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— BACKGROUND

-FStates are responsible for developing and

submitting SIP revisions to EPA.
Regulatory aspects (developing the SIP revisions)

Administrative aspects (processing the SIP revisions)

* In early 2016, it was determined that only 1 of
our 6 SIP writers could independently develop
and process a SIP revision from start to finish.

In addition, this individual was nearing retirement.

* There were existing SIP procedures, but they
were very difficult to follow and needed to be
updated and streamlined.



— LSS PROJECT

* Initiated a lean six sigma (LSS) project in mid-
2016 to streamline and document the
administrative SIP procedures

* LSS team consisted of 8 EPD employees

Diverse group from both inside and outside APB

* Goals of the project were:

Train 100% of the SIP writers on new procedures by
December, 2017.

Reduce our internal SIP backlog from 10 to O, where
“SIP backlog” is defined as a SIP revision that is not
currently being worked on due to lack of resources.



= SIP PROCEDURES

 Step-by-step SIP procedures guide includes:
Detailed flow charts
Quick reference guide with additional details
Template letters
Checklists

* Three types of SIP revisions

Predraft

Prehearing

-inal




COLOR CODES

= “PREDRAFT” SUBMITTAL ==

| PM1/PM2 |

I SIP Coordinator |

Assistant Branch Chief (ABC)
Branch Chief (BC)
Director’s Office
1 ADMIN |
) . s - « | (3) Director’s Office - . o | (5) Stakeholder
Predraft Begins (1) SIP Initiation 1 (2) Create schedule = Briefing P14 (4) Internal Meeting i ——.
Yes
(6) Create
documents for (9) BC and ABC Predraft Complete,
Predraft Submittal 1 (7) PM1 Review P»1 (8) PM2 Review P review Predraft No: Begin Prehearing
* Narrative Submittal Process
*Critical Appendices

4

(10) PM1/PM2
sends electronic
copy to EPA for one
time review




‘“PREHEARING” SUBM

COLOR CODES

SIP Writer |

ITTAL

PM1/PM2 |

SIP Coordinator |

Assistant Branch Chief (ABC)

Branch Chief (BC)

Director’s Office

ADMIN |

Transmittal Letter to
EPA, signed by BC

(14) PM1 reviews

website and send
GovDelivery

i

Public Notice

o] (15) PM2 reviews

Transmittal Letter

Transmittal Letter

Public Notice

Ye
\ 4
EPA Comp\.etes (1) Address - (2) PM1 re}news _ (3) PM2 refﬂews - {1{) BC and ABF | () Directors
Informal Review of o Prehearing = Prehearing P4 review Prehearing > . ik
comments . . . Office Review
Predraft Submittal Submittal Submittal
(13) Draft (12) Place Public
Prehearing |, Natice on EPD (11) PM2 reviews (10) PM1 reviews

(9) Create Public

(8) Reserve Room

Notice

(16) Prepare SPeCS

4

submittal for PM1 1=

review

(17) PM1 submits
submittal via SPeCs,

checks CDs, emails
EPA

(18) Mail documents
and CDs (if needed).

(6) Place narrative &
appendices on S:
drive and coordinate
with SIP Coordinator

NO=P»

(7) SIP Coordinator
places an APB

for Public Hearing

(19) Public Hearing

File hardcopy and
CD

4

held

website for public
viewing

Prehearing
complete




EPA completes review of
Prehearing

“FINAL”

UBMITTAL

COLOR CODES

| SIP Writer

| PM1/PM2

I SIP Coordinator

Assistant Branch Chief (ABC)
Branch Chief (BC)

Director’s Office

1 ADMIN

(1) Address

A 4

comments

(2) PM1 Review
of updated >
documents

(3) PM2 Review

(15) PM1 submits the Final
Submittal via SPeCS

(14) Prepare Final
EPA Submittal

(4) Prepare Documents
** Final Submittal Transmittal Letter

(5) Proof

(6) PM1 reviews

(7) PM2 reviews
electronic copy

(8) BC and ABC

P +* Administrative SIP Checklist — . — . ; & i
IR = mm.ls rative . eciists electronic copy electronic copy PM2 emails BC - re\m.ew
documents ## Technical SIP Checklists electronic copy
e . . and ABC
## Certification of Public Hearing
(13)Director’s Office A 4
Review; Director
Signs the Final
. 12) BC and ABC . . . .
i Submittal (12 . » (11) PM2 reviews | (10) PM1 reviews (9) Print out Final
. review + [ — o Comments?
Transmittal Letter, hardcopy hardcopy Plan
. hardcopy
and returns the Final
Submittal to Air

