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1. WHAT IS THE NEW JERSEY COMMUNITY RIGHT TO KNOW SURVEY? 
 
The Community Right to Know (CRTK) Survey is an annual inventory of hazardous substances 
that are produced, stored or used at a place where business is conducted (facility) in the State of 
New Jersey. This annual report is required by state and federal laws. The information 
collected is available to the public and to emergency responders such as police and fire 
departments. It is used to supplement other regulatory programs within the state, provide 
important information to residents about hazardous substances in their community, and to 
facilitate proper planning for a response to an emergency at a facility, which may threaten the 
surrounding community or environment. 

 
Common substances often associated with business activities may pose a hazard to human health 
and the environment. Therefore, inventory reporting is not limited to establishments typically 
associated with chemical processing or manufacturing (pharmaceuticals, refineries, etc.). 

 
The CRTK Survey consists of two parts: Part 1 is for facility information and Part 2 is for listing 
hazardous substances present at the facility above applicable reporting thresholds. 

 
1.2 WHO MUST COMPLETE THE SURVEY? 

 
The state and federal CRTK laws have similar requirements. New Jersey employers who are 
engaged in certain types of business activities specified by the New Jersey Worker and 
Community Right to Know Act and regulations are required to submit a survey for each of their 
facility locations. These employers are identified by the North American Industry Classification 
System (NAICS) codes assigned to them by the New Jersey Department of Labor and Workforce 
Development (DLWD). Visit the P2RTK website at  
http://nj.gov/dep/enforcement/opppc/crtk/figdoc.htm for the complete list of NAICS codes. 

 
New Jersey businesses whose NAICS codes do not appear in the list of covered codes may still 
be required to complete the survey under federal law, specifically Section 312 of the Emergency 
Planning and Community Right to Know Act (EPCRA). If the facility owner/operator is required 
to maintain Material Safety Data Sheets (MSDS’s) for hazardous substances in accordance with 
the Occupational Safety and Health Administration’s (OSHA’s) Hazard Communication 
Standard and quantities of these substances at the facility were at or above 10,000 pounds at any 
one time during the reporting year, the facility must complete the survey for these substances, 
unless federal exemptions apply. Also under EPCRA, any substance listed on the EHS list with 
an asterisk (denoting it as an Extremely Hazardous Substance), must be reported on the survey if 
present at or above 500 pounds or the designated Threshold Planning Quantity (TPQ). The 
completion of the CRTK Survey replaces the federal forms (Tier I or II) required by Section 312 
of EPCRA. 

 
1.3 WHEN MUST THE SURVEY BE SUBMITTED? 

 
The survey must be completed and submitted to the NJDEP and the required agencies by 
MARCH 1. Under state law and regulations failure to meet the deadline may result in 
enforcement action and possible penalties of $2,500 per day. 

http://nj.gov/dep/enforcement/opppc/crtk/figdoc.htm
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1.4 WHAT MUST BE REPORTED? 
Before completing the survey, you must first develop your inventory list by determining if there 
were EHS’s at your facility during the reporting year in any quantity, and whether these 
quantities met or exceeded reporting thresholds. To determine whether the threshold for any 
substance has been exceeded at any one time at a facility, accurate records of chemicals present 
in the facility during the year must be used. These may be sales, purchases, production, 
inventory, or a combination of these records, which will allow an accurate computation of 
maximum and average daily quantities of chemical substances at the facility. 

 
Environmental Hazardous Substances (EHS’s) listed on the NJ EHS List must be reported using 
the specific name listed. An employer should review appropriate MSDS’s to determine if any 
products produced, stored or used at the facility contain EHS’s. If MSDS’s are not available, the 
employer should contact the manufacturer or supplier of the products to get that information. 

 
Whether a substance must be reported is based on its chemical name and whether its quantity 
met or exceeded an applicable reporting threshold at any one time during the reporting year. If 
no threshold is shown in the NJ EHS List the threshold is 500 pounds. Otherwise, the lower 
threshold for the substance will be indicated in the last column of the NJ EHS List. 

 
1. EHS’s must be reported if they were present at the facility during the reporting year at or 

above the thresholds. 
 

2. Any product or substance for which an MSDS is required in accordance with OSHA’s 
hazard Communication Standard may need to be reported if it was present at the facility 
during the reporting year at quantities of 10,000 pounds or more at any one time and has not 
been reported under number 1 above. This is a federal requirement under EPCRA. These 
substances may be reported either by chemical, product, or generic name. 

 
Visit the P2RTK website at http://nj.gov/dep/enforcement/opppc/crtk/figdoc.htm  
for the complete list of EHS’s. 

