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Notification of Regulated Waste Activity

Any business or government agency that generates, transports, stores, or treats a non-exempt hazardous waste
in Minnesota must obtain a Hazardous Waste Identification Number (HWID), also known as a U.S. Environmental
Protection Agency (EPA) Identification Number, from the Minnesota Pollution Control Agency (MPCA) and then
notify the MPCA when changes occur.

Use the MPCA'’s eServices Notification of Regulated Waste Activity to request an HWID and to make these
notifications. The MPCA no longer accepts paper forms, including EPA Form 8700-12.

For more information on what sites must obtain HWIDs, see MPCA fact sheet #w-hw1-03, Obtain a Hazardous
Waste ldentification Number, at: https://www.pca.state.mn.us/sites/default/files/w-hw1-03.pdf

How do | use the MPCA’s e-Service?

To use any of the tools on the MPCA’s e-Service, you will need an account. Accounts are free and may be
created by anyone. Once you create an account, you may use it for any e-Service tool. Only one person may use
each account; if more than one person at your business or government agency will need to use e-Service tools,
they must each create a separate account. Different accounts may all submit notifications for the same site.

e If you already have an e-Service account, skip ahead to Section B on page 4 to
Use the Notification of Regulated Waste Activity e-Service.

e If you do not already have an e-Service account, follow the directions in Section A below to
Create an e-Service account.

A. Create an e-Service account

Al. Openanew window or tab in your web browser and go to https://rsp.pca.state.mn.us
Your screen should look like this:

i [ Suggested Sites + X v B v @ v Pagew Sofetyv Toolsw @~
Skip Navigation

_S rvices oot YY) Linnesora poLLuTIoN
and partners CONTROL AGENCY n

Ducurrllnts and Forms [ Non-Registered Services [ Registered Services

Version: 1.4
You are currently not logeed in Help | Login

Non Registered Services Registered Services
I want

| want to pay a bill, create a new account of retrieve my password. to apply for a permit, sign up for notifications, submit monitoring results, check the status of an application or download a
More Services >> natu

re Submittal Agreement

More vices
User D:[ bt il togn |
Creale a new account>>Forgo

t my password:

Minnesota Pollution Control Agency | 651-757-2728, 844-828-0942 | e-Services support | MPCA Staff Directory | Website policies
Copyright © 2016 Minnesota Poliution Control Agency

A2. Onthe screen shown above, click the Create a new account>> link.

Note: For clarity, only the middle portion of the screen will be shown in the remainder of these instructions.
The upper and bottom portions of your screen should not change.
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The middle portion of your screen should now look like this:

CREATE USER ID

- Create User ID
- Choose Password Type a user ID between 8 and 40 alphanumeric characters. Do not use punctuation, spaces or special characters.

- Add Contact Info
- Setup Challenge User 1Dz
Questions.

5 C = =
Signsture PIN
6 - Add Facilities
Please Note
You may click on a
previously visited page
(above) to navigate back to|
that screen

ES) ) )

A3. Type in the User ID: box to choose a username that will be easy for you to remember.
A4. Click the button. The middle portion of your screen should then look like this:

CHOOSE PASSWORD D

1 - Create User ID
Choosa Password MNote: Passwords must be between 8 and 40 characters (inclusive), chosen from at least two of these aroups: lowercase letters, uppercase letters, digits, and other characters (except space, quotes, <, > &

and ).

2.

3 - Add Contact Info

4 - Setup Chall P: ds are case sensitive
Questions

5 - Create Electronic
Signature PIN User Retype User Password:

6 - Add Facilities
Please Note

You may dick s
{above) to navigate back to]
that screen.

A5. Enter a password meeting the noted requirements in the User Password: box.
Reenter the same password in the Retype User Password: box.

A6. Click the button. The middle portion of your screen should then look like this:

CONTACT INFORMATION

1 - Creat

1]

2 - Choose Password * First Name: * Address Line 1:
3 - Add Contact Info Middle Initial: Address Line 2:
4 - Setup Challenge * Last Name: Address Line 3:
giis oo * State/Country: Minnesota -
5 - Create Electronic Title: - County: .
PIN * E-Mail Address: - City: -
6 - Add Facilities * Confirm E-Mail: Foreign State: -
Please Note Organization Name: * 2IP/Postal Code:
You may click on a P .
previously visited page Orgenization Type: -
{above) to navigate back to|
that screen.

CONTACT NUMBERS

Note: At least one contact number is required.

You do not have any contact numbers. Click Add Contact Number' to add one

A7. Type in each box to enter the appropriate information. Boxes marked with an *asterisk are required
information. If the *State/Country: is Minnesota, you must select a County: before selecting a *City:.

A8. Click the [:ClNelei & 48\ [M5i1I51; button. The middle portion of your screen should then look like this:

ADD CONTACT NUMBER

Note: Contact number must be entered without dashes. Ex- 6092922082

“Contact # Type: P -
“Contact Number:
Comments:

Please Note

You may click on a * Required
previously visited page
{above) to navigate back to
that screen

A9. Select the type of telephone number in the *Contact # Type: pulldown box.

Page 2 of 16 March 2026 | w-hw5-12



A10. Type in each following box to enter the appropriate information.

All. Click the m button. Repeat steps A7-A10 for each contact telephone number you would like to add.
Then click the button. Afterward, the middle portion of your screen should look like this:

CHALLENGE/RESPONSE QUESTIONS
2 User ID
[=T— Select a question and type an answer for five different security questions. Answers cannot be duplicated Answers are NOT case sensitive

- Add Contact Info * Question 1:

4 - Setup Challenge -
Questions * Question 2:

& - Create Electronic -
oaucib * Question 3:

6 - Add Facilities -
Please Note * Question 4:

You may click on a -
previously visited page - " )
(above) to navigate back tof Question 5:

that screen. M

* Required

A12. Select a challenge question in the first Question: pulldown box. Type your answer in the following box.
A13. Repeat step A1l for each of the remaining four challenge questions.

