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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 Minor, Conditional Major, and Title V 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 Minor, Conditional Major, and Title V permits.(name of process here)  Additional processes and/or irregular conditions that could be involved with Minor, Conditional Major, and Title V permits(name of process here) will be considered independently of this SOP.



Tennessee Rule 1200-3-9-.01(1)(a) requires a construction permit be obtained before beginning the construction or modification of an air contaminant source which may result in the discharge of air contaminants. A new air contaminant source or an existing air contaminant source that qualifies as a modification must apply for a construction permit on forms available from the Division. Application for a Minor, Conditional Major, and Title V construction permits (Non PSD permit) must be made no later than ninety (90) days prior to the estimated starting date of construction (Rule 1200-3-9-.01(1)(b). 



The objectives of construction permits include: (1) protection of public health and welfare, (2) harmonization of the mutual goals of economic growth and clean environment, and (3) enhancement, protection, and preservation of air quality in areas of special natural recreational, scenic, and historic value, such as the Great Smoky Mountains. These objectives are accomplished prior to actual construction by ensuring compliance with all applicable rules and regulations. Describe the specific process & it’s purpose in lay terms.)

(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)

T.C.A. Section 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-.01





2.3	Federal Statutory Authority

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

42 USC 7410

42 USC 7661a-7661e



2.4	Federal Regulatory Authority

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

40 CFR 51

40 CFR 52



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)



“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:



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



(ii)	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.



“AP-42” means a compilation of air pollutant emission factors developed by the Emission Factor and Inventory Group (EFIG), in the U.S. Environmental Protection Agency’s (EPA) Office of Air Quality Planning and Standards (OAQPS).



“AP-42 Emission factors” means a representative value that attempts to relate the quantity of a pollutant released to the atmosphere with an activity associated with the release of the pollutant.



“Conditional major source” means 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.



“Greenfield” means a contiguous area under common control that is an undeveloped site.



“Hazardous Air Pollutant” (HAP) means any air pollutant listed in or pursuant to section 112(b) of the Clean Air Act (42 U.S.C. 7401 et seq., as amended by Pub L. 101-549, 104 Stat. 2399).



“Hazardous Organic NESHAPS” (HON) means standards for the emission of HAPs from the Synthetic Organic Chemical Manufacturing Industry (SOCMI) facilities promulgated by the Administrator of the Environmental Protection Agency and published in the Federal Register ( 57 FR 62607).



“Legally enforceable” means all limitations and conditions which are enforceable by the Administrator/Technical Secretary, including:



(i)	requirements developed pursuant to any new source performance standards (NSPS) or national emission standards for hazardous air pollutants (NESHAPS)



(ii)	requirements within any applicable federally-approved State implementation plan, and



(iii)	any requirements contained in a permit issued pursuant to federal Prevention of Significant Deterioration regulations (40 CFR 52.21), or pursuant to PSD or operating permit provisions in a SIP which has been federally approved in accordance with 40 CFR 51 Subpart I.



"Major source" means any stationary source (or any group of stationary sources that are located on one or more contiguous or adjacent properties, and are under common control of the same person [or persons under common control]) belonging to a single major industrial grouping and that are described in subparts (i), (ii), (iii) or (iv) of this definition.  For the purposes of defining "major source," a stationary source or group of stationary sources shall be considered part of a single industrial grouping if all of the pollutant emitting activities at such source or group of sources on contiguous or adjacent properties belong to the same Major Group (i.e., all have the same two�digit code) as described in the Standard Industrial Classification Manual, 1987.



(i)	A major source under section 112 of the Federal Act, which is defined as:



(I)	For pollutants other than radionuclides, any stationary source or group of stationary sources located within a contiguous area and under common control that emits or has the potential to emit, in the aggregate, 10 tons per year (tpy) or more of any hazardous air pollutant which has been listed pursuant to section 112(b) of the Federal Act, 25 tpy or more of any combination of such hazardous air pollutants, or such lesser quantity as the Administrator may establish by rule.  Notwithstanding the preceding sentence, emissions from any oil or gas exploration or production well (with its associated equipment) and emissions from any pipeline compressor or pump station shall not be aggregated with emissions from other similar units, whether or not such units are in a contiguous area or under common control, to determine whether such units or stations are major sources; or



(II)	For radionuclides, "major source" shall have the meaning specified by the Administrator by rule.



