm[)
Wab Page (*.htrm;*.html)

Web Page, Filtered (*.htm;*.htm[)

Rich Text Format (*.rtf}
Plain Text (*.td)
Word XML Document {*xml}
Word 2003 XML Document (*xml)
OpenDocument Text (*.odt)
Works 6 - 9 Document (*.wps’

'C‘; Hide Folders

Word Document (*.docd

" \Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)
Word Template (*.dot)

Woard Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)

POF (*.pdf)

XPS Document (*xps)

Smgle File Web Page (*.mht;*.mhtml)
Web Page (*.htrn;* htmnl)

Web Page, Filtered (*.htrm;*.html)
Rl(h Text Format (*.rtf)

Plain Text (*.bet)}

Word XML Document (*.xml)

Word 2003 XML Document (*xml)
OpenDocument Text (".odt)

Works 6 - 9 Document (*.wps)

Do not type “.doc” or “.docx” in the file name - Word will add the .doc or .docx
extension once the type of document is selected and saved
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ddition Documents

>, General -Overwew
Formatting

Submitting Executive
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Examples of Miscellaneous Documents

Miscellaneous Documents
include information for the
general public published in
Public Notice the “In Addition” section of

Request for Proposals the Texas Register.
Notice of Contract
Notice of Contract Amendment

» For a comprehensive listing,
Texas Government Code
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http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2001.htm

Miscellaneous Document

Exam ple You may submit the file

using any font, text size
and justification; the
Texas Register staff will
alter the style to fit the
standardized publication.

Texas Department of Transportation (Agency Name)

Public Notice - Aviation (Document Title)

Pursuant to Transportation Code; §21.111, and 43 Texas Administrative Code §30.209, the Texas
Department of Transportation conducts public hearings to receive comments from interested

parties concerning proposed approval of various aviation projects.

For information regarding actions and times for aviation public hearings, please go to the following
website:

http://www.dot.state.tx.us

Click on Aviation, click on Aviation Public Hearing. Or, contact Karon Wiedemann, Aviation Division,
150 East Riverside, Austin, Texas 78704, (512) 416-4520 or 1-800-68 PILOT.
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il.
iii.
iv.

V.

vi.

vii.

vili.

.

Ligison Center Home Screen

1. Select "Miscellaneous Douments Submission™

A, Complete all fields:

Agency Code - automatically populated based on Liaison login
AgencyMName - automatically populated based on Liaison login
Document Title - the title you wish the document to be published as—must match the title in the .doc/.docx
File Name - enter the file name of the file you will upload with the submission form—these must be identical
Graphics Included - Select appropriate response
a. If "Yes,” enterthe file name of the graphic(s) in the "Comments’ section
Certifying Official - the name of the official approving the document
Certilying Official’s Title - the approving staff member's job title
AgencyLiaison - automatically populates based on Liaison login
Phone Number for public inquiries about submission - the phone number of the agency staff member who will
be responding to the public

Comments - additional information, Graphics file name, etc.

2. Select "Clear Form"™ to clear your entries and restart the submission process
3. Select "Submit Form™ to complete the submission process
4. Review the populated summary:

A, If there are errors select "Upload Another Submission Form”™

B. If the information is accurate select "Continue to File Upload™

Submitting Miscellaneous Documents

Texas Register Liaison Training Updated: January 2015
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**Must upload documents with the submission
form. You are not able to return and upload files

at another time.**

Submission Summary Form

1. Select "Continue to File Upload™
2. Select "Browse”

A, Select the appropriate computer file corresponding to the “File Name® field within the submission form
. Select "Upload Document”

oW

. Repeat Steps 1-3 as needed to attached all associated files, for example:
A. Files indicated in the "File Name” field of the submission form

B. Graphics files named in the "Comments” field of the submission form

5. To finalize submission, select "Submission Complete™

Uploading Associated Documents
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Submlttmg Mlscellaneous Documents

t)i FICE of the SECRETARYOPSE ‘UI

Liaison Center | B o e
Home Screen

[iaison Center

Select “Miscellaneous
Document Submission”

Viscellaneous Document Submission
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Submitting Miscellaneous Docume

.. : ¥e) ‘ot th

Agency Code: 0004
Agency Name: Office of the Secretary of State

Document Title: Title as Published in the Texas Register *

Name of the
file to be
uploaded on ile Name: Miscfile2.doc
the hext Graphics Included: © Yes @ No
screen Certifying Official:
Certifying Official's Title:
Agency Liaison: Dan Procter

Phone number for public
inquiries about submission:

Comments: Additional Information.

If graphics are included, identify the graphics
file name here:
MiscfileGraphic.pdf

Select “Submit Form”

when prepared
[Note: After you submit this form, you will upload your file(s) on the next screen.