A14. Click the button. The middle portion of your screen should then look like this:

- Create User ID
- Choose Password Your PIN will be used to electronically certify a notification, report, or application.

- Add Contact Info

- Setup Challenge Note: The Certification PIN must be between 8 and 40 characters (inclusive), chosen from at least two of these groups: lowercase letters, uppercase letters, digits, and other characters (except space, quotes,
Questions < > &and\).

5 - Create Electronic
Signature PIN

6 - Add Facilities

Certification PIN is case sensitive.

Please Note Certification PIN: Retype
You may click on a Certification PIN:
previously visited page

(above) to nanigate back to

that screen.

A15. Enter a certification personal identification number (PIN) meeting the Note: requirements in the
Certification PIN: box. Reenter the same certification PIN in the Retype Certification PIN: box.

A16. Click the button. The middle portion of your screen should then look like this:

- Create User ID Some senices require that you have an associated facility before the senice can be used. For example,
Air, Tank, eDMR, SSTS, and some Feedlot senices require a facility

2 - Choose Password

- Add Contact Info If you are creating an account and dont know if you need an associated facility, click Complete Setup.

- Sety lenge You can add a facility later if you need it
Q
rlorai To search for a facility, enter any information about the facility you are looking for and click Search.
Signature PIN
'gnat — + In text boxes, you can enter partial values followed by an astenisk(”) to search for all records that
- Add Facilities begin with that value. For example, entering “Car™™ in the Facility Name field would return all
Please Note facilities whose names begin with "Car”, such as "Carpet Cleaning”
You may click on a » The Alt fHistoric Name field hes previous or dary |Ds of the facility. To refine your
previously visited page search, select an option from the Facility User Group list in combination with entering an ID.
(above) to navigate back tol Examples include an B-digit "Air Permit Number™ or "Wastewater Permit Number™
that screen

*Y'ou must enter in at least one field before clicking the Search button

Facility 1D: Address:
Facility Name: County: -
Alternate/Historic Municipality: -
Name/lD:
ZIP:
Facility Type: -
Facility User Group: -

" Search | compiets Sewp

Al7. To use the e-Services Notification of hazardous waste activity, you do not need to add a facility. Click the
(of6]4 5] [SIERTNHTTS) button. Your account setup is complete.
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B. Use the Notification of Regulated Waste Activity e-Service

B1. Open anew window in your web browser and go to https://rsp.pca.state.mn.us
Your screen should look like this:

i [0 Soggested Stes = Fiov B v % # v Pagev Sefetyr Tookv @

Skip Navigation

e-Heryices Samme MR o |

Documents and Forms " Non-Registered Services | Registered Services

Versica: 1.4
You are currently not logged m. H

Hon Registered Services Registered Services
| 'want to pay a bill, create a new account of retreve my password. | want to apply for a permit. sign up for notificabons, submit monitonng results. check the status of an apphcation or download a
More Services > Electronic Signature Submittal Agreemant

More Services >>
UseriD:| _Pumlﬂ:: m

Create 3 new account>>Forgol my passwords>

Minnesota Pollution Control Agency | 651-757-2728, B44-828-0942 | o-Services support | MPCA Staff Dwactory | Website polcies
Copynight © 2016 Minnesota Pollution Contral Agenty

B2. Type your username and password into the User ID: and Password: boxes.
B3. Click the button.

Note: For clarity, only the middle portion of the screen will be shown in the remainder of these instructions.
The upper and bottom portions of your screen should not change.

B4. If the middle portion of your screen looks like this, click the (@i - [T button.
Then proceed to step B5 below.

My Workspace [ Messages [ userProfile [ Electronic Signature | Documents and Forms

Version: 1.4

Currently logged n: Help | Logout
MY WORKSPACE
Service Selection 3

Note: Access to this electronic service selection and submittal area is granted by selecting facilities using the user profile. Some services are accessible without selecting facilities as shown below.

You do not have access 1o any services. Cunﬁgure Services
My Facilities 0

Note: You may add facilities by clicking the "Add Services/Facilities” button below.

You do not have any facilities in your profile. You may add facilities by selecting the Add Facility bution on the My Workspace scraen

Add Facilities

B5. The middle portion of your screen should now look like this.
Ensure the \AAVLILEEIE tab in the upper left of your screen is selected for all steps in Section B.

My Workspace | Messages | User Profde | Electronic Signature | Documents and Forms

Vierson 1.4

Plaate bulect the Seruces Bt you woukd bie 19 appear o0 your Workapace and chck the OW tuflon

Services Requiring Facilities

Aberveground Storage Tasks

A
A1) Abomground Storage Tank Ressusnce Permt A7) Admnatiatne Amendment Serace
A1) Indvatiasl Paimt Resisuance
Water Guadicy
L) Ovacharge Montorng Regot

Services NOT Requiring Facilities.

Comatruction Shodmwater Hazardows
A 1] Constrcton Stormmatern Gasaral Permt Apphcstion A7 Netibcaion of Raguated Wante Actsty

)17 Hazardous Wante Geseeator Licanse Appie ston

Sctid Waste Veusal Dincharge
1) Yot Waste Poemdt By Ride )17 Vessal Discharge Parma

Wastewater
A 1] Sewer Extonsion Pormt Apgicston

Chock A8 [ ox ] conce |
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B6. Click the checkbox in front of Notification of Regulated Waste Activity.
B7. Click the m button. The middle portion of your screen should then look like this:

Hote: Access to this slectionic senice selection and submittal area is granted by selecting facilties wsing the wsar rofle. Some senices afe accessible without selecting faciities as shawn below

Hozardous Woste

My Facilities £
Mote: You may add taclities. by chcking the “Add SenicesFaciities” button below
You do ot hawe any faciities in you profle. You may add facikties by selecting the Add Facilty buton on the My Workspace screen

B8. Click the Notification of Regulated Waste Activity link.
The middle portion of your screen should then look like this:

SERVICE TYPE SELECTION

- Serdce Type

Selactitn Walcome to the Netifcation of Raguiated Waste Actiity +-Senice
T e Business and govemment agencets that generate of manage hazandous waste in Minsesota must have a hazardous waste entication number (HWID)
3 - Contacts. Click tha link balow that apphes 1o you
l"—P « Initial: apphy for a new HMD for your faciity
rities + Modification of an Existing Hazardous Waste Activity. update or comect informaton for your sasteng HWID
Cyoon » Imactivation: nactiate your HWID because your facity ne longr generates of Manages hazandous waste
4 - Reguisted Waste
Actatas
& - Centification
Plaase Hote

You may chek on a
prwcusly wsted page
{above) 1o nanagate back b
that seresn () Click on the type desciiption s 340 mors isformaticn sbout that type

You may use the Notification of Regulated Waste Activity e-Service to:
o Initial: apply for a new HWID for your facility. Follow the directions in Section C below on this page.
¢ Modification of an Existing Hazardous Waste Identification Number: update or correct information for
your existing HWID. Follow the directions in Section D on page 10.

Do not use this option if you are moving onto a site with an existing HWID;
you must apply for an Initial HWID using Section C below instead.

¢ Inactivation: inactivate your HWID because your facility no longer generates or manages hazardous
waste. Follow the directions in Section E on page 14.

C. Initial: apply for a new HWID for your facility
C1l. Click the circle in front of Initial.

C2. Click the button. The middle portion of your screen should then look like this:

PROPERTY INFORMATION

¥ you are apphing ke 8 niw HWID, arter the location information for your faciity and chck Contiras

2 - Locat
5 — ¥ you are modidying your asssting HWWID, review your facisty locasion inlcemation balow. i it i comect, chck Contings If # is incomect, s10p the notifcation precess and call us at B55.767.2118 o emad us ot pvlicensing pcalbstate o us
- Contacts
4 - Provertion To erter the latitude gitsde for a location, ither typs wnlugs o click Map to find the coodnates on a map. After clicking Map, cick the approximate center of the site and the latitude and lengitude will transfer 10 this page. You can also verfy typed Coodnatas by clicking
= d
=2 Wl.m To selact 3 HAICS code, chek an anry in the box. To select s3Stionsl anines, hold down the Contrel (Carl) kiry. Ensute you e using he most up-to-date NAICS code fof your facilty by ehacking the U.S. Cansus Buresus HAICS wabsite tiips (e o8
& - Conibeation “Facility Hame: Tribal Lands:
[ Plocse Note | *Addrass Line 1
You muy chik on & Address Line 2:
prwaously wisted page Addross Line 3:
{above] S0 navigate Back to .
that scrasn Stadac Minnesots he
*County: -
“Clry: =
“IIP Code:
“Coordinate System: -
“Latitude:
“Langinsda:
“Collaction Mathod: -
“Raturamce Point: -

“NAICS: Select NAICS Code

* Roguired Contirun

C3. Type in each box to enter the physical location of the site. Do not enter PO Boxes or mail drops.
Boxes marked with an *asterisk are required information. If the site includes a suite or unit number,
include it on Address line 1.
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To find and enter the *Coordinate System: *Latitude:, *Longitude:, and *Collection Method: of your site,
click on the m button. You should see a popup window that looks like this:

(=] s

d longitude, then close this window.
plorer, click Show All Content at the bottom of the windov.
top of the window and select to unblock content

River Fall

C5. Use the hand cursor and zoom magnifying glass to scroll and zoom in to your site’s location. When you
close the window, the location’s coordinates will be automatically entered into your screen.
C6. Inthe *Reference Point: dropdown box, choose the closest part of your site you selected in Step C5.
C7. To find the North American Industrial Classification System (NAICS) code for your site,
click Select NAICS Code. You should see a popup window that looks like this:
Edit HAICS )

Available NAICS Included NAICS
11 - Agriculire. F-

11112 - isend jencapt Saybean) Famng
1120 - Disaad [anzopt 54 | F aemars
Dry Pua and o

ry, Frahing i Husting

,,,,,,, Fciude Selected
FRamave Seiecsed
Iechuda AR

e AR

o Carcol

co.

C10.

Enter keywords that describe your primary business operation at this site to find the most specific NAICS.
You may need to try several different keywords or synonyms. When you find the NAICS entry that best
describes the operations at this site, click the Include Selected button.

Click the OK button.
Click the button. The middle portion of your screen should then look like this:

USPS ADDRESS VALIDATION

[Currens Location Address:

[seteet

Pensitie U1PL Address Wiich

C11.

Your screen may also contain the text:
“No valid USPS address found. You can continue by selecting the entered address below.”

If you do not receive mail at the physical site address you entered, this red text is normal.
If you do receive mail delivered to this address and see this text, ensure that the address entered exactly
matches your U.S. Postal Service-assigned address.

If the address is correct, click the checkbox in front of the address and then click the [€l{LIE button.
If the address is incorrect, click the @ button and reenter the correct information in the preceding
screen, then repeat step C10.
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The middle portion of your screen should then look like this:

CONTACTS

Thise contact types are required by this senéce. Please enter or update the information for all three types by clicking thiough the tabs at the top of the screen of the "<<Pravious Wlext>>" buttons at the botlom of the screen

The Owner i3 a business fled with the Minnesota Ofice of the Secretary of State or an indeidual The required Seids for the Owner contact type are diferent than the other two contact types. f the Owner is an indnidual type that persons &l name in the FOrganzation? field

The Hazsdous Waste Contact s the person the MPCA wil contact for information about hazardous waste sctaibes o the site

The Fes and Esling Contact i3 the person who will rective fee imoices. f appiicabie.

Ploase Note
You may click on a
prvicusly visited page

e 2 |

that scresn.

