Recap of PIN support needs, for assisting with getting small businesses who are required to submit Title V Fee Reports electronically by April 15, as determined in the DAPC meeting from 10-10:50 a.m. March 5, 2009:

Attendees:

Rick Carleski, OCAPP

Mike Ahern, DAPC

Erica Engel-Ishida, DAPC

Linda Lazich, DAPC

Laurie Stevenson, OCAPP

Adele Vogelgesang, ITS 

OCAPP and DAPC will be involved in calling approx 194 small businesses who have not yet established accounts or requested PINs and Air Services via the eBusiness Center.  They will offer Webinar training and walk them through establishing an Account and who needs a PIN and how to get it through an expedited process.

1.
OCAPP will instruct the PIN applicant to include the OCAPP person name who they talked with on the bottom left side of the Subscriber Agreement (SA).

2.
OCAPP will remind the applicant regarding the SA to ensure s/he:


sign and attest in front of a notary, 

obtain the notary signature and 

obtain the notarial seal (ink stamped or embossed) and then to 

fax the Subscriber Agreement to (614) 728-1882.
3.
OCAPP will also instruct the applicant that they must still mail or overnight deliver their original Subscriber Agreement to one of the two addresses provided in the SA instructions they download with their SA and that Ohio EPA must receive the original within 10 business days or else the PIN will be deleted.  A faxed SA is not a legal document.  If we don’t get the SA within 5 business days we can offer to email or call to prompt them.

4.
Note also that an embossed seal will not show up in a fax.  We will assume if we don’t see an ink-stamped seal that the seal is embossed and we will approve the PIN, but if the original SA shows up without an embossed seal, this would be reason to delete the previously approved PIN.  In this case, we can offer for them to do the SA again getting a seal this time and see about cross-referencing the new SA with the old PIN as far as the request ID.

5.
ITS PIN Mgt will monitor the ITS fax machine and retrieve faxed SA’s and will process via the ADMIN tool to approve the PIN.

6.
ITS PIN Mgt will use the Admin tool to retrieve the PIN holder information of phone number and email to use to contact the person.  

7.
To substantiate identity, we will ask the person for one of their 5 PIN security questions (not answers) and upon correct response, we will quietly verbally tell the applicant his/her PIN over the phone asking them to ensure they write it down using proper case.  When we relay the PIN we will say ‘capitol’ or ‘lower case’ where appropriate, provide the special symbol etc and caution the applicant to make sure s/he keys in the exact PIN number which is case sensitive.

8.
We will instruct the applicant to go to the ebiz account and to My Tasks and ‘activate PIN’ and that they will need to key in the PIN and correctly answer one of 5 randomly generated PIN questions and this will activate the PIN.

9.
We will instruct the person that their PIN letter will go out in that day’s 1st class mail to the address they provided online and that they need to secure it upon receipt.

10.
We will also instruct them that once they activate their PIN they need to call OCAPP or Linda Lazich for instructions on how to get access to Air Services and the facility (ties) they will be submitting reports for.  WHO DO WE REFER THEM TO?  NEED NAME(S) AND PHONE NUMBERS!?

PAGE  
1
Word 2003, filename:  PINprocessOCAPP030509.doc


