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The purpose of this Standard Operating Procedure guide is to provide a consolidated reference document for use in training and orientation of employees.  This guide will also be a useful reference tool for more experienced employees.  The SOP identifies the technical information and application requirements for true minor source operating permits.(name of process here) This SOP will delineate all steps in the process, including responsible personnel, and approximate process milestones.  Additional information includes statute and rule authorization, a process flow chart, and supporting documentation (when necessary).  This SOP is only intended to describe routine conditions normally encountered with true minor source operating permits.(name of process here)  Additional processes and/or irregular conditions that could be involved with true minor source operating permits.(name of process here) will be considered independently of this SOP.



All sources of air pollution, except those specifically exempted by Rules 1200-3-9-.04, must apply for and obtain an operating permit from the Division of Air Pollution Control (Division).  This document describes the procedures Division personnel follow when an operating permit application is received from a true minor facility.  True minor facilities are facilities which do not have the potential to emit 100 tons per year of any criteria air pollutant, 25 tons per year of any combination of hazardous air pollutants, or 10 tons per year of any single hazardous air pollutant, from all air pollution sources at that facility.



It should be noted that applicants do not submit fees with operating permit applications.  Instead, facilities pay annual emissions fees for the sources at their facility.  This is not the case for construction permit applications, and the construction permit SOP’s should be referenced for this information.  No operating permit(s) shall be issued to a facility which is delinquent in the payment of fees until the matter is resolved.  [See Subparagraph 1200-3-26-.02(8)(a)]



True minor sources are required to submit separate operating permit application forms for each process emission source, non-process emission source, and incinerator at their facility.  The traditional forms should be used (APC 20, APC 21, APC 22, etc.), with an APC 20 for each process emission source, non-process emission source, and incinerator.  For simple renewals, only the APC 20 must be submitted.  If any changes have occurred to the source (for which a construction/modification permit was not required), the facility shall submit a complete application detailing the changes.  Appendix C contains the appropriate applications.



For true minor facilities, each process emission source, fuel burning installation, and incinerator is issued a separate operating permit. Two main categories of true minor permit processing exist, simple and complex. A permit application which requires simple processing does not require any changes other than the permit number and expiration date.  This category may also include some permits for sources for which the most recent permit is a construction permit, provided that the source was built or modified according to the specifications in the construction permit application.  This category of permit application is processed by sending the facility a letter with the new permit number and expiration date.  A permit application which requires complex processing may require some minor permit changes which do not necessitate a construction permit (the changes to the source do not meet the definition of “modification” found in Subparagraph 1200-3-2-.01(1)(aa) of the Tennessee Air Pollution Control Regulations). These applications are assigned to an Environmental Protection Specialist for processing.Describe the specific process & it’s purpose in lay terms.)



�  STATUTORY AND REGULATORY AUTHORITY FOR PROCESS



2.1 	Tennessee Statutory Authority

(list all applicable statutes, e.g. T.C.A. Section 68-25-115 (c))

T.C.A. Section 68-201-105(a)(1) and 68-201-105(b)(4)



2.2	Tennessee Regulatory Authority

(list all applicable rules to the rule number, e.g. Rule 1200-1-11-.06)

Rule 1200-3-9-.02



2.3	Federal Statutory Authority



NOTot ApplicablePPLICABLE





2.4	U.S. Federal Authority

(list all applicable equivalent EPA citations to the rule number, e.g. 40 CFR 266)

40 CFR 70 and 40 CFR 51 & 52



2.4	Applicable Division Policy

(list all applicable policies, note:  for this section list only policies that make rule and/or statute interpretation.  Any policies that are listed here will be incorporated into a unique appendix.  At a minimum include the date the policy became effective, who issued the policy, and the reference verbiage used in the policy to identify it.)

“Not Applicable”





�  DEFINITION OF TERMS

(Define key terms following the format that is presented in the regulations.  Where applicable, remain consistent with the regulations for defining terms)

“Air Contaminant” is particulate matter, dust, fumes, gas, mist, smoke, or vapor, or any combinations thereof.