®)2 Hazardous Waste Contact. )3, Fee and Biling Contact

Not: Selecting an cotion beiow will mplace all informalion for this contact

Save to My Favorite Contacts.
Insert From Existng Contacks). =

First Hama: “Addeess Line 1:

Widdle Nome: Address Line %

Last Name: Address Line :

Titka: - *StatelCoumry: Mnesota ¥
E-Mail Addvess: “County: E
Confirm £ Alait: “Ciy: -
“Organization: “Forsign State:

“Grganlzation Type: - “TPIPostol Code:

[reee Comact Rurmbsr Extonskcn Comements Bemove |

[ z |

[ Add Numboc |

* Requared

Nate: Pisase anfer contact swioarmanon on ALL requved fada before choong Contnue

C12. Type in each box to enter the appropriate information in the @ 1. Owner tab.
Boxes marked with an *asterisk are required information. You may also use an existing information
source, such as your personal account information, by selecting the appropriate source in the Insert From
Existing Contact(s)... ¥ pulldown box.

C13. After completing the @ 1. Owner tab, either click the @ 2. Hazardous Waste Contact tab
or the button. Repeat step C12 for the @ 2. Hazardous Waste Contact tab.

C14. After completing the @ 2. Hazardous Waste Contact tab, either click the @ 3. Fee and Billing Contact tab
or the button. Repeat step C12 for the @ 3. Fee and Billing Contact tab.

C15. Click the button. The middle portion of your screen should then look like this:

USPS ADDRESS VALIDATION

1 - Senice Type

Selection Please consider slight changes to the address you provided to help us ensure data integrity. If an altemative address is provided, select its check box to change your address to that format. i no alternative is provided, our system did not recognize the address you entered as valid. Please
2 - Location consider resising the address. If you believe your address is valid and formatted correctly, click Continue without selecting an altemative
3 - Contacts
4 - Prevention Current Owner Address:

Opportuntties
5 - Regulsted Waste

Activties
6 - Certification [seteet Possibie USPS Address Match |

Please Note ‘ ‘
You may click on a
previously visited page
(above) to navigate back to| Current Hazardous Waste Contact
that screen Address:

[setect Possible USPS Address Match ]

Current Fee and Billing Contact Address:

[ [y |

[ ecic_] conimue |

Your screen may also contain the text:
“No valid USPS address found. You can continue by selecting the entered address below.”

C16. If an address is correct, click the checkbox in front of the address and then click the button.
If an address is incorrect, click the @ button and reenter the correct information in the preceding
screen, then repeat step C15.
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The middle portion of your screen should then look like this:

PREVENTION OPPORTUNITIES

The MPCA enceurages businesses and municipalities 10 reduce their regulatony requinements and save monay through prevention acthities that reduce waste, smissions, wates, and energy use

Have you implemented aey prevention activites in the past yeos?: -

Opportursies

5 . Regulated Waste Chack out MPCA's Poligton Prevent % website 10 got stated now
i

& - Codifcation Would you like 1o be prevantion =
Please Hote

You may chick on a
privvicusly wisited page
istove) to navigate Back 1
that screen

C17. This screen is voluntary. If you choose to answer, select the most appropriate answers from the
Have you implemented any prevention activities in the past year?: and the
Would you like to be contacted to discuss prevention opportunities?: pulldown boxes.

C18. Click the button. The top section of the middle portion of your screen should then look like this:

C19. Select the site’s generator size from the *Estimated size of hazardous waste generator: pulldown box.
If you are unsure of the generator size of the site, you may select Very Small Quantity Generator.
If you are submitting notification for any of the other activities and no hazardous waste will be generated
at the site, select Minimal Quantity Generator.

For more information on estimating a site’s likely generator status, see MPCA fact sheet #w-hw1-02,
Determine generator size, at: https://www.pca.state.mn.us/sites/default/files/w-hw1-02.pdf

C20. The bottom section of the middle portion of your screen should then look like this:

Other hazsrdsus wasts Sctivities:
Vo a2 P i)

Hadandous wnse recychng facity
Tranuportes wih bramudes taclly
Tramgerter wiherot e lacilty
Trewvant i3oeme Gaposal laciiny
0 bos wmiversal, mnd iker sofisation shie sotivhicn
sty
Erachens maste cobaiter
Erechanc waste recycier
W colection pragram
Lt et coboction stn
Frarmaceuscsl cobechon ding e cay
Pruarmaceusical cobecton-spen ba pubic
Usbrarsal wirite lamg st commiine
Univarsal washs lamp recycles

Undvarial mosih largs quusnity hasdar

VSO cabeton progrem =3

Do not click the checkbox(s) next to any other applicable activity(s) until you have first ensured that you
and the site have met all applicable requirements for that activity(s); most require separate MPCA
approvals or may trigger significant additional regulatory obligations. For requirements, see:

Other hazardous waste activities:

O Hazardous waste recycling facility
O Transporter with transfer facility

O Transporter without transfer facility
O

Treatment storage disposal facility

Page 8 of 16

https://www.pca.state.mn.us/sites/default/files/w-hw2-42.pdf

https://www.pca.state.mn.us/sites/default/files/w-hw2-70.pdf

https://www.pca.state.mn.us/sites/default/files/w-hw1-07.pdf

Contact MPCA staff. See More information on page 16.
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Electronic, universal, and other collection site activities:

O  Electronic waste collector https://www.pca.state.mn.us/sites/default/files/w-hw4-15.pdf
O  Electronic waste recycler https://www.pca.state.mn.us/sites/default/files/w-hw4-15.pdf
O HHW collection program Contact MPCA staff. See More information on page 16.