 
1.5 REPORTING EXEMPTIONS 

    
  IF YOU BELIEVE YOU FALL INTO ONE OF THE FOLLOWING EXEMPT 
CATEGORIES YOU MAY SUBMIT A CRTK REPORTING EXEMPTION FORM 
WHICH CAN BE FOUND AT http://nj.gov/dep/enforcement/opppc/crtk/figdoc.htm YOU 
DO NOT HAVE TO SET UP AN ONLINE ACCOUNT TO SUBMIT THIS FORM. 

 
Exempt Subcategories 

Certain subcategories under a particular NAICS code may be exempt from CRTK reporting 
requirements. Visit the P2RTK website at 
http://nj.gov/dep/enforcement/opppc/crtk/figdoc.htm  
for the complete list of NAICS codes with limitations and exceptions. 

 
Non-Users and Users Below Threshold 

 

Facilities that do not have any EHS’s or those where all EHS’s are below reporting thresholds 
may be exempt from CRTK reporting, but only AFTER PROVIDING NOTIFICATION TO 
THE NJDEP.  Facilities are required to notify the NJDEP should there be a change in status 
after the initial submittal. 

http://nj.gov/dep/enforcement/opppc/crtk/figdoc.htm
http://nj.gov/dep/enforcement/opppc/crtk/figdoc.htm
http://nj.gov/dep/enforcement/opppc/crtk/figdoc.htm
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Unstaffed Sites 

 

The CRTK Survey is not required for unstaffed sites defined as a remotely operated site, not 
contiguous to any other staffed sites at which no full-time or part-time employees are assigned at 
any time except for maintenance or emergency repair unless there was 10,000 pounds or more of 
a hazardous substance or an Extremely Hazardous Substance as listed on the NJ EHS List at or 
above 500 pounds or the TPQ present on the site, AND AFTER PROVIDING 
NOTIFICATION TO THE NJDEP. An unstaffed site includes but is not limited to a cellular 
telephone tower, telecommunications relay box, switching box, telephone pole, and well station 
If you qualify as an unstaffed site, in Part 1, Section B, check off “No” for Question 1 and 
Question 2.  In Part 1, Section G, description box, indicate “unstaffed site.” 

 
Administrative Office Only 

 

If your business is engaged only in administrative activities at all locations within the state, you 
may be exempt from CRTK reporting requirements AFTER PROVIDING NOTIFICATION 
TO THE NJDEP.  In Part 1, Section B, check off “No” for Question 1 and Question 2.  Provide 
a brief explanation in the description box in Section G. 

 
No Facility in New Jersey 

 

If you do not have a facility located in New Jersey, in Part 1, Section B, check off “No” for 
Question 1 and Question 2. In Section G write “No Facility in New Jersey” in the description 
box. 

 
 
1.6 REPORTING CHANGES AT A FACILITY 
If your facility ceased operations during the calendar year, you must report the EHS’s that were 
present at the facility at quantities that met or exceeded the reporting thresholds until the time of 
closing.  Please also indicate in Section C in the Facility Status dropdown box that your facility 
is out of business. 

 
You should also contact the New Jersey Department of Treasury if there has been a change in the 
status of your business (i.e., your facility is out of business). Notification to Treasury should be 
sent to: New Jersey Department of Treasury, Division of Revenue, Client Registration Section, 
PO Box 252, Trenton, NJ, 08646-0252. Visit their website at http://www.nj.gov/njbgs/ for a full 
explanation on ending various business entity types. 

 
 
2. INSTRUCTIONS FOR COMPLETING THE SURVEY 

 
2.1 THRESHOLD/INVENTORY RANGE DETERMINATIONS 

 
Facilities in NAICS codes listed in the CRTK COVERED NORTH AMERICAN INDUSTRY 
CLASSIFICATION SYSTEM (NAICS) CODES document must compare their inventory list to 
the NJ EHS List to determine if there were listed EHS’s at the facility during the reporting year 
and if the quantities met or exceeded the threshold 

 
When reviewing the ingredients of products produced, stored, or used at your facility for the 
purposes of threshold determination, you must be sure to add all occurrences of the substance. 

http://www.nj.gov/njbgs/
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For example, if toluene is present in paint, solvent and adhesive at your facility, the amounts of 
toluene in each material must be totaled to determine if the threshold was exceeded. 

