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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 non-storm water general permit.  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 non-storm water general permitting.(name of process here)  Additional processes and/or irregular conditions that could be involved with non-storm water general permitting(name of process here) will be considered independently of this SOP.



The non-storm water general permit program ensures that industrial facilities are complying with Federal and State environmental regulations.  The federal government (EPA) has delegated the administration of the National Pollutant Discharge Elimination System (NPDES) permitting program to the state of Tennessee.  The Division of Water Pollution Control has currently prepared four separate non-storm water general permits including:  underground storage tank coverage, ready-mix concrete plant coverage, hydrostatic test water coverage and water treatment plant coverage.



The applicant requests coverage under the applicable non-storm water general permit and a notice of coverage is then sent to the applicant.  Typical conditions include standard operating and administrative requirements, detailed best management practices programs, and limited monitoring and reporting requirements.



 (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, 129-132, 135-136



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.  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)

“NPDES” means the National Pollutant Discharge Elimination System



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, 1200-4-3-.04 and 1200-4-5-.01.





�

  PROCESS FLOW DIAGRAM





(This portion shall be completed in SmartDraw®, copied, and pasted into this section)�

  PROCESS CHECKLIST



STEP #�ACTIVITY�DATE/INITIAL�MANDATED DUE DATE��1�Application received at EAC����2�Application reviewed for completeness

Incomplete:  returned to permittee (go to step 1)

Complete:  sent to CO����3�Application received in CO����4�Application assigned to permit writer����5�General permit drafted����6�Permit package reviewed����7�Permit package mailed to applicant����



(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��Environmental Assistance Center (EAC) Secretary

�1.  Receive application.

Receive Notice of Intent (NOI) for either Water Treatment Plants, Hydrostatic Test Water, Ready Mixed Concrete Plant, or Underground Storage Tank (UST) Remediation (Appendix C)

Date stamp the NOI

Set up a separate file

Forward NOI to the EAC Environmental Protection Specialist (EPS) or Environmental Specialist (ES)



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

��EAC 
Environmental Protection Specialist (
EPS
)
 or 
Environmental Specialist (
ES
)
�2.  Verify application information.

2a.  If NOI is incomplete the applicant is called and/or the application is returned to the applicant for completion.  When application is returned, EAC EPS or ES repeats review process

2b.  Make site visit if necessary

Check discharge location

Assess stream conditions

Verify actual treatment system

Verify NOI information accurately reflects actual site conditions

2c.  When application is complete it is mailed to the CO Secretary/Clerk



Level of Effort for this step:  0.1 - 7.5 hours (depends on whether site visit is required and complexity of site)



















��
Central Office (
CO
)
 Secretary/Clerk�3.  Receive application.

Receive application

Date stamp application

Assign permit number in series as follows for appropriate category:

Water Treatment Plant Backwash - assign in individual permit series

Hydrostatic Test Water - TNG670001, TNG670002, etc.

Ready Mixed Concrete Plant - TNG110001, TNG110002, etc.

Underground Storage Tank - TNG830001, TNG830002, etc.

Maintain permit logbook from which individual facility permit numbers are assigned

Enter permit facility information in Permit Compliance System (PCS)

Set up files for the permit

Route application file to CO Permit Section Manager



Level of Effort for this step:  0.5 hours (typical time)

��CO Permit Section Manager�4.  Assign permit for processsing.

Give NOI to a CO EPS or ES for processing



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

































��CO EPS or ES�5.  Process application.

Review application

Confirm information with applicant and EAC staff as necessary

Enter facility specific information in electronic database (mailmerge document or FoxPro database)

Prepare documents for specific type of permit

Appropriate general NPDES permit cover page for Filter Backwash and Sedimentation Basin Washwater from Water Treatment Plants, Hydrostatic Test Water, Ready Mixed Concrete Facilities, or Underground Storage Tank Remediation (Appendix D)

Transmittal letter for either Water Treatment Plant, Hydrostatic Test Water, Ready Mixed Concrete Plant or Underground Storage Tank Remediation using appropriate form letter (Appendix B) available electronically on network H drive

Water Treatment Plant Discharges General Permit Limits spreadsheet (Appendix D) only for a Water Treatment Plant General Permit

Preprinted Discharge Monitoring Report (DMR) (Appendix D) only for a Hydrostatic Test Water General Permit

Ready Mixed Concrete Plant Facility Information and PCS Coding Information (Appendix D) only for a Ready Mixed Concrete Plants General Permit

General NPDES Permit for Discharges of Treated Groundwater Associated with UST Remediation (Appendix D) PCS coding sheet only for an Underground Storage Tank Remediation General Permit

Route copy of permit limits page and/or coding information to CO Enforcement & Compliance section for coding limits into PCS



Level of Effort for this step:  0.5 - 4.0 hours (depends on complexity of issues)











��CO Permit Section Manager�6.  Review permit package.

Review permit conditions

If revisions are needed, go back to step 5

6a.  If revisions are not needed, sign transmittal letter

Give permit package to CO Section Secretary



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

��CO Permit Section Secretary�7.  Send general permit (GP) package.

For Water Treatment Plant GP, mail transmittal letter, permit cover page,General NPDES Permit (see General Permit Information Notebook) and spreadsheet with limits to permittee

For Hydrostatic Test Water GP, mail transmittal letter, permit cover page, General NPDES Permit (see General Permit Information Notebook) and preprinted DMR form to permittee

For Ready Mixed Concrete Plant GP, mail transmittal letter, permit cover page, General NPDES Permit (see General Permit Information Notebook) and limits and coding information sheet to permittee

For Underground Storage Tank GP, mail transmittal letter, permit cover page and General NPDES Permit (see General Permit Information Notebook) to permittee

Copy permit package and place in CO files

Send copy of permit package to EAC files



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

��

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