Preliminary Completeness Check:
In most cases, when processing a Title V permit there is a great deal of information to review and put together.  The Preliminary Completeness Check is the initial review of the submitted data that will allow us to determine if there is enough data and information submitted to initiate a valid technical review.  

“Permit Detail Page”:

When you first open a Title V permit from your “TO Do” list, the “Permit Detail” page will appear.  This page provides basic information about the facility and the emissions units involved in the permit.

At the top of the page, you will find the Facility ID, Facility Name, and the “Permit Number”, along with other information.  Along with the Facility ID, the “Permit Number”, should be noted.  The “Permit Number” and “Facility ID” will be helpful in locating the “Appliance Detail” page later in the review process.
In a Column on the left side of the “Permit Detail” page you will find a list of all the emissions units that are involved in this Title V permit.  There are two general types of emissions units that will be listed, “significant” and “insignificant” emissions units.  They are differentiated by the size of icons that are to their left.  “Significant” emissions units will have large icons; while “insignificant” units will have smaller ones.  In general, Title V facilities will have “significant” emissions units, but may not have “insignificant” emissions units. 

During the Preliminary Completeness review the list of emissions units on the “Permit Detail” page should be compared with the list of active emissions units on the “Facility Profile” page.  In general, these lists should be the same.  Any discrepancy should be noted.  There may be some situations, such as a PTI being processed for a new yet uninstalled emissions units, that may be the reason for the discrepancy; however, there may be emissions units that the facility forgot to add to their Title Application.  
Also on the “Permit Detail” page, there is a “Permit Information”, section.  This section deals with specific Federal rules and/or other specific requirements that may be applicable to this facility.  Since many of these specific rules and/or requirements are dealt with under the “Technical” review, it is very easy to miss the fact if the proper rules/requirements are checked.  It is important to make sure that this section of the “Permit Detail” page is revisited and verified later in the permit processing.
Once the “Permit Detail” page is initially reviewed, you will need to review the Title V application that the facility submitted.  To open the “Application Detail” page, you can either go through the “Facility Profile” page or the “Application” tab.

From the “Facility Profile” page you can reach the “Application Detail” page by clicking on “Application” which is in the left hand column.  After clicking, a list of applications that have been submitted by the facility will appear.  At the far right hand column of the table you will find the “Permit Number”.  By matching the “Application Number” with the appropriate “Permit Number”, you have located the application that goes along with the Title V that you are reviewing.

From the “Application Tab”, you will be automatically opened to the “Application Search” page.  By entering and submitting the Title V “Permit Number” a “Request List” table will appear.  This table will list the applications that are connected to the Title V that you are reviewing.  By double clicking on the appropriate application number, the “Application Detail” page will open.   

Regardless of which method you use to open the “Application Detail” page, the majority of the “Preliminary Completeness” review will involve the data and attachments to this page.

“Application Detail Page”:

The “Application Detail Page”, in general, has a lot of very specific and very involved data.  Much of this information will need to be revisited, verified, and further reviewed during the “Technical Review” phase.

The first two sections on the “Application Detail” page are “Reason for Application” and “Statutory Agent”.  Obviously, there will not be much here for you to review.  You may want to check what the company entered under “Reason for Application” to make sure that the text properly reflex the permit.

Under “Statutory Agent” section is the “Facility-wide Potential to Emit (PTE)” section.  Here you will find what regulated pollutant the company has determined that they emit, the “EU Total” emissions, the “Facility PTE” emissions, and Federal Major or Non-Major status as a Title V facility for that given pollutant.  Please note that the Major/Non-Major determination is for Title V applicability not PSD and/or NSR.  During your technical review, you may need to revisit this section to help address any changes in regulations and/or emissions calculation procedures.