“Allowable emissions” means the emissions rate of a stationary source calculated using the maximum rated capacity of the source (unless the source is subject to legally enforceable limits which restrict the operating rate, or hours of operation, or both) and the most stringent of the following:



1.	The applicable standards under this Division 1200�3 or in the State Implementation Plan, including those with a future compliance date; or



2.	The emissions rate specified as a legally enforceable permit condition established pursuant to this Rule 1200� 3�9�.01, including those with a future compliance date.



“Conditional Major Source” is a facility which has agreed to federally enforceable permit limitations which insure that the emissions from the facility do not exceed the applicability thresholds for Title V.



“Construction” means any physical change or change in the method of operation (including fabrication, erection, installation, demolition, or modification of an emissions unit) which would result in a change in actual emissions.



“Federally enforceable” means any emission standard and/or procedural requirement that can be enforced against an air contaminant source by EPA or citizens under authority granted them by the Federal Act.



“Fuel Burning Equipment” is any equipment, device, or contrivance and all appurtenances thereto, in which fuel is burned for the primary purpose of producing thermal energy and in which the material being heated is not contacted by, and adds no substance to, the products of combustion.



“Fuel Burning Installation” consists of one or more units of fuel-burning equipment where the products of combustion are discharged through a single stack or where the products of combustion are discharged through more than one stack the plumes from which tend to merge into a single plume.



“Hazardous Air Pollutant(s)” means any of the following air contaminants:



	CAS No.	Chemical name�	75070	Acetaldehyde�	60355	Acetamide�	75058	Acetonitrile�	98862	Acetophenone�	53963	2-Acetylaminofluorene�	107028	Acrolein�	79061	Acrylamide�	79107	Acrylic acid�	107131	Acrylonitrile�	107051	Allyl chloride�	92671	4-Aminobiphenyl�	62533	Aniline�	90040	o-Anisidine�	1332214	Asbestos�	71432	Benzene (including benzene from gasoline)�	92875	Benzidine�	98077	Benzotrichloride�	100447	Benzyl chloride�	92524	Biphenyl�	117817	Bis(2-ethylhexyl)phthalate(DEHP)�	542881	Bis(chloromethyl) ether�	75252	Bromoform�	106990	1,3-Butadiene�	156627	Calcium cyanamide�	105602	Caprolactam�	133062	Captan�	63252	Carbaryl�	75150	Carbon disulfide�	56235	Carbon tetrachloride�	463581	Carbonyl sulfide�	120809	Catechol�	133904	Chloramben�	57749	Chlordane�	7782505	Chlorine�	79118	Chloroacetic acid�	532274	2-Chloroacetophenone�	108907	Chlorobenzene�	510156	Chlorobenzilate�	67663	Chloroform�	107302	Chloromethyl methyl ether�	126998	Chloroprene�	1319773	Cresols/Cresylic acid (isomers and mixture)�	95487	o-Cresol�	108394	m-Cresol�	106445	p-Cresol�	98828	Cumene�	94757	2,4-D, salts and esters�	3547044	DDE�	334883	Diazomethane�	132649	Dibenzofurans�	96128	1,2-Dibromo-3-chloropropane�	84742	Dibutylphthalate�	106467	1,4-Dichlorobenzene(p)�	91941	3,3-Dichloro benzidene�	111444	Dichloroethyl ether (Bis(2-chloroethyl)ether)�	542756	1,3-Dichloropropene�	62737	Dichlorvos�	111422	Diethanolamine�	121697	N,N-Diethyl aniline (N,N-Dimethylaniline)�	64675	Diethyl sulfate�	119904	3,3-Dimethoxybenzidine�	60117	Dimethyl aminoazobenzene�	119937	3,3'-Dimethyl benzidine�	79447	Dimethyl carbamoyl chloride�	68122	Dimethyl formamide�	57147	1,1-Dimethyl hydrazine�	131113	Dimethyl phthalate�	77781	Dimethyl sulfate�	534521	4,6-Dinitro-o-cresol, and salts�	51285	2,4-Dinitrophenol�	121142	2,4-Dinitrotoluene�	123911	1,4-Dioxane (1,4-Diethyleneoxide)�	122667	1,2-Diphenylhydrazine�	106898	Epichlorohydrin (1-Chloro-2,3-epoxypropane)�	106887	1,2-Epoxybutane�	140885	Ethyl acrylate�	100414	Ethyl benzene�	51796	Ethyl carbamate (Urethane)�	75003	Ethyl Chloride (Chloroethane)�	106934	Ethylene dibromide (Dibromoethane)�	107062	Ethylene dichloride (1,2-Dichlorethane)�	107211	Ethylene glycol�	151564	Ethylene imine (Aziridine)�	75218	Ethylene oxide�	96457	Ethylene thiourea�	75343	Ethylidene dichloride (1,1-Dichloroethane)�	50000	Formaldehyde�	76448	Heptachlor�	118741	Hexachlorobenzene�	87683	Hexachlorobutadiene�	77474	Hexachlorocyclopentadiene�	67721	Hexachloroethane�	822060	Hexamethylene-1,6-diisocyanate�	680319	Hexamethylphosphoramide�	110543	Hexane�	302012	Hydrazine�	7647010	Hydrochloric acid�	7664393	Hydrogen fluoride (Hydrofluoric acid)�	123319	Hydroquinone�	78591	Isophorone�	58899	Lindane (all isomers)�	108316	Maleic anhydride�	67561	Methanol�	72435	Methoxychlor�	74839	Methyl bromide (Bromomethane)�	74873	Methyl chloride (Chloromethane)�	71556	Methyl chloroform (1,1,1-Trichloroethane)�	78933	Methyl ethyl ketone (2-Butanone)�	60344	Methyl hydrazine�	74884	Methyl iodide (Iodomethane)�	108101	Methyl isobutyl ketone (Hexone)�	624839	Methyl isocyanate�	80626	Methyl methacrylate�	1634044	Methyl tert butyl ether�	101144	4,4-Methylene bis(2-chloronaniline)�	75092	Methylene chloride (Dichloromethane)�	101688	Methylene diphenyl diisocyanate (MDI)�	101779	4,4'-Methylenedianiline�	91203	Naphthalene�	98953	Nitrobenzene�	92933	4-Nitrobiphenyl�	100027	4-Nitrophenol�	79469	2-Nitropropane�	684935	N-Nitroso-N-methylurea�	62759	N-Nitrosodimethylamine�	59892	N-Nitrosomorpholine�	56382	Parathion�	82688	Pentachloronitrobenzene (Quintobenzene)�	87865	Pentachlorophenol�	108952	Phenol�	106503	p-Phenylenediamine�	75445	Phosgene�	7803512	Phosphine�	7723140	Phosphorus�	85449	Phthalic anhydride�	1336363	Polychlorinated biphenyls (Arochlors)�	1120714	1,3-Propane sultone�	57578	beta-Propiolactone�	123386	Propionaldehyde�	114261	Propoxur  (Baygon)�	78875	Propylene dichloride (1,2-Dichloropropane)�	75569	Propylene oxide�	75558	1,2-Propylenimine (2-Methyl aziridine)�	91225	Quinoline�	106514	Quinone�	100425	Styrene�	96093	Styrene oxide�	1746016	2,3,7,8-Tetrachlorodibenzo-p-dioxin�	79345	1,1,2,2-Tetrachloroethane�	127184	Tetrachoroethylene (Perchloroethylene)�	7550450	Titanium tetrachloride�	108883	Toluene�	95807	2,4-Toluene diamine�	584849	2,4-Toluene diisocyanate�	95534	o-Toluidine�	8001352	Toxaphene (chlorinated camphene)�	120821	1,2,4-Trichlorobenzene�	79005	1,1,2-Trichloroethane�	79016	Trichloroethylene�	95954	2,4,5-Trichlorophenol�	88062	2,4,6-Trichlorophenol�	121448	Triethylamine�	1582098	Trifluralin�	540841	2,2,4-Trimethylpentane�	108054	Vinyl acetate�	593602	Vinyl bromide�	75014	Vinyl chloride�	75354	Vinylidene chloride (1,1-		�		Dichloroethylene)�	1330207	Xylenes (isomers and mixture)�	95476	o-Xylenes�	108383	m-Xylenes�	106423	p-Xylenes�	0	Antimony Compounds�	0	Arsenic Compounds (inorganic including �		arsine)�	0	Beryllium Compounds�	0	Cadmium Compounds�	0	Chromium Compounds�	0	Cobalt Compounds�	0	Coke Oven Emissions�	0	Cyanide compounds��	0	Glycol ethers��	0	Lead Compounds�	0	Manganese Compounds�	0	Mercury Compounds�	0	Fine mineral fibers�

	0	Nickel Compounds�	0	Polycyclic Organic Matter��	0	Radionuclides (including radon)��	0	Selenium Compounds		



“Incinerator” is any equipment, device, or contrivance used for disposal of waste or refuse by burning, excluding wigwam burners and air curtain destructors.



“Modification” is any physical change in, or change in the method of operation of an air contaminant source, which increase the amount of any air contaminant (to which an emission standard applies) emitted by such source or which results in the emission of any air contaminant (to which an emission standard applies) not previously emitted except that:



				1.	Routine maintenance, repair, and replacement shall not be considered 	physical changes, and



				2.	The following shall not be considered an change in the method of 	operation:

						

					(i)	An increase in the production rate, if such increase does not exceed 		the operating design capacity nor the stated production rate on the 			permit of the affected source.



					(ii)	An increase in hours of operation if such increase does not exceed 			the operating hours stipulated as a permit condition of the source.



					(iii)	The use of an alternative fuel if the source is designed to 				accommodate such alternative fuel.



					(iv)	Required alterations to equipment for the use of an alternative fuel 			or raw material by reason of an order under Section 2(a) and (b) of 			the Energy Supply and Environmental Coordination Act of 1974 			(or any superseding legislation) or by reason of a natural gas 			curtailment plan in effect pursuant to the Federal Power Act.



				3.	The burden of proof establishing that a change is excepted under parts 1. 	and 2. is on the owner or operator.  The Technical Secretary shall rule on 	whether or not a reported change is expected in a timely fashion.  Further 	expansions or restrictions of the definition may be listed in specific chapters 	or rules.



				4.	“Major modification” is defined in paragraph 1200-3-9-.01(4) and shall be 	overriding for the purposes of that paragraph.



“Pollutant” means those air contaminants which fall under the categories of criteria and non�criteria pollutants.  Criteria pollutants are those for which an ambient air quality standard has been established. The non-criteria pollutants are air contaminants that are not criteria pollutants.



“Potential to Emit” means the maximum capacity of a stationary source to emit any air pollutant under its physical and operational design.  Any physical or operational limitation on the capacity of a source to emit an air pollutant, including air pollution control equipment and restrictions on hours of operation or on the type or amount of material combusted, stored, or processed, shall be treated as part of its design if the limitation is enforceable by the Administrator.  This term does not alter or affect the use of this term for any other purposes under the Federal Act, or the term "capacity factor" as used in title IV of the Federal Act or the Federal regulations promulgated thereunder or chapter 1200�3�30.



“Prevention of Significant Deterioration of Air Quality” (PSD) means a portion of the New Source Review (NSR) program found in the Code of Federal Regulations (CFR) at 40 CFR 52.21 {TDAPC Rule 1200-3-9-.01(4)}.



“Process Emission Source” is one or more units of processing equipment which may be operated independently of other parts of the operations at any given manufacturing or processing facility; also, where it is common practice to group more than one unit of like or similar processing equipment together and to apply a single or combined unit of air pollution control equipment to the emissions of the entire group, such group of units shall be construed as a process emission source.



