Preliminary Completeness Review Checklist Instructions
(Ahern edits based on no formal preliminary completeness check)

[bookmark: _GoBack]Title V applications are required to be evaluated for preliminary completeness or incompleteness within 60 days of receipt.  If more than 60 days has passed, the application is automatically preliminary complete. The following text highlights key application elements to consider when conducting a preliminary completeness check. Your office may not conduct these checks routinely. Please consult with your supervisor concerning how in-depth you should use this document. Regardless, even if you do not conduct formal preliminary completeness checks, the following information could be valuable as you proceed with permitting and technical evaluation of the application. This check list is used in conjunction with the Title V training manual. The Title V training manual provides context to the overall application evaluation and permitting process.
Emissions Units
· Does the application include all applicable emissions  units (eus)? 
· [image: ]Check the facility profile against the list of “included” emissions units in the application (the included eus are the ones with blue gears in the application tree.

· Check the existing TV permit and/or previously issued PTIs/PTIOs to make sure all emissions units are addressed in the Title V application., 
· 
· Check to see if recent PTI’s/PBR’s have included new emissions units. 
· All known emissions units at the facility must be included in the application except those determined to be:
·  de minimis
· permanently exempt from requiring a PTI
· trivial according to Engineering Guide #62 at the facility must be included. 
· The list of emissions units should be scanned to see if it appears that all of the emissions units are included.  If it appears that some emissions units may not be included, then the revieweryou should check more closely.  If it is determined that all emissions units were not included, then the application is not complete and an incompleteness letter should be sent to the facility requesting a revised application will be needed.
Facility-level Potential  Emissions Summary Tables
· Check to ensure that all regulated criteria and HAP pollutants are that you would expect to be potentially emitted at the facility have potential-to-emit (PTE) values associated with the expected pollutant(s)listed in the Title V Application. 
· All regulated pollutants for the facility must be listed.  All pollutants for which the facility is “major” should also be listedwill be noted as such based on the summed PTE facility-wide PTE values. Review the basis for adjustment if the applicant has adjusted the facility-wide PTE (the basis should be in an attachment to the application at the facility level).  Request additional information and/or a revised application if the PTE value does not appear to be accurate; particularly if the PTE value is lower than the major source threshold, but is not indicated as such in the application.
· The list of pollutants should be checked to see if the known regulated pollutants are included.  In general regulated pollutants are pollutants for which there is an applicable requirement.  If the reviewer finds that one or more pollutants are missing, the application is not complete and an incompleteness letter should be sent to the facility requesting a revised application with the additional pollutants listed.  If pollutants are included which are not regulated, it should have no effect on the completeness determination. 
Applicable Requirements – Facility- lLevel FormApplicable Requirements
· All “applicable requirements”[footnoteRef:1] for the facility, each emissions unit, and each group of emissions units should be includedthat apply facility-wide should be identified.  [1:  “Applicable Requirement” is a defined term in OAC rule 3745-77-01] 

· The reviewerYou should scan the list of applicable requirements.  If it appears that all of the applicable requirements have been included, no further review is necessary at this timePreviously issued permits-to-install, permits-to-operate and/or permits-to install and operate are a good source to check.  
· If it is apparent that some applicable requirements are missing, then the revieweryou should investigate further.  If after further review only a few, minor applicable requirements are missing, then the permit writeryou should note this, include these requirements in the permit, and send the facility a letter notifying the facility, of the applicable requirements which had been left off the application, but will need to be added to the application (as you add them to the permit).  If there are more than a few (~5%) applicable requirements that have been left out of the application, the application is incomplete and a revised application is necessary. 

Emissions unit-level Potential  Emissions Summary TableEstimated Maximum Emissions – Emissions Unit Level Form

· All pollutants, for which there is an applicable requirement for thatthat emissions unit is subject to, must be listed.  The “Determination Basis” for calculating the PTE should be sound.
[image: ]
· The list of pollutants should be scanned for each emissions unit.  If it appears that all of the pollutants are included, no further review is required at that time.  If it is obvious that some pollutants are missing, then further review is necessary.  If it is determined that one or more  pollutants are missing, then the application is incomplete and a revised application is will be necessary.  Similar to facility emissions, if pollutants are included which are not regulated, it should have no effect on the completeness determination.. 
· [image: ]Applicable Requirements
· All applicable requirements that apply to the emissions unit should be identified. 

· You should scan the list of applicable requirements.  Previously issued permits-to-install, permits-to-operate and/or permits-to install and operate are a good source to check.  
· If it is apparent that some applicable requirements are missing, then you should investigate further.  If after further review only a few, minor applicable requirements are missing, then you should note this, include these requirements in the permit, and send the facility a letter notifying the facility, of the applicable requirements which had been left off the application, but will need to be added to the application (as you add them to the permit).
· Each applicable requirement normally is accompanied by the following supporting requirements:
· Monitoring
· Record Keeping
· Reporting
· Testing
[image: ]The emissions unit-level applicable requirements section should identify this information for each listed applicable requirement. The applicant is supposed to cite the permit and/or rule that established the supporting requirement as shown below. 

Note that there may be some “gaps” or what looks like missing information.  The gaps may be valid depending on when the applicable requirement was established (e.g., monitoring was not always established in installation permits). Make note of the gaps to investigate further during the technical review. If the gap is “valid”, you will add gap-filling language into the Title V permit as part of the permitting process. If it is not, the missing information will need to be added to the application at some point.
Process Flow Diagrams
· A process flow diagram must be included for each emissions unit.  The system requires a document type of “Process Flow Diagram” to be attached to each included, significant emissions unit.
 
