	IUP Writing Steps
	Workshop Outline		

Step 1.	Determine who needs an IUP:

Complete or update your Industrial Waste Survey (IWS, see chapter 3 of the Comprehensive Guidance).
Have the Industry complete the IU Wastewater Survey & Application Form (see Appendix 6-A of the Comprehensive Guidance or PERCS web site).
Make SIU determination.  Includes category determination.

Step 2.	Review application for completeness and accuracy:

Failure of the facility to submit a completed, signed application should be followed up with another letter, phone call, an on site inspection or a Notice of Violation as provided for in the Sewer Use Ordinance (SUO Model Section 8).
The application is not considered complete unless the certification statement is signed, and each question is answered clearly, completely, and accurately.  The POTW must review the entire form to ensure the form is complete, and to address any local concerns and conditions.  Tips for evaluating responses to each question on the long form are provided in the Guidance for Completing the Industrial User Wastewater Application. If the response to any question is incomplete or unclear, the POTW should contact the facility by phone or email, send the application back, or perform an inspection to clarify the answer.

A complete application should give the POTW a good basis for continuing with the permit writing process.

Step 3.	Inspect the Industry:

Complete an Industrial User Inspection Form
(See Appendix 7-D of the Comprehensive Guidance)

Step 4.	Determine if the Headworks Analysis (HWA) should be updated:

See Section 5-D of the Comprehensive Guidance.

Step 5.	Decide what pollutant limits to include in the IUP:

Three parts:
Step 5-A -	Determine what pollutants are present at the IU’s facility, in the IU’s discharge or otherwise need to be considered for a limit:
Just because a pollutant is present in an IU's wastewater doesn't mean the POTW automatically has to assign a limit for that pollutant.  Likewise, just because a pollutant is not present at the facility or is not in the discharge doesn’t mean the POTW cannot assign a limit, eg. uniform or categorical limits, pollutants removed by pretreatment, pollutants hauled away, potential spill/slug POCs, POTW POCs.


1) Use the following resources to determine what pollutants are present at the IU’s facility, whether each pollutant will be in the discharge or not, and evaluate how the IU made these determinations.  Also include any pollutants that may be of concern to the POTW in general or just for this IU.
a) wastewater pollutant checklist - Application Section F.
b) data summary from IU - Application Question F2.
c) any monitoring you may already have for IU
d)	Categorical parameters

Other suggested resources:
e)	Application Question Section B – schematic and D2 - raw materials and process additives [old app Part I, 3]
f)	Application Question F3 – Toxic Release Inventory 
g)	Application Question F4 – biocides [old app Part I, 4]
h)	Application Question F5 – above/below ground storage tanks [old app Part I, 18]
i)	Application Question F6 – waste haulers, i.e., what pollutants are they hauling away [old app Part I, 9]
j)	Application Question F7 – hazardous wastes
k)	Application Section G – wastewater pretreatment units, i.e., what pollutants are they removing, and what pollutants are added in the treatment process [old app Part III]
l)	Application Section E2 – potable water treatment of water prior to use in process, i.e., what pollutants are they removing, what pollutants are added in the treatment process, where are removed wastestreams discharged (eg. RO reject, deminerlizer backwash, etc.)
m)	observations during an inspection
i) Odors
ii) Leaking tanks or storage drums
iii) Unlabeled barrels
iv) Chemicals not addressed in the  IU application
n)	Parameters limited or monitored in NPDES, Non-Discharge, sludge, air quality permits
o)	L/STMP POCs

Now you should know what pollutants are actually being discharged from each Industry or are otherwise of concern for you at this SIU.  Examine and summarize the information to find the average and maximum flow and concentration values for each pollutant.

Step 5.B.	Determine which of above POCs actually need an IUP limit
Just because a pollutant is present in an IU's wastewater doesn't mean the POTW automatically has to assign a limit for that pollutant.

