San Joaquin Valley
Unified Air Pollution Control District

Per mit to Oper ate Application Review Process

Approved By: Sgned Date  11/2/92

Mark Boese, Deputy APCO

Purpose:

To outline the flow of dl applications for Permit to Operate, except for over-the-
counter permits, from the point of receipt to issuance of a Draft Permit to Operate.

Recelpt of Applications

All applications received by the Didrict will be forwarded to the Permit Services Receiving
Clerk. Thereceiving clerk will perform the following tasks.

A.

Assgn a project number to the gpplication. The project number will have 6 digits
beginning with the last 2 digits of the cdendar year followed by 4 digits sequentidly
assigned to new projects (for example, the project number for the 123 application
received in 1992 will be 920123).

If an applicant wishes to pay with cash, make copy of the gpplication showing the
project number and direct the applicant to the Finance Depatment. (The Finance
Department will then notify the Permit Services Divison of the amount paid.)

Enter the project number in the space provided on the gpplication.

Update the written recaiving log identifying the company name, project number, and
date received.

If the gpplication is for a new facility, create a master facility record containing the
generd fadility information (ie. name, address, etc.) in the computerized database.

Enter the facility 1.D. number and the computer number on the gpplication.
If any filing fees accompany the application, enter the amount paid and the check

number (or "cash") in the space provided on the agpplication. Forward checks or cash
aong with a copy of the application to the Finance Department.
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H. A filewill be created and labeed with the company name and the project number.

l. Forward dl application files to the Permit Services Manager no later than one working
day following the receipt of each gpplication.

Assignment for Preliminary Review

The Permit Services Manager prepares a written assgnment sheet containing the following
information:

A. Application/project number,
B. Date assigned,

C. Date project is due, and

D. Processing gaff name.

Assgnments for the entire Permit Services Divison gaff in the regiond office will be made on a
gangle document which shdl be digributed to al permit processng daff. Assgnments for
preliminary review will be typicaly made on a daily basis as gpplications are received. In order
to meet the 30 day dtatutory deadline for assessng the completeness of an gpplication, the
preliminary review assgnments will have priority over other assgnments.

Log Applications

The processing staff assigned to the project shdl log the gpplication into the computerized
database. If sufficient information is not available to determine the number of emissons units, a
least one gpplication number shdl be logged into the database.

Preiminary Review

The scope of the preiminary review is limited to determining whether the gpplication contains

the information needed to evauate the project and to ensure the appropriate filing fees are paid.
The processing gaff shal perform the following tasks
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Applications containing inadequate information to determine the number of emissons
units:

1 Prepare form letter POINCOM.LTR and forward to the Supervising/Senior
Engineer assigned lead responghbility. After review and necessary corrections,
the letter is forwarded to the Permit Services Manager for sgnature and then to
the derk for mailing.

2. Update the application status on the computerized database and place the
aoplication in the pending gpplicationsfiling cabinet.

Applications containing adequate information to determine the number of emissons
units

1 Determine whether the gppropriate filing fees have been paid. Prepare a bill if
additiond filing fees are due.

2. If the application contains al necessry technical information but lacks
appropriate filing fees, prepare a form letter POFFBIL.LTR dong with a hill
and forward to the Supervisng/Senior Engineer assigned lead respongibility.
After review and necessary corrections, the letter and the bill for filing fees are
forwarded to the Permit Services Manager for sgnature and then to the Finance
Department for billing.

3. If the application lacks both the necessary technicd information and the
appropriate filing fees, prepare form letter POINC&B.LTR dong with abill and
forward to the Supervising/Senior Engineer assgned lead responshility. After
review and necessary corrections, the letter and the bill for filing fees are
forwarded to the Permit Services Manager for Sgnature and then to the Finance
Department for billing.

4, If gppropricte amount of filing fees are paid but the application lacks the
necessary technica information, prepare form letter POINCOM.LTR and
forward to the Supervisng/Senior Engineer assgned lead responsibility. After
review and necessary corrections, the letter is forwarded to the Permit Services
Manager for dgnature and then to the clerk for mailing.