(ii)	A major stationary source of air pollutants, as defined in section 302 of the Federal Act, that directly emits or has the potential to emit, 100 tpy or more of any air pollutant (including any major source of fugitive emissions of any such pollutant, as determined by rule by the Administrator).  The fugitive emissions of a stationary source shall not be considered in determining whether it is a major stationary source for the purposes of section 302(j) of the Federal Act, unless the source belongs to one of the following categories of stationary sources:



(I)		Coal cleaning plants (with thermal dryers);



(II)		Kraft pulp mills;



(III)		Portland cement plants;



(IV)		Primary zinc smelters;



(V)		Iron and steel mills;



(VI)		Primary aluminum ore reduction plants;



(VII)		Primary copper smelters;



(VIII)		Municipal incinerators capable of charging more than 250 	tons of refuse per day;



(IX)		Hydrofluoric, sulfuric, or nitric acid plants;



(X)		Petroleum refineries;



(XI)		Lime plants;



(XII)		Phosphate rock processing plants



(XIII)		Coke oven batteries;



(XIV)		Sulfur recovery plants;



(XV)		Carbon black plants (furnace process);



(XVI)		Primary lead smelters;



(XVII)		Fuel conversion plants;



(XVIII)	Sintering plants;



(XIX)		Secondary metal production plants;



(XX)		Chemical process plants;



(XXI)		Fossil�fuel boilers (or combination thereof) totaling more 	than 250 million British thermal units per hour heat input;



(XXII)		Petroleum storage and transfer units with a total storage 	capacity exceeding 300,000 barrels;



(XXIII)	Taconite ore processing plants;



(XXIV)	Glass fiber processing plants;



(XXV)		Charcoal production plants;



(XXVI)	Fossil�fuel�fired steam electric plants or more than 250 	million British thermal units per hour heat input; or



(XXVII)	All other stationary source categories regulated by a 	standard promulgated under section 111 or 112 of the Act, 	but only with respect to those air pollutants that have been 	regulated for that category;



(iii)	A major stationary source as defined in part D of title I of the Federal Act, including:



(I)	For ozone nonattainment areas, sources with the potential to emit 100 tpy or more of volatile organic compounds or oxides of nitrogen in areas classified as "marginal" or "moderate," 50 tpy or more in areas classified as "serious," 25 tpy or more in areas classified as "severe," and 10 tpy or more in areas classified as "extreme"; except that the references in this paragraph to 100, 50, 25, and 10 tpy of nitrogen oxides shall not apply with respect to any source for which the Administrator has made a finding, under section 182(f)(1) or (2) of the Federal Act, that requirements under section 182(f) of the Federal Act do not apply;



(II)	For ozone transport regions established pursuant to section 184 of the Federal Act, sources with the potential to emit 50 tpy or more of volatile organic compounds;



(III)	For carbon monoxide nonattainment areas (1) that are classified as "serious," and (2) in which stationary sources contribute significantly to carbon monoxide levels as determined under rules issued by the Administrator, sources with the potential to emit 50 tpy or more of carbon monoxide; and



(IV)	For particulate matter (PM�10) nonattainment areas classified as "serious," sources with the potential to emit 70 tpy or more of PM�10.



(iv)	For purposes of these regulations, a research and development facility may be treated as a separate source from other stationary sources that are located on a contiguous or adjacent property and are under common control.  However, all activities claimed by an applicant to be research and development at the contiguous or adjacent property shall have their emissions aggregated as a single source for the purposes of determining whether or not the research and development activities constitute a major source.