The reviewer should check the emissions units to see if there is a process flow diagram.  If one or more are found missing, the reviewer should check more closely.  If a diagram is not submitted for each emissions unit, then the application is incomplete and a revised permit application must be submitted. 
NOTE:  IT IS POSSIBLE THAT A PROCESS FLOW DIAGRAM MAY NOT BE REQUIRED FOR ALL EMISSIONS UNITS.  THIS DECISION WILL BE MADE AT A LATER DATE.  IF A DIAGRAM IS NOT REQUIRED IN EVERY CASE, A CASE BY CASE DETERMINATION WOULD HAVE TO BE MADE DURING THE TECHNICAL COMPLETENESS REVIEW. 
Compliance Determination – Facility Level Form
· For each applicable requirement, there MUST be an appropriate compliance determination program. 
· The applicable requirements should be scanned to see if the compliance determination fields have been completed appropriately. The compliance determination fields are “Proposed Approach for Determining Compliance,” “Proposed Compliance Reporting Method,” “Proposed Compliance Monitoring Method,” “Proposed Compliance Recordkeeping Method,” and “Proposed Compliance Test Method.” The compliance determination programs for both the facility-wide and individual emissions unit applicable requirements should be checked. 
· If it is obvious that some fields have not been completed appropriately, then the application is incomplete and a revised application must be submitted.  It is not necessary for the application reviewer to agree with the compliance determination program.  As long as the applicant made a good faith effort to complete this section, it should be considered complete for the purposes of the Preliminary Completeness review.  For some applicable requirements one or more elements of the compliance determination program may not be applicable. It is acceptable for these fields to have N/A or some other equivalent written in them.  
Confidentiality Claims – Facility and Emissions Unit Level Forms
· For each item claimed as confidential, there must be an accompanying justification. 
· The application should be scanned for confidentiality claims.  Where confidentiality claims are  found, the reviewer should verify that a justification is given.  It is not necessary at this juncture to ascertain whether or not the confidential claim is valid.  If it is found that a confidential claim(s) justification is not present, the reviewer should go through the emissions units more thoroughly.  If one or more confidential claim(s) justifications is missing, a letter of incompleteness, which states the deficiencies and requests a revised application, should be sent to the facility. 
Emissions Activity Category Forms
· At least one emissions activity category (EAC) form must be included for each emissions unit.  The system requires a document type of “Emissions Activity Category Form” to be attached to each included, significant emissions unit.must be linked to each emissions unit form. 
· The reviewer You should check the emissions units to make sure that the appropriate EAC form (or forms) is attached for each emissions unit form.  Some emissions units require two EAC forms.  If the appropriate EAC forms are not attached to one or more emissions units, the application is incomplete.  The reviewerYou should notify the facility of the deficiencies and request the additional information. 
· An EAC form must be included in the renewal application for each insignificant activity (little gear in Stars II) or emissions level (little gear in Stars II) that is subject to one or more applicable requirements.  This requirement applies typically to IEUs that have are subject to  a PTI (or PTIO depending on when the operation was installed and what the facility status was at the time of installation permitting). However, there are some operations that are subject to applicable requirements that do not require a PTI (e.g., existing EUs installed prior to 1974 and 31-03 exempt units). 
NOTE:  Where EAC forms and process flow diagrams are required ,  the system will check to make sure these document types are attached to each emissions unit, but it cannot check whether the contents are, in fact an EAC form or a process flow diagram. 
Confidentiality Claims – Facility and Emissions Unit Level Forms
· For each item claimed as confidential, there must be an accompanying justification. 
· The application should be scanned for confidentiality claims.  The system requires  a justification.  It is not necessary at this juncture to ascertain whether or not the confidential claim is valid.


What to do about missing information
· The preliminary completeness review should be a quick check to see if everything looks good enough to begin proceeding with the technical review/permit development. If the review takes more than sixty days from initial application receipt, the application will be deemed complete and the applicant will be afforded the Application shield. Missing or deficient items should be brought to the attention of the applicant as early in the review process as possible, but the system is designed such that if the correct forms are attached, and the appropriate emissions units are included in the application, the application is deemed preliminarily complete upon submission via Air Services. If you find that a particular situation warrants sending a preliminary completeness letter, you can send the preliminary completeness letter using the functionality identified in STARS2 (see Title V training manual for more detail). If you think the gaps and missing information are significant or there is a history of unresponsiveness, you should discuss with your supervisor whether a formal letter enumerating and requesting  revised information is warranted.  If this is done within the sixty day period, you can send a preliminary incompleteness letter after consulting with DAPC Central Office.No EAC form is required if the operation is De- minimis pursuant to OAC rule 3745-15-05 or is not subject to other generally applicable requirements. 
· If the applicant failed to supply the required EAC forms, a letter must be sent indicating that the forms are required for a complete application. 
If the Title V Application is deemed to be preliminarily incomplete,  the appropriate letter should be sent to the facility.  An example of the letter is included in the training manual.  The format for the incompleteness letter may change in the future. 
If the Title V Application is deemed to be preliminarily complete,  the appropriate letter should be sent to the facility.  An example of the letter is included in the training manual. 
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