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State of Ohio Environmental Protection Agency


Interoffice Memorandum

	To:
	Delegated DO/LAA System Administrators

	From:
	Erica Engel-Ishida, Supervisor Permit Issuance and Emissions Reporting Unit
erica.engel-ishida@epa.state.oh.us
Phone: 614-644-2835
Fax: 614-644-3681

	Date:
	10/09/2008 – Updated 12/01/2010 with Appendix A

	Subject:
	Guidance and Instruction for Editing Information in Final Issued Permits



It has become apparent that in order for the DO/LAA's to be able to operate more efficiently they need a person designated in their office with rights to perform certain permit data corrections.  Therefore we have created a role in Stars2 called the "DO/LAA Permit SA".  In order to be granted these rights, the individual which will perform these duties must complete the "Considerations for the DO/LAA Permit SA" page and fax (or e-mail) it to me.  We will grant the rights after we receive that acknowledgement.

The process I have established is NOT in any way insinuating that DO/LAA staff can't handle this level of access.  It is, however, to make sure that the ramifications of changing these settings are fully understood.  This data is absolutely critical to assessing whether or not the Ohio EPA is meeting certain goals, whether notifications are sent to facilities, etc.  If the rights granted to this data are abused or misused in any way they will be removed from the user.

The DO/LAA Permit SA will be given access to two buttons on the permit detail page(s): (1) the "Add EUs from Facility" button; and (2) the "Edit" button after a permit is issued Final.  To summarize, the person granted this role will be expected to maintain and correct the following information in Stars2, (for each item a more detailed description is given later in this document):

______1. Add EUs to final issued permits that don't have any;
______2. Add EUs to permits in process from PTIs2000 that had no application entered for them and no EUs established;  
______3. Establish a permit status for the EUs that are added to final issued permits;
______4. Terminate EUs in PTIs where the EU was never installed within the 18 months established in the original PTI or by any time extensions that were subsequently granted;
______5. Terminate EUs in any permits where the EU was permanently shutdown;

Adding EUs to a previously issued permit and establishing a permit status will resolve the following problems:

· Permits not showing up in pick lists as candidates to be superseded;
· Permits not showing up as eligible to revoke;
· Permits not showing up in list of permits eligible to be modified.


Considerations for the DO/LAA Permit SA

It is critical to the function of the Division of Air Pollution Control that all data related to permitting be maintained in the highest level of accuracy possible.  Assembling all permit data into one location (Stars2) was a large step toward that goal.  Therefore, we must strive to continue to improve the integrity of this information.  Allowing more than a few trained people to perform these important data maintenance tasks is risky in that it increases the possibility of corrupting the information we have.  Therefore, we are asking each person designated as a DO/LAA Permit SA to initial next to each numbered item below to acknowledge that you have read and understand what should and should not be done with the rights you will be given.  After this has been done, send this sheet to CO and the rights will be granted.  If you have any questions, please contact Erica Engel-Ishida.

Adding EUs to a Permit from the Air Facility Profile
Typically an EU will be eligible to be added to a permit only if it is included in a permit application that is associated with the permit.  There are specific cases where no electronic permit application exists for an EU (however the company did submit one in hardcopy that is in the files), yet the EU needs to be added to a permit.  For those cases a button was created that will enable you to add EUs to the permit if they exist in the current facility profile.  The following things must be considered when adding EUs to permits directly from the profile:
 
______1. This button should ONLY be used to add EUs in the following circumstances:
a. A migrated legacy permit, that has been issued final, does not contain any EUs;
b. A PTI was in process in PTIs2000 at the time Stars2 went on line.  The PTI number was established but no EU's had been added to it yet.  
______2. Under no circumstances should this button be used as a substitute for a company submitting an application for an EU, or staff entering in a hard copy application for an EU.
______3. When adding EUs to an issued final permit, ALL EUs that were issued in the final permit must be added at the same time, even if they have since been shutdown, exempted, or were never installed.  For example, there were 10 EUs in a PTI that was issued in 1995.  Five of the EUs have since shutdown, four of them are still operating and you need to revoke one of the EUs because the company now wants it to be PBR.  None of the 10 EUs are listed for the PTI in Stars2.  All 10 EUs must be added to the permit from the profile.