The next two sections “Operation Description” and “Clean Air Act Provisions” should be noted and may need to be revisited to help determine SCC’s and changes in regulation applicability

The “Air Contaminant Sources in this Application” section should simply reflex the sliding emissions unit list that appears along the left hand column of the “Application Detail Page”.  Please note that any “Z” emissions units will now have to be re-identified to the standard ID numbering system.  For example an exempt 5 million BTU natural gas fire boiler with and ID number of “Z023” will now need to be re-identified as “BXXX”.  This process can be rather involved and include: changing the ID for each “Z” ID’ed emissions unit, making sure that you do not use an already existing EU ID; and synchronizing the permit with the “Facility Profile” page.  At large facilities this takes a good amount of time and effort.  This may not be including as a “Preliminary Review” activity, but it will need to be done prior to “generating” “Special Terms and Conditions”.  Good Luck!
The next section, “Facility-Wide Requirements”, is broken into two sub-sections; “State and Federally Enforceable Requirements” and “State Only Enforceable Requirements”.  Like other sections, this section will need to be revisited during the “Technical Review” process.  Please note that during the processing of Title V permits, there may be a significant amount of changes in the Federal, State, and SIP requirements.  Although it is preferred that this information reflects the most accurate data, you may need to use it for a reference material when preparing the “Facility-Wide” section of the terms and conditions.
Under the “Attachment” section, you will find the attachments that the facility had attached to their Title V application that will assist in processing and understanding the facility and the operations.  This section may contain; CAM plans, RACT plans, Court determinations, recently issued permit changes, supplemental information, etc…  These attachments will all be needed during the “Technical Review” and terms and conditions development that will occur later in the permit processing.
The final section on this page is “Notes”.  As its name applies this is for adding information that explain any problems that may be holding up the permit in processing and/or added information to assist in the processing the permit.

After reviewing the “Application Detail” page, it is time to review the individual emissions units that are included in the permit.  You review the information submitted for each emissions unit by double clicking on the emissions unit ID, which is located in the left column under “Title V PTO Application”.  Please note there may be individual emissions units and there may be “Grouped” emissions units, in either case by double clicking on the specific EU ID a new page will open that deals with that specific emissions unit.  For “Insignificant” emissions unit the top section is “Insignificant Emissions Unit”; while for significant emissions units, the top section is titled “Non-insignificant”.  This distinction will be important when preparing special terms and conditions.  The pages for both insignificant and significant emissions units include the following sections; “Emission Unit Potential to Emit (PTE)”, and “Attachments”.
The like facility-wide section, the “Emission Unit Potential to Emit (PTE)” is the company’s determination of what the annual potential is from this unit for the specific listed pollutant.  Please note that any insignificant emissions unit must not have a potential of greater than five tons of any individual pollutant.

Under the “Attachment” section, you will find; “Emission Activity Category “, (EAC) forms, emission calculation sheets, process diagrams, and additional information to assist in reviewing the specific emissions unit and processing the permit.  Please note this is a very important section.  The information in this section will be used throughout your permit review and processing.  Missing EAC forms, calculation sheets, and/or process diagrams may make processing and actual and updated Title V permit impossible.  During the technical review the information from these attached forms will need to be compared with historical data and emissions unit description to make sure that the facility and the Ohio EPA agree and understand what emissions units are at the facility and that any modifications that triggered a significant increase in the potential emissions has be handled through a PTI review.  Although most of that review will be done during the “Technical Review” phase, you may want to check some attachments to make sure that at least in general they reflect the appropriate emissions unit and your basic understanding of the emissions unit.
On pages dealing with “Significant” emissions units there are the following additional sections: “Normal Operating Schedule”, Limitations on Source Operations”, “Compliance Monitoring Equipment/Enhanced Monitoring”, and “Emission unit Specific Requirements”.  As in the other sections, much of this information will be involved with the “Technical Review”; however, if you are familiar with the emissions unit, it’s not a bad idea to check if some of the information is correct.  This little check may catch problems that the company is not aware that may have happened while preparing and submitting the Title V application.  The earlier that these type of problems are caught and corrected the quicker and more accurate Title V can be processed. 
