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	SOP 4.13 Documenting Waste Disposal
Information for HHW Programs


[bookmark: OLE_LINK1]Note: This guidance document is for informational purposes only and outlines basic employer requirements. The MPCA does not guarantee that this document satisfies  DOT, OSHA and RCRA compliance; it is the sole responsibility of county-specific Household Hazardous Waste (HHW) Program employer to determine if all requirements have been met. 

1. Introduction
Minnesota hazardous waste (HW) regulations require generators and transporters to use an approved tracking mechanism. This system provides a “cradle-to-grave” record; from the point HW is first generated and received at the HHW Facility (“cradle”) through its final destruction or disposal (“grave”). Proper tracking ensures HHW is managed and disposed of in a manner that protects human health and the environment.

2. Regulatory and Contractual Requirements
The use of shipping papers and manifests is governed by requirements established in the HHW Program State Contract and in the Minnesota Rules.

3. Tracking HHW Using Shipping Papers
3.1 Shipping papers or waste-tracking invoices may be used in certain situations instead of a manifest.
3.2 The Facility Manager is responsible for ensuring all facility tracking documentation is accurate and complete.
3.3 All HW shipments must be accompanied by either a manifest, shipping paper, or waste-tracking invoice. Shipments must comply with state and DOT requirements. 
3.4 Some wastes do not require a manifest but must still be accompanied by documentation verifying proper shipment and disposal. These wastes may be transported using a shipping paper instead of a manifest, including:
· Business waste brought to an HHW Facility licensed to accept Very Small Quantity Generator (VSQG) waste, where it is commingled with HHW into appropriate waste categories (see SOP 4.16 VSQG, Minimal and One-Time Generators)
· Waste collected at mobile events and transported to an approved HHW Facility authorized to receive off-site HHW
3.5 HHW Program staff signing shipping papers must ensure the documents are accurately completed. A sample shipping paper is provided in Attachment A. Shipping papers must include:
· Generator name, address, and HW Identification Number
· Receiving facility name and address
· Proper HW shipping names and quantities
· Emergency response contact information
· Transporter’s name, signature, and shipment date
3.6 Shipping papers must remain inside the transport vehicle and be within reach of the driver.
3.7 Both the business and the Facility must retain copies of shipping papers for at least three years (retention beyond this period is recommended).

4. [bookmark: _Hlk215729695][bookmark: _Hlk215729887]Tracking HHW Using Waste-Tracking Invoices

4.1 A waste-tracking invoice serves as documentation of proper HW disposal. It identifies disposal dates, quantities, and final destinations.
4.2 Certain waste types may be transported within Minnesota for disposal or recycling using a shipping paper rather than a manifest. These include:
· Fluorescent lamps
· Used oil, oil filters, and sorbents
· Lead-acid batteries
· Antifreeze
· Dry-cell batteries
· Cathode ray tubes (CRTs)
· Circuit boards
· Photographic negatives
· PCB lamp ballasts and small PCB capacitors
· Liquid mercury and mercury-containing products (e.g., thermostats, switches, thermometers, relays, manometers, barometers, thermocouples, gauges)
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