Technical Completeness Review Checklist Instructions

DRAFT – subject to change


The Technical Completeness Review is performed during the permit drafting phase and is described in OAC rule 3745-77-05(B)(2).  During this entire permit drafting phase, the permit writer may discover missing information which may need to be submitted by the company in order to prepare the permit.  If the facility does not adequately respond to the requests for additional information, the application may be determined to be incomplete, resulting in the loss of the Application Shield for the facility.  As with the Preliminary Completeness Check, several steps must be completed before a FINAL determination of incompleteness is issued.

This guidance is intended to be used by the permit writer to determine when to send an incompleteness letter to the Title V facility and request a revised Title V application.  This guide is not intended to cover every situation, but is intended to cover the major areas of the application.  In general, if something is not specifically covered in this guide, but some piece of omitted information is needed to process the permit, the reviewer should send an incompleteness letter to the facility and request the needed information.  

In determining whether the lack of a specific piece of information warrants the issuance of an incompleteness letter, the permit writer should follow the guidance provided in the March 31, 2010 document from Mike Ahern contained in Appendix F.


FACILITY LEVEL FORM

General Information & Name/Address

All required information for General Information and the Name/Address Tabs should be included.

Most of information required on the General Information and Name/Address Tabs are required to pass the Q/A check.  If any of the required information is incomplete or missing, an incompleteness letter should be sent to the facility requesting a revised application with the necessary information.  An example of such a situation is where a facility with multiple SIC codes only includes the one SIC code pulled in from the Maintain Facilities and fails to add the additional SIC codes.  Similarly, if one or more of the SIC codes listed is incorrect, the application is incomplete.    

Emissions Units

All known emissions units for the facility must be included.

The list of emissions units should be compared with LAA/DO records to ensure that all known emissions units were included.  If all the emissions units were not included a letter should be sent to the facility notifying the facility of this deficiency and requesting a revised application.  The LAA/DO may wish to telephone the facility immediately, but the telephone call should be followed up with a letter, because of the importance of the issue and the possibility that an application could later be deemed incomplete if the Agency is unable to obtain an application containing all emissions units.

Facility Emissions

All regulated pollutants for the facility must be listed.  All pollutants for which the facility is major must also be listed.

The list of pollutants should be checked to see if the known regulated pollutants and all the pollutants for which the facility is major 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.

Since the actual amount of emissions is not written into the permit, the permit writer should just verify that the level of emissions for each pollutant seems reasonably accurate (“in the ballpark”).  If the level of emissions do not seem reasonable, the permit writer should verify the emissions levels with other sources such as the Emissions Fee Report.  Only if there is a large discrepancy should the permit writer contact the facility and inform them of the discrepancy and ask for an explanation.  If it is determined that the emissions levels in the application were inaccurate, then the permit writer should send an incompleteness letter, requesting a revised permit application.

If pollutants are included which are not regulated, it should have no effect on the completeness determination.

Applicable Requirements

All applicable requirements for the facility, each emissions unit, and each group of emissions units should be included.

In the course of drafting the permit, the permit writer would have to verify that all applicable requirements have been included in the application.  If only minor requirements such as “Emergency Episode Plans” are missing, then the application reviewer can simply include such requirements in the permit and notify the facility in writing that those applicable requirements were omitted from the application, but were added to the draft permit.  In this case it is not necessary for the facility to submit a revised application.  

If the vast majority (~95% or greater) of the Applicable Requirements are included, the permit writer can simply include such requirements in the permit and notify the facility in writing that those applicable requirements were omitted from the application, but were added to the draft permit. If there are more than a small percentage of the Applicable Requirements missing, the permit writer should send an incompleteness letter to the facility and request a revised application.






Compliance Determination Program

For each applicable requirement there should be an appropriate compliance determination program.

During the course of drafting the terms and conditions for each permit, the permit writer should review the compliance determination program submitted by the facility.  The compliance determination program is found under the Applicable Requirements section and consists of the following fields: “Proposed Approach for Determining Compliance,” “Proposed Compliance Reporting Method,” “Proposed Compliance Monitoring Method,” “Proposed Compliance Recordkeeping Method,” and “Proposed Compliance Test Method.”  If a compliance determination program was not submitted or is incomplete, an incompleteness letter should be sent to the facility requesting a revised application.  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 Technical Completeness review.  Because we do not have to agree with the Compliance Determination Program, it is not expected that many applications will be considered incomplete in regards to the Compliance Determination Program.


