INSTRUCTIONS FOR COMPLETING

TITLE V ANNUAL COMPLIANCE CERTIFICATION FORMS

Form 100 - SECTION I- FACILITY INFORMATION

Facility (Name and Program Interest Number)- Enter the New Jersey air pollution facility name followed by the Program Interest Number for which the Title V annual certification is being submitted. Your facility name should be the same as it appears on the approved operating permit.  The Program Interest Number is a five-digit facility identification number assigned by the New Jersey Department of Environmental Protection.  This number can be found on your approved operating permit. 

Operating Permit Approval Date- The date the New Jersey Department of Environmental Protection approved your facility’s initial Operating Permit.  This date can be found on the cover page to the Original Operating Permit.  

Report Due Date- The annual compliance certification is due to the Department and the EPA within 60 days of the expiration of each 1-year anniversary of the Initial Operating Permit Approval Date, unless otherwise specified in your approved operating permit.

Period Covered- The period covered is for the one year period from the approval anniversary of the operating permit each calendar year to approval anniversary of the next calendar year, unless otherwise specified in your approved operating permit.  

Note that many Operating Permits now being issued require annual compliance reporting based on the calendar year rather than the anniversary date of the Initial Operating Permit approval.  For these permits, the annual certification is due by March 1 of the following year.  If the annual certification is submitted by January 30, it can also serve as the six month deviation report for the July through December reporting period.  Please see your Operating Permit for additional details.

SECTION II- Annual Compliance Certification Statement

Compliance Status for the Reporting Period- Check the box indicating the facility’s status for the reporting period. Read all five boxes thoroughly and choose the box that best reflects the facility's compliance throughout the year. If your facility did not comply with all applicable requirements in the operating permit continuously throughout the year, regardless if the facility has returned to compliance, DO NOT check Box a.   

SECTION III- Summary of Facility and Emission Unit/Batch Process Compliance Status

Emission Unit/Batch Process - 
The first row is for identifying any deviations of the Operating Permit compliance plan requirements, including any deviations of the FC (Facility) Subject Item, in the FACILITY SPECIFIC REQUIREMENTS section of the Operating Permit.

The second and subsequent rows of Section III must include each Emission Unit and Batch Process included in the current Operating Permit. Each Emission Unit and Batch Process should be entered only once.

In column #1, fill in each unit listed in your operating permit.  For each Unit you will be certifying compliance for ALL Operating Scenarios (OS), Control Devices (CD), Emission Points (PT), Groups (GR) and Equipment (E) listed under that UNIT.  If your permit includes any Groups (GR), these must also be included in column #1 with each Emission Unit or Batch Process associated with that Group.  PLEASE LIST ALL Operating Scenarios (OS), Control Devices (CD), Emission Points (PT), Groups (GR) and Equipment (E) next to the Unit.  If you have any Insignificant Sources (IS) with any requirements, you must also list them in this section.  Note: You don’t have to list each step for batch processes, but the certification does include all step requirements.



Example: U1: includes OSO, OS1, OS2, CD1, PT1, E101, E102




    BP2: includes OSO, OS1, CD2, CD3, PT2, PT3, E201, E202, E203

Compliance Status as of the end of the reporting period-Check whether your facility is in compliance or out of compliance with all requirements for the Unit (included Operating Scenarios (OS), Steps (ST), Control Devices (CD), Emission Points (PT), Groups (GR) and Equipment (E)) listed in column #1 in Section III as of the last date in the reporting period listed in Section I.

Compliance During Reporting Period: Check whether the Unit (and all included Operating Scenarios (OS), Steps (ST), Control Devices (CD), Emission Points (PT), Groups (GR) and Equipment (E)) listed in column #1 in Section III has had continuous or intermittent compliance during the past year.  Intermittent compliance should include any period of time during the period covered by this certification where there was a deviation from compliance with any requirement in the Operating Permit.