1) Requirements (also see Appendix 6-E of the Comprehensive Guidance, Local Limits Procedure)
NOTE – This Appendix requires revision to correct the flow limit requirements and to address the new 5 % MAHL SIU criteria.
a) Flow:  
i) IUP must have flow limit where the IUP has concentration based limits (eg. mg/l or ug/l) for at least one IUP pollutant limit for which there is a mass based MAHL.  See Step 8, Part I, Section F 3 & 6 for other requirements for flow measurement methods and frequency.
ii) IUP is not required to have flow limit where the IUP has mass based limits (eg. lbs/day) for all pollutants for which there is a mass based MAHL.  IUP still must require adequate flow measurement for compliance judgment for lbs/day limits.
b) HWA POCs (including organics):  IUP must have IUP limit if SIU discharges greater than 5% of MAHL for BOD, TSS, and NH3 (15A NCAC 02H .0903(b)(33)(B)).
i) unless POTW has significant available capacity (defined as influent mass load of less than 75 % MAHL for BOD and 50% MAHL for TSS and NH3).  See Appendix 6-E of the Comprehensive Guidance for more details.	
NOTE – NC POTWs may be more stringent than the state or federal definitions.  If your POTW elects to establish a “5% MAHL” SIU criterion for any additional POCs, the POTW must apply the same criteria above to all those POCs using the 50% MAHL significant available capacity.
c) Categorical POCs:  IUPs for categorical IUs must have IUP limits for all pollutants regulated by the applicable categorical standard, even if CIU’s actual average is <5% MAHL or data is all below detection.
i) unless a waiver allowed under 40 CFR 403.12(e)(2) and 403.8(f)(2)(v)(A) is approved.  
ii) if categorical limits cause over allocation, assign lower IUP limits to resolve.
d) Non-HWA POCs:  Contact PERCS to discuss before IUP is issued.  PERCS may be able to provide a water quality protection value from our Planning Section, literature removal rate, contact info from other POTWs who have addressed the pollutant, or other methods for evaluation of the pollutant.

2) Suggestions:
a) even if an IUP limit is not required, consider if you want to assign a limit and/or monitoring anyway.  For example:
i) the SIU has had problems before
ii) the SIU discharges are higher than SUO local limits (not applicable if the “Industrial Waste Survey” wording is in your SUO)
iii) the SIU has a pretreatment unit that removes a pollutant
iv) the SIU has potential for slugs or spills of a pollutant
v) to confirm a pollutant at IU that IU says will be absent from discharge is really absent
b) NPDES, sludge, and L/STMP POCs, especially new ones:
i) It is recommended that you monitor every Industry once a year for all pollutants in your LTMP or NPDES permit.
ii) However, if you have good recent data showing that a pollutant is not present at the facility and has not been detected in their discharge, this once a year monitoring may be replaced by monitoring once every 5 years when they reapply for a new IUP.

Now you should know which pollutants you plan to assign IUP Limits to this SIU.

Step 5.C.	Determine what the limit should be
Just because a SIU wants 20 mg/l zinc doesn't mean the POTW automatically has to assign that limit for that pollutant, even if you have the MAHL to do it.
Likewise, just because a pollutant is not present at the facility or is not in the discharge doesn’t mean the POTW cannot assign a limit, eg. uniform or categorical limits, pollutants removed by pretreatment, pollutants hauled away, potential spill/slug POCs, POTW POCs

1) Requirements:
a) IUP limits cannot cause over allocation.
b) IUP limits cannot exceed categorical limits.
i) If categorical limits cause over allocation, POTW must assign lower IUP limit to resolve.