“Maximum Achievable Control Technology” (MACT) means the emission limitation reflecting the maximum degree of reduction in emissions of hazardous air pollutants (including a prohibition on such emissions, where achievable) that the Technical Secretary taking into consideration the cost of achieving such emission reductions, and any non-air quality and environmental impacts and energy requirements, determines is achievable by sources in the category or subcategory to which such emission standard applies.



“Minor source” means any source or group of sources located within a contiguous area, and under common control which is not a major source.



“Modification” means 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:



(i)	Routine maintenance, repair, and replacement shall not be considered physical changes, and



(ii)	The following shall not be considered a 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.



(iii)	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.



“National Ambient Air Quality Standard” (NAAQS) means any ambient standard for an air contaminant promulgated by the Administrator of the Environmental Protection Agency and published in the Code of Federal Regulations.



“National Emission Standards for Hazardous Air Pollutants” (NESHAP) are standards for the emission of hazardous air pollutants promulgated by the Administrator of the Environmental Protection Agency and published in the Federal Register.



“New Source Performance Standards” (NSPS) means a standard for the emission of an air contaminant promulgated by the Administrator of the Environmental Protection Agency and published in the Federal Register.



“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 criteria pollutants are found in Chapter 1200-3-3, Table 1. 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 a pollutant under its physical and operational design.  Any physical or operational limitation on the capacity of the source to emit a 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 or the effect it would have on emissions is legally enforceable.  Secondary emissions do not count in determining the potential to emit of a stationary source.



“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)}.



“Title V” is the operating program required by the Federal 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).





�

  PROCESS FLOW DIAGRAM





(This portion has been completed in SmartDraw®, and is a separate document.)�	PROCESS CHECKLIST:	CONSTRUCTION PERMIT SYSTEM ROUTE SHEET





LOG NUMBER(S):  ________________________________	COMPANY NUMBER:  _________________________



COMPANY NAME:  ________________________________	POINT DESCRIPTION:  ________________________



SOURCE TYPE:	� FORMCHECKBOX �� NEW CONSTRUCTION		� FORMCHECKBOX �� TITLE V			� FORMCHECKBOX �� PROCESS

			� FORMCHECKBOX �� MODIFICATION			� FORMCHECKBOX �� COND. MAJOR		� FORMCHECKBOX �� FUEL-BURNING

								� FORMCHECKBOX �� MINOR			� FORMCHECKBOX �� INCINERATOR



�REQUIRED ACTION(S)�DATE�INITIAL�PERMIT PROCESS DATA�COMMENTS����In�Out��(DATE / TIME SPENT)���2

ASA�Log Application into Permit Database;

Copy of Appl. Sent to Field?   Yes� FORMCHECKBOX ��   No� FORMCHECKBOX �����������3

Engr. _____�Evaluation of Application, Preparation

of “30-day” Letter and Public Notice���������4

MET�Model, if necessary  (Fluorine, HCl)���������5

Engr. _____�Preparation of Draft Permit

(Note:  This item may be repeated)���������6

Sup. _____�Review (& Correction) of Draft Permit

(Note:  This item may be repeated)���������7

clerk�Proofread for Typos, Grammar, etc.  If OK, then Stamp, Copy, Distribute, File, and Mail���������8

Engr. _____�Final Corrections, if necessary���������9

Clerk�Stamp, Copy, Distribute, File, and Mail���������10

ASA�Update Permit Database

(Send to ENFOR. only if Title V variance)���������11

ENFOR.�Update Enforcement Database, if necessary���������12

T. Services�Update EIS Database���������13

FEES�Update Fees Database���������14

CLERK�Remove Route Sheet and Send to Airship; Send Remaining Permit Package to Fileroom���������15

T. Services�Check Route sheet for Proper Completion���������

MILESTONES  (Mark those that apply)



Check below�Description of Event�Date of Event��Check below�Description of Event�Date of Event���Package Received by APC Division����Draft Permit Faxed to Company����“30-Day” Letter or Exemption Letter issued����Town Hall Meeting����Public Notice Published����Public Hearing����Additional Information Received (notify ASA)����Permit Issuance����Completeness Date (if differs from received date)�������

(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 permit application

Log application into computer data base “Maillog”

If application package includes a payment for construction permit fees, place application and payment in an envelope for fee section review, go to step 2

Place application not accompanied by a payment for construction permit fees in outgoing mail box, go to step 3



Level of Effort for this step:  0.2 hours (Estimation method: Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��Fee Personnel�Review permit application

Log construction permit fees into computer data base

Place permit application that was accompanied by  payment for construction permit fees in “Triage” “In”  box

Deposit check into bank account



Level of Effort for this step:  0.75 hours (Estimation method: Judgment)

(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 that does not include a payment for construction permit fees in “Triage” “In” box



Level of Effort for this step:  0.05 hours (Estimation method: Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��Administrative Services Assistant (ASA)�Begin completing Route Sheet and Triage Form

Collect permit applications from “Triage” “In” box

Complete both the “Triage” form and the Route sheet and attach to permit application

Complete on the Route sheet:  company name, company number, date application was received by Air Pollution Control (APC), etc. (See Route Sheet, Section 5)

Check appropriate box for the category “Source Type” on the Route sheet if company already exists in the database

Complete on the “Triage” form (Attachment #1, Appendix D): company name, company number, date, facility category, application type

4A. Transfer Confidential Business Information to the Program Chief

Return permit application to “Triage” box



Level of Effort for this step:  0.1 hours (Estimation method: Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��ASA�Arrange 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:  0.1 hours (Estimation method: Judgment)

(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 EPS from Operating Permit Program using the criteria in 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

Construction permit applications are reviewed and assigned by the EPS(s) from the NSR Program using the criteria in the Triage Assignment List. Comments as appropriate are made on the “Triage” form

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

Leader /ASA completes “APC Triage Monthly Data” form (Attachment # 2, Appendix D)

Leader transfers all documents to ASA for logging



Level of Effort for this step:  0.1 hours (Estimation method: Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��ASA (Permitting)�Logging and Copying

Assign a log number to the application and complete on the Route Sheet accordingly

Log application into data base system

Distribute application to EPS, and regional environmental assistance center



Level of Effort for this step:  0.3 hours (Estimation method: Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��Environmental Protection Specialist (EPS)�Permit application completeness review

Pick permit application from mail box

Review permit application for missing items- signatures, material safety data sheets, missing data from completed Air Pollution Control (APC) forms, etc.(See Appendix C)

Determine if permit applicant’s emission estimation methodology was based on sound engineering principles

If not estimate emissions

If based on sound engineering principles determine appropriate fee for construction permit application per Rule 1200-3-26-.02(5) using the increase in allowable emissions if minor source or conditional major. If not minor or conditional major, go to 8C

If minor source or conditional major, determine if application was accompanied by the appropriate construction permit fees based on the applicant’s declared allowable emissions or the emissions estimated by the EPS. If so, go to 8A, if not, go to 8B

8A. If application is accompanied by the correct construction permit fee and no other deficiency exists in the application, send a letter to the permit applicant (Form Letter APC 105, Appendix B) informing applicant that application is complete within thirty (30) days of the receipt of the permit application per Rule 1200-3-26-.02(4)(d)



8B. If application is deficient, send a certified letter informing the permit applicant of the deficiency (Form Letter APC 104, Appendix B) for minor sources or conditional major.

Note: Application is deemed complete after thirty (30) days of receipt of permit application if completeness determination is not made

If source is Title V, construction permit fees are not charged

Note: A Greenfield source/facility must pay construction permit fees, irrespective of whether its potential to emit qualifies it as a Title V source

8C. If a Title V source’s construction permit application is deficient, send a certified letter (Form Letter APC 103, Appendix B) within thirty (30) days of the receipt of the permit application informing the permit applicant of the deficiency per Rule 1200-3-26-.02(4)(d)

8D. If a permit applicant does not respond within one hundred eighty (180) days of receiving notice from the Division that the permit application is incomplete, the permit application is denied and all construction permit fees paid are forfeited per Rule 1200-3-26-.02(4)(d)2. If after receiving notice from the Division that the permit application is incomplete, the permit applicant is notified by certified mail that its corrected application is still deficient, the permit applicant has the remainder of the one hundred eighty (180) day period to correct any deficiencies. Otherwise, the permit application is denied and all construction permit fees are forfeited per Rule 1200-3-26-.02(4)(d)4.