0 I HOME TEXAS REGISTER TEXAS ADMINISTRATIVE CODE

Texas Register Liaison Training

[ybmil Form ]I Clear Form ]

OPEN MEETINGS

Updated:

nts

Enter the

Miscellaneous Document Submission app li Ca b I S

information

January 2015

102



Submitting Mlscellaneous Documents

If the summary is
accurate, select “Continue
(_Continue to File Upload to File Upload” to upload
the files associated with

the submission

Submission Form Upload Complete. You may now upload any additional file(s) for this

Agency Code: 0004 I
Agency Name: Office of the Secretary of State |
Document Title: Public Notice of Network Change :
File Name: PN-Network.docx |
Graphics Included: Yes I
Certifying Official: Dana Blanton :
Certifying Official's Title: Team Lead |
Agency Liaison: Michelle Miner :
Phone number for public 1

St . . 512-463-6651
inquiries about submission:

Comments: Graphics: PN-Network-Graphic1.pdf [IULRUISEIEVEERIAS NN OGS
select “Upload Another

|_Upload Another Submission Form& Submission Form” and
send an email to
register@sos.texas.gov

HOME TEXASREGISTER TEXAS ADMINISTRATIVE CODE OPEN MEI]
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Submlttmg Miscellaneous Documents

Select the
identified
associated file
from your
available
computer files

Texas Register File Upload
File to upload:

HOME TEXAS REGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETING
**Must upload documents with the submission
form. You are not able to return and upload at a
later time.**

L)t

Document File Upload

Files successfully uploaded with this submission:
docs/PN-Network docx

File to upload: F:\Word\PN-Network-Graphic1. pdf

[ Upload Additional File |

[ Submission Complele(

HOME TEXAS REGISTER. TEXAS ADMINISTRATIVE CODE OPEN MEETINGS

Select “Browse”

Select “Upload Document”

Texas Register File Uploai

File to upload: F:\Word\PN-Network docx

| Upload Document |

IOME TEXAS REGISTER  TEXAS ADMINISTRATIVE CODE OPEN MEETINGS

Repeat the
process as
needed to
attach the
appropriate
documents

Select
“Submission
Complete” to

finalize

submission
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ddition Documents

>, General Overview
Formatting
Submitting Miscellaneous
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Executive Su bmissions Executive Submissions

follow the same formatting
guidelines as Miscellaneous
Documents. For additional

information on posting
requirements, view the
Texas Government Code.

» Filed by Executive State Agencies

» Governor Appointees

» Texas Ethics Opinions

» Executive Orders and Proclamations

Deadline:
Wednesday at Noon
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Ligison Center Home Screen

ISSIONS

1. Select "Executive Submission™
A, Complete all fields:
i. AgencyCode - automatically populated based on Liaison login

ii. AgencyMame- automatically populated based on Liaison login

v. AgencyLiaison - automatically populates based on Liaison login
vi. Certifying Official - the name of the official approving the document
vii. Certifying Official’s Title - the approving staff member’s job title

be responding to the public
ix. Comments - additional information
2. Select "Clear Form" to clear your entries and restart the submission process
3. Select "Submit Form"™ to complete the submission process
4. Review the populated summary:
A. If there are errors select "Upload Another Submission Form”™

B. If the information is accurate select "Continue to File Upload™

iii. Document Title - the title you wish the document to be published as—must match the title in the .doc/.docx

iv. File Mame - enter the file name of the file you will upload with the submission form—these must be identical

viii. Phone Number for public inquiries about submission - the phone number of the agency staff member who will

Submitting Executive Subm

Texas Register Liaison Training

Updated: January 2015
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W

Must upload documents with the submission
form. You are not able to return and upload files

ot

at another time.**

Submission Summary Form

1. Select "Continue to File Upload”
2. Select "Browse”

A, Select the appropriate computer file corresponding to the “File Name® field within the submission form
. Select "Upload Document”

oW

. Repeat Steps 1-3 as needed to attached all associated files, for example:
A. Files indicated in the "File Name” field of the submission form

B. Graphics files named in the "Comments” field of the submission form

5. To finalize submission, select "Submission Complete”

Uploading Associated Documents
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Submitting Executive Submissions

Liaison Center
Home Screen

Select “Executive
Submission”
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Submitting Executive Submissions

Enter the

Orders and Opinions Submission app licable
information

Agency Name: Office of the Secretary of State
Agency Code: 0004

Document Title: | Title as Published in the Texas Register

Name of the
file to be

uploaded on File Name: orderfile2.doc
the next Agency Liaison: Michelle Miner
screen Certifying Official:
Certifying Official's Title:

Phone number for public
inquiries about submission:

Comments: Additional Information. -

Select “Submit Form”
when prepared

}Submil Form H Clear Form ]

Note: After you submit this form, you will upload your file(s) on the next screen.

