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�  INTRODUCTION



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 the individual National Pollutant Discharge Elimination System (NPDES) and State 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 the issuance of individual NPDES and State Operating permits.(name of process here)  Additional processes and/or irregular conditions that could be involved with individual NPDES and State Operating Permits issuance.(name of process here) will be considered independently of this SOP.



The individual NPDES permit program ensures that facilities discharging effluent into the waters of Tennessee are complying with Federal and State environmental regulations.  The Federal Government (EPA) has delegated the administration of the NPDES permitting program to the State of Tennessee.  The Division of Water Pollution Control is directed to prepare individual NPDES permits for those facilities that discharge effluent to Tennessee rivers, lakes, and streams, (waters of the state).



The document for an individual NPDES permit is customarily 20 - 40 pages in length and contains the terms and conditions under which a facility must operate in order to comply with federal and state regulations.  Typical conditions include individual discharge point (outfall) numerical limitations, narrative standard operating and administrative requirements, and monitoring and reporting requirements.  The permit body is followed by a rationale document which contains a detailed description of the foundation for the requirements contained in the permit itself.



The state operating permit program ensures that  facilities that do not discharge effluent into the waters of  Tennessee, but do have the potential to impact these waters, are complying with federal and state environmental regulations.  EPA established the NPDES permitting program to protect waters of the nation by regulating discharges into those waters. The Tennessee Water Quality Control Act (TWQCA) not only requires regulation for dischargers, but facilities with a potential to cause water pollution as well.   Tennessee’s rules, which implement the TWQCA, direct the Division of Water Pollution Control to prepare state operating permits for such facilities so as to ensure that no water pollution occurs as a result of those activities.



The state operating permit document is customarily 10 pages in length and contains standard terms and conditions under which a permittee must operate in order to comply with federal and state regulations.  Typical conditions include narrative standard operating and administrative requirements and detailed best management practices programs.



The Division of Water Pollution Control currently maintains 5 types of state operating permits, including, pump and haul, land application, collection system, car washes and mobile truck washing.



(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 69-3-101, et seq.



2.2	Tennessee Regulatory Authority

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

Chapter 1200-4



2.3	Federal Statutory Authority

(list all applicable equivalent EPA citations to the rule number, e.g., 33 USC §1342)

33 USC §1342



2.4	Federal Regulatory Authority



(list all applicable equivalent EPA citations to the rule number, e.g., 40 CFR Part 122)

40 CFR, Parts 122-125

40 CFR, Parts 129-132

40 CFR, Part 135

40 CFR, Part 136

40 CFR, Part 401

40 CFR, Part 403

40 CFR, Parts 405-471



2.5	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. Include the date and title of the policy.)

Memorandum of Agreement (Delegation of Authority) between the Environmental Protection Agency and Tennessee Department of Environment and Conservation





�

  DEFINITION OF TERMS

(Define key terms following the format that is presented in the regulations.)

“Major Facility” means a facility which both the EPA and Tennessee recognize as a significant discharger based in part upon criteria including, but not limited to, the volume of discharge, the toxicity potential of the discharge, and the chemical composition of the discharge.  Municipal sewage treatment plants (STPs)  having design flows of 1.0 MGD or greater are also designated as major facilities.



“Minor Facility” means all those facilities which do not meet the minimum requirements for classification as a major facility.



“NPDES” means National Pollutant Discharge Elimination System.



“No Discharge” means state operating permits are otherwise known as no-discharge permits in that the permittee is prohibited from discharging to waters of the state and must conduct certain best management practices to ensure that no such discharges occur.



“Waters of the State” means any and all water, public or private, on or beneath the surface of the ground, which are contained within, flow through, or border upon Tennessee or any portion thereof except those bodies of water confined to and retained within the limits of private property in single ownership which do not combine or effect a junction with natural surface or underground waters.



Further “Definitions” concerning the Water Quality Control Act and the Tennessee Rules pertaining to the duties of the Division of Water Pollution Control may be found at T.C.A. §69-3-103, Rules of Tennessee 1200-4-1.01, Rules of Tennessee 1200-4-3-.04, and Rules of Tennessee 1200-4-5-.01.