Applicable Requirement(s) Associated with a Deviation- Fill in each applicable requirement Reference # from the Operating Permit which incurred a deviation or possible exception to compliance during the period covered by this certification  (be sure to include the complete Subject Item # from the Operating permit, including  Operating Scenarios (OS), Control Devices (CD), Emission Points (PT), Groups (GR), Equipment (E), or Insignificant Source (IS) with the Reference Number (Ref #) associated with the deviation).  Please list the Reference # for all violations associated with the same unit in this box.

Example of Non-compliant Requirements Associated with the Same Unit:

OS1 Ref. #4, CD22 Ref. # 31, OS2 Ref. # 25, etc.

100-A Form: Fill out attached 100-A form for EACH non-repetitive deviation listed under EACH Unit. 

100-B Form: Fill out attached 100-B form for EACH repetitive violation listed under EACH Unit.  

Repetitive Violation: A repetitive violation is a violation which occurs on multiple calendar dates for the same requirement Reference # for the same Subject Item.  A repetitive violation also includes violations already reported on quarterly excess emission monitoring performance (EEMPR) forms.  Please only fill out one form for all violations reported on a quarterly excess emission monitoring performance report.

Section IV- Responsible Official Signature Statement

Print or type name, phone, title, fax and address of person, submit with original signature and date the certification in the spaces provided. 

Responsible Official- A facility official responsible for the Title V Annual Compliance Certification.  A Responsible Official as defined in N.J.A.C. 7:27-1.4 is as follows:



For a corporation:
a president, secretary, treasurer, or vice-president of the corporation; any other person who performs similar policy or decision making functions for the corporation; or a duly authorized representative responsible for the overall operation of a facility (plant manager, etc.).

For a partnership:

general partner.

For a sole proprietorship:
the proprietor.

For a government agency:
either a principal executive officer or a ranking elected official.

Section V-DIRECT KNOWLEDGE OFFICIAL SIGNATURE STATEMENT


Print or type name, phone, title, fax and address of person, submit with original signature and date the certification in the spaces provided.

Individual with Direct Knowledge- Individual listed as the contact person, or any person with direct knowledge of and responsibility for the information contained in the Title V Annual Compliance Certification.  This may or may not be the person who signed as the Responsible Official defined above. 

Note: If the current responsible officials are not the same as specified in the approved operating permit, the facility must file an administrative amendment in order to change the responsible official.

Mail To- Mail one copy to your New Jersey Department of Environmental Protection Regional Office as indicated on the forms and one copy to the United States Department of Environmental Protection Region II. 

INSTRUCTIONS FOR COMPLETING

100-A FORM

This form should be completed for every deviation listed in Section III of the Annual Compliance Certification Form where there was only one deviation for the requirement Reference # during the period covered by this certification.

SECTION IA- FACILITY INFORMATION

Facility (Name and Program Interest Number)- Enter the New Jersey air pollution facility name followed by the Program Interest Number for which the Title V annual certification is being submitted. Your facility name should be the same as it appears on the approved operating permit.  The Program Interest Number is a five-digit facility identification number assigned by the New Jersey Department of Environmental Protection.  This number can be found on your approved operating permit.

SECTION IIA- Reporting of Deviation

Please fill in the appropriate boxes and provide responses to the questions to the best of your knowledge.

Line 1: Enter the unit # from the first column of Section III of the Annual Compliance Certification Form for every deviation noted in the last column labeled Applicable Requirement(s) Associated with a Deviation

Line 2: Enter the Subject Item # and Reference # for the specific requirement entered in the last column of Section III of the Annual Compliance Certification Form.  You should use a separate Form 100 for each Reference # listed in the last column of Section III of the Annual Compliance Certification Form.  Include the method, as required by the operating permit, or other means used to determine non-compliance.

Line 3: Check the box for the type of requirement associated with the violation referenced above. Describe the violation referenced above. Indicate whether the violation referenced above has already been addressed during the period covered by this certification.

If the violations have already been reported to the Department on a periodic compliance report required by the Operating Permit, include a description of the report and the date submitted to the department.  Do not re-enter the data in section 4 through 11 for data already submitted to the Department in a periodic compliance report.

