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Background / Set-Up Options

Monitoring Reports

The Compliance Monitoring Report is required by Part Il section D.3 of a facility’s
Operation Permit and in s. NR 439.03(1)(b) of the Wisconsin Administrative
Code. The report is required to include the results of monitoring required by

the permit or, if approved by the Wisconsin Department of Natural Resources
(DNR), a summary of the monitoring results. Work with the DNR compliance
engineer assigned to the facility to determine what information should be

contained in the Monitoring Report.

Monitoring Results vs. Summary of Monitoring Results

Example Permit Requirement: maintain records of baghouse

pressure drop readings

monitoring results drop reading required

a copy of the actual record of each pressure

summary of
monitoring results

period

a declaration of the range of the pressure
drop values recorded during the reporting

* Note: the code requires facilities to identify all deviations and violations of
applicable requirements in the report regardless of the method of reporting

approved for use.
Facility Reporting Guidance

All facilities with an air pollution operation permit
must submit a Compliance Monitoring Report to
the Department of Natural Resources (DNR). The
Environmental Protection Agency (EPA) no
longer requires a separate submittal for sources
operating under a Title V permit (see sidebar).

Permitees may submit the report electronically
through the Compliance Monitoring Report
Submittal system. This is the DNR preferred
method for submittal, though paper copies are
still accepted. Please note all document uploads
must be in PDF format and may not exceed 100
megabytes in size.

The Compliance Monitoring Report must be
signed by the Responsible Official. If the

USEPA recently published a
notification of a change to
the Compliance Certification
Requirements for Title V
sources. Effective
9/15/2014, with the
exception of major facilities
on tribal land EPA made a
determination that the
reporting provisions in 40
CFR 70.6(c)(5)(iv) are met
by sending the compliance
certifications to the state; a
separate submittal to EPA
Region 5 is no longer

required.
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electronic system is used for submittal, a HARD COPY INK SIGNATURE page
MUST be submitted to DNR (not the entire report document, just the page with
ink signature). Be sure to include the FID/Company Name on the signature page
for identification.

Requesting DNR Switchboard Access to Use Electronic Submittal System

The Switchboard is used to securely login and access forms and reporting
systems which are related to a specific company or municipality. The
Switchboard can be located by typing “switchboard” into the search button on the
DNR home page (dnr.wi.gov), or by navigating to it by hovering over the
“business” button in the blue navigation bar on the DNR home page and clicking
“Switchboard” on the drop down menu.

A Web Access Management System (WAMS) user ID is required to log into the
Switchboard system. If a WAMS User ID is needed, please follow the process to
create one by clicking the “Create WAMS ID” button at the top of the Switchboard
landing page (http://dnr.wi.gov/topic/Switchboard/). Those with WAMS ID’s
already assigned can click on the "Log In" button on the Switchboard landing
page to begin.

If a WAMs ID is already associated with the company or municipality for other
DNR reporting such as Water, Wastewater, or Air Emissions, the company or
municipality will need to request access for the new Air Compliance
Submittal role to be able to submit Compliance Monitoring Reports
electronically. If the company or municipality already has access to the Air
Compliance Submittal role, skip to Page 5 of this guide.

To request access, select the “Request Access” button on the Switchboard
landing page.

=

DNR Switchboard - secure eBusiness portal Select: REQUEST
ACCESS

Create WAMS ID

Request access
Login

Help
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Log in to WAMS and select “Add New Role”:

DNR Switchboard - Request Access

Hotice: Complet the information ndicatied blkow 1o i ccitss t tho DNR slectron:

e busaniss tools Lisi of i
dminsiaive puiposes and

s = voluntary Pussonal information coleched wil b used for

Select: Add New Role

City. |MADISON * State: W1 |~ Zip |53703
Oiter Country

[ v Roie |

Click on the "Add New Rol

* Work Mad

Next select “Show Roles” for the Air category:

Wisconsin Department of Natural Resources

DNR Switchboard - Request Access

S0 e 00 mons ol or B on-e SySleTS yOuu oot so00%s. Thom chek n e “Nest bulion 53 e your infgematon and conbm
P S0im FORS My Narve Brmady Ben SoRcied for pou.

