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TITLE 158
PROCEDURAL RULES FOR TEE
WEST VIRGINIA ETHICS COMMISSTION

SERIES 1
WEST VIRGINIZ ETHICS COMMISSION

158=-1-1 General

1.1 Scope--The following procedural rules and redgulations set
forth the practice and procedure established by the West Virginia
Ethics Commission for carrying out its responsibilities in the
administration and enforcement of the West Virginia Governmental
Ethics Act, (hereafter referred to as the "act") West Virginia Cecde
section one, article one, chapter six-B, et sedq.

1.2 authority-—- W.Va. Code 6B=-2-1(e)
1.3 Filing Date--
1.4 Effective Date--

1.5 Procedure geverned--These regulations shall govern all
ractice and procedure before the West Virginia Ethics Commission
(hereafter referred to as Commission)}.

1.6 Likeral construction--These regulations shall be
likberally <construed to permit the Commission teo discharge its
statutory functions and to secure Just and expeditiocus
determination of all matters before the Commission.

1.7 Deviation from regulations--In special cases where good
cause appears, not contrary to the Act, the Commission or its
hearing examiner may permit deviation from these regulations
insofar as it may find compliance therewith to be impractical or
unnecessary.

1.8 Practice where regulaticns do not govern--In situations
where the regulaticns are not applicable the Commission's or its
hearing examiner's discretion shall be exercised in accordance with
the traditional notions of fairness and Jjustice.

1.9 Severability--If any ¢f these regulations be held
invalid, it shall not be construed to invalidate any of the other
provisions of these regulations.

: 1.10 Availability of regulations--The regulaticns of the
Commission shall be filed in the office of the Secretary of State.
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1.11 Additicnal copies--Additional copies of the regulations
of the Commission shall be available to the general pubklic at the
office of the Secretary of State.

1.12 Delegaticn of powers and duties--Except where contrary to
the law, the Commission may delegate any of the powers and duties
of the Commission to an employee or agent of.the Commission or
otherwise.

1.13 Effect of amendments te the act--In the event that the
Act is amended by the Legislature, these rules and regulations will
automatically ke amended to confeorm te such amendments.

158=-1~2 Definitions

All words defined in West Virginia Code section three, article
one, chapter six-B or otherwise shall have the meanings therein
ascribed to them for the purpose of these regulations. 2All other
words shall have the meanings herein ascribed to them as set forth
below:

2.1 The term "Act" means the West Virginia Governmental
Ethiecs act. - ' ' '

2.2 The term "Chairperson'" means the chairperson of the West
Virginia Ethics Commission elected by the Commissioners.

2.3. The term "Commissicner" means one (1) of the duly
appointed members of the West Virginia Ethics Commission.

2.4 The term "Notice'" means personal delivery to the agency
or person to be so notified or by depesiting such notice in the
United States mail, postage prepaid, return receipt requested in an
envelope addressed to such agency or person at-his last known
‘address. Proof of the giving of notice in either such manner may
be made by a signed and dated certificate of the person who
delivers cr .mails sald notice.

2.5 The term "Service", unless ctherwise required, shall be
complete upon mailing and proof of service shall be a signed and
dated certificate attached thereto by the party or his attorney.

2.6 The term "Personal Service" when reguired by these rules
shall be that service as is described in Section 4 of the West
Virginia Rules of Civil Procedure.

2.7 = The term "Hearing Panel" means the Commission members
appointed in accordance with the provisions of subsections {i) and
(1), sectiocn four, article two, chapter six B of the West Virginia
Code,
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2.8 The term "Hearing Examiner" means that statutory officer
referred to in sec¢tion fcour, article two, chapter six B of the West
Virginia Code reguired to conduct the public hearing or perform
other functions authorized by the Act or the Commission's rules and
regulations.

2.% The term "Meeting™ means the convening of the Commission
for which a quorum i1s required in order to make a decisicon or to
deliberate toward a decisicn on any matter.

158=-1-3 Meetings

3.1 Meetings o©f the Commissicen may be called by the
chairperson, and the chairperson shall call a meeting upon the
written reguest cf three (3) commissionsrs,.

. 2.2 The chalrperson shall notify the Commission members in
writing at least seven {7) days in advance cf a meeting setting
forth the time and place of such meeting and the matters to ke
considered, except that such notice is not required if the time,
the place and matters for consideration have been fixed in a prior
meeting.