Note: Return permit application to applicant (Form Letter APC 108, Appendix B) via certified mail if applicant does not remove deficiency within one hundred eighty (180) day period of receiving first notice that its permit application is incomplete.

8E. If the permit applicant removes all deficiencies within one hundred eighty (180) days of receiving notice from the Division, send a letter (Form Letter APC 106, Appendix B) to the applicant



Level of Effort for this step:  2.0 hours (Estimation method: Work load analysis, and Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��EPS�Draft public notice per Rule 1200-3-9-.01(1)(h)

Review permit application

Determine if permit applicant’s source is new or a modification of an existing source

Draft public notice

Transfer draft public notices to EPS in charge of public notice publication

EPS in charge of publication compiles all drafts into a single document

EPS in charge sends an electronic copy of the public notice document to the Tennessee Press Service bulletin board. EPS also sends a hard copy via fax

EPS in charge sends an electronic copy of the public notice document to the Department’s web page, the Division’s bulletin board, and the regional Environmental Assistance Center (EAC)

EPS in charge updates the construction permit data base



Level of Effort for this step:  1.0 hours (Estimation method: Work load analysis, and Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��EPS/Meteorologist�Draft permit preparation

Review permit application thoroughly

Determine what type of process is involved - rock crushing, surface coating, chemical manufacturing, woodworking, fuel burning, etc.

Identify pollutants likely to be emitted given the process

Determine applicable state rule(s)

Determine if source is subject to state New Source Performance Standards (NSPS), and National Emission Standards for Hazardous Air Pollutants (NESHAPS)

Determine if source is subject to federal NSPS, NESHAPS, Hazardous Organic NESHAPS (HON), Maximum Achievable Control Technology (MACT), etc.

Determine if emission estimates provided by company are based on sound engineering principles

Did applicant base emission estimates on Division Rules, for example, Chapter 7 for particulate matter, and Volatile Organic Compounds (VOCs) or Chapter 14 for sulfur dioxide?

Did applicant derive emission estimates from stack testing?

Did applicant base emission estimates on AP-42?

Did applicant base emission estimates on NSPS and NESHAP standards?

Did applicant correctly interpret the rules and/or standards?

If emission estimates are not based on sound engineering principles, estimate the emissions

Determine if emissions from the source/facility includes Hydrogen Chloride (HCl), and/or Fluorine expressed as HF

If so, send application package to Meteorologist for modeling to assess air quality impact

Does the concentration of HCl and/or Fluorine expressed as HF exceed the Tennessee Ambient Air Quality Standards?

If yes, recommend that the permit application be denied

Inform the applicant of decision to deny and ask for any clarifications, where appropriate

If no, recommend that the permit application be issued baring other deficiencies

Return the application package to the EPS

Schedule a plant visit for an engineering walk-through if necessary and applicable

Determine if source/facility is subject to a Notice of Violation (NOV)

If so, issue an NOV (Form Letter APC 44, Appendix B)

Note: Enforcement action applies to sources constructing without a valid permit or waiver on or after April 16, 1986. However, sources subject to NSPS, NESHAPS, or PSD are always subject to enforcement action regardless of whether they began construction on or before April 16, 1986 (Attachment #3, Appendix D)

Complete the relevant sections of the form “New Source Permitting and Enforcement Joint Checklist” (Attachment #4, Appendix D)

Determine if source is subject to the Prevention of Significant Deterioration (PSD) review based on source’s and/or facility’s emission levels

If so, see SOP for PSD construction permits

Determine if source/facility is Title V, Conditional Major, or Minor

If source/facility is Title V, determine if source is opting for a regular Title V construction permit or an enhanced New Source Review permit