Enow Rokes | FIINER, IN00nE 12 Apchy 1or 1 Chan WWater FUnd PTogram s Sa% Drnkang Water Loan Program
Snow fickes, | Deinking Water oport
e Rskes

Select: Show Roles
for the Air Category

Next click the checkbox for the Air Compliance Submittal and click the “Next”
button.

Wisconsin Department of Natural Resources

DNR Switchboard - Request Access
Select Roles

Click Checkbox Air
=z Compliance Submittal |-

‘Show Roles.

TRETRmY

Show Roles | Laboratory: Lab Dninking Water Resits and Proficiency Testing

s i
| Select: Next |

If the facility or municipality is new to the Switchboard, a signature is required to
be on file. Sign and date the Wisconsin Department of Natural Resources
Electronic Signature Agreement and mail the original signed version to the DNR
at:

Switchboard Access Request — SS/7

Department of Natural Resources

PO Box 7921

Madison, WI 53707-7921
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The facility or municipality will receive e-mail notification that access has been
granted within two to three business days. Access to a new role for those with
existing Switchboard access should be granted within 5 days. Contact the DNR
if access is not granted within 5 days.

Please note: If you request access to Asbestos Notification you will need to
submit an original, signed and notarized document.

Electronic Submittal Process

Login Options

Once the facility or municipality completes Switchboard set-up, including a
WAMS ID and access granted to the Air Compliance Submittal option, the
permittee can begin electronically submitting Air Compliance documents.

Log in to the Switchboard using one of these three options:
1. Click the “log in” button on the Switchboard landing page
(http://dnr.wi.gov/topic/Switchboard/),
2. Selecting the “Air Compliance Submittal Actions” button on the bottom left
of the Switchboard landing page.
3. Click the “log in” button on the Air Compliance Reporting Information
landing page (http://dnr.wi.gov/topics/AirPermits/ComplianceReports.html)

Locate the Facility

The WAMS log in screen will prompt you to enter your User ID and Password.
Upon entering this information, the facility or municipality information will
populate the page. Locate the desired facility and select the “Air Compliance
Actions” choice in the right-hand column.

Your Contact Information: ‘What You Can Do:

STEVE BOGOST

101 S WEBSTER ST

WALINAKEE Asbestos Natification
MADISON, Wi 53707 Update Contact Info
(608) 284-8843 Ext:111

steven bogost@wisconsin.gov

Your Facllity | Company Information: What You Can Dao:

: Locate Desired T‘“
| Facility and Select: Air
Comphance Actions

WAUNAREE W oooT eI TRy COTTTaeT
FID: 113288120 Update Facility Info

CROWN CORK & SEAL CO INC View Facility Air Data {and Upload)
4801 W WOOLWORTH AVE M

MILWAUKEE, W1 53218-1417 Review Facility Contacts

FID: 241081580 Update Facility Inh

Air Compliance Actions

DNR AIR REPORTING TEST FACILITY (PROD)
555 ANYWHERE DR

MADISON, W1 53707

FID: 555555550
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Or you can check the “Compliance” button when on one of the other facility Air
pages in WAMS.

Wisconsin Department of Natural Resources

View Facility Air Data and Air Permit Actions

[Selected Facility: 555555550 AIR FACILITY #] TEST

Facility Home

General Facility Information | [ ] ) e —

Permits Home

Facility information

Permit Appiication

Location Address
1892 Smith Street

Start Date: 01/01/1980 Ena Date
Confidential: No

Documents
Portavie: No

Compiance Waunakee WI 535971307 Wom, of Emp: 77

Compl Inspector: GEORGE VOLPENTESTA (262) 574-2150

Location County: DANE

sic NAICS
0111 WHEAT 111100 Rce Farmng
2677 ENVELOPES | | 111211 Potato Famn

11199 Al Other Crop Farming

From the Facility
Home Page you may
also Select:
Compliance

* |f the following screen appears, the appropriate role was not selected in
the “Requesting DNR Switchboard Access” step. Please return to page 3
of this guide for instructions on how to submit the request.