Exemptions - Insignificant Activities

For all emissions units designated as insignificant, a rule citation containing the basis for this designation, should be shown on the Exemptions Tab on the Facility Form.

The permit writer should verify that an appropriate rule citation is given for all emissions units designated as insignificant.  The application should not be considered incomplete if the incorrect rule citation has been given, but the permit writer agrees that the emissions unit is insignificant.  If it is determined that a non-insignificant emissions unit has been incorrectly defined as insignificant on the Title V application, an incompleteness letter should be sent to the facility requesting a revised application with the additional information required for those emission unit(s).  If one or more emissions units have been defined as non-insignificant and the permit writer has enough information to determine that they are either trivial or insignificant, the facility will need to submit a revised application to properly identify these emissions units.  

Confidentiality Claims

For each item claimed as confidential, there must be an accompanying justification.

As the permit writer is preparing the permit, the facility level form and each emissions unit level form should be checked for confidentiality claims.  Where confidentiality claims are found, the permit writer should verify that a justification is given.  (The computer Quality/Assurance check will ensure that at least something is written in the justification field.)  It is not necessary at this juncture to ascertain whether or not the confidential claim is valid.  If a justification is not given for each confidential claim, an incompleteness letter should be sent to the facility, requesting the additional information.



EMISSIONS UNIT LEVEL FORM

General Information - Emissions Unit ID

Each Emissions Unit ID should represent one emissions unit as generally defined by the Ohio EPA.

If a facility incorrectly defines more than one emissions unit as single emissions unit or incorrectly defines one emissions unit as multiple emissions units, the application should be considered incomplete.  This situation may happen with “Z” sources which are not currently permitted or where a facility attempted to redefine its currently permitted emissions units.  In situations where an emissions unit or units has been incorrectly defined, an incompleteness letter should be sent to the facility, which describes the incorrectly defined emissions unit(s).

General Information - Equipment Description

An equipment description should be included for each emissions unit.

The equipment description is usually important in determining how to properly regulate the emissions unit.  If the description has been omitted or if it is not of sufficient detail for the permit writer to process the permit, the permit writer should send an incompleteness letter to the facility requesting a revised application with complete equipment descriptions.  If the permit writer believes that she or he has enough information to process the permit without the equipment description, then the permit writer should not send an incompleteness letter.

General Information - Installation, Start-Up, & Modification Dates

The correct installation, start-up, and modification (if applicable) dates should be shown in the application if they are known, but in many cases the facility will only be able to provide its best estimate.

The Q/A check should verify that a date has been entered in the Installation and Start-up date fields, although the date may not be accurate.  There is no such Q/A check for the Modification date field.  If one of these dates is incorrect, but it does not effect an applicable requirement and does not have an effect on the preparation of the permit, the application should not be considered incomplete.  The application should only be considered incomplete if the incorrect date (or possibly missing date in the case of modification) has an effect on an applicable requirement or otherwise effects the preparation of the permit.  For example, if an emissions unit was installed prior to January 1, 1974 (or February 15, 1972 if it could be subject to OAC 3745-21-07(G)], the facility may estimate the year in which the equipment was installed.

Schedule

The operating schedule for each emissions unit should be included.

Although the operating schedule is considered federal and State required, the application should not be considered incomplete due to its omission, unless the schedule is necessary to determine the applicable requirements or is otherwise needed to process the permit.

Process Flow Diagrams

An electronic or hardcopy process flow diagram should be included for each emissions unit.  

When the permit writer is drafting the terms and conditions for each emissions unit, he/she should verify that either an electronic or hard copy process flow diagram was included with the application.  If a diagram was not included for one or more emissions unit, the permit writer should request that the facility submit these diagrams.  If the facility desires to submit the omitted diagrams via hardcopy, then only the additional diagrams are necessary and not a revised application.  If the facility wishes to submit electronic process flow diagrams, then  the facility will need to submit a complete revised electronic application through Air Services.  (If some hardcopy diagrams were submitted with the original application, it is not necessary that they be resubmitted with the revised application.)