(16) Admin mails to EPA
(if needed) and files

| @7) Add Final

hardcopy and CD

Submittal to website

Branch.

complete

Final Submittal




PREDRAFT SIP TRACKING LOG

2 Pre-Draft

3 Scheduled Actual

4 | TaskiEvent Start _ End Start _ End

5 Create documents for Pre-draft Submittal: Tue, Jan 09, 2018 - Mon, Apr 02,2018 Wed, Jan 10, 2018 - Wed, Mar 14, 2018
6 1) Narrative*®

7 ) Crtical Appendices

3 PMI1 Reviews Pre-draft Submittal Mon, Apr02,2018 - Fn Apr13 2018 Wed, Mar 14, 2018 - Mon, Apr09, 2013
9 PM2 Reviews Pre-draft Submittal Frn Apr13 2018 - Thu, Apr26, 2018 Mon, Apr 09,2018 -  Thu, May 03,2013

10 Air Protection Branch Chief and Assistant Branch Chief Reviews Pre-draft Submittal

Thu, Apr 262018

Tue, hday 13, 2018

1/a - n'a

11 PM1 or PM2 sends electronic copy to EPA for comments:

12 1) Matrative
13 2) Crfical Appendices

Wed, May 16, 2018

Fri, Jun 15, 2018

See notes - nfa

14

Pre-Hearing

Offzet and (
Waiting on

Offset and (

This step w
Sent May 4.
Sent June 1
EPA respon



14
15
16
17
18
19
20

21
22

23

24
25
26
27
28

29
30
3
32
33

34
35
36

37
38
39
40
41

PREHEARING SIP TRACKING LOG

Pre-Hearing
Scheduled Actual

Task/Event Start ~ End Start ~ End
Address Comments Mon, Jun 18,2018 - Fri, Jun 29 2018 Fri Jun 01 2018 - Wed, Jun 27, 2018
Propose Public Hearing dates; Reserve Training Room for Public Hearing Mon, Jun 18, 2018 - Mon, Jul 02, 2018 Thu, Jun 28 2018 -  Thu, Jun 25, 2018
PMI1 Reviews Pre-heanng Submittal Mon, Jul 02, 2018 - Thu, Jul 05, 2018 Wed Jun 27 2018 -  Thu, Jun 28 2018
PM2 Reviews Pre-heanng Submattal Thu, Jul 03, 2018 - Fr Jul 13,2018 Wed Jun 27 2018 -  Thu, Jun 28, 2018
Pre-heanng Submuttal is reviewed by Aur Protection Branch Chief and A ssistant Branch
Chaef Fri, Jul 13,2018 - Mon, Jul23 2018] Wed, Jun 27,2018 - Thu, Jun 28, 2018
Director’s Office Review of Pre-heanng Submittal Tue, Jul 24, 2018 - Fr, Aug 10, 2018 |n/a - n'a
Save on S:dnve and coordinate with SIP COORDINATOR to place documents on APB
website. Mon, Aug 13,2018 - Tue, Aug 14, 2018 Thu, Jun 28, 2018 - Thu, Jun 28, 2018
SIP COOFRDINATOR. places documents on Aiwr Protection Branch website for public
ViEWing. Wed, Aug 15,2018 - Wed, Aug 15,2018 Fri. Jun 29, 2018 - Fri, Jun 29, 2018
Create Public Notice (FN) Wed, Aug 15,2018 - Wed, Augz 15, 2018 Tue, Jun 12, 2018 - Tue, Jun 12, 2018
PMI1/PM2 Feviews Public Notice Thu, Aug 16, 2018 -  Thu Augz 16, 2018] Wed Jun 27 2018 - Thu Jun 28 2018
Place Public Notice on EPD website and send GovDelivery (after review) Mon, Aug 20, 2018 - Mon, Aug 20, 2018 Fri, Jun 29, 2018 - Fri, Jun 20 2018
Note: 30-day Public Notice Period Begins
Draft Pre-hearing Transmittal Letter Notifying EPA Region 4 of Public Hearing (signed by
BOC) Mon, Aug 20, 2018 - Wed Augz 22 2018| Tue Jun 24 2018 - Thu Jun 28 2018
PMI1 Reviews Pre-hearing Transmital Letter Mon, Aug 20, 2018 - Wed, Augz 22 2018) Wed Jun 27 2018 - Thu Jun 28 2018
PM2 Reviews Pre-hearing Transmital Letter Mon, Aug 20,2018 - Wed, Auz 22 2018 Wed, Jun 27_2018 -  Thu, Jun 25,2018
Prepare Hard Copies for PMI1 Review Wed, Aug 22,2018 - Wed, Aug 22, 2018 Thu, Jun 28, 2018 -  Thu, Jun 28, 2018
1) Pont out HARDCOPY of entire Pre-heanng Submattal
2) Create and label 3 CDs of everything being sent in Pre-heanng Submuttal (CDs MUST
exactly match paper copy):
3) Make a HARDCOPY** of the Pre-heanng Submittal for our files
4) Make an electronic copy of the Pre-heanng Submittal for our files and save on S:dnve
3) Give official HARDCOPY* Pre-heanng Submittal and CDs to PMI for final approval
Mail HARDCOPIES, check CDs, email EPA (if necessary) Wed, Aug 22 2018 - Wed, Aug 22, 2018| Thu, Jun 28, 2018 - Fri. Jun 29, 2018
PM1 will check Pre-hearing Submittal for completeness and in the comrect order.
1) Check CDs to see if they work and exactly match official HARDCOPY **+*
2) Give the Pre-hearing Submittal documents to ADMIN for mailing
3) ADMIN will file HARDCOPY**** and 1 CD of Pre-heanng Submittal {make appropnate

This step was s

Did not have pu

Submitted throu
The entire SIF =
Contents larger



52
53
54
b5
56
57
58

il -

60
61
62
63
B4
65
BB
67
68

69
70

7
72
73
[L
75
76
[
78
79

FINAL SIP TRACKING LOG

Final Submittal
Scheduled Actual
Task/Event Start — End Start — End
Prepare Documents : Mon, Sep 03, 2018 Thu, Oct 23, 2018 Tue, Jul 10, 2018 Tue, Jul 17, 2018
1) Draft Final Submittal Transmittal Letter to EPA (can be started earlier than Sept 03, 2018)
2) Create Administrative SIP Checklists
3) Create Technical SIP Checldists
Create Certification of Public Hearning Document
Address all comments that were received on the Pre-hearing Submittal during the public
comment period and make associated revisions to the namative and critical appendices if
warranted. Thu, Oct 04, 2018 - Thu, Oct 11, 2018| Mon, Aug 06, 2018 - Tue, Aug 07, 2018
PMI1 Review of the electronic copy Fn, Oct 12, 2018 - Tue, Oct 16, 2018| Tue, Aug 07,2018 -  Tue, Aug 07, 2018
PM2 Review of the electronic copy Tue, Oct 16, 2018 - Thu, Oct 18, 2018 Tue, Aug 07,2018 - Thu, Aug 09, 2018
Complete Final Submittal Letter - Tue, Aug 072018 -  Tue, Aug 07 2018
PM1 Review of the electronic copy Thu, Oct 25, 2018 -  Mon, Oct 29, 2018| Tue, Aug 07, 2018 - Tue, Aug 07, 2018
P02 Beview of the electronic copy Mon, Oct 29,2018 - Wed Oct 31, 2018 Tue, Aug 07,2018 - Thu, Aug 09, 2018
Air Protection Branch Chief and Assistant Branch Chief Review of the electronic copy Wed, Oct 31, 2018 - Fr Nov 02, 2018] Thu, Aug 09 2018 - Tue, Aug 14, 2018
Print out all documents in Final Submittal for Director Office review. Mon, Nov 03, 2018 -  Mon, Nov 03, 2018 Mon, Aug 13, 2018 -  Tue, Augz 14, 2018
PMLPM2 BEeview HARDCOPIES copies of the Final Submittal Tue, Nov 06, 2018 - Tue, Nov 06, 2018| Tue, Aug 14, 2018 - Tue, Aug 14, 2013
Air Protection Branch Chief and Assistant Branch Chief Review HARDCOPIES copies of
the Final Submittal Wed Nov 07,2018 - Tue Nowv 13, 2018 Tue, Aug 14 2018 - Tue Aug 14 2018
Director’s Office Review HARDCOPIES copies of the Final Submittal Wed, Nov 14, 2018 - Fn Nov 30, 2018)| Wed, Aug 15, 2018 - Wed, Aug 15, 2013
Once the Final Submittal signed by the director has amved back, prepare Final EPA
submittal {official hardeopy) and CD. Mon, Dec 03, 2018 - Tue, Dec 04, 2018| Wed, Aug 15, 2018 - Wed, Aug 15, 2018
PMLPM? review of the Final Submittal {official hardcopy) and CDs Wed, Dec 03, 2018 - Thu, Dec 06, 2018| Wed, Aug 15, 2018 - Wed, Aug 15, 2013
Submit to EPA Region 4 Fri, Dec 07,2018 - Fri, Dec 07, 2018 Wed, Aug 15, 2018 - Wed, Aug 15,2018
Final Submittal Hardcopy includes:
- S8igned Final 3ubmittal Transmittal L etter from EPD Director to EPA
- Administrative and Technical Checllists
- Certification of Public Hearing
- Copy of the Public Notice
- EPA letter responding to pre-heanng package
- Memo to EPD’s Director from Air Protection Branch Chief that includes a compilation of