2) Suggestions:
a) consider setting IUP limits based on SIU actual data:
i) Determine what limits are needed by each industry in order to be in compliance every time they are sampled.
ii) Set IUP limit slightly higher than the highest value from last five years' data.
iii) Try putting these limits in your Allocation Table and check for over allocations.
iv) IUP limits set too high can encourage sloppiness, inefficient pretreatment unit operation, etc.
v) Exclude obvious "outlier" data, especially where it is known the SIU had a problem that day (upset pretreatment unit, spill, etc.)
vi) Applies to categorical limits, too.  Even if Allocation Table shows categorical limits do not cause over allocation, if actual IU data is significantly lower than categorical limits, consider IUP limits based on actual data.
vii) If limits are greater than necessary, it may be difficult to take the “extra” allocation away at a later date for a new IU.
viii) If IU has no data, consider setting limits based on:
(1) estimates by IU production process designers;
(2) data from similar IUs (with justification of IU's predicted differences);
(3) literature;
(4) consultants;
(5) talk to Pretreatment Coordinators at other POTWs at with similar IUs;
(6) issue short-term IUP
b) Some POTWs report they prefer to give all SIUs the same limit for a given parameter, regardless of whether each SIU even needs a limit for that parameter.  They see it as “fair” and it’s very easy to remember.
c) Some POTWs report they prefer to give all SIUs that need a limit for a particular parameter the same limit for that parameter.  They see it as “fair,” it’s still fairly easy to remember, but does not give up MAHL to SIUs that do not need it.
d) Generally, most limited parameters should have a daily max limit or both a daily max and a monthly average.  For alternatives, contact PERCS to discuss before IUP is issued.


Step 6.	Complete Allocation Table:
An Allocation Table (AT) is a spreadsheet that summarizes IUP limits for each pollutant and for flow.  These total permitted loadings are compared with the MAHL and MAIL results calculated with the Headworks Analysis (HWA).  POTWs are not allowed by the Division to issue IUPs with IUP limits that exceed the MAIL (NCGS 143-215.67(a)).  This situation is called "Over Allocation".

The Division prefers POTWs use the AT worksheet that is part of the HWA/AT spreadsheet that is currently approved for your POTW.  The AT worksheet is linked to the HWA worksheet, and thus will ensure that the current MAHLs and MAILs are always used.

POTWs must submit an updated AT with any new or modified IUP that changes limits.  It would be helpful if changes, corrections or modifications could be highlighted.  The AT includes:
1) SIU names;  IUP # / pipe number;  SIU General Type (i.e., textile, food, etc) - please do list description in words, even if also list SIC codes;  and 40 CFR if applicable
2) IUP renewal effective date for current IUP 5 year cycle, most recent IUP modification date (if applicable), and expiration date
3) IUP Flow Limit and Pollutant Concentration Limits:
a) If IUPs have monthly average limits, enter them into AT.  If IUPs have only daily maximum limits, enter them into AT.
b) AT worksheet will calculate the lbs/day.
c) If IUP itself has mass limits (lbs/day), enter them directly in the applicable lbs/day column, over-writing the lbs/day formula already in the lbs/day cell.
i) NOTE: Must unprotect worksheet to do this.  Make sure you re-protect it when you are done.
4) AT worksheet calculates the sum of SIU permitted load for flow and each pollutant.
5) AT worksheet shows following from linked HWA worksheet:
a) Maximum Allowable Headworks Loading (MAHL)
b) Basis for the MAHL (i.e.  WQ Std, or Inhib)
c) Uncontrollable Domestic Loading
d) Maximum Allowable Industrial Loading (MAIL)
6) Spreadsheet calculates MAHL and MAIL remaining.
7) No over allocation!
8) Spreadsheet also shows 5% MAHL for IUP limit decision purposes.

NOTE:  Spreadsheet Instructions:  Applicable Values should be entered in the Heavy Bordered cells.  Rest of worksheet is protected, password is "2".
You must unprotect the worksheet to enter anything into any non-blue cells, and also to do formatting changes, such as highlighting, changing decimal points, adding rows, etc.  To add rows, add in the middle so that all formulas will automatically adjust.  [[Do not add them at the top or the bottom.]]  Make sure you re-protect the worksheet right after you are done with your changes.  DO NOT leave the spreadsheet un-protected.

Step 7.	Solutions for Over Allocations:

1) Lower the IUP limits for the over allocated pollutants.  Lower limits may need to be given to one, several, or all Industries.
2) Check the Headworks Analysis (HWA).
a) If you have a new SIU, adding their anticipated average flow (not their flow limit) to the POTW average flow in the HWA will likely increase the MAHL/MAIL.
b) Newer L/STMP and DMR data may increase the MAHL/MAIL.
c) Making different assumptions, choices, or decisions in selecting values for your HWA may increase your MAHL/MAIL.
d) Ask PERCS for help.
3) If your HWA is based on realistic assumptions and you must give an Industry a new or more stringent IUP Limit that they may have trouble meeting, put a compliance schedule in the IUP to allow them time to take actions necessary to comply with the IUP Limit.  (see Chapter 6, Section D, of the Comprehensive Guidance).