�

  PROCESS FLOW DIAGRAM





(This portion shall be completed in SmartDraw®)�

  PROCESS CHECKLIST



STEP #�ACTIVITY�DATE/INITIAL�MANDATED DUE DATE��1�Permits assigned and tracking begun����2�Application package mailed����3�Renewal reminder:

-  Contact applicant

-  Request Director’s Order����4�Application received at EAC����5�Application reviewed in EAC����6�Application received at CO����7�Application processed����8�Manager reviewed file����9�Application reviewed for completeness and need for supplemental information����10�First draft permit and correspondence prepared����11�Supervisor reviewed first draft����12�Comments on first draft received; revisions made����13�Copy of internal draft sent to EAC����14�EAC reviewed internal draft of permit����15�Manager reviewed internal draft of permit����16�Revisions to internal draft permit made and/or external draft permit prepared����17�Draft permit placed on public notice����18�Comments received and reviewed (if there are no comments, go to step 21)����19�Supervisor reviewed revised draft permit and response letters����20�Manager reviewed revised draft permit and response letters (if additional comment period needed, go to step 16)����21�Final permit prepared for issuance����22�Final permit forwarded to Manager����23�Manager signed off I����24�Division Director signed off����25�Manager signed off II����26�Final permit mailed to applicant; copies made����(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��Central Office (CO) Section Manager�Assign permit and begin tracking.

For existing permit, assign to permit writer (EPS, ES) 9 months prior to the expiration date of permit

For new permit, assign upon receipt of plans by CO Municipal Facilities Section (MFS) Plans Review Unit (separate SOP for CO MFS coordination with CO Permit Section) or receipt of an application



Level of Effort for this step:  0.1 hours (estimated)

��CO Permit Clerk�Mail application package.

For existing permit, mail out application package 9 months prior to expiration date of permit

For new permit, mail out 
appropriate
 Application Forms (Appendix D) with Cover Letter (Appendix B)
 when requested to do so



Level of Effort for this step:  0.1 hours (estimated)










































��CO Permit Writers (Environmental Protection Specialist (EPS), Environmental Specialist (ES)) and Section Manager�Renewal reminder process.

3a.  Contact applicant regarding submission of application package

For existing permit, one month before application is due, contact by phone WPC personnel in the appropriate Environmental Assistance Center (EAC) to see if application has been received.  If so, await its arrival in the CO.  If not, contact the applicant by phone and let applicant know that the application is due in one month

For existing permit, two weeks before application is due, contact by phone WPC personnel in the EAC to see if application has been received.  If so, await its arrival in the CO.  If not, contact the applicant by phone and let applicant know that the application is due in two weeks

For existing permit, five days after application is due, contact by phone WPC personnel in the EAC to see if application has been received.  If so, await its arrival in the CO.  If not, prepare a Notice of Violation (NOV) for the CO Section Manager’s signature

For existing permit, 15 - 20 days after NOV, contact by phone WPC personnel in the EAC to see if application has been received.  If so, await its arrival in the CO.  If not, notify the CO Section Manager, go to step 3b.

For new permit, contact applicant prior to start of construction to get application submitted



Level of Effort for this step:  1.0 hours (estimated)



3b.  Request director’s order.

For existing permit, if application has not been received 15 - 20 days after the NOV has been sent out, the CO Section Manager will request a director’s order from the CO Enforcement and Compliance Section (ECS).  This process is covered under a separate SOP

If the application has not been received within 30 days of issuance of the director’s order, the CO Section Manager contacts ECS for further enforcement action (separate SOP)



Level of Effort for this step:  1.0 hours (estimated)

��EAC Secretary�Receive application in EAC.

Date stamp application

Application forwarded to EAC Reviewer (EPS, ES)



Level of Effort for this step:  0.1 hours (typical time)

��Water Pollution Control (WPC) EAC Reviewer (EPS, ES)�Review application.

Review the application for completeness

If application is incomplete, either return application to applicant for completion, or call applicant to obtain necessary information

If resubmittal of application is required, go to step 4; if not, proceed once necessary information is obtained

Determine if new or expanded discharge using 
the Watershed Evaluation and 
Antidegradation
 Policy
 Checklist I (Appendix D)

If new or expanded, refer to WPC EAC Manager and/or WPC EAC Biologist for receiving stream tier and anti-degradation determination (See separate SOP)

Once EAC review is complete, forward a copy of the application and the Antidegradation Checklist I to the CO Permit Section for processing



Level of Effort for this step:  0.3 hours (estimated)

��CO Secretary�Receive application or other required information.

Date stamp application or other submitted information

Forward to CO Permit Section Clerk



Level of Effort for this step:  0.1 hours (typical time)


























��CO Permit Section Clerk�Process application.

For existing permit, log all applications into WPC tracking spreadsheet and log only NPDES applications into EPA’s Permit Compliance System (PCS) database

For new permit, assign permit number and log in application, using new number. NPDES permit numbers are assigned from a list of numbers.  This list is kept by the CO Permit Section Clerk.  State Operating Permit numbers are assigned according to when the application is received.  The first two digits reflect the year.  These digits are followed by a dash and then three more digits.  For example, the first application received for a State Operating Permit in 1998 was assigned the number, 98-001

For existing permit, retrieve existing permit file, insert application in file, and place the permit file in the in-box of the CO Section Manager

For new permit, create new file, insert application in file, and place the permit file in the in-box of the CO Section Manager



Level of Effort for this step:  0.1 - 0.4 hours (typical time)

��CO Section Manager�Review file.

