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ARP ELECTRONIC SUBMITTAL GUIDELINES

These guidelines are for submitting an Application to Revise a Permit (ARP) using an electronic format. This document explains the process for the applicant and the permit reviewers. The process utilizes specific software and access permissions from the Division. The process is divided into four parts: Submittal, Completeness, Technical Review and Approval. The Division of Mineral Resources Management’s ARP Application Manager (AM) will manage the ARP process. Some guidance for submittal and review of ARPs is available in the Technical Requirements for Specific Types of ARPs document. All forms and guidance documents are available on the DMRM website under electronic forms.

ARP Submittal

ARPs are to be submitted on forms provided by the Division. The ARP Submittal Form shall be submitted with the ARP to the AM in the Division’s Cambridge office. The submittal can be submitted electronically by sending the ARP package to a designated folder on a file transfer priority (ftp) site on the Divisions server. All submittals to the ftp site should be in PDF format. The site is located at https://ftps.dnr.state.oh.us. Each company will have password access to the site and will set up folders for each ARP submitted. Contact the ARP application manager for an initial password. When an applicant submits an ARP to the ftp site they will also send an email to the AM with the ARP Submittal Form. The form describes the ARP, contains contact information, and lets the AM know to start processing the ARP. A special ARP email site is set up for submittal of any information concerning ARPs. The email address is ARP@dnr.state.oh.us.  This email site will be monitored by the AM.

ARP Completeness

When the application manager receives an email with the ARP Submittal Form from an applicant they will start the completeness process by entering the ARP information into the Division’s central tracking system (CTS). The AM will look at the ARP on the ftp site and start the completeness review process. Part or all of the application may be printed for the permanent file. The AM will email completeness revisions to the applicant if they are required. The applicant will respond by posting the revisions on the ftp site and emailing the AM to let them know that revisions have been submitted or by emailing the revisions directly to the AM. The AM will coordinate with the applicant until the application is complete. If it is a significant revision the AM will notify the applicant to publish the ARP. 

ARP Technical Review

Following completeness the AM will assign technical reviewers and enter the information into CTS. The AM will generate a due date letter and distribute it by email to the technical reviewers and the applicant. The email will notify the reviewers that the ARP is on the ftp site for their review. The technical reviewers will access the ftp site to review the ARP. They may print some or all of the ARP for their review. If there are parts of the ARP submittal that cannot be printed the reviewer will contact the applicant for a mailed copy. 

The technical reviewers will send their comments on the application by email to the AM and the applicant. When the comments are complete the AM will generate an official revision letter to send it to the applicant. Upon receipt of the revision letter the applicant will complete the requested revisions and send the revisions to the ftp site. The applicant will send an email to the AM and the reviewers informing them of the revisions. The AM will enter information into CTS, generate another due date letter and email it to the reviewers to continue their reviews. The AM and the reviewers will continue to work with the applicant until the ARP is approvable. This includes requesting performance security (PS) and a letter of PS election if it is required. When the ARP is approvable the AM will request needed final copies including signed and notarized documents. 

ARP Approval 

When the AM has four copies of the ARP including one with original signatures it will be sent to the Chief for signature. Following the Chief’s signature the AM will email the applicant and the reviewers including the inspector that the application is approved. Copies of the ARP will be mailed and filed. 

Priority Requests

Some ARPs are very high priority to the permittee. These may be the result of enforcement action, compliance issues, or important operational needs. An ARP Priority Request may be submitted to the permitting manager to initiate the ARP process. The permitting manager will approve the request and send the signed request to the permittee. The approved request will be submitted with the ARP application and will be given high priority by the application manager and the reviewers. It is important to get these priority ARPs approved quickly. The ARP number assigned by DMRM should reflect that it is a priority by putting a “P” following the number.

Permit Update Letters

Some revisions to permits do not require the review by technical reviewers and thus do not need to go through the whole ARP process. These updates to the permit can be requested with a Permit Update Letter from the permittee to the Chief. The letter can be used for updates such as deleting an operator, removing permit conditions, change of address or contact information. The AM can be the only reviewer or may request assistance from other staff. Update letters will be recorded in CTS and distributed following approval. 

ARP Submittal Outline

Submittal

· Applicant submits ARP electronically to ftp site: https://ftps.dnr.state.oh.us
· Applicant emails ARP Submittal Form to Application Manager: ARP@dnr.state.oh.us
Completeness

· AM enters ARP in CTS & assigns a number

· AM requests completeness revisions

· Applicant sends revisions to ftp site or email revisions to AM

· Applicant emails AM indicating revisions are submitted

· AM emails applicant of completeness and publication if required

Technical Review

· AM assigns technical reviewers, enters into CTS

· AM generates Due Date Letter & emails reviewers & applicant

· Tech. Reviewers access ARP on ftp site

· Tech. Reviewers comment to AM & applicant

· AM generates Revision Letter (all comments received) & emails applicant and reviewers

· Technical review repeats until approvable

Approval

· AM requests copies and signed documents

· Chief approves and signs the ARP

· AM emails applicant, reviewers and inspector of approval

· AM mails copies and files original signature copy  

Priority Request

· Applicant submits priority request letter to permitting manager

· Permitting manager approves the request & sends to applicant

· Applicant submits approved request with ARP

· AM and tech. Reviewers treats ARP as a priority for approval

Permit Update Letter

· Applicant submits permit update letter to AM

· AM reviews the letter, enters in CTS, approves and distributes
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