The facility should have received a prescribed Enforcement Action (PEA), a Negotiated Enforcement Action (NEA) or an Administrative Consent Order (ACO) for this violation.  Please indicate the number of the enforcement action (Example: PEA020001, NEA 030001).

Line 4: Name the person at the facility who discovered the violation, the date the violation was officially discovered and the time the violation was discovered by the facility.

Line 5: Indicate to whom and how the violation was reported.  If DEP communication Center was notified of the violation or incident, please list the case number given to you by the dispatcher. Enter when the incident started and how long it continued

Line 6:  Enter the Subject Item number for any other pieces of equipment that were involved in the incident. 

Line 7: Check boxes appropriately if the violation listed above resulted in excess emissions.  More than one box can be checked.  If the excess emissions can be calculated, please fill in the approximate pounds emitted above the permitted limit next to pollutant box checked.

Enter the method taken to approximate the emissions above the permitted limit (Example: AP-42 Calculations, Continuous Monitors etc.)

Line 8: Describe the steps taken to correct the problem (i.e., steps taken to mitigate excess emissions, equipment repairs, etc.) and the preventative measures employed to avoid future incidents.

Line 9: Was the equipment operating properly prior to the incident?

Line 10: Did the incident result from operator error, incorrect operation or incorrect maintenance procedures?  If yes, explain.

Line 11: Has the equipment returned to compliance?   If not, explain.
INSTRUCTIONS FOR COMPLETING

100-B FORM

This form should be completed for every deviation listed in Section III of the Annual Compliance Certification Form where there was more then one deviation for the requirement Reference # during the period covered by this certification.

SECTION IB- FACILITY INFORMATION

Facility (Name and Program Interest Number)- Enter the New Jersey air pollution facility name followed by the Program Interest Number for which the Title V annual certification is being submitted. Your facility name should be the same as it appears on the approved operating permit.  The Program Interest Number is a five-digit facility identification number assigned by the New Jersey Department of Environmental Protection.  This number can be found on your approved operating permit.

SECTION IIB- Reporting of Deviation

Please fill in the appropriate boxes and provide responses to the questions to the best of your knowledge.

Line 1: Enter the unit # from the first column of Section III of the Annual Compliance Certification Form for every deviation noted in the last column labeled Applicable Requirement(s) Associated with a Deviation

Line 2: Enter the Subject Item # and Reference # for the specific requirement entered in the last column of Section III of the Annual Compliance Certification Form.  You should use a separate Form 100 for each Reference # listed in the last column of Section III of the Annual Compliance Certification Form. Include the method, as required by the operating permit, or other means used to determine non-compliance.

Line 3: Check the box for the type of requirement associated with the violation referenced above. Describe the violation referenced above. Indicate whether the violation referenced above has already been addressed during the period covered by this certification.

If the violations have already been reported to the Department on a periodic compliance report required by the Operating Permit, include a description of the report and the date submitted to the department.  Do not re-enter the data in section 4 through 9 for data already submitted to the Department in a periodic compliance report.

The facility should have received a Prescribed Enforcement Action (PEA), a Negotiated Enforcement Action (NEA) or an Administrative Consent Order (ACO) for this violation.  Please indicate the number of the enforcement action (Example: PEA020001, NEA 030001).

Line 4:  Complete for all deviations not reported as part of a periodic compliance report.

Indicate which parameter located on the facilities operating permit has recorded a violation (Example: Pressure Drop, Temperature, Process Rate, Fuel Rate), and enter the permitted maximum or minimum limit for the parameter.

For each deviation, fill in the date(s) that the parameter listed in column one occurred.  

Enter the emission rate that was recorded by the facility.

Indicate the probable cause or reason for the incident. 

Use additional sheets as needed.

Line 5: Check boxes appropriately if the violation listed above resulted in excess emissions.  More than one box can be checked.  

Line 6:  Describe the steps taken to correct the problem(s) listed above.

Line 7: Was the equipment operating properly prior to the incident?

Line 8: Did the incident result from operator error, incorrect operation or incorrect maintenance procedures?  If yes, explain.

Line 9: Has the equipment returned to compliance?   If not, explain.
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