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RE: Chargeable Time for Permit Processing

The following policy has been drafted to improve consistency
among staff regarding chargeable time for permit processing.  All
of the activities listed below are chargeable and should be
billed to the permit applicant.  A detailed description must be
logged by the review engineer for each charged time entry in
order to document the work conducted.  Charged time entries should
be made on the day they occur to ensure accuracy.  If there are
any questions regarding whether an activity is chargeable, please
check with your unit leader.  

1)  Preapplication activities:
    

* pre-app meeting with applicant and/or contractors
     * Technical Services Program activities 
        -  monitoring requirements
        -  modeling requirements  
        -  background concentration
     * telephone calls related to this source
     * research needed to prepare for pre-app meetings
     * site visit (as needed-including appropriate travel time)

* review of current AIRS/KLEROS/Sourcemaster data or permit
  file

2)  Application processing:
    

* log in 
     * assigning KLEROS/AIRS/Sourcemaster ID numbers

    - Unit Leader to assign engineer
     *  preliminary analysis (including any research, 
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        consultation, or file review needed for permit
   processing; and any written communications)

     *  public notice (preparation, mailing, and responding
        to public comments) 
         - Secretary time
         - Engineer time
         - Technical Services Time (response only)
     *  drafting permit
     *  coding AIRS sheets
     *  permit signoff from supervisory staff
     *  fee calculations
     *  data entry (AIRS/KLEROS/Sourcemaster/Access) 
     *  telephone calls related to this source's permit
     *  meetings with the source's representative
     *  public hearing preparation, participation, and travel 

   time
     *  filing

*  copying of documents

3)  Final approval activities:
   

* inspections by local health departments or APCD staff
- file review
- travel time
- inspection time
- report write-up

     * processing by C M & E
     * processing by Permitting unit     
     * fee calculations
     * permit signoff from unit leader
     * written correspondence
     * telephone calls related to this source's permit
     * meetings with the source's representative
     * observation and review of stack tests or CEM

  certifications
* data entry (AIRS/KLEROS/Sourcemaster/Access)               
* Technical services activities conducted up to the time of
  final approval issuance.

- monitoring data review
- modeling review              

      NOTE:  Meetings of a general nature (e.g. regulation
      interpretations) should be kept to a minimum.  Such 
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      meetings should be approved in advance by the Unit Leader.
  