Note receipt of application by comparing to permit tracking database

For existing permit, refer to tracking database to recall permit assignment; review application and highlight any new, important or unusual issues

For new permit, review application and any other related documentation to evaluate type and difficulty to determine appropriate assignment

Assign permit and forward to CO Permit Writer (EPS, ES)

Notify CO Permit Section Clerk via e-mail of permit assignments



Level of Effort for this step:  0.2 hours (typical time)















��CO Permit Writer (EPS, ES)�Review application for completeness and determine need for supplemental information.

9a.  Application is incomplete

Return application to applicant

Receive application at step 4

9b.  Additional information is required

Request specific additional information from applicant

Receive additional information

If application is complete and no additional information is required, go to step 10



Level of Effort for this step:  1.0 hours (typical time)

��CO Permit Writer (EPS, ES)�Prepare first draft permit and related standard correspondence.

Review file for any pertinent issues that need to be addressed



Review
 
Antidegra
dation Policy Checklist 
II
 (Appendix 
D
)


Assemble all pertinent information to be included in the permit and/or the rationale

Prepare the cover letter for the draft permit, pdraft.doc (Appendix B), the cover letter for EPA review (majors only), edraft.doc (Appendix B), and the cover letter for the final permit, pfinal.doc (Appendix B)

Write a memo to the file to document the information assembled necessary for permit development

Develop appropriate limits and monitoring frequencies

For municipal/domestic permits, request sludge language (if necessary) from the CO Permit Section Sludge Coordinator

Request Operator certification level (if necessary) from appropriate individual in CO MFS (separate SOP to be developed)

10a.  For NPDES permits:

Determine any water quality-based limits

For conventional pollutants, request Wasteload Allocation (WLA) from Watershed Management Section
 using Wasteload Analysis Request Form (Appendix D)


For toxics, use toxic limit spreadsheet (note:  for municipal STPs, request toxic limits from CO MFS Pretreatment Unit)

Review 40 CFR and Chapter 1200-4 to determine any applicable technology-based limits

Review Discharge Monitoring Report (DMR) data

Determine and apply any other special conditions (compliance schedules, stream monitoring, etc.) as necessary

10b.  For State Operating permits:

Include appropriate standard language (based on type of permit)

Determine and include any other special conditions (Best Management Practices (BMPs), homeowners’ association requirements, etc.), if necessary

Retrieve the Standard Permit and/or Rationale Templates (Appendix D) then add specific limits and conditions

Proofread permit and rationale for technical accuracy, correct grammar, spelling and punctuation

When draft permit is completed, forward draft and the file to CO Immediate Supervisor (EPS 4, EPS 5, EM 1) for the first review



Level of Effort for this step:  1 - 14 days (12.0 hours estimated average)

��CO Immediate Supervisor (EPS 4, EPS 5, EM 1)�Review permit first draft.

Review file and first draft permit

Provide comments and mark needed revisions

Return permit file and first draft to CO Permit Writer



Level of Effort for this step:  0.5 hours (estimated)

��CO Permit Writer (EPS, ES)�Receive file and comments on permit first draft.

Review any comments from CO Immediate Supervisor

Make necessary corrections and return permit file and revised draft to CO Immediate Supervisor (go back to step 11)

If no revisions, then check the “route to EAC” box on the permit file routing sheet and place the file in the CO Permit Section Clerk’s in-box



Level of Effort for this step:  0.5 hours (estimated)























��CO Permit Section Clerk�Send copy of internal draft permit to EAC.

Mail copy of  internal draft to EAC (go to step 14)

Note date sent to EAC on file tracking sheet

Place file in CO Section Manager’s office for CO Section Managerial review (go to step 15)



Level of Effort for this step:  0.1 hours (typical time)


��WPC EAC Permit Reviewer (EPS, ES)�Review internal draft permit.

Review permit for correctness

Forward a memo to the CO Permit Writer, indicating either that there are no comments or that there are comments that need to be addressed (go to step 16)

Make the appropriate WPC EAC log entries



Level of Effort for this step:  0.2 hours (estimated)

��CO Section Manager�Review internal draft permit.

Review entire file to become familiar with the history of the permit

Purge the file in accordance with the appropriate RDA

Review internal draft permit to determine appropriateness of limits, conditions, content, grammatical correctness, etc.

If corrections are needed, return file to CO Permit Writer with instructions on making the necessary corrections and with a note to return the file to the CO Section Manager on a specific date for the CO Section Manager’s signature on the cover letters to EPA, the permittee (edraft.doc, pdraft.doc, respectively in Appendix B) and for subsequent public notice

If no corrections are required, sign the cover letter for the “draft to applicant” and the cover letter for “EPA review” (EPA letter only if major) and return to CO Permit Writer



Level of Effort for this step:  0.25 hours (estimated)




















��CO Permit Writer (EPS, ES)�Revise internal draft permit and/or prepare external draft permit.