3.3 The chairperson shall notify the public and the news
media by f£iling with the office c¢f the Secretary of State a public
notice of the meeting at least seven (7) days in advance. The
public notice shall contain the date, the time, the place and the
matters to be cconsidered.

3.4 The provisions cf this section shall not apply in the
event of an emergency requiring immediate official action by the
Commission.

3.5 Meetings that are not concluded in one day may be
centinued to a set date, time and place by a majority vote of the
Ccmmission members present and voting.

3.6 The Commission shall meet in regular session on the first
Thursday of each menth or such other date as the Commission may
direct. ' ) o
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3.7 The Commission shall ceonvens all regular meetings at the
offices of the West Virginia Ethics Ceommission, Litton Building,
1207 Quarrier Street, Charleston, West Virginia, 25301, unless
otherwise changed by a majority veote of a quorum of the Commission
or by the chairperson.

3.8 Order of business—--The general order of business for a
regular meeting of the Ethics Commission shall be:

(a) Call to order

(b} Secretary's report

(c) Agenda adijustments (toc include executive session, if
any)

(d) Executive session re: ongoing cr planned
investigations; verified or unverified complaints

e) Discussicn and vote on advisory opinions

f) EBExempticns reguested and vote

g) Other new business or concerns

h) Setting of next regular meeting

i) Adjournment '

158-1-4 Proceedings to be Open; Exceptions

4.1 All meetings of the Commission shall be open to the
public except as otherwise provided in the West Virginia Ccde
section four, article nine-a, chapter siw and section six, article
three, chapter thirty, or as otherwise provided in the Act.

4.2 The Commission may at anvy meeting go into Executive
Session, upth majority wvote to discuss Commission personnel,
planned or cngeing litigaticn, planned or ongeing investigations,
or to confeoerm with the provisions o©f the Act requiring
confidentiality.

4.3 Any action taken as a result of such discussion in
Executive Session must be properly passed in open session of the
Commission to be an official action of the Commission.

158-1-5 Minutes of Meetings
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5.1 . The Secretary shall prepare written minutes of all its
meetings and mail a copy to each commissicn member within ten (10)
days of each meeting. , B

5.2 A copy of the minutes of open meetings shall be available
to the public within a reasonable time after such meetings and
shall include the following Iinfeormaticn:

(a) The date, time, and place of the meeting;

(b) The name cf each Commissicn member present or absent;

. (¢} All motions, proposals, resclutions;

(d) The results of all voctes and upon the request of a member,

the vote of each member, by name.

158=-1-6 Quorum, Majority Vote Reguired; Proxy Vote Prohibited

5.1 A majerity of the nembers of the Commission shall
constitute a quorum for the transaction of business.

6.2 Business shall be transacted by a majority of a quorum
except:

(a) that veting regarding prokable cause to believe that a
criminal vieclation may have been committed regquires an affirmative
vote of eight (3) Commission members as set forth in subsection (v)
of section four, article two, chapter six-B; and

(b) when the commission is acting as a hearing panel pursuant
to section four, article two, chapter six-B, then five members
shall constitute a quorum.

6.3 No Commission member shall be allowed to vote by proxy.

6.4 Telephone conferencing and voting may be held by the
Commission members for the purpose of approving or rejecting any
proposed adviscry opinicon prepared by the Commissiecn, or for voting
on issues inveolving the administrative functions of the Commission.

6.5 Meetings held by telephone conferencing shall require
notice to members in the =ame manner as mneetings personally
attended, may be electronically recdorded, and 1f so, the recordings
shall be made a permanent part cf the Commission records as set
forth in subsecticn (1) section one, Article twoe, Chapter six-B.

158=1~«7 Travel Expense Rules; Compensation

7.1 Menmbers of the Ethics Commission shall receive one
hundred dellars for each day actually devoted to the business of
the Commission.

7.2 Every day spent in a regular meeting shall constitute a
day spent on Commission business.
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7.3 Time devoted to Commission business, not spent in regqular
meetings shall be accunulated and eight (8) hours of time worked
shall egual one day spent on Commission business.

7.4 Members of the Commission shall ke reimbursed for
expenses actually and necessarily incurred in the performance of
their official duties based upon the rate applicable under the
state employee <travel regulations at the time the service is
performed. :

158=-1-8 Oath

Each member of the Commission shall take and subscribe to the
oath or affirmation required pursuant to Section 5, Article IV of
the Constitution of West Virginia.