 
In Part 1, Section B of the survey you must answer Yes or No to the following questions: 

Does this facility Produce, Store or Use Environmental Hazardous Substances (EHS’s) 

1. In Any Quantity? 
 

2 Above Thresholds? 
 
To answer these questions, you must determine the maximum amount at any one time that was 
present at the facility during the reporting year for each EHS. If the maximum amount met or 
exceeded 500 pounds or the TPQ, whichever is less, for a given EHS, it is reportable on the 
CRTK Survey in all its occurrences at the facility, except if the exemptions described below 
apply.  You must answer Yes to Question 2 above. 

 
The following EHS’s are exempt from reporting on the CRTK Survey and should not be 
included in the threshold determination: 

 
1. EHS’s located in an approved Research and Development (R&D) 
laboratory. In order to obtain an R&D laboratory exemption, you must fill out a 
Research and Development Laboratory Exemption Application. The application 
is available online at 
http://nj.gov/dep/enforcement/opppc/crtk/figdoc.htmPlease note that R&D 
laboratories include pilot plants but do not include quality assurance labs. See 
Figure 2 below for a simplified method for reporting substances in quality 
assurance labs that have been reported on the survey for other locations of the 
facility. The R&D laboratory exemption from state chemical inventory reporting 
does not apply to substances subject to reporting under Section 312 of EPCRA. 
These substances should be reported on the CRTK Survey; 

2. Substances which are an integral part of a facility structure or furnishings; 
3. Personal property for the personal use of employees of a facility; 
4. Ammunition when on the person of security personnel; 
5. Except for Saran, PVC and Lopac, substances present as a solid in any 

manufactured item, which has been formed to a specific shape or design during 
manufacture to the extent that exposure to any EHS’s does not occur under normal 
conditions of use; 

6. EHS’s comprising one percent or less of a mixture, or 0.1 percent if the EHS is 
carcinogenic as defined at 29 CFR 1910.1200(d) 4 of OSHA’s Hazard 
Communications regulations. 

 
Do not include EHS’s in diesel fuel or #2 heating oil, gasoline, kerosene, petroleum oil, or 
waste oil in your threshold determination. Diesel fuel or #2 heating oil, gasoline, kerosene, 
petroleum oil, or waste oil must be reported only if their quantities met or exceeded 10,000 
pounds at any one time during the reporting year. However, if your facility has any 
quantity of these substances, then you must indicate YES in Part 1, Question 1, of Section 
B. 

 
 
 

http://nj.gov/dep/enforcement/opppc/crtk/figdoc.htm
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2.2 EXAMPLES OF THRESHOLD/INVENTORY RANGE CODE DETERMINATIONS 
Use the following examples to help you estimate the quantities of EHS’s that were present at 
your facility. You will need the MSDS’s for the products or chemicals that were produced, 
stored, or used at your facility. Since there are a variety of methods that may be applied in 
estimating the threshold and inventory quantities of the products and EHS’s, you may round off 
estimated quantities to whole numbers, as has been done in some of the examples below. For 
decimal numbers of 0.5 or greater, you may round up to the next nearest whole number, and for 
decimal numbers less than 0.5, you may round down to the next nearest whole number. To know 
if an EHS was present at your facility in quantities that met or exceeded the threshold, you must 
determine all sources of the EHS and figure out the quantities present in pounds. 

 
Example 1 (solids): Company A has 2,000 pounds of a solid adhesive containing 5% 
(0.05) toluene as indicated on the MSDS.  What is the weight of toluene? 

 
2,000 pounds of product x 0.05 toluene (per MSDS) = 100 pounds of toluene (Below 
Threshold) 

 
Example 2 (pure liquids): You must convert gallons to pounds. Company B has a 
5,000-gallon tank filled with methyl isobutyl ketone. What is the weight of methyl 
isobutyl ketone? 

 
Gallons of EHS x density (see Note #1) (pounds/gallon from MSDS) = pounds of EHS 
5,000 gallons EHS x 6.7 pounds/gallon = 33,500 pounds of methyl isobutyl ketone 
(Above Threshold) 

 
Example 3 (liquids - mixtures): Company C has 10 gallons of paint containing 15% 
(0.15) toluene and 15 gallons of solvent containing 20% (0.20) toluene. What is the total 
weight of the toluene? 