"Regulated air pollutant" means the following:



1.	Nitrogen oxides or any volatile organic compounds;



2.	Any pollutant for which a national ambient air quality standard has been promulgated;



3.	Any pollutant that is subjected to any standard promulgated under section 111 of the Federal Act;



4.	Any Class I or II substance subject to a standard promulgated under or established by title VI of the Federal Act; or



5.	Any pollutant subject to a standard promulgated under section 112 or other requirements established under section 112 of the Federal Act, including sections 112(g), (j), and (r) of the Act, including the following:



(i)	Any pollutant subject to requirements under section 112(j) of the Federal Act.  If the Administrator fails to promulgate a standard by the date established pursuant to section 112(e) of the Federal Act, any pollutant for which a subject source would be major shall be considered to be regulated on the date 18 months after the applicable date established pursuant to section 112(e) of the Federal Act; and



(ii)	Any pollutant for which the requirements of section 112(g)(2) of the Federal Act have been met, but only with respect to the individual source subject to section 112(g)(2) requirement.



“Temporary permit” is a permit which is valid for less than 365 days.  A temporary permit is issued when a facility is operating under a compliance schedule.



“Title V” refers to Title V of the Clean Air Act 42 U.S.C. 7661a � 7661e and the federal regulations promulgated thereunder at 40 CFR Part 70. (FR Vol. 57, No. 140, Tuesday, July 21, 1992 p.32295-32312).



“True Minor Source” is a facility which has an uncontrolled potential to emit of less than 100 tons per year of any air pollutant, less than 25 tons per year of any combinations of hazardous air pollutants, and less than 10 tons per year of any single hazardous air pollutant.

�

  PROCESS FLOW DIAGRAM





(This portion has been completed in SmartDraw®, and is a separate document.)� PROCESS CHECKLIST  (Operating Permit System Route Sheet)





LOG/PERMIT

NUMBER�COMPANY

NUMBER�COMPANY

NAME��POINT DESCRIPTION�COMMENTS��ROUTE��DATE�Initial When�PERMIT PROCESS DATA

�COMMENTS��TO�ACTION�IN�OUT�Complete�DATE / HOURS

���LLG

1.0�CODE ROUTE SHEET.

LOG. COPY APP TO EAC.�����������

2.0�PREPARE PERMIT DRAFT

COMPLETE EMISSIONS



���������NOV:

Demand:��

3.0�REVIEW PERMIT DRAFT & EMISSIONS���������Include both EPS and SUP time��������������

5.0�PREPARE FINAL PERMIT.�����������EPS 5/6

6.0�APPROVED TO ISSUE.���������Include both EPS and SUP time��MKW

or

VTS

7.0�DATE/JWW STAMP

MAKE COPIES:

(CO FILE, # FILE, F.O., EPS

SEND:

COMPANY (ORIGINAL)

EAC

NUMERIC FILE�����������LLG

8.0�LOG.�����������REW

9.0�ENTER EIS FOR FEES.�����������SJL

10.0�CHECK EIS & APPLICATION

ROUTE COPIES

ROUTE SHEET TO AIR SHIP�����������SHIP

11.0�ENTER DATA INTO BASELINE

COLLECTION PROGRAM�COMMENTS/

MORE INFO:������







(The process checklist should include and be consistent with all steps in the process description (section 6).  The purpose of the checklist is to document the transitions from step to step.  The format for Step # should be 1, 2, 3, etc.  The activity should be described as it appears in Section 6.  The Date should be in the following format 1/1/97 followed by the initial of the individual responsible for completing the step.  The mandated due date should describe the statutory and/or regulatory timeframe where applicable.)�

  PROCESS PROCEDURES





Responsible Person�Steps��Receptionist�Receive permit application

Date stamp the permit application

Log application into computer data base “Maillog”

Place application in outgoing mail box (to be received by Office Supervisor)



Level of Effort for this step:  0.1 hours (educated estimate)(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��Office Supervisor�Route permit application

Place permit application in “Triage” “in” box (to be received by Administrative Services Assistant)



Level of Effort for this step:  negligible hours per application (educated estimate)(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��ASA Assigned to Triage�Begin route sheet(s) and triage form

NOTE: The time spent on the application each day must be indicated on the route sheet.