158~1~9 Removal of Member

A Commission menber may be removed by the governor for
substantial neglect of duty, gross misconduct in office, or
violaticn of the Act, after written notice and an opportunity for
reply.




CHANGES TQC PROCEDURAL RULES
158-2-1 (Adviscry Opinicns)
1.7 As Ellen Maxwell-Hoffman suggested in attached letter.
re: adviscry opinion requests should include reguestor's status
under the Act that allows him or her to seek an opinion.

1.10 Delete from when tco end.

158=-3-1 (Verified Complaints)

1.7 Add receipt to mean when received in_ the office of the
Commission.

158=-3=2 {Unverified Complaints)

2.1-2.2 Delete all, under new amendments to¢ the Act we no
lenger have an unverified complaint.

158-4-1 {Investigative Panel)

1.5 Reéceipt means when received in the office of the
Commission.

1.8 Repeat later language regarding investigative panel's
order in 158-~-5-1.7.

1.10 Delete all since amendments te the new Act do not
allow an investigation without a verified complaint.

158=4-2 (Notice of Investigation)

2.5 As Ellen Maxwell-Hoffman suggested in attached letter,
re: the respondent may reserve the right to appear before the.
investigative panel.

2.6 Gives the investigative panel chairman the option of
extending the time for the respondent to respond in writing upen
good cause shown by the respondent.




158-4~4 {Confidentiality Requirements)

4,2 Changed to reflect amendments made to the Act in
6B-2- 4(e)(1)(A E) that waive confldentlallty in 5 instances, which

are:
&. After a finding o©of probablie cause, any material

intrcduced at any prokable cause hearing is thereafter not
confidential.

b. After a finding of probable cause, any subseguent
hearing shall be open to the public and all materials which are
non-deliberative that are introcduced into evidence are not
confidential.

¢. The Commission may release any information relating
to an investigation at any time if the release has been agreed to
in writing by the respondent.

d.. The 1dent1ty of the complalnant shall be disclosed to
the respondent immediately upon reguest.

e. The Commission 1s otherwise regquired by the

provisions to disclose such information or to preoceed in such a
manner as is necessary and reguired te fulfill such requirements.

158-5-1 {Hearing Process - Order)

1.5 ~Change to state that order must be from investigative
panel, not the Commission.

158=5=2 {Notice of Hearing)

2.1 ~-As Ellen Maxwell-Hoffman suggested in attached
letter, re: we must send cut the hearing notice "at least" 80 days
prior to hearing, not as previously written "within" 80 days. .

158=-5-3 (General)

3.3 Delete the five (5) day minimum requirement and
allow a scheduled hearing to be continued based on good cause upcn
a motion "prior to the hearing.”




158=5=4 (Hearing Examiner)

4.2 Insert "either®
The hearing examiner shall nct reside in "either"

the same County as either the respondent or the complainant.

4.5 As Ellen Maxwell-Hoffman suggested in attached
letter, RE: hearing examiner shall prepare findings of fact and
submit them to the Comm1551on within fifteen (15) days following
the hearing.

158-5-6 (Hearing Procedure)
6.16 = Move up in numbering order to 6.3
6.17 Move up in numbering order to 6.4
158-5-7 (Findings of Fact)
7.2 Insert same language in 4.5 above to require hearing

examliner to prepare findings of fact and submit to the Commissicn
within 15 days of the hearing.

158-5-9 (Final Decision)
9.5 The final decision will be filed within three (3)

days of entryv by the Commissicn, not upon receipt from the hearing
panel, This will %£oll the tlme it takes to get all 9 panel

member's signatures.

158=5=10 {(Sanctions)

10.86 Change time allcowed for submission of memerandum of
gsanctions to within fifteen (15) days "following" final decision.

158=5-13 {Criminal Referral)

12.1 Delete "or Commissicn employeal.




HEARING ON
PRCCEDURAL RULES

HELD: March 21, 1590
1:00 p.m.

1. Attendance:

Lee Feinberg

Richard M. Alker .
Lyne Ranson ' '

Ellen Maxwell-Hoffman

2. Comments received:

See attached letter from Ellen Maxwell-Hoffman, dated
March 14, 199%90.

3. Amendnents made to the proposed rules as a result of the
comments received: ,
See new Procedural Rules and a three page summary of the
changes.
4. Reascns for amendments:
To better carry out the Leglslatlve intent of the Ethics Act

and to implement changes made in the Ethics Act as amended in March
1990.

f:ﬁ%’;ww

Chairman
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March 14, 1990

HAND DELIVERY

Richard M. Alker, Executive Directcr _.
West Virginia Ethics Commissicn ]
4th Floor - Litton Building

1207 Quarrier Street

Charleston, West Virginia 23301

Re: West Virginia Ethics Commission Procedural Rules

Dear Mr. Alker: . . : : - _

The follcocwing comments to _the proposed Procedural
Rules for the West Virginia Ethics Commission are submitted on
behalf of the West Virginia Society o©f Association Executives.
Comments and guestions may be directed to the undersigned or to
Thomas A. wWinner, Chairperson for the Society's Ethics .
Committee. — - — — : ' '

No registration under W, Va. Code 8§6B-3-1 et seg. has
been made for this purpose as these written comments are being
submitted in accordance with the exemption provided pursuant to
W. Va. Code §6B-3-1 (7)(B)(i). TIf this understanding is inaccu-
rate please -so advise in order that proper registration may be
made. - :

SERIES 1
WEST VIRGINIA ETHICS COMMISSION
158-1-1 Geferal

1.12 Delegdtion of Powers and Duties...The proposed
rule grants broad powers to the Commission to delegate its




Bowles Rice McDavid Graff & Love .

Richard M. Alker, Executive Director
March 14, 1990
Page 2 B

powers and duties to an employee or agent of the Commissicn
beyond the scope c¢f statutory authority. Pursuant to

W. Va. Code §6B-2-1(i), the Commission may delegate authority
only to the chairman or executive director of the Commission.

158-1-2 Definitions

Because "person” is defined twice Iin the Act, it is
suggested that a definition for "person” be included in the leg-

- islative rules adopting that definition set forth in W. Va. Code

§6B-1-3(f). See W.Va. Code §6B-3-1(8).

158=1-6 Quorum, Majority Vote Required; Proxy Vote Prohibited

_ 6.2(a) Restate as “When the Commission is voting
regarding probable cause to believe that a criminal violation
may have been committed requiring an aiffirmative vote of eight
{8) commission members as set forth in subsection (v) of Section
4, Article 2, Chapter 6-B, then a full commission shall consti-
tute a guorum.”

SERIES 2
ADVISORY OPINIONS
158-2-1 Advisory Opinions
1.7 Modify as blacklined: All reguests for adviscry

opinions should fully describe the requestor's official posi-
tion, employvment or status under the Act.

1.10 Modify as blacklined: ~ The date of receipt by the
Commission shall be at the regular monthly meeting of the Com-
mission next following the date of receipt by the office of the
Commission. - ) :

SERIES 3
COMPLAINTS
158-3-1  Verified Complaints

1.6 Add: *...filing shall be the date upcn which the
duly verified complaint is actually received in the c<¢ffice of

the Commission.”
Seo 17
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Bowles Rice McDavid Graff & Love

Richard M. Alker, Executive Director. i -
March 14, 1990 ) ) o ’
Page 3 . - _

58=3-2 -

2.1 Modify as blacklined: In the absence of a veri-
fied complaint but where the Commission receives or discovers
infoermation which may merit an inguiry as to whether a violation
of the Act has occurred, the Commission may by an affirmative
vote of seven (7} of its members direct the chairperson to
appoint an investigative panel in accordance with Series 4, Rule
1.5 herein to make a probable cause determination.

2. Restate: "An investigative panel appointed in
accordance with 158-3-2 shall proceed as provided in 158-4-1.

SERIES 4
INVESTIGATIVE PANEL

158-4-1 General

1. 2Add a new rule fcllowing Rule 1.7: "If & major-
ity of the members of the investigative panel determines that
there is probable cause to believe that a violation of the Act
has occurred, the majority members of the investigatory panel
shall sign an ordex directing the commissicn_staff to:

(a) Prepare a statement of charges;

(k) ASSLgn the matter for a hearing to the Commission

1 Nor a hearing examiner as the Commission may subseguently direct;

AN\
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and
{c} Schedule a hearlng oo determlne the truth or fal-

Sluy of the charges within ninety (90) days after the date of .

the order.” —

See W. Va. Code §$5B-~2-4(g).