HOME TEXASREGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETINGS
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Submitting Miscellaneous Documents

Review the summary

ey o =,
s Ly Tl

If the summary is
accurate, select
“Continue to File
Upload” to upload the
files associated with
the submission

Submission Form Upload Complete. You may now upload any additional file(s) for this s

[ Continue to Uploading Files K

Agency Name: Office of the Secretary of State

Agency Code: 0004

Document Title: Order Published :
File Name: orderfile2.doc |
Agency Liaison: Michelle Miner I
Liaison E-Mail: mminer@sos.texas.gov :
Liaison Phone: 512-463-5561 |
Certifying Official: Dana Blanton I

Certifying Official's Title: Supreme Editor If th
Phone number for public there are any

inquiries about submission: 51224625301 ERRORS, select “Upload
Another Submission
Form” and send an
HOME TEXASREGISTER TEXAS ADMINISTRATIVE CODE OPEN MEE' email to

register@sos.texas.gov

| Upload Another Submission Form 4&
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Submlttmg Mlscellaneous Documents

Select “Browse” Select the
identified
associated file

Texas Register File Upload from your
available
File to upload: (Browse.. computer files

HOME TEXASREGISTER TEXAS ADMINISTRATIVECODE OPEN MEETING

**Must upload documents with the submission
form. You are not able to return and upload at a SleERs Eepisier Kite S ony
later time.**

7

Select “Upload Document

File to upload:| orderfile2.doc

_ Upload Document

{OME TEXAS REGISTER TEXAS ADMINISTRATIVE CODE OPEN | IEETINGS
Document File Upload

Files successfully uploaded with this submission:
orderfile2.doc | Repeat the

Select process as

File to upload; |EE£HE"§: “Sme|SS|On needed to
[-Uploed Avidionai Fle. | Complete” to attach all

[Submission Compiete 4G finalize associated

submission documents

HOME TEXAS REGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETINGS

\
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amaking Documents
%

Formatting and Submitting
Rule Review
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Rulemaking | Deadline!
Documents

Submission forms and
corresponding files need
to be submitted and

received by

We will notify you of Monday at noon

holiday exceptions.

Publication schedule
i C oy can be found on the
Still unsure? Wishing to e i

plan? screen

TAC Document Request

Texas Register Publication Schedule
Document Request Queu
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Full
instructions of
the rulemaking

requirements
and process

may be viewed
in Chapter
2001 of the

Texas
Government
Code

4

Rulema

The prof
Register

Thirty days
be filed for :

Twenty days a
rule is eligible to b

©  Every four years fro
be reviewed

|d

If the proposed rule is not acted on within
six months of the publication date, the rule dies and
is auto-withdrawn by the Texas Register staff
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Rulemaking Overview

Proposed

 New
e Amended

e Repeal

Adopted Withdrawn

e Without Changes « With Changes

Proposed Rule
Review

Adopted Rule
Review
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Rulemaking Timeline

5 6 /

1 2 3 4 Submit
Proposal
8 9 10 11 12 13 14
15 16 17 18 19 20 21
Proposal
Published
22 23 24 25 26 27 28
29 30 31 October Publication is generally two

work weeks behind deadline.
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I Rulemaking

Timeline

Proposal

8 9 10 11 12 13 14
15 16 17 18 19 20 21

Proposal
Published

22 23 24

29 30 31 October
Tues | Wed | Thurs | Fri

November

The Proposal
is eligible to 5 6 / 8
be filed for

adoption 30 13 14 15
days after 51 29
publication

date. 28 29

9 10
16 17
23 24
30

Texas Register Liaison Training Updated: January 2015
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...... Rulemaking

November 4 TlmEIlne
5 6 7/ 8 9 10 11

12 13 14 15 16 17 18 Adoption
(219),20 2 22
- .......

D b
Adoption in effect? ecemper ..}
4 5 6 7 8 Adoption9
20 days, unless in Effect
otherwise 11 12 13 14 15 16
specified, after
adoption is filed 18 19 20 21 22 23
with the 7exas
Register. 25 26 27 28 29 30

Texas Register Liaison Training



EIEREEEERIE] Ruemaking

.6 7 Timeline

Proposal

8 9 10 11 12 13 14
15 16 17 18 19 20 21 If the scheduled day for auto

Proposal

Published withdraw is a holiday; then

22 23 24 25 26 27 28 the next business day is it
auto withdrawn

29 30 31 October

As a courtesy, the
Texas Register staff
currently notifies the

M
1 2 3 4 5 6 7/

publishing agency of
the upcoming 8 9 10 11 12 13 14

expiration date. 15 16 17 18 1 9 21

23 24 25 26 27 28

30 31 April When does the
proposal expire?
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1aking Documents

>, Guidelines

Rule Review
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1g Documents

Emergency Rulemaking
Proposed Rulemaking
Repeal
New
Amended
Adopted Rulemaking
ithdrawn Rulemaking
mon Preamble
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Formatting (Do’s) R
Documents

Insert a section symbol when appropriate, §

Emphasize text with jtalics or ALL CAPS

> Continue the emphasis through the punctuation
immediately following the emphasized text

Use any justification, font or line spacing

Indicate a rule document by typing <rule> between
the preamble and rule text

Please view “Formatting the Word document” to
properly structure the submission document.

