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�DIVISION OF WATER POLLUTION CONTROL

SOP EVALUATION INSTRUCTIONS







As the SOPs are used, it will become apparent that changes or improvements are needed.  Specific recommendations for improvements or changes, along with the following information, should be sent to the address below.



		Specific Permit Process

		Effective Date

		Section(s) and Page Number(s)

		Your Name, Division, e mail Address, Address, Phone Number













Send Comments to:		� FORMTEXT ��–––––� [SOP Manager]

				

				� FORMTEXT ��–––––� [Division Specific Address]

				

				e mail address: � FORMTEXT ��–––––�



�  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 Aquatic Resource Alteration Permit and §401 Water Quality Certifications.(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 Aquatic Resource Alteration Permits and §401 Water Quality Certifications.(name of process here)  Additional processes and/or irregular conditions that could be involved with these permits(name of process here) will be considered independently of this SOP.



Aquatic Resource Alteration Permits are required for many types of work in streams and wetlands which are classified as Waters of the State.  In many instances approvals are also required from the U.S. Army Corp of Engineers.  When the Corps of Engineers processes an individual §401 permit under the Federal Clean Water Act, the State’s water quality permit is its §401 water quality certification.  Projects requiring a State water quality permit for alterations which are not subject to direct regulation by the Corps of Engineers are authorized by an Aquatic Resource Alteration Permit (ARAP).



The goal of the Aquatic Resource Alteration Permit program is to assure that projects which alter the physical, chemical, bacteriological, biological, or radiological properties of waters of the State do not significantly harm the ability of the water to support use classifications such as fish and aquatic life, irrigation, recreation, and livestock watering and wildlife.



(Describe the specific process & it’s purpose in the most general terms possible.)



�  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 69-3-108



2.2	Tennessee Regulatory Authority

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

Chapter 1200-4-7-.01

Chapter 1200-4-1

Chapter 1200-4-11



2.3	Federal Statutory Authority

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

33 USC 1344



2.4	Federal Regulatory Authority



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

33 CFR, Parts 320 through 330



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.)

Policy regarding Alterations of State Waters Involving Culverts

Policy Memorandum concerning the Tennessee Department of Transportation (WKS 8/20/96)





�

  DEFINITION OF TERMS

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

“Aquatic Resource Alteration Permit” (ARAP) means water quality permits for activities which typically involve the direct, physical alteration of waters of the State.



“General Permit” means a previously promulgated authorization for a category of activity along with standardized protective conditions, which allow for expedited approval of covered alterations.



“Individual Permit” means a project specific permit (either an Aquatic Resource Alteration Permit or §401 Certification) for the alteration of waters of the State.



“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 relevant definitions may be found in The Tennessee Water Quality Control Act of 1977, Section 69-3-103 and in Chapters 1200-4-3-.04 and 1200-4-7-.01 of the Rules of the Division of Water Pollution Control.





�

  PROCESS FLOW DIAGRAM





(This portion shall be completed in SmartDraw®)�

  PROCESS CHECKLIST



STEP #�ACTIVITY�DATE/INITIAL�MANDATED DUE DATE��1�Application received����2�Coordinator assigned����3�Application distributed����4�Initial processing����5�Natural Heritage review����6�Permit processing����7�General permit applicable����8�QA & QC review����9�Final review and signature����10�General permit mail out����11�Individual permit required����12�Site visit made����13�Permit determination����14�Public notice mail out����15�Comments evaluated����16�Public hearing����17�Final permit processing����18�QA & QC review����19�Final review and signature����20�Individual permit mail out����

(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) or Environmental Assistance Center (EAC) Front Desk�Application intake.

Date stamp Application for Aquatic Resource Alteration Permit (Appendix C)

Log into tracking system

Log check and deliver to fee processor if included

Set up file and deliver to CO Program Manager



Level of Effort for this step:  1.0 hours (based on estimate of typical time requirements by management observation)

��CO or EAC Program Manager�Assign permit coordinator.

Make cursory review of application

If application received in EAC, determine if CO to process as individual permit; if so, route to CO at step 3

If application received in CO, determine if EAC to process as general permit; if so, route to EAC at step 3

Assign to permit coordinator

Return to CO or EAC Front Desk



Level of Effort for this step:  0.1 hours (based on estimate of typical time requirements by management observation)

��CO or EAC Front Desk�Application distribution.

Log in permit coordinator

Distribute file to CO or EAC Permit Coordinator



Level of Effort for this step:  0.2 hours (based on estimate of typical time requirements by management observation)



















��CO or EAC Permit Coordinator�Initial application processing.

Review application for completeness

4a.  If incomplete, write request for additional information

When application is complete, review Natural Heritage database

If Natural Heritage is not a problem, go to step 6

If Natural Heritage appears to be a problem, route site information to Natural Heritage Staff, go to step 5



Level of Effort for this step:  3.0 hours (based on estimate of typical time requirements by management observation)

��CO Natural Heritage Staff�Natural Heritage review.