 
Gallons of product x density of product (pounds/gallon from MSDS) = pounds of paint 
Pounds of paint x (% of EHS) = pounds of EHS 

 
Paint: 
10 gallons of paint x 8.3 pounds/gallon (see Note #2) = 83 pounds of paint 
83 pounds of paint x 0.15 (toluene) = 12 pounds of toluene in paint 

 
Solvent: 
15 gallons solvent x 6.5 pounds/gallon (from MSDS) = 98 pounds of solvent 
98 pounds of solvent x 0.20 (toluene) = 20 pounds of toluene in solvent 

 
To determine if the total quantity of toluene exceeds the reporting threshold, add the 
quantities of toluene: 12 pounds + 20 pounds = 32 pounds total toluene (Below 
Threshold) 

 
1) If the specific gravity of product is listed instead of density, you can get density by 
multiplying the specific gravity by 8.3 pounds/gallon (density of water): 
Specific gravity x 8.3 pounds/gallon = density of product (pounds/gallon) 
2) If the specific gravity and the density are not found on the MSDS, use 8.3 pounds/gallon 
to estimate weight. 
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Example 4 (liquids - mixtures): Company D has 120 gallons of a mixture containing 40% 
(0.40) benzene.  The MSDS for the product indicates the specific gravity of the product is 
0.96.  How much benzene is present in the mixture? 

 
0.96 x 8.3 pounds/gallon = 8.0 pounds/gallon 
120 gallons x 8.0 pounds/gallon = 960 pounds of product 
960 pounds x 0.40 (benzene) = 384 pounds of benzene (Below Threshold) 

 
Example 5 (liquids - gases): You must convert cubic feet to pounds (see Figure 4 for 
the more commonly reported gases). Company H stores 2,000 cubic feet of methane in 
liquid form and stores chlorine as a gas in five 1,000 cubic feet cylinders. What is the 
maximum daily inventory of each EHS? 
 
Methane: 
2,000 ft.3 methane x 26.3 pounds/ft.3 (table) = 52,600 pounds of methane (liquid) (Above 
Threshold) 

 
Chlorine: 
1,000 ft.3/cylinder x 5 cylinders = 5,000 ft.3  of chlorine gas 
5,000 ft.3 x 0.200 pounds/ft.3  (table) = 1,000 pounds of chlorine gas (Above Threshold) 

 
Figure 1 Gas Conversion Table 

 

 
Gas 

lbs./ft.3 

Stored as Gas 
lbs./ft.

3 

Stored as Liquid 
Acetylene .068 24.0 

Ammonia .048 38.0 

Chlorine .200 87.7 

Dichlorodifluoromethane (Freon 12) .329 82.7 

Chlorodifluoromethane (Freon 22) .461 75.5 

Hydrogen .005 4.28 

Methane .043 26.3 

Nitrogen .073 50.5 

Oxygen .083 71.2 

Propane .155 36.0 

1,1,2 Trichloro-1,1, 2 trifluoroethane 
(Freon 113) 

.231 97.7 
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Note:  Values given are approximate for ambient (room) temperature.  Consult the MSDS or 
your supplier for actual values if the gas is stored at higher or lower temperatures, or if it is not 
listed on this conversion table. 

 
Figure 2 Special Reporting Requirements 

 
Reporting Wastes 

 
If an EHS was present at the facility above reporting thresholds, quantities of the EHS in 
wastes must be included in Part 2. You may combine the reporting of non-wastes and wastes 
if they are stored in the same type of container. For example, if you are storing a non-waste 
liquid in a drum containing 50% toluene and also have a waste mixture containing toluene 
stored in a drum, the toluene may be reported on a single line as toluene stored as a mixture in 
a drum. Combine the weights of the non-waste and waste quantities to arrive at the correct 
inventory code.  If several EHS’s are contained in a waste, you may report the mixture as  
"Haz Waste, N.O.S. (only if EHS reported)” using substance number 2461 and DOT number 
9189. In this case, no CAS number should be given. Note:  Do not include quantities of 
wastes in your threshold determination. 

Reporting Diesel Fuel or #2 Heating Oil, Gasoline, Kerosene, 
Petroleum Oil, or Waste Oil 

 
If you had quantities of diesel fuel or #2 heating oil, gasoline, kerosene, petroleum oil, or 
waste oil present at your facility during the reporting year in quantities at or above 10,000 
pounds, these substances must be reported on Part 2 of the survey. To determine if you had 
10,000 pounds of these substances present at your site, use 7 pounds/gallon to estimate 
weight. If you had 1,400 gallons or more of these products present at any one time during the 
reporting year, you exceeded the 10,000-pound threshold. See the EHS table for the 
appropriate substance name (please note that heating oil is combined with the diesel listing in 
the online application.) 

Reporting Alternative Fuels 
 

Any alternative fuel containing more than 10% ethanol must be reported on the CRTK survey 
if present in quantities at or above 10,000 pounds. Be sure to check the EPCRA Only circle in 
the Substance Description section. 