158-4-2 = Notice of Investigaticn

2.5 Modify as blacklined: The notice .shall also
inform the respondent that he has the right to appear and make
an oral response before the investigative panel if he or she
reserves the riaght to make an appearance in writing within fif-
teen (13) days of the date c¢f the notice.

2.6 Aadd: “...which time may be extended by the exec-
utive director upon good cause shown by respondent.” c’) 4
_ _ N TR S T |

\_,'&‘L.-L‘\‘r\‘ ‘L WL e




A&

we GBI (o))

o)

Bowles Rice McDavid Graff & Love

Richard M. Alker, Executive Director
March 14, 1990
Page 4

158-4-4 Confidentiality reguirements

4.1 Mcdify as blacklined: All matters or information

received by the Commission, or any member, emplovee oxr agent of

the Commission relating to a complaint, including the Identity
of the complainant and respondent, must be kept confidential.

4.2 (Proposed 4.3) Modify as blacklined: No present
or former Commission member, employee or agent may knowingly and
improperly disclosure any confidential information acquired
fdelete by him] in the course of his or her official duties.

4.3 (Proposed 4.4) The Commissicn may order a person
filing a complaint to be bound to confidentiality if the Commis-
sion makes a finding that there is a reascnable I1ikelihood that
the dissemination of information regarding a pending or iImminent
proceeding will interfere with a falr hearing or otherwise prej-
udice the due administration cf justice.

4.4 (Proposed 4.2) Modify as bklacklined: Notwith-
standing Rule 4.3, 1f the respondent agrees in writing tc a
release of confidential information relating to a complaint,
including the identity of the respondent and complainant, it may
be disclosed.. .

SERIES 5
BEARING PROCESS

158-5-1 Qrder

1.5 Proposed rule is inconsistent with Series 4 Rule
1.8 and W. Va. Code §6B-2-4(b) wherein it is provided that "if
the complaint is determined by a majority vote of the investiga-
tive panel tc be insufficient in this regarxd, the investigative
panel shall dismiss the complaint (by crder).”

Proposed Rules 1.5 - 1.8 should be set forth under
158-4-1. - - - -

1.7 Combine proposed rules 1.7 and 1.8 as follows:
"If a majority of the members of the investigative panel deter-
mines thaet there is probable cause to believe that a violation
of the Act has occurred, the majority members of the investiga-
tory panel shall sign an ordef directing the commission staff
to: - e :




Bowles Rice McDavid Graff & Love

Richard M. Alker, Executive Director
March 14, 1990
Page 5 =~ ... ..

(a; Prepare a statement of charges;
(b} Assign the matter for a hearing to the Commission
or a hearing examinsr as the Commission may subsequently direct; -

and
{¢) Schedule a hearing to determine the truth or fal-

sity o©of the charges within ninety (90) days after the date of
the order. - ] N

See W. Va. Code §6B-2-4(g).

158-5-2 Notice c©f Hearing

2.1 The executive directcr shall at least eighty (80)
days prior to the date of the hearing serve respondent by "cer-
tified mail, return receipt requested"” a notice of the hearing.
(See W.Va. Code §6B-2-4(h))

158-5-3  (Ganeral

3.3 Modify as blacklined: The scheduled hearing may
be ccntinued only upon a showing of good cause by the respondent
(delete at least five (5} days) pricr to the hearing or at the
convenisnce and on motion of the Commission members who will be
adjudicating.

3.4 Add: . "With rescect toc allegations ©f a viclation
under the Act, the complainant has the burden of prooi. A com-
plainant may be assisted by a member of the Commissicn staff
affirmed by the Commission after a detsrmination o©f probable

cause. - . . -

158-5-4 - Hearing Examiners

4,2 Meodify as blacklined: The hearing examiner shall
not reside in the same county as either the respondent or com-
plainant presenting a verified complaint.

4.;? Add a new rule fecllowing Rule 4.4: "Following
the fifteen (15) dav pericd aifiter the hearing reserve to the
parties to submit propcsed findings c¢f fact, the hearing exam-
iner shall prepare his or her own proposed findings of fact,
make copies of the findings available to the parties, and submit
the entire £findings ¢f_ the hearing examiner and the entire
record to the Commissicn for final decision.” '
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Richard M. Alker, Executive Director
March 14, 1990 T - )
Page 6 :

158-5-5 =~ Prehearing Discovery

S5.1{e) Add: "...or the source cf information tc be
presented into evidence at a hearing.”

iy . .
%y/ 5.3 Add: r...cr complainant's possession.”