Texas Register Liaison Training Updated: January 2015 124



Formatting (Don’ts)  Rulemaking
Documents

Utilize any automatic Word formatting

> Includes: outline text styling, headings, numbered lists, bulleted lists,
headers/footers, hidden text, etc.

Show emphasis using underline or strikethretgh in the preamble
text

Show emphasis using bold within the preamble or the rule text
Utilize hyperlinks within the file
Utilize *n to create multiple documents within one file

Include a space between a section symbol and rule number
o Correct: §74.1, Incorrect: § 74.1

Please view “Formatting the Word document” to
properly structure the submission document.

Texas Register Liaison Training Updated: January 2015
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Saving the File Rulemaking
Documents

» Naming the file:
> Under 15 characters
> Numbers and words only

- No special characters (periods, spaces, number symbols, dashes, etc.)
- Examples: SEC101, TxRegSub15, AGOpinions, etc

» Referencing graphics:
> Cite the figure line at the end of the appropriate section
- Example: “Figure: 1 TAC §91.37”
- ldentify the figure line in the upper left corner of the graphic document

- Upload the graphics file as an additional document after the main
Word document within the same submission form

» Submitting the file
- Upload at the time of submission
> You are not able to upload the file at any other time

Must be saved as a Word document: .doc or .docx
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Proposed

Formatting (Do’s) Rulemaking
Documents

» New language: underline text
o |f the entire rule is new, underline the number and the text
o Example: §91.75. Introducing a new rule.

» Old language: [bracket text]

» Language change: new language before [old language]

» Include a period and a space after the rule number and
rule title

o §91.76. Introducing a new concern.

Please view “Formatting the Word document” to
properly structure the submission document.
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Adopted

Formatting (Do’s) Rulemaking
Documents

» Create a clean, complete copy of the rule text

> Include previously omitted (no change) language from the
proposal

- Remove all references to new or [old] language from the
proposal

o Submit clean rule text exactly as it should be entered in the
Texas Administrative Code

» Include a period and a space after the rule number
and rule title

o §91.76. Introducing a new concern.

Please view “Formatting the Word document” to
properly structure the submission document.
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tUments submitted should be created
using the following format settings.

S the 7exas Register staff to process the document.
dcument is not created using the format settings, the
ent will not go through the 7Texas Register software
appropriately.

yle format
nbered and bulleted lists

viewer

*The following instructions for Word are based on Word
2010. If you have another version of Word, please seek
assistance through Word help or your IT department.

Formatting the Word document
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Hame Insert Page Layout References Mailings

Calibri (Body] = o A T v | By = . = A | ' a . A |
Calibri (Bady) b A a7 | Aa [ ) =7 iz EE(2 T AaBbCcDc | AaBbCcDc AaBbCi AaBbCc Ar.]b daBblc. | 63}_.

opy
= -
¥ Format Painter

Clipboard ] ) P Pl Styles P

B 7 U ~ake x, [ - — — THormal | T Mo Spaci., Headingl Heading 2 Title Subtitle |2 Change

Styles =

3 | Mormal
T

When creatinga Word document, ensure the Style selected is ”Norma[”l

From the “Home” tab in Wor
« Under “Styles,”
e Select “Y Normal”

ter
be able to
read.

O
software wi

Setting the style format

Formatting the Word document
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s numbered and bulleted lists

atting preferences. Texas Register

ass these as numbers or bullets, but
ary to manually input these in order for
f to process the document effectively.

From the “File” tab
in Word,
« Select “Options”

eeeee

Rl

I n t h e O u o4 Change how Word corrects and formats your text.

Recent p p p AutoCorrect options
|

.
WI n d OW’ Ve Change how Waord corrects and formats text as you type: | AutoCorrect Options...
anguflbe
° S I t When correcting spelling in Microsoft Office programs
e e c vandd
Ignore words in UPPERCASE
13 P f' 7 Ignore words that contain numbers
roofing, -
Flag repeated words
I h e n S e I e ct Add-Ins [l Enforce accented uppercase in French
|:| Suggest from main dictionary only
“AutoCorrect
u French modes: | Traditional and new spellings| |
O t i O n S 7 Spanish modes: |Tuteo verb forms only n
Eﬂ Options p When correcting spelling and grammar in Word

Check spelling as you type
Use coptextual spelling

Mark grammar errors as you type
Check grammar with spelling
|:| Show readability statistics

Writing style: | Grammar Only |Z[ [ Settings... |

Check Document

nnnnnn

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

Formatting the Word document
Removing numbered & bulleted lists
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bered & bulleted [ists

ving num

Formatting the Word document
Remo

In the AutoCorrect pop-up

-

Word Options

window,

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

7]