Multiple Listings of an EHS 
 

One Chemical Inventory Report must be completed for each EHS if more than one container 
type, storage condition, or descriptor type (pure/mixture or solid/liquid/gas) exists. 

 
If one EHS is found in multiple products in the same container type, having the same 
hazards, then only one Chemical Inventory Report needs to be completed for that substance. 
If one EHS is found in multiple products in the same container type, but with different 
hazards associated with the products, then only one Chemical Inventory Report needs to be 
completed, but all hazards should be checked that apply to any of the products containing the 
EHS being reported. 

Quality Assurance Labs 
 

If you have a quality assurance laboratory, which has small samples of substances that are 
reported elsewhere on Part 2, you may list the chemicals in the lab as a single item "Substance 
Samples (only if EHS reported)." Select Substance Samples (only if EHS Reported) Complete 
all entries except CAS and DOT number.   If all samples are in the same    container 
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Community Right to Know Electronic Reporting 

New Users Account Setup 

Step 1 – Go to www.njdeponline.com 
 

Click on Request Access to NJDEP Online 
 

(glass bottles or plastic jars), enter the code for that container type. If two or more container 
types are present, enter OT for "other.”  For substance number, enter 3628. 

http://www.njdeponline.com/
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Step 2 – Enter the Company Contact name, the Organization (Company) name and your email 
address and click Request. BEFORE CLICKING REQUEST, IT IS STRONGLY 
RECOMMENDED THAT YOU WRITE DOWN A USERNAME, PASSWORD and 
SECURITY QUESTION THAT WILL BE NEEDED FOR THE NEXT STEP. STEP 3 
HAS A “TIME OUT” FEATURE, WHICH WILL CAUSE AN ERROR IF YOU TAKE 
TOO MUCH TIME TO COMPLETE THE PAGE. PASSWORDS MUST BE AT LEAST 
8 CHARACTERS LONG, CHOSEN FROM AT LEAST THREE OF THESE GROUPS: 
LOWERCASE LETTERS, UPPERCASE LETTERS, DIGITS, AND OTHER 
CHARACTERS (EXCEPT SPACE, QUOTES, <, >, & AND \) FOR EXAMPLE, A 
PASSWORD COULD BE SOMETHING LIKE - Jdoeuser1#. 

 
 
Step 3 – Go to B. I don’t have a myNewJersey account yet. I’ll create a new one and link it 
to my NJDEP Online information: Enter the Log On ID, Password and Security Question 
AND THEN CLICK ON Create this myNewJersey Account and link NJDEP Online to It. 

 
MAKE SURE YOU WRITE DOWN YOUR LOG ON ID, PASSWORD AND SECURITY 
QUESTION ANSWER!!!!! WE CANNOT LOOK UP YOUR PASSWORD OR SECURITY 
QUESTION ANSWER. IF YOU FORGET YOUR PASSWORD AND SECURITY QUESTION 
ANSWER IN THE FUTURE, YOU WILL BE REQUIRED TO SET UP A NEW ACCOUNT. 
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Step 5 – Enter your contact information and click on Add Contact Number. YOU MUST ADD 
AT LEAST ONE CONTACT TELEPHONE NUMBER. 

 
 

 
 
Step 6 – Select the type of telephone number you wish to use (cell phone, Fax #, home phone, 
other, work phone) and enter the telephone number with no spaces or dashes and click Save. 
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Step 7 – You will be brought back to the Contact Information page. You may add additional 
telephone numbers or click “Continue.” 
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Step 8 – You must Select/answer five Challenge Questions then click Continue. 
 
 

 
 
Step 9 – You must select a Security PIN Number that is at least 8 characters and contains 1 
letter and 1 number or special character, then click Continue. 
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Step 10 – On the right hand side, scroll down to Right to Know and Pollution Prevention 
Program, put a check mark in the box next to Community Right to Know Survey and click OK. 
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Step 11 – Click on Add Facilities. 
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Step 12 – Under Pick the search you want to perform: leave the first circle highlighted, do not put 
anything in the (Optional) Select NJDEP Program: box. Enter your 11-digit CRTK Facility ID# 
OR your Facility name.  DO NOT ENTER BOTH.  Click Search. 
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Step 13 – Put a check mark in the box next to the facility name and click Add Selected Facilities. 
 