Compliance Certification

Under the Compliance Tab of the Emissions Unit form, for each emissions unit that is non-compliant, a compliance plan and schedule is required.

The permit writer should review the compliance status (item #15) of each emissions unit.  For every emissions unit denoted as non-compliant, a complete compliance plan and schedule should be included.  If such a plan is not included or is not complete, an incompleteness letter should be sent to the facility requesting a revised application with such information.


Estimated Maximum Emissions

All pollutants for which there is an applicable requirement for that emissions unit, should be listed.

As the permit writer is drafting the terms and conditions for each emissions unit, she/he should verify that all regulated pollutants were included in the list of estimated maximum emissions for that emissions unit.

 The permit writer should also verify that the estimated maximum emissions do not exceed the emissions limits in the applicable requirements for that emissions unit.  If the emissions do exceed the allowable limits in the applicable requirements, the permit writer should check the Compliance Tab to verify that the emissions unit was marked as non-compliant.  If the emissions unit was not marked as non-compliant, then an incompleteness letter should be sent to the facility, stating that either the maximum emissions rate or rates are incorrect or the compliance status of the emissions unit is incorrect.



Emissions Egress Points

All of the egress points for each emissions unit should be included.

The permit writer should review the egress points for each emissions unit.  Each emissions unit must have at least one egress point.  Also, the application will not pass the Q/A check in Air Services if at least one egress point is not associated with every non-insignificant emissions unit.  Many emissions units, however, have more than one egress point.  In regards to emissions units with multiple egress points, in general if an egress point is missing, this is not sufficient grounds alone for an incompleteness determination.  If through other means (e.g. previous applications, files, inspections, knowledge of the process) it is believed that an egress point(s) is missing, which is necessary to determine the applicable requirements or necessary to process the permit, then the permit writer should contact the facility to verify that it is missing.  If such an egress point or points are missing then an incompleteness letter should be sent to the facility, requesting a revised application with the necessary information.  

An example of when an egress point would be necessary to determine applicable requirements, would be an emissions unit which has a stack but also has fugitive emissions; however, the fugitive emissions egress point or points were omitted.  In this example, let us assume the fugitive emissions would be subject to OAC rule 3745-17-08.  In this case the appropriate applicable requirements cannot be determined without verification of the fugitive egress point.

Control Equipment

For each emissions unit, each piece of control equipment should be included.

If the permit writer has reason to believe that a piece of control equipment has not been included or has been incorrectly included, the permit writer should check with the facility to verify the situation.  If after checking with the facility, it is determined that either a piece of control equipment has been omitted or has been incorrectly included, the permit writer should send an incompleteness letter to the facility requesting a revised application with the appropriate control equipment information.

For each piece of control equipment there are different pieces of information which are requested at the Maintain Control Equipment table.

In order to determine which parts of the requested information at the Maintain Control Equipment table are federal/State required, the permit writer should refer to Engineering Guide #59.  (The Maintain Control Equipment information should only be checked for completeness for those pieces of control equipment which are actually associated with an emissions unit in the body of the application.)  In general, if the application has omitted federal/State required information at the Maintain Control Equipment table, the permit writer should send a letter of incompleteness to the facility requesting the additional information.  If there are fields which are federal/State required, but the permit writer determines that they are not needed to process the permit, the permit writer should use his or her judgement as to whether an incompleteness letter should be sent.



Confidentiality Claims

See “Confidentiality Claims” under the Facility Level Form section of this guidance.

Emission Activity Category Forms

At least one emissions activity category (EAC) form must be linked to each emissions unit.

The permit writer should check each emissions unit to make sure that the appropriate EAC form (or forms) is attached to every emissions unit – except insignificant EUs that are De Minimis or have no applicable requirements that apply.  If the EAC forms are electronic, the computer Quality/Assurance check will verify that at least one EAC form is attached, but it cannot verify that the appropriate form is attached.  Some emissions units require two EAC forms.  If the appropriate EAC forms are not attached to one or more emissions units, then pursuant to the guidance in Engineering Guide #59, the application is incomplete.  The permit writer should follow the guidance in Engineering Guide #59 in notifying the facility of the deficiencies and requesting the additional information.
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