Step 8.	Write the IUP Itself

PARTS OF AN SIU IUP

IUP Cover page:
All IUPs must have a new IUP cover page with a new effective date, and a new Official signature and signature date.
1) Pretreatment Control Authority Name
2) IUP number.
a) When assigning an IUP number to a new SIU, choose a number that has not been used by for any User before.
b) Once an IUP number has been assigned, generally it will not ever be changed.
i) Even when a name change occurs the POTW usually will not change the IUP number.  However, in some cases either the POTW or the SIU wish to use a new IUP number.  In this case, PERCS requests the IUP permit history entry refers to the previous SIU name and IUP number.  Call PERCS to discuss.
3) Categorical number, including section with limits, eg. 433.17; 464.35 a, b, c, f, and i. Application Question H2 [old app IV].
4) SIU name and address.  Application Question A1.
5) POTW name and address.
6) Effective date, and expiration date.
a) “IUP effective date” is date IUP or IUP modification comes into effect.
b) “IUP expiration date” is date IUP or IUP modification expires.
c) IUP expiration date cannot be more than 5 years from effective date of IUP renewal.
d) The IUP must be transmitted to the SIU on or before the effective date.
e) All listings of the effective and expiration dates must be consistent throughout the IUP package.
7) Legal authority under which IUP is issued.
8) POTW Official Signature, date signed.
a) The IUP must be signed by the authorized signing official, i.e., an executive officer, elected official in highest level of elected office or other authorized employee.
i) If signatory authority has been delegated to another employee, ensure that PERCS has a copy of the delegation letter.
b) “IUP signature date” is date IUP is signed.  May or may not be same as IUP effective date.
c) Signature date cannot be later than effective date, i.e., effective date and modification effective date cannot be retroactive (15A NCAC 02H .0916(c)(7))

Part I, Section A: Basic Information
Repeats some of the basic information on the cover page in a more readable format.
Can be deleted if POTW wishes.

Part I, Section B:  Permit History:
All IUPs must have a new Permit History entry each time the permit is reissued, modified or issued for the first time.
1) A history of the IUP activity.
2) Previously called Modification History.
3) Entry for each IUP event, i.e., when it was issued and each time it is reissued, or modified.
4) Each entry is identified as an IUP first issuance, renewal or IUP modification
5) Each entry is identified by the Effective date (not date signed or date printed, etc.).
6) List of changes made.
a) Can be brief:  For example, “changed limits” or “Revised Part III 1, added Part III, 8.”
b) Can be more detailed:  For example, “raised zinc limit to 1.5 mg/l” or “added copper limit because of new copper based dyes.”
7) Is on-going, i.e., does not start over with IUP renewal, even for name changes.
8) Can be inside IUP at any location or attached to IUP.

Part I, Section C:  Authorization Statements:
C, 1 and C, 3, must be used verbatim in all IUPs.
Alternatively, POTW may request PERCS approval of alternative wording prior to issuing the IUP.
C, 2, authorizes use of and discharge from existing treatment units.
1) Clearly list treatment units, using terms SIU and POTW recognize.
a) If doesn’t match Application Question G1, explain in synopsis or notes in application.
b) List units in order of wastewater flow.
c) If IUP addresses more than one pipe, identify which units are at which pipe.

Part I, Section D:  Description of Discharge
1) First objective:  Clearly list which wastestreams are in sample point.
a) If doesn’t match Application Question E4, explain in synopsis or notes in application.
b) Extra requirements for categorical SIUs.  
2) Second objective - Optional:  Clearly list which wastestreams are not in sample point and any wastestreams that are prohibited from discharge altogether.