5. Update the application status on the computerized database and place the
aoplication in the pending applications file cabinet.
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Complete Applications

The Finance Department will notify the Permit Services Divison of recaipt of filing fees
within one working day after posting revenues. This information will be forwarded to
the Permit Services Manager for digtribution to the permit processing staff.

All additional information received shdl be digributed to the appropricte permit
processing saff directly by clericd saff.

If sufficient fees or information are not received, start with procedure in section 1V. A.
above.

Applications are deemed complete only &fter the filing fees are paid in full and dl
necessary technica information is received. If the gpplication appears complete, the
permit processing staff shdl prepare form letter POCOMPL.LTR and forward to the
Supervisng/Senior Engineer assigned lead responsibility.  After review and necessary
corrections, the letter is forwarded to the Permit Services Manager for sgnature and
then to the derk for mailing.

The permit processaing staff shal update the gpplication status on the computerized data
base and place the gpplication in the pending PTO applications filing cabinet.

V. Denial of Applications Lacking Appropriate Feesor the Needed | nformation

A.

The permit processing engineer shal attempt to contact the applicant by phone to verify
the receipt of the correspondence and/or hills issued by the Didrict. If the applicant is
reached, the deadline for submitting the fees or the additiond information shdl be
extended if the agpplicant commits to providing the information or the fees within a
reasonable time.  All telephone conversations or attempted calls shal be recorded on
the telephone conversation log sheet and shdl befiled.

If the applicant cannot be reached or the information is not received within the specified
deadline, the permit processng staff shdl prepare form letter POINTDNY.LTR and
forward to the Supervisng/Senior Engineer assigned lead respongibility. After review
and necessary corrections, the letter is forwarded to the Permit Services Manager for
sgnature and then to the dlerk for mailing by Certified Mail.
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VI.

VII.

VIII.

C. Should the above certified letter go unanswered, the permit processng staff shdl
prepare form letter PODENIAL.LTR and forward to the Supervising/Senior Engineer
assgned lead responshility.  After review and necessary corrections, the letter is
forwarded to the Permit Services Manager for signature and then to the clerk for mailing
by Certified Mall.

Assignmentsfor Engineering Evaluation

Assgnments sall be made by the Permit Services Manager based on the date the application
was deemed complete.  Projects should be assigned to the individuad who performed the
preliminary review of the gpplication if possble. However, other considerations including equa
digtribution of the workload, fast tracking of the review process, or deadlines may necessitate
assgnment to other saff members.

Current assgnments for the entire Permit Services Divison Saff in each regiona office will be on
asngle document which shdl be didributed to dl permit processing daff. Assignments for
engineering evauation will typicaly be made on aweekly basis.

Engineering Evaluations

The primary purpose of the engineering evauation is to verify compliance of the proposed
project with al gpplicable local, State and Federa rules and regulations. The permit processing
daff shdl prepare an engineering evauation using the Engineering Evauation Format. A single
engineering evauation shal be prepared for dl gpplications contained in one project.

A. The permit processng saff shdl forward the draft engineering evauation and Draft
Permit to Operate to the Supervising/Senior Engineer assigned lead responsibility for
review and corrections. Once any corrections or additions have been made, the entire
file containing the engineering evaduation and draft Permit to Operate are forwarded to
the Manager of Permit Services. Upon approva by the Permit Services Manager, a
copy of the Draft Permit to Operate is forwarded to the Compliance Divison for
ingpection and compliance verification. All documents shdl be forwarded to the Permit
Sarvices Clericd gaff for filing in the main area desgnated for dl premisefiles.

Projects Requiring Denial
A. Notice of Imminent Denid
Upon concurrence by the Permit Services Manager, the engineering evauation and draft

letter of imminent denid describing the deficiencies and possible remedies shdl be
forwarded to the Director of Permit Services. Upon approvd by the
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Director of Permit Services, the permit processing staff shal describe the content of the
|letter to the gpplicant by telephone prior to mailing.

Fina Decison to Deny Application
When an applicant does not satisfactorily respond to the letter of imminent denid, the

aoplication shdl be denied in writing. The letter of denid must explain the reasons for
the denid as provided in Rule 2040 and must be sent Certified Mall.
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