O Licensed paint collection site https://www.pca.state.mn.us/sites/default/files/w-hw4-37b.pdf
O Pharmaceutical collection-long term care https://www.pca.state.mn.us/sites/default/files/w-hhw2-07.pdf
O Pharmaceutical collection-open to public https://www.pca.state.mn.us/sites/default/files/w-hhw2-06.pdf
O  Universal waste lamp accumulator https://www.pca.state.mn.us/sites/default/files/w-hw7-20.doc
O  Universal waste lamp recycler https://www.pca.state.mn.us/sites/default/files/w-hw4-62.pdf
O Universal waste large quantity handler https://www.pca.state.mn.us/sites/default/files/w-hw4-62.pdf
O vsQG collection program https://www.pca.state.mn.us/sites/default/files/w-hw2-52.pdf

C21. Click the button. The middle portion of your screen should then look like this:

T begin to cerify you notiScation, cick the bhee award-shaped ink in the “Sign Electronically” calumm ta the fight. You must bs the hazardous waste contact or the apicant in onder ta cedify a notication

Locat
Adter your notification has been cetfied and submitted, chek the Continue button 1o retum Lo the My Workspace page
s b sign
o - Aequired Hame signasers Type. Signature States. hactronicall
£.R Was
A @ Spatery Nt Sgnad [ ]
§ - Cediication
Please Note
You may chek on 3

prvicusly visited page
(abovel to navigate back b
that streen

C22. Click the blue ® icon in the Sign Electronically column.
The middle portion of your screen should then look like this:

ELECTRONIC SIGNATURE - SINGLE APPLICATION - SIGNATORY

1 - Senice Type

Selection To certify your notification. read the certification language below, answer any security questions, enter the certification PIN associated with your account profile and click Certify. To certify your notification, you must be the hazardous waste contact or the applicant
- Location
3 - Contacts y "
Electronic Signature of the Signatory
- Prevention
Opportunities
\ servce © SubmitarTyoe Creston bate vew |
5 - Regulated Waste
Actiities | oteation of S|

6 - Centification

I certify under penlty of law that | have personally examined and am familiar with the information submitted in this and all attached documents, and that based on my inquiry of those indhiduals immediately responsible for obtaining the information, | believe that the submitted information is true,

Please Not
ease Note accurate. and complete. | am aware that there are significant penalties for submitting false information, including the possibility of fine and imprisonment.

You may click ona
previously visited page -
(above) to navigate back to| Name of Signing Party:
that screen.

User ID of Signing Party:

Challenge/Response Question

Prior to signing your submission, you must answer the following Question correctly:

: CESEetC) Submit | Cancel |
Electronic Signature PIN
“Electronic Signature PIN: [ (Gasesensiivg)
* Required EEnE ) o) CEeE

Gertification of your PIN constitutes an electronic signature of this submittal in accordance with the aforementioned statement.

C23. Type your previously chosen answer in the box next to the Challenge/Response Question.
C24. Click the m button.

C25. Agreen bullet, “® You have correctly answered your challenge. Please enter your PIN now to sign.” should
appear at the top of the middle portion of your screen.
Type your previously chosen PIN in the *Electronic Signature PIN: box.

C26. Click the SR A[4i¢)3 1=l button. The middle portion of your screen should then look like this:

CERTIFICATION

To begin to centify your notification, click the blue award-shaped link in the “Sign Electronically™ columm to the right. You must be the hazardous waste contact or the applicant in order to centify a notification.

After your notification has been certified and submitted, click the Continue button to retum to the My Workspace page

- n
Opportuni Required Hame Signature Type. Signature Status. B -

- Regulated Waste Sgnato Signed
Acivities 9 faald .

- Certification

Frese e

You may elick on a
previously visited page
{abave) to navigate back tol
that screen.

C27. Click the button.
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The middle portion of your screen should then look like this:

My Workspace ' Messages [ User Profile I Electronic signature I Documents and Forms

Currently logged in: Heip | Logout

Service Selection )

Note: Access to this electronic senice selection and submittal area is granted by salecting facilities using the user profile. Some senices are accessible without selecting facilties as shown below.

Hazardous Waste
Notification of Regulated Waste Actiity

Configure Services
My Facilities =

Note: You may add faciliies by clicking the “Add Senices/Facilities” button below
You do not have any facilities in your profile. You may add facilties by selecting the Add Facility buttan on the My Workspace screen

My Services - In Progress 5

Note: To edit or resume warking on an “In Progress” item, please click on the appropriate number in the ID column

“You do not have any "In Progress” Senices

My Services - Submitted D

C28. You have now completed all actions to request a new HWID for your site.
You should receive a confirmation e-mail with your new HWID within a few days.

C29. Click the Logout link in the upper right portion of your screen to log out of e-Services.

D. Modification of an existing Hazardous Waste Identification Number:
update or correct information for your existing HWID

D1. Click the circle in front of Modification of Existing Hazardous Waste Identification Number.

D3. Click the button. The middle portion of your screen should then look like this:

HAZARDOUS WASTE IDENTIFICATION NUMBER

Enter your hazardous waste idestication rumber (HWID). Your HWID i also known as your EPA ID numbes. It is specic 1o your site.

Fee mory indsrenataon on HWIDS, elick the Help Bk in the uppe right comer of this screen

“Hazardous Waste Idemification Numbes (HWIDE:

* Riquved

Continue
Please Not
You may clek on 3
privicusly wsited page
(above) to navigate back tof
that screen

D4. Type the HWID of the site in the *Hazardous Waste Identification Number (HWID): box.

D5. Click the button. The middle portion of your screen should then look like this:

1 - Senvice Type
Selection f you are applying for a new HWID, enter the location information for your facility and click Continue.
- Hazardous Waste ) ) )
\dentfication If you are modifying your existing HWID, review your facilty location information below. I is comrect, click Continue. Ifi is incomect, stop the notification process and call us at 651-757-2118 or email us at h-licensing pca@state mn us
Number
e To enter the latitude and longitude for a location, sither typs the coordinate values or click Map to find the coordinates on a map. Ater clicking Map, click the approximate center of the site and the latitude and longitude wil transfer to this page. You can also verfy typed coordinates by elicking
- Location Map.
4 - Contacts ) ) } »
= - To select a NAICS code, click an entry in the box. To select additional entries, hold down the Control (Ctr) key. Ensure you are using the most upto-date NAICS cods for your faciity by checking the U.S. Census Bureaus NAICS website htips /www census govleos/wwminaics/
Oportunities “Facility Name: Tribal Lands: .
6 - Regulated Waste “Address Line 1: [
i Address Line 2: I
7 - Certification Address Line 3: I
Please Note *State:
You may click on a “County:
previously visited page “City:
(above) ta navigale back to oy
that screen UP Code: [
“Coordinate System: -
“Latitude:
“Longitude:
“Collection Method: D
*Reference Point: -
*NAICS: Select NAICS Code
o

D6. Review the property information. If it is incorrect, contact the MPCA; see More information on page 16.
If it is correct, click the button.
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The middle portion of your screen should then look like this:

[Currens Location Address:

[ Back ] Continus |

Your screen may also contain the text:
“No valid USPS address found. You can continue by selecting the entered address below.”