Collect permit applications from “Triage” “In” box

Identify emission source reference number and source status; assign emission source reference number if it is a new facility

Check for open logs

Complete all possible information on route sheet (Section 5) and triage forms (Appendix D) and attach to permit application

Complete on the route sheet: company name, company number, date application was received by Air Pollution Control (APC), etc.

Complete on the “Triage” form: company name, company number, date, facility category, application type

Transfer Confidential Business Information to the Program Chief; note transfer on triage form



Level of Effort for this step:  0.1 hours (value based on experience)(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��ASA Assigned to Triage�Arrange triage meeting location

Arrange meeting location(s) for the entire month

Inform members of scheduled meeting times and location(s)



Level of Effort for this step:  negligible hours per application (educated estimate)(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��Triage Meeting�Review permit application(s)

Leader/ASA picks up the permit application(s) from the “Triage” “In” box

New Source Review (NSR) member verifies that application is construction or operating 

Permit applications are divided into two categories: construction and operating. Exemption requests are automatically assigned to New Source Review.

Operating permit applications are reviewed and assigned by the EPS from the Operating Permit Program following the Triage Assignment List. This list is kept with the ASA assigned to triage and is subject to change.  Comments as appropriate are made on the “Triage” form.  Complete the True Minor Source Operating Permit Checklist (Appendix D).

Construction permit applications are reviewed by the EPS from the NSR Program. Comments as appropriate are made on the “Triage” form.

NSR member assigns construction permit applications using the criteria in the Triage Assignment List.

All members perform a cursory review of all applications, comment if necessary, and initial all triage forms

The ASA segregates the applications by type for allocation of hours

Leader/ASA completes APC Triage Monthly Data form (Appendix D). This form is returned to Technical Services at the end of the month.

Leader transfers all documents to the appropriate ASA for logging



Level of Effort for this step:  0.1 hours (educated estimate)(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��ASA�Logging and copying; Letter drafting if simple processing

NOTE: The time spent on the application each day must be indicated on the route sheet.

(a) Logging and Copying

Assign log number

Finish route sheet

Log application into permitting database

Mail copy of application to Environmental Assistance Center (EAC)

(b) Letter Drafting, Routing

If simple processing (a permit application which requires simple processing does not require any changes other than the permit number and expiration date), the ASA will draft the appropriate letter ( form letter OPRENEW.DOC, see Appendix B) and route to the Operating Permit Program Manager or his designee for review.  Before sending to the Manager, verify that all fees have been paid and there are no unresolved enforcement issues. If fees are delinquent, inform the company by phone and in writing that the processing of the permit cannot continue until the matter is resolved (latefee.doc, Appendix B).  No permits may be issued to a facility which has not paid their fees.  If the source has pending enforcement action which will require the incorporation of a compliance schedule, the application should be routed to the EPS.  If no compliance schedule is necessary, hold the application until the Enforcement program approves permit issuance.  Go to step 8 after approval.

If complex processing, route application, route sheet, and triage form to assigned Environmental Protection Specialist (EPS).  Go to step 7.



Level of Effort for this step:  0.1 hours for complex (based on experience)

Level of Effort for this step:  0.2 hours for simple (based on experience)(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��EPS�Preparation of permit

NOTE: The time spent on the application must be indicated on the route sheet and the weekly activity sheet.

Verify that the application was assigned to the correct program (Operating Permits or New Source Review)

If the program assignment is incorrect, contact the Triage Leader for explanation

If it is agreed that the program assignment was incorrect, explain the rationale in writing and verbally to the Chief of the correct program (or his/her designee).  Transfer the application to the ASA for the correct program.

Review application for completeness

Verify that the company has no outstanding (delinquent) fees

If fees are delinquent, inform the company by phone and in writing that the processing of the permit cannot continue until the matter is resolved (latefee.doc, Appendix B).  No permits may be issued to a facility which has not paid their fees.

Verify that the company has no outstanding Notices of Violation (NOV’s)

If the facility has outstanding NOV’s which require a compliance schedule, obtain a copy of the compliance schedule from the enforcement program; if there is no compliance schedule and one is required, inform the company that they must submit one before processing can continue.  If no compliance schedule is necessary, proceed with permit preparation.