A
a

W
&

E

i

|

|

=
=

W =] W = W = |

=

Excépme

[ List styles [[] other paragraph styles

Replace

General ABC
&é} Change how Word corrects and formats your text.
. '
Display AutcCorrect I. 2 —S_."hj
[ Proofing
| AutoCorrect I Math AutoCorrect | AutoFormat As You Type
Save AutoFormat | Actions
Language Apply
Advanced [ Built-n Heading styles  [C] Automatic bulleted lists

[Ci™straight quotes™ with “smart quotes”

I+ | Urdinals WIth SLpEerscrip

Fractions {1/2) with fraction character {2)

Hyphens (—) with dash (—)

*Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

Preserve
Styles
Always AutoFormat
Flain text e-mail documents

DO

1=

|:| Hide spelling errors in this document only

[T Hide arammar errars in this dorument only

Under the “AutoFormat”
tab,

Under “Apply”

De-select the following

options:

e “Built-in Heading
styles,”

o “List styles,”

e “Automatic bulleted
lists”

e “Other paragraph styles’

Under “Replace”
De-select

o “Straight quotes’ with
‘smart quotes’”

Select “OK” in the
AutoCorrect pop-up
window

Then select the

“AutoFormat As You Type”
tab
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o
S
()
5
)
@)
@

©

©
A
§
()

o
e
(@)
«

-
"
ge)
=
—
o)

LL:

bered & bulleted [ists

ving num

Kermo

Word Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

ARC
w}tg Change how Word corrects and formats your text.

AutoCorract

D [ |

Aui

AutoFormat | Actions

AutoCorrect Math AutoCorrect

Replace as you type
[ straight quotes™ with “smart quotes™ Crdinals (1st) with superscript

[+ Fractons Wi aracter (va) Hyphens () with dash {—)
*Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

i AutoFormat As You Type __

Apply as you type
[ Automatic bulleted lists
[ Border lines
[] Built4n Heading styles

[[] Automatic numbered lists
[ Tables

Automatically as you type
Format beginning of list item like the ane before it
Set left- and first-ndent with tabs and backspaces
[] pefine styles based on your formatting

=] Ut 1 ™

|:| Hide spelling errors in this document only

[Tl Hide arammar arrars in this documeant anly

Texas Register Liaison Training

Under the “AutoFormat As
You Type” tab,

Under “Replace as you
type,” de-select the
following:
e “Straight quotes’ with
‘smart quotes’
Under “Apply as you type,”
de-select the following
options:
« “Automatic bulleted
lists”,
“Automatic numbered
lists”,
“Border lines”,
“Tables” and
“Built-in Heading
styles”

Select “OK” in the
AutoCorrect pop-up
window.

Select “OK” in the Word
Options pop-up window.
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Home Insert Page Layout References Mailings Review View

Inserting bullets

Symbal ?
a
Symbols | Special Characters
3
Font: |Calibri |E| Subset: |Latin-1 Supplement E
® (" s °

@ a

8§

._‘1
ClE
X

1
J
1

E|E

A E
@ Ul0|Y|p|R|a& .

e

0|60

Recently used symbals:

=2 ]}\ H | =
=
=
Oz | F | &K
Ol iy [=a |--
om0
—
ay- m }.d

_

Sl | °[»|E|E|¥ O ™M z|£|L|2]|+]|X
Middle Dot Character code: |D0B7 from: |Unicode (hex) E

[A_utot:arrect... ] [shortmtgey... ] Sharteut key: Alt+0183

)

Insert ] [ Cancel

Formatting the Word document

sed, when each bulleted is inserted
n within Word.

INE BB Ella QB3 B 22 F EEL L TQ

Cover Blank Page Table Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer  Page Text Quick WordArt Drop i . Equation Symbol
Page~ Page Break - Art ¥ - - - Number~ | Box~ Pars~ - _ap g Object ~ - i
Pages | Tables | Iustrations . Links Header & Footer | Text | Symbols

T

Equation |Symbaol

§ € £ ¥ ©

& T + + <

2 + x =

From the “Insert” tab in Word,
Select “Symbol,”
Under “Subset:,”
Select “Latin-1 Supplement,”
Select “-”

e Character code “00B7”

a p m O F

€2 More Symbals..,
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Inserting section symbols

Formatting the Word document

Home

Cover Blank Page
Page~ Page Break

Faoes,

Insert

| Tables |

Page Layout

RE=IERT

Table Picture

Clip
Art

Elgl
EE]

References

Mailings

Review

P il

Njustrations

View

@ 5 = B3R EE4-

Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer  Page

Links

o ysed instead of the word “Section”
ple 1 TAC §91.75

|22 signature Line ~

TT @

Symbal

(53 Date & Time
Text Quick WordArt Drop i . Equation Symbol
~  Mumber~ | Box- Partsv “ap - "84 Object ~ - -
eatibn Sk uses AL Syanbals
5 =
| 2 [ e

Symbols | Special Characters

Eont: [(normal text)

[=]

Subset: |Latin-1 Supplement

Equation |5ymbol

-

©

1w

§ € £ ¥ ©

& T + + <

H

1

%

e = E =3 11

i

E

e
-_—

a p m O F

2 | 1+ | —

e

O

Ot o |F | &K
O: |t |=a |-~

| | o

£} Moaore Symbals...