If you do not receive mail delivered to this site address, this red text is normal.
If you do receive mail delivered to this address and see this text, ensure that the address entered exactly
matches your U.S. Postal Service-assigned address.

D7. If the address is correct, click the checkbox in front of the address and then click the button.
If the address is incorrect, click the w button and reenter the correct information in the preceding
screen, then repeat step D6.

The middle portion of your screen should then look like this:

CONTACTS

Thise contact types are required by this senéce. Please enter or update the information for all three types by clicking thiough the tabs at the top of the screen of the "<<Pravious Wlext>>" buttons at the botlom of the screen

The Owner i3 a business fled with the Minnesota Ofice of the Secretary of State or an indeidual The required Seids for the Owner contact type are diferent than the other two contact types. f the Owner is an indnidual type that persons &l name in the FOrganzation? field

The Hazsdous Waste Contact s the person the MPCA wil contact for information about hazardous waste sctaibes o the site

The Fes and Esling Contact i3 the person who will rective fee imoices. f appiicabie.

Ploase ot |
You may click on a
prviousty visited page |
et o0 |
that scresn. |
MNote: Selecting an option below wil mplsce all formanin for this contact Sawe 10 My Favorite Comtacts
Insert From Existng Contacks). =

©)2 Hazardous Waste Contact. ) 3, Fee and Biling Contact

First Hama: “Addeess Line 1:
Widdle Nome: Address Line %
Last Name: Address Line :
Titde: - *StatelCoumry: Minnosota
E-Mall Addvess: “County:

Confirm £ Alait: “Ciy:
“Organization: “Forvign State:
“Organization Type: = “ZIPPostal Code:
[reee Comact Rurmbsr Extonskcn Comements Bemove |

L 5 1 | | I

[ Add Number ]

* Requind

Nate: Plaase anfer contact sfvmanon on ALL mquved faba befow choiong Continue.

[_<<Pravious | Nea>s J Save J Continuo |

D8. Type in each box to change the appropriate information. Boxes marked with an asterisk (*) are required
information. You may also use an existing information source, such as your personal account information,
by selecting the appropriate source in the Insert From Existing Contact(s)... ¥ pulldown box.

D9. After completing the @ 1. Owner tab, either click the @ 2. Hazardous Waste Contact tab
or the button. Repeat step D8 for the information in that tab.

D10. After completing the @ 2. Hazardous Waste Contact tab, either click the @ 3. Fee and Billing Contact tab
or the button. Repeat step D8 for the information in that tab.

D11. Click the button.
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The middle portion of your screen should then look like this:

USPS ADDRESS VALIDATION
1 - Senice Type
Selection Please consider slight changes to the address you provided to help us ensure data integity. If an altemative address is provided, select its check box to change your address to that format. If no atemative i provided, our system did not recognize the address you entered as valid. Please
2 - Location consider revising the address. If you believe your address is valid and formatted correctly, click Continue without selecting an altemative.
3 - Contacts
4 - Prevention Current Owner Address:
‘Opportunities
5 - Regulated Waste
Actities

6 - Cerification [setect Fossible USPS Address Maich ]
Ploase Note
You may click on a
previously isited page
(above) to navigate back to| Current Hazardous Waste Contact
that screen Address:

[serect Possible USPS Address Match ]

Current Fee and Billing Contact Address:

[setect Possible USPS Address Match |

[ ocx_ Conime |

Your screen may also contain the text “No valid USPS address found. You can continue by selecting the entered
address below.” for one or more of the three addresses.

D12. As previously in step D11, if an address is correct, click the checkbox in front of the address and then click
the button. If the address is incorrect, click the m button and reenter the correct information
in the preceding screen, then repeat step D11.

The middle portion of your screen should then look like this:

PREVENTION OPPORTUNITIES

The MPCA enceurages businesses and municipalities 10 reduce their regulatony requinements and save monay through prevention acthities that reduce waste, smissions, wates, and energy use

Have you implementod any prevention activities in the past year?: -

Chack out MPCA' Polition Prevertion racurcas websge to gat started naw

& - Codifcation Would you like 1o be prevantion =
Please Hote

You may chick on a
privvicusly wisited page
(st to Aamagatie Back 1
that screen

* Requied

D13. This screen is voluntary. If you choose to answer, select the most appropriate answers from the
Have you implemented any prevention activities in the past year?: and the
Would you like to be contacted to discuss prevention opportunities?: pulldown boxes.

D14. Click the button. The top section of the middle portion of your screen should then look like this:

s B et o Vs s e g B s

L e

You muy ek oa 3
preacstly wsted page

(b b2 npagats back b
that seseen

D15. Review the site’s generator size in the *Estimated size of hazardous waste generator: pulldown box.
If you are unsure of the generator size of the site, you may select Very Small Quantity Generator.
If you are submitting notification for any of the other activities and no hazardous waste is generated at the
site, select Minimal Quantity Generator.