Use database to review for endangered species at application site

Route response to CO or EAC Permit Coordinator



Level of Effort for this step:  0.5 hours (based on estimate of typical time requirements by management observation)

��CO or EAC Permit Coordinator�Permit processing.

Review Natural Heritage information

Determine whether General Permit is applicable

If General Permit is applicable, go to step 7

If individual permit is needed, go to step 11

If application is in EAC when decision is made that individual permit is needed, route application to CO Front Desk at step 1



Level of Effort for this step:  1.0 hours (based on estimate of typical time requirements by management observation)























��CO or EAC Permit Coordinator�Prepare General Permit.

7a.  If application is in CO, coordinate site visit if necessary, go to step 12

If application is in EAC, visit site if necessary, go to step 12

Evaluate results of site visit

Prepare appropriate General Permit authorization letter (Appendix B)

Complete tracking sheet

Route to CO or EAC QA & QC Reviewer



Level of Effort for this step:  2.0 hours (based on estimate of typical time requirements by management observation)

��CO or EAC QA & QC Reviewer�QA & QC review.

Review authorization letter for consistency and correctness

Route to CO or EAC Program Manager



Level of Effort for this step:  0.2 hours (based on estimate of typical time requirements by management observation)

��CO or EAC Program Manager�Final review and signature.

Review and sign authorization letter

Return to CO or EAC Front Desk



Level of Effort for this step:  0.1 hours (based on estimate of typical time requirements by management observation)

��CO or EAC Front Desk�General Permit mail out.

Complete final logging

Make necessary copies

Mail permit to permittee

Send copies of permit to EAC

File

<END>



Level of Effort for this step:  0.25 hours (based on estimate of typical time requirements by management observation)









��CO Permit Coordinator�Prepare individual permit.

If site visit is necessary, coordinate with EAC staff, go to step 12

If site visit is not necessary go to step 13



Level of Effort for this step:  2.0 hours (based on estimate of typical time requirements by management observation)

��EAC Staff�Visit site.

Go to site

Document existing conditions

Evaluate proposed impacts

Report findings by phone or memo to CO or EAC Permit Coordinator

For General Permit, go to step 7

For individual permit, go to step 13



Level of Effort for this step:  10.0 hours (based on estimate of typical time requirements by management observation)

��CO Permit Coordinator�Permit determination.

Evaluate EAC input

Develop tentative determination

Prepare public notice

Prepare draft permit or denial rationale

Present to staff at public notice review meeting

Give public notice to CO Front Desk



Level of Effort for this step:  16.0 hours (based on estimate of typical time requirements by management observation)

��CO Front Desk�Public notice mail out.

Compile notice

Have notice copied

Address and mail notice to individuals on mailing list



Level of Effort for this step:  3.0 hours (based on estimate of typical time requirements by management observation)









��CO Permit Coordinator�Evaluate public notice comments.

Evaluate comments in response to public notice

Review comments and concerns with applicant

Review modifications if proposed by applicant

Determine necessity of public hearing

If public hearing is needed go to step 16

If public hearing is not needed go to step 17



Level of Effort for this step:  3.0 hours (based on estimate of typical time requirements by management observation)

��CO Permit Coordinator�Public hearing.

Identify a hearing site

Prepare notice of hearing

Make arrangements for newspaper notice and mail out

Conduct public hearing



Level of Effort for this step:  30.0 hours (based on estimate of typical time requirements by management observation)

��CO Permit Coordinator�Final permit processing.

Evaluate comments and review with applicant

17a.  If permit can be issued

Revise permit if required

17b.  If permit cannot be issued

Prepare Notice of Determination

Complete tracking sheet

Submit to QA & QC Reviewer



Level of Effort for this step:  15.0 hours (based on estimate of typical time requirements by management observation)

��CO QA & QC Reviewer�QA & QC review.

Review for consistency and correctness

Route to CO Program Manager



Level of Effort for this step:  0.2 hours (based on estimate of typical time requirements by management observation)









��CO Program Manager�Final review and signature.

Review and sign permit issuance

Forward all notices of deficiency to Division Director for signature

Return to CO Front Desk



Level of Effort for this step:  0.25 hours (based on estimate of typical time requirements by management observation)

��CO Front Desk�Permit or denial letter mail out.

Make copies as necessary

Finalize log information

Mail by certified mail permit or notice of deficiency to permittee

Mail copies to EAC

File



Level of Effort for this step:  0.5 hours (based on estimate of typical time requirements by management observation)

��

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





�PAGE  �






DIVISION OF WATER POLLUTION CONTROL

SOP FOR AQUATIC RESOURCE ALTERATION PERMIT


MAY
, 1998




�PAGE  �
2-1
�








�









