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Why?

■ Reduce the cycle time between 
receiving an application and the date of 
construction authorization 

■ One of the common barriers is 
incomplete applications

■ Develop checklists to address/minimize 
application incompleteness
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What?

■ Developed Completeness Checklists
■ Will be used internally to review 

amendment applications and 
applications for new facilities

■ Not registration, capped or general 
permits; not reissuance applications (at 
this time); not for expedited process
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When?

■ Now
■ Pilot program underway

■ Using checklists on construction 
applications already in-house prior to them 
being picked up

■Will still be ‘tweaking’ checklists as we 
develop experience
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Future Plans

■ Will use checklists on incoming 
applications starting mid-March

■ Applications may be placed on hold - to 
await additional information - or be 
returned, or deemed complete
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Completeness Checklists

■ Two checklists
■One for Change/Modification applications 

(CH forms)
■One for new Total Facility permit 

applications
■Will not be used for expedited permit 

program



7

Form of Checklists

■ Three parts
■ Administrative Completeness Review
■ Technical Completeness Review
■ Project Completeness Review
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Administrative

■ Check for presence of necessary forms 
(criteria is: present/missing)

■ Turn-around time – two business days
■ Application immediately returned if 

missing forms: 
■Mod. applications: CH-02, CH-03, CD-01
■ TFP: GI-09, CD-01, calculations
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Technical Completeness

■ Completeness, not correctness
■ Review is done on scale of 1-3 

■ 1 =  incomplete, 3 = complete

■ Application incomplete if # of 1’s > 5 
and/or # of 2’s > 8

■ Turn-around time – 5 business days
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Project Completeness

■ Other information, as applicable, 
needed prior to working on application
■ AERA
■ EAW/EIS
■Modeling
■NPDES permit application

■ Checking only for presence
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Application Returned

■ Returned immediately when ‘must have’ 
forms identified as missing in 
administrative completeness

■ Returned if technically incomplete
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Application on Hold

■ Technically complete and ‘must have’ 
forms are present, but other forms are 
missing

■ E-mail (or letter) sent to applicant 
identifying missing forms

■ On hold for two weeks; return 
application if missing forms not received 
within 2 weeks
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Possible Concerns

■ Review may be subjective
■ Process designed to minimize

■ Criteria for returning
■ Question about use of most recent 

forms
■Will use reason when checking

■ Question about modification of forms
■Questions should not be eliminated
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Checklists on Web

■ Checklists for use by MPCA staff
■ Available to help applicants; not 

intended to be sent in
■ Checklists will be revised as we develop 

experience
■ Checklists will be available on web at 

http://www.pca.state.mn.us/air/permits
/forms.html
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Common problems

■ Not reading and following instructions!
■ Calculations not complete (lacking 

justification for control efficiency, 
source of emission factors not fully 
cited)
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Common problems

■ Information not consistent in 
application, e.g. different control 
efficiency on GI-05A and in calculations; 
calculations based on emission factors 
for fuel, but different limit proposed in 
CD-01

■ GI-07 often does not include Total HAPs
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Goal

■ Can complete permitting process more 
quickly

■ Better, more complete applications
■ Less time on fixing application means 

can move on to next permit sooner
■ Level playing field