For more information on estimating a site’s likely generator status, see MPCA fact sheet #w-hw1-02,
Determine generator size, at: https://www.pca.state.mn.us/sites/default/files/w-hw1-02.pdf
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D16. The bottom section of the middle portion of your screen should then look like this:

Other hazardsus waste activities:
e o el ]

Had i inas ity peCyolies oty
Trarugortes wih iamier tncity
Tiamrmes it ke amis icity
Treavment 35t mge Gaponal lociny
» | universal, sad ather olleation site AtV

[Checs o Pt ey
Elachersc waste colbactir
Elacmnns; e secycier
oW cotaction pragram
Lianaad paint coBecnon stn
Pramaceuscel cobecton ding term case
Pharmaceuscal cobecton-cpen b putls
Uiyl i L b cummmtiiss
Univarsal waste lamg recycier

Lindvarsad wirib large quansty huser

VO cobecton program

Do not click the checkbox(s) next to any other applicable activity(s) until you have first ensured that you
and the site have met all applicable requirements for that activity(s); most require separate MPCA
approvals or may trigger significant additional regulatory obligations. For requirements, see:

Other hazardous waste activities:

O Hazardous waste recycling facility
O Transporter with transfer facility

O Transporter without transfer facility
O Treatment storage disposal facility

Electronic, universal, and other collection site activities:
Electronic waste collector

Electronic waste recycler

HHW collection program

Licensed paint collection site

Pharmaceutical collection-long term care
Pharmaceutical collection-open to public
Universal waste lamp accumulator

Universal waste lamp recycler

Universal waste large quantity handler

OOoooOoooooag

VSQG collection program

https://www.pca.state.mn.us/sites/default/files/w-hw2-42.pdf

https://www.pca.state.mn.us/sites/default/files/w-hw2-70.pdf

https://www.pca.state.mn.us/sites/default/files/w-hw1-07.pdf

Contact MPCA staff. See More information on page 16.

https://www.pca.state.mn.us/sites/default/files/w-hw4-15.pdf

https://www.pca.state.mn.us/sites/default/files/w-hw4-15.pdf

Contact MPCA staff. See More information on page 16.
https://www.pca.state.mn.us/sites/default/files/w-hw4-37b.pdf

https://www.pca.state.mn.us/sites/default/files/w-hhw2-07.pdf

https://www.pca.state.mn.us/sites/default/files/w-hhw2-06.pdf

https://www.pca.state.mn.us/sites/default/files/w-hw7-20.doc

https://www.pca.state.mn.us/sites/default/files/w-hw4-62.pdf

https://www.pca.state.mn.us/sites/default/files/w-hw4-62.pdf

https://www.pca.state.mn.us/sites/default/files/w-hw2-52.pdf

D17. Click the button. The middle portion of your screen should then look like this:

Slecten Tio begin to certify your notiScation, click the biee award:shaped ink in the “Sign Electronically” columm to the fght. You must be the hazardous waste contact of the appicant in order to cerify a notiscation

A your notiication has been cerdied and submitted, chok the Continue butlon 1o refum Lo the My Werkspace page
3c18

4 - Prevention
Hame

Dpportunities S| Uiestronicatty
£ . Reguisted Wasto

Acthities @ Siateey ot Sued [ ]
& - Conifcabon oo

Please Note
You may click on a
prviously visited page
(above) to nanvigate back tof
that screen

D18. Click the blue X icon in the Sign Electronically column.
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The middle portion of your screen should then look like this:

1 - Senice Type

Selection To certify your notification, read the certification language below, answer any security questions, enter the certification PIN assoiated with your acceunt profile and click Certfy. To certify your notification, you must be the hazardous waste contact or the applicant

Electronic Signature of the Signatory
Service ID Submital Type Creation Date View
oticaton of Inital <&

Opporturities

5 - Regulated Waste
Actiities

- Certification

I certfy under penalty of law that | have personally examined and am familiar with the information submitted in this and all attached documents, and that based on my inquiry of those indiiduals immediately responsible for obtaining the information, | believe that the submitted information is true,

Please Not
lease tote accurate, and complete. | am aware that there are significant penalties for submitting false information, including the possibility o fine and imprisonment.

You may click ona
previously visited page -
(above) to navigate back to| Name of Signing Party:
that screen.

User ID of Signing Party:

Challenge/Response Question

Prior to signing your submission, you must answer the following Question correctly:
? (Case-nsensitve) [IEETTILIED

Electronic Signature PIN
*Electronic Signature PIN: [ (Case-Sensitive)

* Required == i ) EEeE) e

Carification of your PIN constitutes an electronic signature of this submittal in accordance with the aforementioned statement.

D19. Type your previously chosen answer in the box next to the Challenge/Response Question.
D20. Click the m button.

D21. Agreen bullet, “® You have correctly answered your challenge. Please enter your PIN now to sign.” should
appear at the top of the middle portion of your screen.
Type your previously chosen PIN in the *Electronic Signature PIN: box.

D22. Click the SENAEAICLITE]LY button. The middle portion of your screen should then look like this:

CERTIFICATION

To begin to certify your notification, click the blue award-shaped link in the "Sign Electronically™ columm to the right. You must be the hazardous waste cantact o the applicant in order to certify a notification.

After your notification has been certified and submitted, click the Continue button to retum to the My Workspace page

Required Hame Signature Typs Signature Status. G Slgn

5 - Regulated Waste
Actiities ]

Signatory Signed on

Please Note

You may click on a
previously visited page
{abave) 1o navigate back to|
that screen

D23. Click the button. The middle portion of your screen should then return to the My Workspace
screen and look like this:

My Workspace [ Messages [ User Profile I Electronic Signature [ Documents and Forms

Version: 1.4
Currently logged in: Help | Logout
MY WORKSPACE

Note: Access to this electronic senice selection and submittal area is granted by salecting facilities using the user profile. Some senices are accessible without selecting facilties as shown below.

Hazardous Waste
Notification of Requlated Waste Actiity

Configure Services
| weeatttr &
Note: You may add faciliies by clicking the "Add Senices/Facilities” button below.

You do not have any facilties in your profile. You may add facilies by selecting the Add Facility button on the My Workspace screen

Add Facilities

My Services - In Progress A

Note: To edit or resume working on an “In Progress” item, please click on the appropriate number in the ID column

“You do not have any "In Progress” Senices

My Services - Submitted A

D24. You have now completed all actions to modify information for your site.
You should shortly receive a confirmation e-mail.