Part I, Section E:  Schematic and Monitoring Locations:
1) First objective:  Clearly locate sample point, so that someone unfamiliar with SIU could locate correct sample point.  Application Section B.
a) POTW and SIU must sample at same spot.
i) In rare cases, having different locations make good sense.  The IUP must show both locations, and the IUP submission must document how it is known that the two sample points have the same exact wastewater characteristic.  Call PERCS to discuss.
2) Second objective – Optional:  Show pipes to document which wastestreams are in sample point and which are not.  Especially helpful for categorical SIUs.


Part I, Section F:  Effluent Limits and Monitoring Requirements: The "Limits Page(s)"

1) Effective and Expiration Dates, Pipe Number, etc.:
a) Update the effective and expiration dates as needed.
b) If more than one Pipe, either have separate limits page for each pipe, or make sure your single limits page is very clear about what limits, frequencies, etc. apply to which Pipe.
c) The Division Generic IUP lists various POTW and SIU info on the limits page.  Make sure to update it as needed.

2) IUP Limits Themselves:  See Step 5

3) IUP Monitoring Frequencies:
a) Requirements for POTW Sampling: Minimum Frequencies for POTW are established in 15A NCAC 02H .0908(e).
i) A minimum of once each year for all pretreatment permit-limited parameters including flow.
ii)  “Every Sample” for flow, even when there is no flow limit.
b) Requirements for SIU self-monitoring sampling: Minimum Frequencies for SIUs are established in 40 CFR 403.12(e) and (h).
i) A minimum of once each six month period for all pretreatment permit-limited parameters including flow.
ii)  “Every Sample” for flow, even when there is no flow limit.
c) Effective April 1, 2011, where the POTW elects to perform the SIU self-monitoring sampling required in 40 CFR 403.12(e) and (h) in lieu of the SIU, the minimum frequency for the POTW will be a minimum of once each six month period for all pretreatment permit-limited parameters including flow.
d) Suggestions on Additional Sampling above the minimum requirements:
i) POTWs may require more frequent monitoring for themselves, and/or can require SIU self monitoring.
(1) Some POTWs report they prefer to do all the sampling themselves, so they do not require self-monitoring.
(a) In many cases, the POTW will recover the cost of the lab analysis and sample collection from the SIU.
(2) Other POTWs report they prefer to have any additional sampling done by the SIU.
ii) Typical criteria used to determine frequencies:
(1) High flow and/or pollutant load more frequently than small flow/pollutant load.
(2) Adequacy of pretreatment.
(3) Compliance history.
(4) Potential for spills/slugs.
(5) Potential for harm if something goes wrong.  For example, an SIU is very close to WWTP.
(6) Infrequent or periodic discharges, for example emptying a phosphating bath once every six months.
(7) Daily or even hourly variations, weekday versus weekend variations, or seasonal variations.
iii) Start out with high frequencies, and then reduce later after data shows consistent levels that are not “of concern.”

4) Sample Type:  For flow, see I, F, 6) Flow Requirements (below).  For pollutants, “C” means composite and “G” means grab; see Part I, G, Definitions & Limits Page Notes.

5) Practical Quantitation Levels (PQLs) in IUP [formerly called “Detection Levels (DLs)”].
a) POTWs are not required to list detection levels in an IUP at all.  In this case, the only “requirement” for PQLs is that they be low enough to judge compliance with the IUP limit.
b) If POTW wishes to list PQLs in IUP, may designate as “Recommended” or “Required.”
c) If POTW designates as “Required,” POTW must judge compliance and take enforcement as outlined in your Division approved ERP.
i) Example:  IUP requires silver PQL of 0.005 mg/l.
(1) Result reported as “< 0.01 mg/l” would be a sampling/reporting violation.
(2) Result reported as 0.015 mg/l would not be a sampling/reporting violation, even if the lab sheet shows the lab’s PQL was 0.01 mg/l.
d) PQLs in IUP do not have to match L/STMP.  Generally, the concern with PQLs is about wanting to get the most “valuable” result for the money.  Labs usually charge more for a lower PQL.
i) Assuming no issues with accuracy, a specific mg/l result is always “more valuable” than a “less than” result.  For example, zinc of 0.076 mg/l versus <0.5 mg/l.
ii) A “less than” with a lower PQL is more valuable that a “less than” with a higher PQL.  For example, <0.01 tells you more than <0.1.  This is especially true when the PQL is at or near an environmental criterion.  A good example of this is cadmium – NC WQS is 0.002 mg/l, the same as the typical PQL of 0.002 mg/l.
iii) If IUP required PQLs are higher than L/STMP, PERCS recommends at least once per year or once per HWA cycle testing at each SIU at the L/STMP PQL for HWA mass balance purposes.  Not using the same PQLs can make the mass balance difficult and less meaningful.