Permit Preparation

Review previous permit and company files, if they exist.

If it is a first time operating permit (from construction) and the facility has met all testing requirements from the previous permit, the application can be returned to the ASA for simple processing (step 6).

Prepare the permit using the true minor permit shell (Appendix D); if the facility has a compliance schedule, incorporate it into a temporary permit

Ensure that compliance has been achieved with all conditions from the previous permit.  If all permit conditions have not been met in the appropriate time frame, initiate enforcement action as outlined in the appropriate Enforcement SOP.  Processing of the permit may continue; if the source is not in compliance when the permit is issued the portion of the approved compliance schedule which has not been met must be included in the permit.  Include the following wording in the condition containing the compliance plan�		“This compliance plan does not relieve (facility name) of enforcement liability that may occur prior to ultimate compliance with the standards of (Rule or Regulation).”

Complete Emissions Summary and EIS form (See Appendix D)

Make a copy of the final permit and initial

Schedule appointment with supervisor to review permit



Level of Effort for this step:  1 to 3 hours (based on time collection data and experience)(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��EPS Supervisor�Review the proposed permit

NOTE: The time spent on the application each day must be indicated on the route sheet and the weekly activity sheet.

Ensure that no limits previously set by a construction permit were removed or lessened

Verify that the company does not have delinquent fees

Return to EPS for correction if necessary

When approved, initial copy of permit which EPS has initialed

If no corrections are needed, route to Operating Permits Clerk.  If corrections are necessary, return to the permit/letter writer (step 6 or 7).



Level of Effort for this step:  0.2 hours (based on time collection data and experience)(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��Operating Permits Clerk�Mail permit

NOTE: The time spent on the application each day must be indicated on the route sheet.

Verify that the facility is not delinquent in fee payment

Date stamp permit

Signature stamp the permit

Make copies and distribute permit

Mail original (date and signature stamped) permit to applicant

Mail copy of permit to Regional Environmental Assistance Center

Route package to ASA



Level of Effort for this step:  0.2 hours (based on time collection data)(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��ASA�Log permit issuance

NOTE: The time spent on the application each day must be indicated on the route sheet.

Log permit issuance into permitting database

Send route sheet, copy of permit, and application to Fee Group for data entry



Level of Effort for this step:  0.1 hours (based on experience)(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��Fee Group�Enter allowable information for fees

NOTE: The time spent on the application each day must be indicated on the route sheet.

Enter allowable emissions information into fees database

Route package to the Emission Inventory System (EIS) Information Editor



Level of Effort for this step:  0.1 hours (based on time collection data and experience)(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��EIS Information Editor�Check EIS information

NOTE: The time spent on the application each day must be indicated on the route sheet and the weekly activity sheet.

Check EIS information

Route package as appropriate; the route sheet and EIS form are sent to Technical Services



Level of Effort for this step:  0.1 hours (based on time collection data)(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��Technical Services�Enter time and emissions data

End of routing

Level of Effort for this step:  0.2 hours (based on experience)(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)�����

(note: copy and paste the above at the designated spot [****] before filling in  for each subsequent section needed)



� X'CN where X = H' or any other group where a formal     	dissociation may occur.  For example KCN or Ca(CN)2

� Includes mono- and di-ethers of ethylene glycol, diethylene glycol, and triethylene glycol R-(OCH2CH2)n - OR' where

	n = 1, 2, or 3

	R = alkyl or aryl groups

	R' = R, H, or groups which, when removed, yield glycol ethers with the structure: R-(OCH2CH2)n - OH, Polymers are excluded from the glycol category.

� Includes mineral fiber emissions from facilities manufacturing or processing glass, rock, or slag fibers (or other mineral derived fibers) of average diameter 1 micrometer or less.

� Includes organic compounds with more than one benzene ring, and which have a boiling point greater than or equal to 100oC

� A type of atom which spontaneously undergoes radioactive decay.
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