 

 
Step 14 – You can click on Add Facility, and follow Steps 12 and 13 to add another facility, or click 
on Complete Setup. 
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Step 15 – Click “Done” to complete your account setup. 
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Accessing the CRTK 
Survey 

 
 

 
 
Step 1 – Click on Community Right To Know Survey 
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Step 2 – Click on the Icon under Access Facility (Looks like a yellow piece 
of paper). 
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Step 3 – In the box to the right of Reporting Year you should see 2014 No Survey Submitted. Click 
on Continue. If you need to complete a CRTK Survey for a different year (you can go back two 
reporting years) click on the dropdown arrow and select the applicable reporting year. 
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Step 4 – Click on Company Info. (When completing the Survey, it is advisable to click on Save to 
File periodically so that you do not lose your work.) 
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Sections A to H 
 
 

 
 
 
 
 
 

Mailing Address 
 

On the left side your company name and mailing address should appear. If the mailing address is 
incorrect, please enter the corrections here. 

 
Facility Location 

 

On the right side the address where the facility is located will be pre-populated. IF YOU NEED 
TO MAKE CHANGES TO THE PHYSICAL LOCATION YOU MUST CLICK ON THE 
“REQUEST CHANGE” BUTTON AND COMPLETE AND SUBMIT A REQUEST 
CHANGE FORM. 
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Company Contact 
 

Enter the company contact name and e-mail address. (The company contact should be an 
individual with knowledge of facility operations). 

 
Does this facility Produce, Store or Use NJ CRTK Environmental Hazardous 
Substances: 

 

For Question 1, if you have determined after reading these instructions that EHS’s were present 
at the facility in any amount during the reporting year, click YES.  Otherwise, click NO. 

 
For Question 2, click YES only if EHS’s listed on the EHS list were present at any time at your 
facility above threshold. Otherwise, click NO. If you clicked YES to Question 2, you must 
complete Part 2 for each EHS present above threshold. If you checked NO for either question, 
complete and submit Part 1 only, unless you have a substance that is reportable under 
EPCRA but not New Jersey CRTK. 

 
If your NAICS code is not in the list of covered codes, or you fall into one of the Exempt 
Subcategories, and you are reporting a substance pursuant to EPCRA, complete and 
submit both Parts 1 and 2 of the CRTK Survey. You will not be able to answer Question B 
1 or B 2 since they will be greyed out. 

 
IF YOUR FACILITY DOES NOT HAVE HAZARDOUS SUBSTANCES ABOVE ANY 
REPORTING THRESHOLD, DO NOT COMPLETE PART 2 OF THE CRTK SURVEY. 

 
Facility Status 

 

Briefly describe the primary function or operation of the facility, such as, "dyeing and finishing 
fabrics," "gasoline service station," "sales office," etc. 

 
 

Number of Employees 
 

Enter or correct the maximum number of workers at the facility at any one time during the 
reporting year. This includes unsalaried, hourly, leased and part-time workers as well as salaried, 
full-time workers. 

 
Number of Facilities 

 

Enter or correct the number of facility locations your company has in New Jersey that share the 
same Federal Employer Identification Number (FEIN) found in Box F. 

 
Federal FEIN 

 

Please verify that the displayed FEIN is correct for your company. If the number is not listed or 
is incorrect, enter or correct the FEIN or the federal tax ID for the company. 

 
 
 
 

http://www.state.nj.us/dep/opppc/crtk/Melissa/ehsalpha.pdf
http://www.state.nj.us/dep/opppc/crtk/Melissa/ehsalpha.pdf
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R&D Laboratory Exemption 
If your facility has an area that is used primarily for R&D activities, that area may be exempt 
from filing the chemical inventory pages of the survey (Part 2). If you wish to apply for an 
exemption for this area, a separately supplied R&D laboratory exemption application must first 
be completed and returned to the Department for review and approval. The R&D laboratory 
exemption application is at http://nj.gov/dep/enforcement/opppc/crtk/figdoc.htm  
If your facility already has an approved R&D laboratory exemption, your R&D approval number 
will display here. You must notify NJDEP if there have been any changes in the R&D portion of 
your facility.   IF THIS FIELD IS BLANK, LEAVE IT BLANK. 
 

Subject to EPCRA Reporting (Section H) 
 

“Yes" means that your facility is subject to the federal EPCRA reporting requirements only, or 
that you reported an EPCRA-Only substance at or above the reporting threshold on your most 
recent survey. You must report the additional information under the 'EPCRA Section 
Information' heading. 

 
Sections I to K and EPCRA Section Information 

 
 

http://nj.gov/dep/enforcement/opppc/crtk/figdoc.htm
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Emergency Facility Contact 
 

Provide the name, title and telephone number of the person assigned to be contacted in case of an 
emergency at the facility, such as a fire, explosion or spill. The emergency contact telephone 
number is the one used to reach the contact person after regular working hours. 