6) Flow Requirements:  4 distinct issues – Methods, Measurement Frequency, Reporting Frequency, and Limits.
a) Flow Measurement Methods:  Application Question G2 and G3.
i) First objective:  Clearly specify flow measurement method; both SIU and POTW use it.
(1) IUP limits page
(2) Definitions section (usually with references from the limits page).
(3) Special Conditions section of the IUP (again usually with references from the limits page).  
ii) Second objective:  Flow measurement method is adequate.  "Adequate" means "good enough" for SIU/POTW specifics.  Typical methods available:
(1) Effluent (discharge) meter at IUP sample point.
(2) Flow calculated by adequate method.  eg., discharge time + pump gpm, tank size + depth discharged, etc.
(3) Water supply meter (WSM) that serves all wastestreams in the sample point, and only those wastestreams.
(4) Water supply meter (WSM) that serves all wastestreams in sample point, plus some other wastestreams that are not in sample point.
(5) Water supply meter that serves wastestreams that have significant water losses (into product or evaporation).
(a) deductions for losses OK
b) Flow Measurement Frequency:
i) Requirements:  At a minimum, “every sample” meaning “every time the POTW or SIU collects a composite sample of the designated sample point.”
c) Flow Measurement Reporting Frequencies:
i) All flow readings submitted with report required by Part II, 2 of IUP, typically, monthly.
d) Flow Limits:
i) Required where the IUP has concentration based limits (eg. mg/l or ug/l) for at least one IUP pollutant limit for which there is a mass based MAHL.
ii) Not required where the IUP has mass based limits (eg. lbs/day) for all pollutants for which there is a mass based MAHL.
(1) NOTE:  compliance judgment for lbs/day limits still requires representative flow readings, so all IUPs must have adequate flow measurement requirements.
e) Flow and Surcharges:
i) The above requirements are only for SIU IUP related matters.  They do not apply to flows used for surcharges, which may be based on whatever the POTW wishes.

7) RE-CHECK THE LIMITS PAGE FOR COMMON TYPOS:  Especially:
a) Dates
b) Units
c) Decimal Places
d) Sample Types

Part I, Section G:  Definitions & Limits Page Notes:

1) Grab Samples:  Certain analytical methods require grabs.  These include but may not be limited to, mercury using Method 1631, pH, cyanide, total phenols, oil & grease, sulfide, volatile organic compounds, chlorine residual, etc.  See 40 CFR 403.12(g)(3) and 40 CFR 136 or check with your lab.
2) Composite Sample Definition:  For all other pollutants, 40 CFR 403.12(g)(3) requires 24 hour composites.
a) 403.12(g)(3) requires flow proportional composite sampling techniques, but it does allow the Control Authority to authorize time-proportional sampling provided such samples will be representative.  The POTW must document their decision in the IUP Rationale.
b) Division PERCS Generic IUP Part I, G, 3, is written to require grabs at least hourly over the entire discharge period.  The grab samples may be collected manually or by an automatic sampler.
i) IUPs with less frequent grabs must include discussion in the IUP Rationale of how the definition ensures a representative sample.
3) Grab versus Composite Sampling
a) Grab samples may be appropriate for certain kinds of batch dischargers:
i) Single grab may be truly representative when batch tank is well mixed after treatment and after removal of any sludge.
ii) If pollutant concentrations are stratified throughout tank, eg., higher concentrations lower in tank, especially if near sludge blanket at bottom, must collect a series of grabs as tank is drained, one at beginning, one at end, and as many in middle as may be needed.  Document your findings in the IUP Rationale.
b) Dischargers with very large equalization basins:  If EQ basin holds more than one day of SIU flow, and basin does not have any short circuiting, a single grab may be acceptable, or at least a composite with only a few grabs over 24 hours period.