D25. Click the Logout link in the upper right portion of your screen to log out of e-Services.
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E. Inactivation: inactivate your HWID because your facility no longer
generates or manages hazardous waste

E1l. Click the circle in front of Inactivation.

E2. Click the button. The middle portion of your screen should then look like this:

HAZARDOUS WASTE IDENTIFICATION NUMBER

Enter your hazardous waste identication meenber (HWID). Your HWID is aiso known as your EPA ID number. Rt is speciSc 1o your site.
2

azardous Waste
Identificabon Fr mone infoemation on HWIDs, chck the Help ink in the upper nght comer of this screen.

Humbes
3 - Coribcation
Please Nots
You may chekon s “Hazardous Waste entification Humber (HWID):
pricessly wisited page
{above) to naigaty back 1o
that screen

* Required

E3. Type the HWID of the site in the *Hazardous Waste Identification Number (HWID): box.

E4. Click the button. The middle portion of your screen should then look like this:

1 - Senice Type
Sel

To begin ta certfy your notification, click the blue award-shaped link in the "Sign Electronically” columm to the right. You must be the hazardous waste contact or the applicant in order to certify a notification

After your netification has been certifisd and submitted, click the Continue button to return to the My Workspace page.

Number
- i Sign
3 - Certification Required Hame Signature Type. Signature Status 1
Please Note
You may click on a 9 Signatory ot Signed. [

previously visited page
(above) to navigate back to| | Slieking a column i vl sort e tabe by that calumn.

that screen

E5.  Click the blue ® icon in the Sign Electronically column.
The middle portion of your screen should then look like this:

ELECTRONIC SIGNATURE - SINGLE APPLICATION - SIGNATORY

1 - Senice Type
ction

To certity your notiication. read the certification language below, answer any Securlty questions. enter the centifcation PIN associaled with your account profle and click Certify. To centify your notification, you must be the hazardous waste contact or the applicant
2 - Hazardous Waste

Identification
Beder

3 - Centification
Ploase Note [ Service 0 v Croedon Oele |
You may clckona | | azardous Waste . Notfcaton of Regulted H¥aste Actity - Ractiaton < |

previously visited page
(above) to navigate back to|
that screen. I certify under penalty of law that | have personally examined and am familiar with the information submitied i this and all altached documents, and that based on my inguiry of those indniduals immediately respansible for btaining the information, | believe that the submitted information is true,
accurate, and complete. | am aware that there are significant penalties for submitting false information, including the passibility of fine and imprisonment

Name of Signing Party:
User 1D of Signing Party:

Challenge/Response Question

Prior 10 signing your submission, you must answer the following Question comectly

) (Casensensiv)
Electronic Signature PIN
*Electronic Signature PIN: T (case-Sensitivg)
* Required =mnEceoneyy Ermonn e

Certification of your PIN constitutes an electronic signature of this submittal in accordance with the aforementioned statement

E6. Type your previously chosen answer in the box next to the Challenge/Response Question.

E7. Click the m button.

E8. Agreen bullet, “® You have correctly answered your challenge. Please enter your PIN now to sign.” should
appear at the top of the middle portion of your screen.
Type your previously chosen PIN in the *Electronic Signature PIN: box.

E9. Click the SEHMAEAICHITEI button. The middle portion of your screen should then look like this:

- Senice Type.

Seluction To begin to ceify your notification, click the blue award-shaped link in the "Sign Electronically” columm 1o the right. You must be the hazardous waste contact of the applicant in order to cenify a notification
- Hazardous Waste

\dentiication ARter your natification has been certified and submitted, click the Continue button ta return to the My Workspace page
Number
. sign
3 - Centification Required Name. Signature Type Signature Status. Flectronicaty
Please Note
You may click on a @ Signatory Sened on
previously visited page

(above) to navigate back to|
that screen.

E10. Click the button.
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The middle portion of your screen should then return to the My Workspace screen and look like this:

“ ‘Workspace [ Messages [ User Profile [ Electronic signature I Documents ana Forms

Currently logged in: Heip | Logout

Mote: Access to this electronic senice selection and submittal area is granted by selecting facilities using the use: profils Some senvces are accessible without selacting facilities as shown below.
Hazardous Waste
Notif of Regylated Wa

| weeeites B
Note: You may add facilities by clicking the “Add Senices/Facilities™ button below.

You do not have any facilities in your profile. You may add facilties by selecting the Add Facility buttan on the My Workspace screen

My Services - In Progress 2

Note: To edit or resume warking on an “In Progress” item, please click on the appropriate number in the ID column

“You do not have any “In Progress” Senices.

My Services - Submitted D

E11. You have now completed all actions to permanently inactivate your site.
You should shortly receive a confirmation e-mail.

E12. Click the Logout link in the upper right portion of your screen to log out of e-Services.

More information

For more information about hazardous waste management, visit the MPCA’s hazardous waste guidance
publications webpage at https://www.pca.state.mn.us/waste/hazardous-waste-identification-and-management

For questions about the Notification of Regulated Waste Activity or e-Services, contact the MPCA.

The MPCA’s Small Business Environmental Assistance Program (SBEAP) offers free, confidential regulatory
compliance assistance. The Minnesota Technical Assistance Program (MnTAP) can help you minimize your waste
generation to address the questions in steps C17 and D13.

Minnesota Pollution Control Agency Small Business Environmental Assistance Program
Toll free (all offices) .....ccccvvvevcveercrrennnee. 1-800-657-3864 TOIfree coveeeeeeeeeee e 1-800-657-3938
All OffiCeS covvieieeiieeeec e 651-296-6300 MELIO wevieiee ettt 651-282-6143
HWID questions........... hw-licensing.pca@state.mn.us  .ccccevvcveeeerciieeeenneen, https://www.pca.state.mn.us
....................................... https://www.pca.state.mn.us  pMinnesota Technical Assistance Program

Toll free i 1-800-247-0015
MELIO..evee ettt 612-624-1300
................................ http://www.mntap.umn.edu
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