 
Office Contact 

 

Provide the name, title, telephone number and email address for the contact person during the 
regular working day, 

 
Union Representative 

 

If applicable, provide the name of the union representative for this facility along with the name 
of the union/local, e-mail address and phone number. 

 
EPCRA Section Information 

 

If Question H, Subject to EPCRA Reporting is Yes or an EPCRA Only substance is reported in 
Part 2, you must provide at a minimum, the Latitude and Longitude of the facility, whether or not 
the facility is Manned or Unmanned and Maximum Number of Occupants that may be present at 
any one time (this includes employees, vendors, people attending training, etc.). 

 
The TRI and RMP Facility ID fields will be pre-populated. IF THEY ARE BLANK, LEAVE 
THEM BLANK. Please notify our office if your company was just issued an ID for either of 
these programs. 

 
The Chemical Accident Prevention and Section 302 fields will also be pre-populated based on 
information reported in the previous Survey. Also the Section 302 question will change based on 
what you are reporting for the current year. 

 
When finished, click “Save to File.” 
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Survey Step2 
 
To access Part 2 of the Survey, click on “Substance List” in Step 2 of The SURVEY 
REPORTING- 5 BASIC STEPS screen. 

 
 

 
 
 
 
Part 2 – Chemical Inventory Report 

 
If you have submitted a Survey in the past, information from that Survey will pre-populate many 
of the fields. 
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Substance Name 

The substances you reported on the most recent CRTK Survey submitted will be displayed. 
 
 
 

Adding Substances 
To add a substance, click on “Name” or “CAS #” to search for substances by name or chemicals 
abstract service (CAS) number. Put a check in the box(s) to the left of the substance(s) and click 
“Add Substance(s)” The Substance Name, Substance Number, CAS # and DOT # will be filled 
in. 
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If the substance is not on the substance list, GO TO THE END OF THE SUBSTANCE LIST 
AND PUT A CHECK IN THE BOX TO THE LEFT OF “OTHER” AND CLICK ADD 
SUBSTANCE(S). 
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TYPE IN THE SUBSTANCE NAME AND CLICK “OTHER SUBSTANCE”. 
 

 
 
ON THE CHEMICAL INVENTORY REPORT PAGE CLICK ADD SUBSTANCE 
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Please make sure to delete any substances listed that were not present during the reporting 
year. 

 
Purity 

 

Indicate if the substance you are reporting is present in a pure form or as part of a mixture.  If 
you are not reporting a specific chemical, but reporting an entire product under Section 312 of 
EPCRA report it as a mixture. Diesel fuel or #2 heating oil, gasoline, kerosene, petroleum oil, or 
waste oil should be reported as mixtures. 

 
Physical State 

 

Check the appropriate description for the physical state of the substance you are reporting –  
solid, liquid, or gas.  Please remember that gasoline should be reported as a liquid. 

 
EPCRA Only 

 

If you are entering a substance that is not on the NJ EHS list, and therefore, covered by 
EPCRA, and that substance is a mixture, you must indicate whether the mixture you are 
reporting contains any EPCRA Section 302 Extremely Hazardous Substances above the 
reporting threshold. EPCRA Section 302 Extremely Hazardous Substances are shown in red on 
the Environmental Hazardous Substances list. If you indicate “Yes” that extremely hazardous 
substances are contained in the mixture, you must click on “Enter EHS” to enter the Section 302 
EHS information. 

 
Click on “Name” or “CAS #” to bring up the EPCRA Section 302 Extremely Hazardous 
Substances list. Put a check next to the substance(s) you are reporting and click Add 
Substance(s). 
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Enter the maximum daily inventory of the EPCRA Section 302 Extremely Hazardous 
Substances, click “Save to File” and then click “Return to Inventory Page”. 

 

 
Location(s) 

 

For each Substance that you are reporting, provide a brief description of where it is found at 
your facility, such as: "rear of first floor," "loading dock," "tank farm," "shelves, right front," 
"storage area for flammables," etc. If the substance is found commonly throughout the facility 
or a majority of the facility in one type of container, you may report it as "ubiquitous" or 
"plant- wide." When you provide location descriptions, assume that an emergency 
responder does not have a detailed layout of your facility. 