Recently use

d symbals:

§

3

f

¥

@@

™

s

#

[FAN

I

¥ | ==

ulo From the “Insert” tab in Word,

Section Sign

Character code; [00A7

lA_utoCnrrect... ] [Shortmtﬁey... ] Shortcut key: Alt+0167

from: | Unicode (hex) E

e Select “Symbol,”
e Under “Subset:,”

e Select “Latin-1 Supplement,”

Insert

l’ Cancel ]

o Select “§”
e Character code “00A7”
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Formatting the Word document

ord allows users to view any
atting within the document

-

viewer

| Home | Insert Page Layout References Mailings Review Vi Developer

B2t fomeon & a A B 24 1187 [acsbceoc| asmoceoe aaBbei aaBbce AAB aasvee | A

2 Replace

h

Paste i 3 £ s Spaci i ing 2 i Subt Change | .
¥ 3 Format Painter ] | TMormal | TMNo5paci.. Headingl Heading 2 Title Subtitle Stylesgv [«i Select =
Clipboard Fa ] ] Paragraph Fl Styles Fa Editing

hnwmue'ﬂ(tmu,q- o 1

ice" | Show paragraph marks and other
- hidden formatting symbols,

Press F1 for more help.

From t rd,
e Under “Paragraph”

e Select “Y”

izIing paragrap

/

-

Uti
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the file

Md9-0rF ™

Home Inseg

[ save
B} save As
H Open
[ Close

V/ng

Info

New

Sa

Print
Save & Send

Help

Options

B Exit

Formatting the Word document

'\/_E: Hide Folders

- .
@ Save As

ocument, if not saved in the
ent will not be processed by the

———

e D esrore——— ==

From the “File” tab in Word

File name:  SEC130.doc -

Select “Save As” |
Type the new file name
Under “Save as type:” select:

e “Word 97-2003 Document (*.doc) OR

e “Word Document (*.docx)

Save as type: [Word 97-2003 Document (*.doc) v]

Authors: |

File name:  SEC130.docx

Save as type: ‘Word Document (".docnl Y °
Authors: 'Word Document (*.doc -

|Word Macro-Enabled Document (*.docm)
|Word 97-2003 Document (*.doc)

|Word Template (*.dot)

|Word Macro-Enabled Template (*.dotm)
|Word 97-2003 Template (*.dot)

PDF (*.pdf)

|XPS Document (*xps)

Single File Web Page (".mht;".mhtm[)
Wab Page (*.htrm;*.html)

Web Page, Filtered (*.htm;*.htm[)

Rich Text Format (*.rtf}
Plain Text (*.td)
Word XML Document {*xml}
Word 2003 XML Document (*xml)
OpenDocument Text (*.odt)
Works 6 - 9 Document (*.wps’

'C‘; Hide Folders

Word Document (*.docd

" \Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)
Word Template (*.dot)

Woard Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)

POF (*.pdf)

XPS Document (*xps)

Smgle File Web Page (*.mht;*.mhtml)
Web Page (*.htrn;* htmnl)

Web Page, Filtered (*.htrm;*.html)
Rl(h Text Format (*.rtf)

Plain Text (*.bet)}

Word XML Document (*.xml)

Word 2003 XML Document (*xml)
OpenDocument Text (".odt)

Works 6 - 9 Document (*.wps)

Do not type “.doc” or “.docx” in the file name - Word will add the .doc or .docx
extension once the type of document is selected and saved
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1g Documents

Overview

Proposed Rulemaking
Repeal
New
Amended
Adopted Rulemaking
ithdrawn Rulemaking
mon Preamble
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The reasons
for the
adoption of an
emergency
rule must meet
Texas
Government

Code,
§2001.034

hearin

» As a te
amount o
is 180 days
the Texas Ad

wuer Liaison Training Updated: January 2015

139


http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2001.htm
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2001.htm
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2001.htm

Emergency Rulemakinc

Please Remember...

Original Emergency Rule This is a TEMPORARY
rule. /t will Not

become part of TAC.
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Emergency Preamble

» Statutorily Required (written as a narrative in the following order):

Introduction -
agency name; action; TAC section number; subject material
statement; explanation of action

Reason for Emergency -

statement explaining the reason behind the emergency
Statutory Authority -

action statute, article/section, explanation of agency’s authority

Distinguish between preamble and rule text -
4| Insert <rule> between preamble and rule text to distinguish in
programming

Key Points -
There is no bolding, underlining or

strikethrough allowed in the preamble;

/talics or ALL CAPS may be used for emphasis.
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Emergency Preamble Example

The Texas Youth Commission (TYC) adopts on an emergency basis an amendment to §85.33,
concerning Program Completion and Movement of Sentenced Offenders. Sentenced offenders have
been grouped by offense for the purpose of establishing certain internal review procedures. To
the group named "category 1 sentenced offenders," the offense aggravated sexual assault is being
added and the offense aggravated assault is being removed.