Oops, something is wrong. We are unable to get you to the "Air Compliance Actions' page.
Possible reasons include:
~ Facility is closed
~ You may not have the proper rights to visit that page (see DNR Switchboard)
~ Some other unknown error
You may contact the DNR Air Program at 608-266-7718.

Go to Facility Home Page

* |f “no records found” is listed under the facility Monitoring Reports, and the
permit requires Compliance Monitoring Reports, contact the compliance
inspector assigned to the facility.

Wisconsin Department of Natural Resources

View Facility Air Data and Air Permit Actions

Selected Fac 555555550 AIR FACILITY #1 TEST
NO RECORDS FOUND

© Facility Home

© Permits Home

© Permit Application

w Please contact your inspector if no records are found and your permit requires monitoring report submittal

© Documents

= If you are a Registration Operation Permit (ROP) or a General Operation Permit (GOP) source, you may not have a monitoring
report appear. The reason for this is the dept. has a combined DNR Compliance Certification/Monitoring Report Form that you
may use to meet both the permit Cx i Certification and Repart If this is the case please
subMmit this under the Compliance Certification placeholder.

© Compliance

= If you are not a Major Source, Title V source or SMBO source, the electranic monitoring reporting is unlikely to be set up for
your facility as of 01/01/2016. This is due to the vast number (2,000+) of minor sources across the state that require set up.
Please submit a paper copy at this time, the department will notify you when the electronic monitoring reporting is available
for your source
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Compliance Monitoring Reports Review and Selection

Select the Monitoring Reports tab. Note: The required Monitoring Report
submittal ID, due date and status are shown. If there is inaccurate or missing
information, please contact your air compliance inspector.

Monitoring Report Status Codes:

Status Code Description
NEW Awaiting Submittal
SNR Submitted, not reviewed by DNR
SR Submitted & reviewed by DNR
DQ Delinquent (past due, not submitted)

A RED Due Date indicates the Report was
received late or is currently delinquent.

To begin the submittal process, select the appropriate Monitoring Report ID
(located in blue, underlined text) desired. The text at the right of the screen will
change, highlighting the Monitoring Report ID information.

[Selected Facility: 555555550 AIR FACILITY #1 TEST
& Facility Home

Compliance Certifications JEEERIIGHILEEL MY Stack Tests

@ Permits Home

Monitoring Report
@ Permit Application lng P

Report 1D: SC-MON-15-117042

' Documents

@ Compliance -
Reporied Status:  Please Select v

nnnnnnnnnnnn

* All fields labeled with a RED asterisks are required fields.

* Ensure the Reporting Period and Due Date is correct. Contact the air
compliance inspector if there is an error.

Deviation Reporting

Deviations at any time during the reporting period must be reported. A deviation
is defined as any time an owner or operator cannot claim complete conformance
with every term and condition of applicable permits and regulation. Use the
dropdown menu to select if a Deviation will be reported.
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If “Yes” is selected, all deviations must be listed in the Monitoring Report. DNR
Form 4530-184 (Air Operation Permit Compliance Certification & Deviation
Summary Report) (http://dnr.wi.gov/topic/airpermits/forms.html) or an equivalent
method may be used to report deviations.

Next select the Facility Compliance Status during the reporting period. Choices
are C = Compliance or | = Intermittent.

Facility
Compliance Description
Status
Facility was in continuous compliance. This means zero
deviations occurred during the reporting period. (During
the entire reporting period identified in this monitoring report,
Compliance this facility was in continuous compliance with all conditions

specified in the permit identified in this monitoring report. The
method used to determine compliance for each condition is the
method specified in the permit identified in this monitoring
report.)