IUP PART II:  General Conditions
Applies to all SIUs, regardless of SIU type.
Must be used verbatim in all IUPs.
Alternatively, POTW may request PERCS approval of alternative wording prior to issuing the IUP.
Many limits violation caused by underlying violation of general condition, for example:
changed process chemicals - IUP Part II, 25.
increased production - IUP Part II, 25.
slug load - IUP Part II, 30, 5, 6, 7, and 8.  Also Part III, 1, maybe III, 2 and 5
pretreatment unit failure or overload - IUP Part II, 7, 8, 6, 25.  Also maybe Part III, 2, 5

IUP PART III:  Special Conditions
The Division Model includes 10 plus common “special conditions.”
POTW must review these, decide which ones are applicable to the individual SIU based on application, inspection, knowledge of SIU and special circumstances.
Fill in any blanks.  If the Division wording is edited, consult PERCS prior to issuing the IUP.
Delete the rest.
Add any other Special Conditions.


Step 9.	Prepare IUP Rationale:

Required for all first time IUPs and IUP renewals.  May need update with IUP modification.
1) Copy of completed IU Wastewater Survey & Application Form
2) Copy of completed SIU Inspection Form
3) Rationale for Limits:  Explains how IUP limits were developed.
a) For any IUP Local Limit that is an HWA POC, all that is required is a statement similar to “Historical data and HWA,” along with Allocation Table showing no over allocation.
i) In this context, a “Local Limit” is defined as any limit assigned to a non-categorical SIU, or assigned to a CIU but for a non-categorical parameter.
b) For any categorical limits:  List specific categorical citation for limits, show or attach any calculations, etc.  
c) Other possible Rationales:
i) “pH limit from SUO”
ii) “Oil & Grease limit from BPJ”
4) Rationale for No Limits:  Explains why all remaining pollutants listed in the application as known present in the discharge were not limited in IUP.
a) HWA Parameters, including Organics HWA parameters:  Show these parameters are less than 5 % of the MAHL, or that WWTP has significant available capacity.  See page 5 of Appendix 6-E of the Comprehensive Guidance.  Also see example IUP on PERCS web-site.
b) CIUs with TTO Limits:
i) Verify compound is included in the applicable TTO definition.
ii) Verify any TTO sampling confirms compliance.
iii) Verify CIU’s Total Organics Management Plan (TOMP) has adequate explanation of the use and location of compounds as well as methods/procedures CIU implements to keep discharge in compliance with TTO limit.
iv) Verify implementation during normal inspections/TOMP reviews.
c) For any remaining parameters not covered in the HWA or TTO:
i) Contact SIU to determine status:
(1) confirm parameter is present in the discharge;
(2) where it is used in the factory;
(3) is there any sampling data;
(4) if no sampling data, what concentrations are expected in the discharge.
ii) Contact PERCS for assistance in developing a MAHL or to determine special IUP conditions or sampling requirements.
d) Optional:  Parameters checked as present at facility but absent in discharge can still sometimes be of concern.
i) Confirm SIU’s method for ensuring these parameters are not discharged.  You may consider requiring modifications to the SIU’s slug/Spill Control Plan to document the methods, or even consider sampling to demonstrate their absence in the discharge.
ii) Organic Compounds:
(1) Verify compound in applicable TTO definition
(2) Verify any TTO sampling confirms below detection.
(3) Verify CIU’s Total Organics Management Plan (TOMP) has adequate explanation use/location of compounds as well as methods/procedures CIU implements to keeps these pollutants out of discharge altogether.
(4) Verify implementation during normal inspections/TOMP reviews.