Receive any comments from the EAC (from step 14) and from the CO Section Manager (from step 15) and make appropriate revisions

Permit file is returned to the CO Section Manager for final review of draft permit and for signature on the cover letter to the permittee, pdraft.doc (Appendix B) and, for major permits, signature on the letter to the EPA, edraft.doc (Appendix B), (step 15 above)

If no revisions are necessary, forward the external draft permit and file to the CO Permit Section Clerk for public notice processing



Level of Effort for this step:  0.25 hours (estimated)



��CO Permit Clerk�Place draft on public notice.

Prepare formal public notice for publication

Send copy of announcement to local newspapers

Make 3 copies of the draft permit if the permit is a “minor” facility, 4 copies if it is a “major” facility

One copy is placed in the permit file with the original copy of the external draft; one copy is sent to the EAC; one copy is sent to the applicant; and, if it is a “major” facility, one copy is sent to EPA for their 60 day review

Return permit file to the CO Permit Writer to hold until the public notice comment period is ended



Level of Effort for this step:  0.2 hours (typical time)




































��CO Permit Writer (EPS, ES)�Receive and review comments (if there are no comments, go to step 21).

Review and resolve any comments from the EPA and make revisions to the draft permit if needed

Review any comments from the permittee and make appropriate revisions to the draft permit

Prepare letter for the CO Section Manager’s signature which outlines the specific requests and the Division’s action regarding each

Review any comments from the general public

Prepare response letters as necessary for the CO Section Manager’s signature and if appropriate, make revisions to the draft permit

Route the permit file with the revised permit and any response letters to the CO Immediate Supervisor

If any requests for a public hearing are made, forward any such requests to the CO Immediate Supervisor, including a recommendation as to whether or not a public hearing is warranted

Determine if revisions to the draft permit warrant an additional comment period.  Advise CO Immediate Supervisor of appropriate course of action



Level of Effort for th
is step:  2.0 hours (estimated)


��CO Immediate Supervisor (EPS 4, EPS 5, EM 1)�Review revised draft permit and response letters.

Review revised draft permit and any response letters and mark any necessary corrections

Forward to CO Section Manager



Level of Effort for this step:  0.5 hours (estimated)

��CO Section Manager�Review revised draft permit and response letters.

Review revised draft permit and any response letters and mark any necessary corrections

If a public hearing is appropriate, instruct the CO Permit Writer to schedule one (see separate SOP)

Return permit file and draft permit to CO Permit Writer

If an additional comment period is needed, go to step 16

If an additional comment period is not needed, go to step 21



Level of Effort for this step:  0.5 hours (estimated)

��CO Permit Writer (EPS, ES)�Prepare final permit for issuance.

Note applicant and EPA approval of the external draft permit

Within one month of the scheduled issuance date, place the permit file in the CO Permit Clerk’s file drawer labeled, “to be issued”

Enter the appropriate issuance, effective and expiration dates into the permit tracking database



Level of Effort for this step:  0.2 hours (typical time)

��CO Permit Clerk�Forward permit file to CO Section Manager.

Place permit file in the CO Section Manager’s in-box for signature



Level of Effort for this step:  0.1 hours (
typical time)


��CO Section Manager�Permit review and minor permit (including State Operating Permit) sign-off.

Review permit for completeness and accuracy

Check the issuance, effective and expiration dates on the cover page with those in the permit tracking database

For minor NPDES and all State Operating Permits, sign the cover letter, pfinal.doc (Appendix B) and the permit

Forward all non-major permit files to the CO Permit Section Clerk, go to step 26

Forward the major NPDES permit files to the Division Director



Level of Effort for this step:  0.3 hours (estimated)

��CO Division Director�Major permit review and sign-off.

Review permit

Sign first page of the permit

Return file to the CO Section Manager



Level of Effort for this step:  0.1 hours (estimated)
















��CO Section Manager�Major permit cover letter sign-off.

Receive permit file with the signed permit

Sign cover letter, pfinal.doc (Appendix B)

Forward permit file to the CO Permit Section Clerk



Level of Effort for this step:  0.2 hours (estimated)

��CO Permit Clerk�Final permit action.

Make copies of signed permit for the appropriate WPC EAC, for the official file, and, for those instances where the discharge may have an impact on a neighboring state, for the appropriate state water pollution control agency

Mail the copies

Remove the sample DMR from the permit file and forward it to the CO ECS so that the appropriate data can be input to the EPA’s permit compliance system (PCS) database (a separate SOP is to be developed for this activity)

Make the necessary log entries in the appropriate databases

Return the permit file to the file room



Level of Effort for this step:  0.5 hours (estimated)��
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