This amendment is adopted on an emergency basis to ensure that youth who may pose greater
risk to the public receive the highest level of internal review prior to any decision concerning a
sentenced offender's movement.

The amendment is adopted on an emergency basis under the Human Resources Code, §61.081,
concerning Release Under Supervision, which provides the Texas Youth Commission authority to
release a youth under supervision, who is committed to the commission under a determinate

sentence, and §61.084, concerning Termination of Control, which provides TYC authority to
discharge sentenced offender youth from its custody.

<rule>
Rule Text

Texas Register Liaison Training Updated: January 2015
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Documents

Submitting Emergency Rulemaking

Liaison Center Home Screen

1. Select "Emergency Rulemaking Submission”

A, Complete all applicable fields:

vi.

vii.

AgencyCode, Title, Title Mame, Part, and Part Name are automatically populated based on Liaison login
Chapter - Select "List™

a. Select appropriate chapter from the generated list

b. This will populate the "Chapter Name”
Subchapter - Select "List”

a. Select appropriate subchapter from the generated list

b. This will populate the "Subchapter Name”
Division - Select "List”

a. Select appropriate division from the generated list

b. This will populate the "Division Name”
TAC Section Number(s) - Enter the specific TAC Section Number(s) that your emergency submission affects
Filing Type

a. Select "Original Filing™ if this is the first time the emergency rule has been filed

b. Select "Renewal Filing” if this is the second time the emergency rule has been filed

1) Complete the TexReg Cite if "“Renewal” is selected by entering the Volume and Page Number(s) of
the Texas Register in which the original filing was published
2) Issue Date- Ifit is a renewal of effectiveness, enter the "Issue Date” of the original filing

Action - Choose the action being proposed on the section number(s) identified

a. Amendment
b. New

c. Mew and Amendment

(=N

Repeal
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Submitting Emergency Rulemaking

Documents, Continued

viii.

xi.

Xii.

xiii.

Xiv.

AT

¥vi.

Xvii.

To be in effect - Enter the number of days for the action to take place
a. Original Filing: maximum of 120 days
b. Renewal Filing: maximum of 60 days
Effective - Choose if the action is effective "Immediately on Filing” or "Other”
a. If you select "Other,” specify the date in "Other Effective Date”
Does this filing have adoption by reference material associated with it? - Select "Yes” or "No”
a. If "Yes,” submit ABR material to the Texas Register with the filing
b. Provide the name of the ABR file in the "Comments” section
Common Preamble: identify if the emergency rule falls under a Common Preamble or not
File Name - enter the file name of the file you will upload with the submission form—these must be identical
Graphics Included - Select appropriate response
a. If "Yes,” enter the file name of the graphicis) in the "“Comments” section
AgencyLiaison - populates with the name of the liaison logged in
Certifying Official - the name of the official approving the document
Certifying Official’s Title - the approving staff member's job title
Phone Number for public inquiries about submission - the phone number of the agency staff member who will
be responding to the public

Comments - additional information, Graphics file name, etc.

2. Select "Clear Form"® to restart the submission process

3. Select "Submit Form"® to complete the submission process

4. Review the populated summary

A, If there are errors select "Upload Another Submission Form®

B. If the information is accurate select "Continue to File Upload™
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**Must upload documents with submission form.
You are not able to return and upload files at

Al ot

another time.**

Submission Summary Form

1. Select "Continue to File Upload”
2. Select "Browse”
A, Select the appropriate computer file corresponding to the “File Name® field within the submission form
3. Select "Upload Document”
4, Repeat Steps 1-3 as needed to attached all associated files, for example:
A. Files indicated in the "File Mame" field of the submission form

B. Graphics files named in the "Comments” field of the submission form

5. To finalize submission, select "Submission Complete”

Uploading Associated Documents
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Submitting Emergency Rulemaking

Liaison Center
Home Screen

L Emergency Rulemaking Submissiog

Select “Emergency

Rulemaking Submission”
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Submitting
Emergency
Rulemaking

Enter the
applicable

information

Title:

Title Name: |JADMINISTRATION

Part: F—

Part Name: IOFFICE OF THE SECRETARY OF STATE
Chapter:

Chapter Name:
Subchapter:

Subchapter Name:
Division:

Division Name:

TAC Section Number(s):

Filing Type: | Original Filing =]
If renewal of effectiveness,
TexReg Cite for original filing

(volume number and page number):

If renewal of effectiveness, issue date for original filing:
Issue Date: [— Calendar
Action: |Amendment =]
To be in effect : [_ Days
Effective: © Immediately on Filing © Other (Specify)

Other Effective Date: | Calendar

Does this filing have T Yes ® No
adoption by reference
material associated with it?