 
Hazards 

 

The USEPA has established five hazard categories for reportable substances (see Figure 3). 
Review the MSDS to determine the hazard(s) of the product, which contains the substance you 
are reporting, and check all hazards that apply. Use the hazards of the entire product to 
determine which hazards to check, rather than the hazards of the individual components of the 
product. If you are using an MSDS as the basis of information for your reporting and it lists no 
hazards, check "none per MSDS." 
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Figure 3 Hazard 
Categories 

 
Hazard Category Descriptions Include 

Fire Hazard "flammable," "combustible liquid," "oxidizer," 
"pyrophoric" 

Sudden Release of Pressure "compressed gas," "explosive" 

Reactive "unstable," "water reactive," "organic 
peroxide" 

Immediate (acute) Health Hazard "highly toxic," "toxic," "irritant," "sensitizer," 
"corrosive," or causes an adverse effect to a 
target organ. Usually occurs rapidly as a result 
of short-term exposure and is of short duration. 

Delayed (chronic) Health Hazard "carcinogen" or causes an adverse effect to     a 
target organ. Generally, occurs as a result of 
long term exposure and is of long duration. 

 

Inventory Information 
 

Container Type 
 

From the drop-down menu, select the type of container in which the reportable substance is 
stored. If Other is selected, please enter the container type in the entry box. Leave this box 
blank if you have not selected “other” as a container type. 

 
Maximum Daily Inventory 

 

From the drop-down menu, select the inventory range representing the maximum number of 
pounds present on a single day at the facility calculated during your threshold determination. 

 
Average Daily Inventory 

 

From the drop-down menu, select the inventory range representing the average daily number 
of pounds present during the year. 

 
Number of Days on Site 

 

Enter the actual number of days that the EHS was present at the facility during the reporting 
year.  There are no codes for this entry. 

 
Storage Pressure and Temperature 

 

From the drop-down menu, select the "Storage Pressure" and “Storage Temperature" at which 
the substance is stored. If a substance is stored at room temperature and pressure, use the code 
for "ambient." If the substance is in a pressurized container, use the code for "greater than 
ambient" pressure, etc. If the gas cools as a result of storage, but the storage vessel is not 
actually cooled, the storage temperature should be reported as ambient. 
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When finished with your entry, be sure to click Save to File and click the “Validate Chemical” 
box to check if any errors were made in your entries. If you receive the message “The data entry 
for this substance is complete. YOU may continue to enter your next substance or, if finished, you 
may proceed to submitting the survey. Before submitting the survey, you must click the “Verify 
Data” button on top to make sure your overall submission is complete. If you receive a message 
explaining a deficiency, you must go back and correct the error before proceeding. 
 

3.1 WHO SHOULD RECEIVE YOUR COMPLETED SURVEY BY MAIL? 
After submitting your survey, five copies must be printed. The CRTK Regulations 
(N.J.A.C. 7:1G-5.1) state that you must distribute copies as follows: 

 
Copy 1 - Send directly to your local Police Department. 
Copy 2 -      Send directly to your local Fire Department. If there is more than 

one fire house in your town/city, please mail a copy of the survey 
to the fire house closest to your company. 

Copy 3 - Send directly to your County Right to Know Lead Agency (See 
County Lead Agency Addresses document at 
http://nj.gov/dep/enforcement/opppc/crtk/figdoc.htm 

  
Copy 4 - Send directly to your Local Emergency Planning Committee 

(LEPC) (See Local Emergency Planning Committee document at 
http://nj.gov/dep/enforcement/opppc/crtk/figdoc.htm  

or click on one of the links on the Accept and Submit page. 
 

 
      Copy 5 -  Keep a copy for your files. You are required to keep a copy at            

your facility for inspection by state and local enforcement 
personnel. Employees at your facility must be provided access to 
the copy of the survey kept at your facility. It is also important that 
you keep a copy to help you update future surveys. Failure to keep 
a copy at the facility and distribute copies as described above will 
lead to enforcement actions. 

 

http://nj.gov/dep/enforcement/opppc/crtk/figdoc.htm
http://nj.gov/dep/enforcement/opppc/crtk/figdoc.htm
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3.2 COMMUNITY RIGHT TO KNOW ENFORCEMENT 
 
The Department of Environmental Protection performs random and unscheduled 
inspections of facilities subject to the provisions of the New Jersey Worker and 
Community Right to Know Act. The purpose of an inspection is to review the 
facility's CRTK Survey and validate the accuracy of the information reported. During 
the inspection, the inspector will ask to examine the facility's files and review its CRTK 
information, chemical inventory lists and MSDS’s. Penalties may be imposed if the 
information reported on the survey is incorrect, or if there is not sufficient proof of 
submissions to the state or other agencies listed above. 

 
3.3 REPORTING ERRORS, OMISSIONS, AND CORRECTIONS 

 
Should you discover an error after submission you can access and revise your survey after it has 
been posted, which typically takes 24 hours. The system allows you to modify your current 
reporting year survey as well as the surveys for the two previous years. 
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