Intermittent

Facility was in intermittent compliance. This means one or
more deviations occurred during the reporting period that
were all corrected prior to the end of the reporting period.
(During the entire reporting period identified in this monitoring
summary report, this facility was in continuous compliance with
all conditions specified in the permit identified in this monitoring
report, EXCEPT for the deviations identified in the deviation
summary report. The method used to determine compliance for
each condition is the method specified in the permit identified
in this monitoring report, unless otherwise indicated and
described in the deviation summary report.)

The last box allows the permittee to provide any additional comments to the
Department (i.e., “Deviations are listed on page 3 of attached report.” or “I lost
the permit.” or “Report is one year late.”)
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Signature Requirements

Select the “Attach Documents and Save Form” link at the bottom of the page.

Wisconsin Department of Natural |

- Select: Attach Document

Air Data and Air Permit A«

Se and Save Form

Compliance Certitications

@® Facility Home

@ Permits Home

Monitoring Report Netus
ID Date
MON-15-117042 03/31/2014

@ Permit Application

@ Documents

® Compliance

An “Upload Monitoring Report” box will appear with an important disclaimer
stating “To complete this submittal YOU MUST MAIL THE ORIGINAL INK
SIGNATURE OF THE RCP (Responsible Corporate Official) from the uploaded
document to the Department (just the page with the ink signature not entire
attachment).” Please mail this signature page to the facility’s assigned Air
Compliance Inspector.

The DNR is working towards obtaining an EPA approved electronic signature
system for this submittal in the future. However at this time a hard copy ink
signature is still required to meet federal and state regulations.

The EPA published a notification of a change to the Compliance Certification
Requirements for Title V sources. Effective 09/15/2014, with the exception of
major facilities on tribal land, making a determination that the reporting provisions
in 40 CFR 70.6(c)(5)(iv) are met by sending the compliance certifications to the
state. Therefore a separate submittal to EPA Region 5 is no longer required.
After submittal, a return-receipt e-mail containing this same information will be
sent to the WAMS ID e-mail on file. Please contact the facility’s assigned
compliance inspector with any questions.

After submittal, a return-receipt e-mail containing this same information will be
sent to the WAMS ID e-mail on file. Please contact the facility’s assigned
compliance inspector with any questions.

Confidential Submissions

If any part of the facility’s Monitoring Report has been approved to be considered
confidential via the confidentiality request approval process, DO NOT SUBMIT
THE CONFIDENTIAL VERSION OF THE DOCUMENT VIA THE ELECTONIC
UPLOAD SYSTEM. Submit the confidential copy via hard copy in the mail, and
submit the public version via the electronic system.
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Attaching Documents

After reviewing the signature and confidential submission requirements, click the
“Browse” button to locate the monitoring report on your computer or network.
Find and select the document for upload and press the “Open” button.
Remember, only PDF files of less than 100 megabytes in size can be uploaded.

Selected Facility: 555555550 AIR FACILITY #1 TEST

3 Monitoring Reports

Monitoring Report Due Monitoring Report 1D: [SC-MON-15-117042|
D Date Status|

og

Select:
Browse

Mas Fhe Size 1208
Upload Document and Save Form [l Cancel

The selected document should be listed in the “Upload Monitoring Report” box

next to the “Browse” button. Select the “Upload Document and Save Form”
button to submit the monitoring report.

Selected Facility: 555555550 AIR FACILITY #1 TEST

0y SBhEN  Monitoring Reports

Monitoring Report
ID
il i

Due ‘,:._m Monitoring eport 10: SC-MON-15-117042
Date |
| o | i

Heparting Pe

Select:
Upload
Document
and Save
Form

Upload Document and Save Form

E-mail Receipt
After uploading the Monitoring Report an e-mail receipt will be sent to the facility.