If regular Title V construction permit, draft permit

If company has elected the Enhanced New Source Review route,

Review company files if company is an existing facility

Review most recent annual inspection

Prepare a preliminary draft permit incorporating a means for demonstrating compliance into the permit

If source/facility is a conditional major or has opted to become a conditional major,

Review company files if company is an existing source

Determine if facility is still a conditional major source/facility

Note: Complete the form “Title V Company Information Form” (Attachment #5, Appendix D) if facility’s potential to emit qualifies it as a Title V or source can no longer maintain its Conditional Major status

Prepare a preliminary draft permit incorporating a means for demonstrating compliance into the permit

If source/facility is subject to Maximum Achievable Control Technology (MACT) {112(g)},

Determine if source/facility properly completed MACT determination application

Notify applicant in writing within forty five (45) days from when application was first received whether the MACT application is complete or additional information is required

Notify applicant of initial approval of the recommended MACT emission limitation or intent to disapprove the application within thirty (30) calendar days after the applicant is notified in writing that the application is complete

Ensure that the MACT emission limitation or MACT requirements recommended by the applicant and approved is no less stringent than the emission control achieved in practice by the best controlled similar source, as determined by the Division

Note: Applicant may within sixty (60) calendar days after receipt of notice of intent to disapprove, submit additional information or arguments for consideration before a final decision to disapprove the application is made

Notify applicant in writing and specify the grounds on which final disapproval of application is based within ninety (90) days after first informing the applicant of an intent to disapprove or within 30 days after additional information is received from the applicant, whichever is earlier

Ensure that the construction permit includes:

A MACT emission limitation or work practice standard to control the emissions of HAP

Additional emission limits, production limits, operational limits, etc. to ensure that permit is enforceable both at the federal and state levels

Compliance certifications, testing, monitoring, reporting and record keeping requirements consistent with Rule 1200-3-9-.02(11)(e)3 of the Tennessee Air Pollution Control Regulations

Monitoring that is capable of demonstrating continuous compliance

Condition specifying that if construction or reconstruction has not commenced within eighteen (18) months of issuance of permit, permit shall expire unless an extension not exceeding an additional twelve (12) months has been granted

Provide opportunity for public comment on the MACT construction permit, including, at a minimum:

Availability for inspection in at least one location in the area affected of the information submitted by the applicant and the Technical Secretary’s decision to approve the application

A thirty (30) day period for submittal of public comment

A notice in a local newspaper of the location of the source information and the Technical Secretary’s initial decision to approve the application

If source/facility is minor,

Review company files if company is an existing facility

Review most recent annual inspection if available

Draft a permit



Level of Effort for this step:  25.0-30.0 hours (Estimation method: Work load analysis, and Judgment. Note: This number does not include time spent on 112(g) program)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��EPS Supervisor�Review draft construction permit (Minor source, Conditional Major source, Title V source, MACT source, and Enhanced New Source Review source)

Check calculations to make sure they are based on sound engineering principles

Have  corrected any mistake in calculation

Have corrected any mistake in rule interpretation

Have corrected any typographical errors in the draft permit

Have corrected any mistake in the emission summary report (Attachment #6, Appendix D) accompanying the draft permit

Have corrected any mistake in the Emission Inventory System (EIS) sheet (Attachment #7, Appendix D) accompanying the draft permit

Return application package to EPS for corrections, if necessary



Level of Effort for this step:  1.0 hours (Estimation method: Work load analysis, and Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��EPS�Construction permit preparation continued

Correct any errors in draft construction permit package identified by supervisor

Stamp “Proposed” on the corrected draft construction permit

If facility is minor, conditional major, or Title V,

Fax the draft construction permit to the applicant for comments. 

Note: EPS may fax the draft construction permit to the applicant, if source/facility is minor source. Also, fax draft construction permit if source is conditional major to the appropriate regional Environmental Assistance Center manager for comments.

