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Office of the Secretary, USDA § 1.612 

DOCUMENT FILING AND SERVICE 

§ 1.611 What are the form and content 
requirements for documents under 
this subpart? 

(a) Form. Each document filed in a 
case under §§ 1.610 through 1.660 must: 

(1) Measure 81⁄2 by 11 inches, except 
that a table, chart, diagram, or other 
attachment may be larger if folded to 
81⁄2 by 11 inches and attached to the 
document; 

(2) Be printed on just one side of the 
page (except that service copies may be 
printed on both sides of the page); 

(3) Be clearly typewritten, printed, or 
otherwise reproduced by a process that 
yields legible and permanent copies; 

(4) Use 11 point font size or larger; 
(5) Be double-spaced except for foot-

notes and long quotations, which may 
be single-spaced; 

(6) Have margins of at least 1 inch; 
and 

(7) Be bound on the left side, if 
bound. 

(b) Caption. Each document filed 
under §§ 1.610 through 1.660 must begin 
with a caption that sets forth: 

(1) The name of the case under §§ 1.610 
through 1.660 and the docket number, if 
one has been assigned; 

(2) The name and docket number of 
the license proceeding to which the 
case under §§ 1.610 through 1.660 relates; 
and 

(3) A descriptive title for the docu-
ment, indicating the party for whom it 
is filed and the nature of the document. 

(c) Signature. The original of each 
document filed under §§ 1.610 through 
1.660 must be signed by the representa-
tive of the person for whom the docu-
ment is filed. The signature constitutes 
a certification by the representative 
that he or she has read the document; 
that to the best of his or her knowl-
edge, information, and belief, the 
statements made in the document are 
true; and that the document is not 
being filed for the purpose of causing 
delay. 

(d) Contact information. Below the 
representative’s signature, the docu-
ment must provide the representative’s 
name, mailing address, street address 
(if different), telephone number, fac-
simile number (if any), and electronic 
mail address (if any). 

§ 1.612 Where and how must docu-
ments be filed? 

(a) Place of filing. Any documents re-
lating to a case under §§ 1.610 through 
1.660 must be filed with the appropriate 
office, as follows: 

(1) Before NFS refers a case for dock-
eting under § 1.626, any documents must 
be filed with NFS by directing them to 
the ‘‘Deputy Chief, NFS.’’ 

(i) For delivery by regular mail, ad-
dress to USDA Forest Service, Attn: 
Lands Staff, Mail Stop 1124, 1400 Inde-
pendence Ave. SW., Washington, DC 
20250–1124. 

(ii) For delivery by hand or private 
carrier, deliver to USDA Forest Serv-
ice, Yates Bldg. (4 SO), 201 14th Street 
SW., Washington, DC (SW. corner of 
14th Street and Independence Ave. 
SW.); phone (202) 205–1248; facsimile 
(703) 605–5117. Hand deliverers must ob-
tain an official date-time-stamp from 
Lands Staff. 

(2) The Forest Service will notify the 
parties of the date on which NFS refers 
a case for docketing under § 1.626. After 
that date, any documents must be filed 
with: 

(i) The Hearing Clerk, if OALJ will be 
conducting the hearing. The Hearing 
Clerk’s address, telephone number, and 
facsimile number are set forth in 
§ 1.602; or 

(ii) The hearings component of or 
used by another Department, if that 
Department will be conducting the 
hearing. The name, address, telephone 
number, and facsimile number of the 
appropriate hearings component will 
be provided in the referral notice from 
the Forest Service. 

(b) Method of filing. (1) A document 
must be filed with the appropriate of-
fice under paragraph (a) of this section 
using one of the following methods: 

(i) By hand delivery of the original 
document and two copies; 

(ii) By sending the original document 
and two copies by express mail or cou-
rier service; or 

(iii) By sending the document by fac-
simile if: 

(A) The document is 20 pages or less, 
including all attachments; 

(B) The sending facsimile machine 
confirms that the transmission was 
successful; and 
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