If yes, ABR. material must be submitted to the Texas Register with this filing

Common Preamble: C Yes © No
File Name: |

Graphics Included: C Yes @ No
Agency Liaison: |Dana Blanton
Certifying Official: I
Certifying Official’s Title: |

Phone number for public I
inquiries about submission:
Comments:

Submit Form | = Clear Form |

Note: After you submit this form, you will upload your file(s) on the next screen.

Texas Register Liaison Training Updated: January 2015
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Sub

Emergency ™=
Rulemaking

mitting

72 STATE SEAL |
[13  |[STATUTORY DOCUMENTS |
[74  |[CREDIT SERVICES ORGANIZATIONS |
75 JJAUTOMOBILE CLUB |
76 USE OF A DECEASED INDIVIDUAL'S ‘
NAME, VOICE, SIGNATURE,
PHOTOGRAPH, OR LIKENESS |
|ﬁ New Chapter |
78 ||ATHLETE AGENTS |
[79  ]|BUSINESS ENTITY FILINGS |
‘& UNINCORPORATED BUSINESS ‘
ENTITIES
81 ELECTIONS |
|Q ||New Chapter |
[83 LIMITED PARTNERSHIPS |
|& __New Chapter | _

Select “List” to
chose the

applicable
chapter number

Texas Register Liaison Training
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Submitting
Emergency &=
RU Ie makl ng A Scin s - The Subchapter

“List” will reflect
the chosen
chapter
number; select
the applicable
subchapter

Subchapter:

Search criterion for Subchapter:

|Subchapter"Description

|
A |PRACTICE AND PROCEDURE | This will
|[SERVICE OF PROCESS | populate the
|[PURCHASING PROCEDURES |

Division “List;”
Select the
applicable
division

NEGOTIATION AND MEDIATION OF
CERTAIN CONTRACT DISPUTES

Texas Register Liaison Training Updated: January 2015 149



Submitting
Emergency
Rulemaking

Filing Type

Original Filing Renewal Filing

Input TexReg
Cite & Issue
Date

Maximum
days in effect:

120 days
Maximum
days in effect:

60 days

Select “Submit
Form” when
complete

Agency Code: [W

Title: [

Title Name: JADMINISTRATION

Part: B

Part Name: |OFFICE OF THE SECRETARY OF STATE
Chapter: [91— List

Chapter Name: |TEXAS REGISTER

Subchapter: [C— List

Subchapter Name: |RULEMAKING

Division:

Division Name:

TAC Section Number(s):

adoption by reference
material associated with it?

Common Preamble: € Yes & No

Filing Type: | Original Filing =
If renewal of effectiveness,
TexReg Cite for original filing
(volume number and page number):
|
If renewal of effectiveness, issue date for original filing:
Issue Date: | Calendar
Action: | Amendment =]
To be in effect : ESD Days
Effective: © Immediately on Filing € Other (Specify)
Other Effective Date: I Calendar
Does this filing have C Yes & No

If yes, ABR material must be submitted to the Texas

Name of the
file

File Name: |rulemaking.doc
Graphics Included: C Yes © No
Agency Liaison: [Dana Blanton
Certifying Official: IJilI Ledbetter

Certifying Official's Title: [Editor
|512-463-5561

Phone number for public
inguiries about submission:

uploaded on
the next
screen

Comments:

;Submitthn I Clear Form |

Texas Register Liaison Training
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Emergency Rulemaking Action
Submission Form Upload Complete. You may now upload any additional file(s) for this submissio| Revi eW t h e S u m m a ry

[ Continue to Uploading Files

0004 If the summary is

Agency Code:

Title: 1 ' accurate, select
Title Name: ADMINISTRATION 0 . .
Part: s Continue to File

Part Name: OFFICE OF THE SECRETARY OF STATE

Upload” to upload the

Rulemaking

Chapter: 921
S TEXAS RECISTER files associated with
Subchapter Name: RULEMAKING th e su b m | SS | on

TAC Section Number(s): 9137
Filing Tvpe: Onginal Filing

Action: Amendment
To be in effect : 30 Days

Effective: Immediately on Filing
Does this filing have
adoption by reference No

material associated with it?

Common Preamble: No

File Name: rulemaking doc

Graphics Included: No

Iy D If there are any
Liaison Phone: 512-463-5565 K

Certifying Official: Jill Ledbetter ERRORS’ SeleCt U pload
Ll e S U Another Submission
inquiries about subl:nission: 2124633361 FO rm ? an d sen d an

Submitting Emergency

[ Upload Another Submission Fo email to
HOME TEXAS REGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETINGS re g i Ste r@ S O S . te Xas . g OV
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Submitting Emergency Rulemaking
Documents

Select the
identified
associated file
from your
available
computer files

Select “Browse”

Texas Register File Upload

File to upload:

Upload Document

HOME TEXASREGISTER TEXAS ADMINISTRATIVE CODE OPEN MEETING

Select “Upload Document

**Must upload documents with the submission
form. You are not able to return and upload at a
later time**

Texas Register File<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>