If source has opted for Enhanced New Source Review

Make sure that the preliminary draft permit incorporates a means for demonstrating compliance

Visit facility and conduct an engineering tour of facility

Review every condition in the preliminary draft permit with the permittee

Make corrections to the preliminary draft permit and stamp “Proposed”

Draft the public notice and accompanying certified letter to the company

Draft the letters to be sent to the EPA, local programs, regional Environmental Assistance Center, local public library, affected states and Indian reservations within 50 miles of the facility



Level of Effort for this step:  3.0 hours (Estimation method: Work load analysis, and Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��EPS�Final construction permit preparation for minor sources, conditional major sources and Title V sources

Inform supervisor and ask for opinion on the comments from applicant, and regional Environmental Assistance Center

Correct the draft construction permit, incorporating comments from the applicant, and regional environmental assistance center, if appropriate

Make a copy of final permit and initial

Do comments from the general public warrant a town hall meeting?

If yes, set a time and date for the town hall meeting and inform the general public, the applicant, and the EAC responsible for that region

Hold town hall meeting

If conditional major, hold public hearing if necessary

Respond to comments from town hall meeting and or public hearing

Revise permit if necessary following town hall meeting and or public hearing



Level of Effort for this step:  1.0 hours (Estimation method: Work load analysis, and Judgment. Note: This number does not include time spent during town hall meeting and or public hearing)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��EPS Supervisor�Review construction permit

Initial copy of final permit

Place permit in Clerk’s “In” box



Level of Effort for this step:  0.5 hours (Estimation method: Work load analysis, and Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��Clerk�Mail permit (excluding MACT, and Enhanced New Source Review permits)

Is applicant on the delinquency list?

If yes, do not mail permit, otherwise

Date stamp permit

Signature stamp permit

Make copies and distribute permit

Mail original (date and signature stamped) permit to applicant

Level of Effort for this step:  0.5 hours (Estimation method: Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��Clerk�Mail proposed permit for MACT, and Enhanced New Source Review

Mail proposed permit and other letters to all affected parties



Level of Effort for this step:  0.1 hours (Estimation method: Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��EPS�Final review of MACT or Enhanced New Source Review permit 

Make sure that thirty (30) days have elapsed since public comment period began

If Enhanced New Source Review, hold public hearing if requested

If no adverse comments, issue permit

If adverse comments are received, revise construction permit incorporating any comments from interested parties where appropriate

Have supervisor review revised permit

If Enhanced New Source Review permit, inform interested parties of change(s) to proposed permit

If MACT permit, send a copy of the final construction permit, notice of approval, etc. to the Administrator through EPA Region IV office

Send permit package to Clerk



Level of Effort for this step:  1.5 hours (Estimation method: Work load analysis, and Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��Clerk�Mail MACT or Enhanced New Source Review permit

Is applicant on the delinquency list?

If yes, do not mail permit, otherwise

Date stamp permit

Signature stamp permit

Make copies and distribute permit

Mail original (date and signature stamped) permit to applicant

Send permit package to ASA (permitting)



Level of Effort for this step:  0.1 hours (Estimation method: Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��ASA (permitting)�Update permit data base

Log into computer data base “Issue” and “Expiration” date

If Title V variance, send permit package to Enforcement Program.

Otherwise, send to EIS for update



Level of Effort for this step:  0.1 hours (Estimation method: Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��Emission Inventory System �Update EIS data base

Check and enter EIS data into data base

Send permit package to Fee Program



Level of Effort for this step:  0.1 hours (Estimation method: Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��Fees�Update fee data base

Enter new allowable into data base

Send permit package to Clerk



Level of Effort for this step:  0.1 hours (Estimation method: Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��Clerk�Separate permit application package

Remove Route Sheet from permit package and send to Technical Services

Send remaining permit package to Fileroom



Level of Effort for this step:  0.1 hours (Estimation method: Judgment)

(level of effort documents the amount of time to complete this step without interruptions, e.g. .4, or 1.5)��Technical Services�Update time data base

Check Route Sheet for proper completion

Enter time from Route Sheet into data base



Level of Effort for this step:  0.1 hours (Estimation method: Judgment)

(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)

REVISED: JULY 26, 1999
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