* NOTE: There will be a reminder in the message to mail the original ink
signature of the Responsible Official from the monitoring summary report
to the assigned compliance inspector.
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- ==% EMAIL RECIEPT

ILITY #1 TEST)

The Dept. bas received your Menitoring Report upload for FII
t o 3 the file To

Ohur database bas ax

IR FAC
signe $50
MUST MAIL THE OR.

COMPLIANCE INSPECTOR
MAILING ADDRESS
CITY W1 ZIP

The department understands this may be an inconvenience The Dept is working towards obtaining as EPA spproved electronic

signature system for this submittal in the furare  However at this time 2 hard copy ik signature is still required 10 meet federal and suate
regulaticas

*+ DO NOT REPLY TO THIS EMAIL, if you have questions please contact your assigned compliance inspector **

Department is working towards an EPA approved Method tomove away
from requiring an ink signature system, to allow for electronic signatures.

The following e-mail notifications will be sent from the DNR to the contact(s)
having the “Air Compliance Actions” role. They include:

E-mail receipt: Monitoring Report submittal

Courtesy notification: Report period has ended, you can now report.
Courtesy notification: Report ID due in 14 days

Courtesy notification: Report is past due (if report is not received by the
due date)

Courtesy notification: Report is 20 days past due

Courtesy notification: Signature not received (30 days after due date)

Review

Review Submissions

All past and present electronic submissions can be viewed by clicking the
“Monitoring Report ID” and selecting “View Document.”

Selected Facility: 555555550 AIR FACILITY #1 TEST

Compliance Certifications JEEMTIGILIEIT LGN Stack Tests

Monitoring Report| Due
1D Date
03/31/2014

@ Facility Home

@ Permits Home

Report 1D: SC-MON-15-117042

@ Permit Application Status

SNR.

@ Documents

@ Compliance

Select: View
Document if
you wish to
view document

After submission, DNR will rename the document, in this format:
Monitoring_Report_Reporting Period_FID
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(010114 123114 is equivalent to Jan 1, 2014 to Dec 31, 2014 Reporting Period)

If a re-submit occurs for any reason, DNR will add “_NA” to end of the un-
submitted report.

Completed Submissions

The Compliance Monitoring Report submission is complete when ALL STEPS
(including mailing the original ink signature page to the air compliance inspector)
are complete.

The facility or municipality can follow the DNR review process by locating the

DNR Review Section under the Monitoring Reports ID. Listed in this section are
the review date and DNR staff reviewing the Monitoring Report. Once DNR has
completed their review, the status will be updated.

@ Facility Home

@ Permits Home

iSelected Facility: 555555550 AIR FACILITY #1 TEST

Compliance Certifications [JEESEINGHLNEERIEME Stack Tests

Monitori Rt rt
@ Permit Application ont orlIrll)g SES

Due
Date
312004

Status|
SNR

1: SCMON-15-117042

uments

@ Compliance

Following DNR
Review, The DNR
Review Information

will Appear and ID
Status will Change J

More Information

Resources

Please visit the Air Compliance Submittal Actions Electronic Reporting web page
at http://dnr.wi.gov/topic/AirPermits/ComplianceReports.html or contact your

compliance inspector.
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This document is intended solely as guidance and does not include any mandatory requirements except
where requirements found in statute or administrative rule are referenced. Any regulatory decisions made
by the Department of Natural Resources in any mazzer addressed by this guidance will be made by applying
the governing statutes and administrative rules to the relevant facts.

The Wisconsin Department of Natural Resources provides equal opportunity in its employment, programs,
services, and functions under an Affirmative Action Plan. If you have any questions, please write to Equal
Opportunity Office, Department of Interior, Washington, D.C. 20240.

This publication is available in alternative format (large print, Braille, audio tape. etc.) upon request.
Please call (bureau contact number) for more information.

Wisconsin Department of Natural Resources
Box 7921

Madison, WI 53707
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