Editing a Permit AFTER it has been issued Final
When a permit is issued final the rights to the edit button are removed in order lock down the permit and preserve the integrity of what was issued.  The person given this role will be given rights to edit any information in the permit detail screen at the permit or EU level AFTER the permit has been issued final.  

The following must be considered when editing information in the permit detail screens:

______1. These rights give you the ability to correct what is in the permit detail screens.  However, the word "correct" in this context does NOT mean that you make it what it should have been; but rather what the data was at the time of issuance.
______2. No permit status should be created for EUs added to permits that have not been issued.
______3. If EUs have been added to an issued final permit, a permit status must be established.  It is critical that the correct permit status is assigned according to the type of permit and actions that have occurred since that permit was issued.  A table is given below listing the options, what permit types they apply to and what they mean.

	Permit Status
	PTI
	PTIO
	Title V 
	State PTO 
	Regist-ration
	Explanation

	Active 
	Y
	Y
	Y
	Y
	Y
	The permit is currently effective and is what is regulating the EU.

	Expired
	N
	Y
	Y
	Y
	N
	The expiration date of the permit has passed and a renewal application was not submitted on time.

	Extended
	N
	Y
	Y
	Y
	N
	The expiration date of the permit has passed and a renewal application was submitted on time.

	None
	Y
	Y
	Y
	N
	N
	This permit was never issued.

	Pending Initial
	N
	N
	N
	N
	N
	DO NOT USE AS A PERMIT STATUS.

	Revoked*
	Y
	Y
	Y
	Y
	Y
	The EU in this permit has been revoked.

	Superseded*
	Y
	Y
	Y
	Y
	Y
	A subsequent permit of the same type has been issued that is now regulating the EU.  

PTI superseded by PTI or PTIO
PTIO superseded by PTIO or PTI
Title V PTO superseded by Title V or PTIO
State PTO superseded by PTIO or Title V
Registration superseded by PTIO or Title V

	Terminated*
	Y
	Y
	N
	Y
	Y
	The emissions unit was permanently shutdown or was never installed.



*	These permit status settings have an associated date with them that must also be completed.


Appendix A
12/1/2010
Adding a Permit to Stars2

Adding a Permit to Stars2
There are times when the electronic record of a permit issuance is not indicated in Stars2, and it needs to be.  Some permits were issued long before we had electronic means to store data.  At times those old permits need to be modified, or simply listed in Stars2 to complete the permit history.  There are also times when a permit must be created under a facility ID even though it was not originally issued with that identifier; for example, a portable plant that splits into two facilities.  

For cases like these, an “add permit” button was created on the Facility Profile permits third level menu to enable us to insert a final issued permit record.  The following things must be considered when adding permit record to a facility ID:

______1. A permit should only be added to Stars2 if an electronic (scanned) or hard copy record exists which proves that the permit was issued FINAL.  This could be in the form of an old permit issuance log, or possession of a document.  This document must be signed by a Director, and not simply a drafted version of the permit.
______2. Most permits that need to be created were issued before we had both a final issue date and an effective date.  If that is the case, both dates should be entered with the date the permit was issued final.
______3. Any document uploaded to represent an “Issuance Document” must be exactly that.  It must be a complete Word, WordPerfect or PDF version of the issued document, including the Director’s signature.  
______4. In order for the permit record to be complete, you must verify the information on the Permit Detail screen is accurate after it is created.  The permit reason must be accurate and any EUs that were issued in the permit on the final issue date must be present.  See “Adding EUs to a Permit from the Air Facility Profile” and “Editing a Permit AFTER it has been issued Final” for further considerations.
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