NOTICE OF INTENT: Instructions for drafting and preparing this notice are written in BLUE. Instructions show where the author must insert applicable text specific to this notice.  Insert text by highlighting the blanks and typing applicable text. The blanks are set for proper text formatting. The left margin must be 1½ inches and the top, bottom, and right margins must be 1 inch. The font must be 12 pt Times New Roman. The document text must be double-spaced. All text in BLACK is mandatory and needs to be retained unless noted otherwise (sometimes information is only required if it exists). Page numbers must be centered at the bottom starting with page 2. Delete the blue text as you draft your document. For specific information on notices see the Federal Register Document Drafting Handbook. The notice begins as follows:
[3410-11- P]
DEPARTMENT OF AGRICULTURE
Forest Service 

Insert in bold: Name of Unit; State; Short Title Or Subject Of The Notice 

Once the title of the EIS under preparation has been identified in the notice of intent, use the same title on the cover of the draft and final EISs.
AGENCY:
Forest Service, USDA.

ACTION:
Notice of intent to prepare an environmental impact statement.
SUMMARY: Briefly describe the nature and scope of the proposed action.  Do not put legal citations or background information in the SUMMARY section; these belong in the SUPPLEMENTARY INFORMATION section.  

DATES:  Do not compute the end of comment period date. Leave the sentence in black type as it is, including the BLACK brackets, and insert only the number of days the comment period is to be. For example, a 30-day comment period would read: “Comments concerning the scope of the analysis must be received by [insert date 30 days from date of publication in the Federal Register].”  The black brackets in the sentence below alerts the scheduling office at the Office of the Federal Register to compute the date and enter it prior to publication. Upon request, they will provide the comment due date when notifying the agency of the notice’s publication date. Comments concerning the scope of the analysis must be received by [insert date [insert number of days in comment period] days from date of publication in the Federal Register]. The draft environmental impact statement is expected [insert estimated month and year] and the final environmental impact statement is expected [insert estimated month and year].    
ADDRESSES: Send written comments to [insert address]. Comments may also be sent via e-mail to [insert e-mail address], or via facsimile to [insert fax number]. In this section, you also may put additional addresses, locations of meetings, etc. Do not put more than four addresses in this section. If there are more than four pertinent addresses, create a heading for them under the SUPLEMENTARY INFORMATION section of the notice.
FOR FURTHER INFORMATION CONTACT: [insert name(s) and contact information you wish to use, such as telephone number and e-mail address].
Individuals who use telecommunication devices for the deaf (TDD) may call the Federal Information Relay Service (FIRS) at 1–800–877–8339 between 8 a.m. and 8 p.m., Eastern Time, Monday through Friday.
SUPPLEMENTARY INFORMATION:

For instructions and information on the preparation of notices of intent, see FSH 1909.15, Chapter 20.  The headings that follow are required unless otherwise noted.  Optional headings are subject to the nature of the situation.  Delete the optional heading if there is no information to provide under that heading. 

Purpose and Need for Action

Describe why the Forest Service is proposing the action: Why here? Why now? 
Proposed Action

Describe the proposed action. Consider who, what, how, where, and when. See FSH 1909.15, section 11.2.
Possible Alternatives

Include only if any have been identified (delete heading if not used). See FSH 1909.15, section 14.
Lead and Cooperating Agencies

Include only if there are other agencies to list as joint lead agencies and/or cooperating agencies (delete heading if not used). See FSH 1909.15, section 11.31.
Responsible Official

Provide the title of the responsible official(s), Such as the “Gila Forest Supervisor” or the “Quemado District Ranger.” Use of the responsible official’s name is optional. 
Nature of Decision To Be Made

Describe the framework or scope of the decision(s) to be made by the responsible official(s). See FSH 1909.15, section 11.21.
Preliminary Issues

Include only if any have been identified (delete heading if not used). To the extent practicable, resolve internal issues before proposing the action.
Permits or Licenses Required

Include only if any have been identified (delete heading if not used). 
Addresses

Include only if all addresses could not be included in the SUMMARY (delete heading if not used).

Scoping Process

This notice of intent initiates the scoping process, which guides the development of the environmental impact statement. Describe any other public comment opportunities, including whether, when, and where any scoping meetings will be held. Describe any additional information related to the scoping process and nature of comments being sought.  

It is important that reviewers provide their comments at such times and in such manner that they are useful to the agency’s preparation of the environmental impact statement. Therefore, comments should be provided prior to the close of the comment period and should clearly articulate the reviewer’s concerns and contentions. 

Comments received in response to this solicitation, including names and addresses of those who comment, will be part of the public record for this proposed action. Comments submitted anonymously will be accepted and considered, however.
_______________________________________


_________________






(Date)
Important signature information:

The signature line and date should be typed three double-spaced lines lines below the last line of the text.  The signature line must fall on a page with other text.  If necessary, cut a previous page shorter in order to add text to the signature page.  

Do not type in the name of the person you believe will sign the document.  The name and title are to be filled in after it is signed.  Signers must sign their own name, not “for” another.  For instance, an acting Forest Supervisor would sign his or her own name as “Acting Forest Supervisor” not “for the Forest Supervisor.”  

After the document is signed, stamp, or type the signer’s name, title, and the date of signature. Remember to delete all instructions in BLUE and be sure all text is black.
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