Step 10.	Prepare IUP Transmittal Letter to SIU:

Required for all IUPs.
Letter transmitting the IUP renewal to the SIU.
1) It must inform the SIU of their right to adjudicate the IUP.  
2) Example in Appendix 6-D of the Comprehensive Guidance and on PERCS web-site.
3) Send letter and IUP certified mail, return receipt requested.  Or hand deliver and have SIU sign and date your copy of transmittal letter to document when they received it.
4) Consider other persons to cc: Staff member at SIU that actually does day-to-day work or   POTW staff such as WWTP ORC, lab, Pretreatment staff.



Step 11.	Submit IUP to SIU and to the Division:

1)  What to submit to the Division for IUP renewals:
a) Copy of the letter transmitting the IUP renewal to the SIU.
b) IUP itself
c) IUP Rationale.
d) SIU’s application.
e) POTW’s latest inspection.
f) Updated Allocation Table.
g) If any item is or has been submitted to the Division under separate cover, please identify this in the IUP submission.

2) What to submit to the Division for IUP modifications:
a) Copy of the letter transmitting the IUP modification to the SIU.
i) Do not instruct the SIU to remove and discard the replaced pages.  You may either tell them to move them to the end of the IUP, or mark them as “void” on the effective date of this new IUP modification.  Some POTWs list the effective date at the bottom of each IUP page so there will be no confusion.
b) New IUP cover page with a new effective date and new signature date.
c) New permit history page with an entry for that modification that uses the IUP modification effective date and the phrase “IUP modification” and lists all changes the IUP modification made over the previous IUP or IUP modification.  See Step 8 for more on Permit Histories.
d) Any other pages of the IUP that are modified.  If the limits page itself is changed, don’t forget to change the effective date on this page.
e) Updated Allocation Table, if limits were changed.
f) IUP Rationale, if changed.
g) Copy of letter from the SIU requesting the change, if applicable.
h) If any item is or has been submitted to the Division under separate cover, please identify this in the IUP submission.

3) Name Change/New Owner:  IUPs are not transferable (Model SUO, Section 4.2(k); Generic IUP, Part II, 19).  New SIU owners must get a new IUP with the correct name before the change becomes effective, or the new SIU is discharging without a valid IUP.
a) This applies to a sale of the company as well as a general SIU name change where there is no ownership change.
b) Prior to a sale/name change, the SIU must advise the POTW as to the name change and the relationship of the old and new company or division, including when the name change for the facility will actually occur at this SIU.
i) In some cases, the local SIU staff does not find out about the name change or sale until after it has already happened.
c) At the POTW’s discretion, the new company/owner/name must either:
i) complete a new application
OR
ii) review the “old” company’s and accept it in writing to the POTW, stating that there will be no changes, or if there will be a few production/pretreatment/discharge changes not requiring a full new application, describe them  Also, state who the new contact people are, including the official with signatory authority.
d) In response, the POTW
i) modifies the IUP, using the date of the sale/name change as the IUP modification effective date – new cover page, history page, and any other pages with SIU name.
ii) Alternatively, if a new application is submitted, the POTW may renew the IUP, with a new 5 year effective period.
iii) Do not delete permit history events for the previous owner.
iv) If the SIU notified the POTW after the sale/name change, use the date of IUP signature as the effective date.
e) In most cases, the IUP number is not changed.
i) However, in some cases the POTW and/or SIU wish to assign a new IUP number.  In this case, it is requested that the IUP permit history entry refers to the previous SIU name and IUP number.  Call PERCS to discuss.

4) Correction of Typographical Errors:  If a typographical error is discovered after an IUP is issued, how to handle it depends on how the error has affected compliance judgment of that IUP condition, and how the POTW and SIU have been interpreting the IUP condition with the error up until it was discovered.
a) If both the POTW and SIU had been interpreting the IUP as it would have been without the error, this can be “corrected” in the following manner:
i) Prepare a corrected IUP page with the corrected part highlighted, a notation something like “errors corrected on _(list date of transmittal letter)__.”  Prepare a transmittal letter to the SIU explaining the typographical corrections, signed by the party who signed the original IUP.  Send these pages to the SIU, or hand deliver them.  Forward copies of these pages to PERCS for our files.
b) Otherwise, contact PERCS to discuss.
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