5.8 Redraft: "A subpoena regulring the attendance of
any witness shall state the designated place, time and hearing
date. "

5.14 Depositions. Add: *...in the event a witness
is unavailable as defined in Rule 5.5.°"

158-5-6 Hearing Procedure

£.10 Redrafts: "A party shall have the right =to
cross-examine anv witness who testifies against the interest of
such party." ;

5§.16 and §.17 These rules should follow Rule £6.2.

158-5-7 Findings of Fact; Briefs

7. Add a new rule following Rule 7.2: "Following
the fifteen (15) day period after the conclusion of the hearing
reserved to the parties to submit preoposed findings of fact, the
hearing examiner shall prepare his or her own proposed findings
cf fact, make copies of the such findings available to the par-
ties, and submit the findings <f the hearing examiner with the

entire record to the Commisgsion for final decision.*®
158-5-9. Final Decision

9.5 The rule directs the Executive Director to file a
final decision received from a hearing examiner. Tha hearing
axaminer does not render a final decision and should be deleted
from the rule.

158-5-10 Sanctions

10.6 Modify as blacklined: Respondent and complainant
may subnmit a memcrandum regarding proposed appropriate sanctions
to be placed upon respondent within fifteen (15) days following
the date of mailing the final decision tc the parties.
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Richard M. Alker, Executive Director
March 14, 1990 o o
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158-5-12 Criminal Referral

13.1 Cnly a hearing examiner, a member o©of the
Commission's investigative panel, or a Commission member should
be raising matters involving a criminal viclation before the
full Commission, although such an individual may reguest the
assistance of a Commission employee in presenting the facts to

be considered.

13.5(b) Modify as  blacklined: if it would be able
and willing tc present the matter Dbefore the next convening
Grand Jury and upon indictment or upon information in matters

which are misdemeanors to prosecute the matter.

EMH/cc

cc: Lyne Ranson, Esquire
Thomas &. Winner
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Deputy Secratary of State Diracter, Admmistrative Law
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CATHZRINE FREROTTE Building 1, Suiie 157-K {Plus ali the volunteer
Ezecutive Assistant T - ) 1800 Kanawha B[Vd., East help we can get)

Fetphone (304 555.6000 Charleston, WV 25305-0770
Corporations: (304) 558-8000 . . . . i _

TO: Bok LaMont

AGENCY: Ethics Commission

FRCM: JUDY COOPER, DIRECTOR, ADMINISTRATIVE LAW DIVISION

DATE: July 6, 1992

THE ATTACHED RULE RECENTLY FILED BY YQUR AGENCY HAS BEEN ENTEE-
INTO QUR COMPUTER SYSTEM. PLEASE REVIEW, PROOF AND RETURN IT WIT.
ANY CORRECTIONS. IF TEERE ARE NO CORRECTIONS, PLEASE SIGN THIS
MEMO AND RETURN IT TO THEIS OFFICE. YOU WILL BE SENT A FINAL
VERSION OF THE RULE FCR YOUR RECORDS.

PLEASE RETURN EITHER THE CORRECTED RULE OR THIS FORM WITHIN TEN
{10) WORKING DAYS OF THE DATE YQU RECEIVED THIS REQUEST. CALL IF
YOU HAVE ANY QUESTIONS.

SERIES: 1 TITLE: 158 Ethics Commission

* THE ATTACHED RULE HAS BEEN REVIEWED AND IS CORRECT.

SIGNED:

TITLE OF PERSCON SIGNING:

DATE:

khkkdkk kR khkkkkkdhkkdkRdkhd kg kdihkdhdikkbhi

* THE ATTACHED RULE HAS BEEN REVIEWED AND NEEDS CORRECTING. THE
CORRECTIOﬁﬁ/ﬁ?VE BEEN

SIGNED: /_ ?E % /

TITLE OF PERSON SIGNING: /-AuM-SE.L

DATE : /{ S’l? L

NOTE: IF YOU ARE NOT THE PERSON WHO HANDLES THIS RULE, PLEASE
FORWARD TC THE CORRECT PERSON.