(first draft of tr



or Pre-draft |
| Submittal |
"Narrative
;Crilical

SIP STATUS BOARD

o

EPA Completes
Informal Review|
of Pre-draft

PM1 Review PM2 Review

PM1 reviews
Pre-hearing
Submittal

Cotton Gin 110 (=)

Public Hearing

PM2 Review
PM2 email BC
and ABC

W
PM2 reviews = | BcandABC ||
Pre-hearing reviews Pre- Colments
‘ Submittal hearing Submittal Adpaess

PM1 Reviews
Public Notice

Public Hearing,
Pre-hearing
complete

Comments?
mMake

CuanGEs,

DTy ATPLcATIoN FEES

Final Submittal
complete

!

[
i
Ea
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— LESSONS LEARNED

- Without clear procedures, SIP writers are going

to process SIP revisions in different ways
SIP packages are more difficult to review for the SIP
coordinator and SIP manager.
Inexperienced staff are overwhelmed by their first
SIP revision assignments.

* During the development of the detailed SIP
procedures, steps were added, removed, and
rearranged to make the process more efficient.

* Diverse LSS team allowed for new ideas and
perspectives.



— EVALUATION PROCESS

 Currently, 100% of the SIP staff can
independently process a SIP from start to finish.

* The time to complete the administrative SIP
steps has been reduced by ~50%.

Reduced our internal SIP backlog from 10 to zero
* Helped solidify our succession planning
* Provides greater job satisfaction due to less
confusion and frustration.
* Managers have more available time to manage
other projects.



— SUSTAINABILITY

* This project required an initial investment of
time. However, the increased productivity has
more than made up for this initial investment.

* Training new SIP writers is quicker and easier
as a result of these new procedures.

* Due to it’s success, the SIP procedures project
was expanded to include state air quality
rulemaking procedures and SIP procedures
that include state rulemaking.



STATE RULE “BRIEFING”

Need for Rule Update

(6) Create Documents for

Start Action Package
Steps

COLOR CODES

Rule Writer I

PM1/PM2 |

Rule Coordinator |

Assistant Branch Chief (ABC)|
Branch Chief (BC)

Director’s Office

(8) Assemble and Proof
(3) Director’s Briefing Package Includes: (7) PM1 Reviews Briefing Package
(1) Rule | 5| (2) Create Office Briefing 3 (4) Internal (5) Stakeholder « |**Memo to Board Briefin ) . Strikeout/underline rule
Initiation Schedule of Proposed Meeting Qutreach “1**Synopsis D gt changes
Rule **Statement of Rationale ocuments . Synopsis and Rationale
1 **Draft rule language . Briefing Memo
Yes
Yy
(15) Briefing of (13) BC sends (12) Director’s (11) Briefing (10} Briefing (9) Briefing
DNR Board by I (14) Director’s | Briefing Pack 1o l€ Office Discussion Package — Package
LRIy Office Review [ MEtng Fackage to j« of Briefing ™ Reviewed by BC | e N Reviewed by
Branch Chief Director's Office Reviewed by PM2
Packages and ABC PM1




DNR Board Briefing

(15) BC sends

Director’s Office

(1) Draft Public Notice
(includes public hearing date
and final adoption date)

STATE RULE “ACTION”

(2) PM1 Reviews

(3) PM2 Reviews

Action Package to f

Review Action f
Package

Action Package

d

Reserve Room for Public Public Notice Public Notice
Hearing
14) BC/ABC . .
aElEe »” (13) PM2 Reviews (12) PM1 Reviews |

(4) Prepare Posting
Documents
. Synopsis/Rationale
. Strikeout/underline
rule changes
. Public Notice

COLOR CODES

Rule Writer I

PM1/PM2 |

Rule Coordinator |

Assistant Branch Chief (ABC)|
Branch Chief (BC)

Director’s Office

(5) PM1 Reviews
Posting Documents

(6) PM2 Reviews
Posting Documents;

sends Posting
Documents to
Director’s Office

A 4

>

(7) EPD posts Posting
Documents to EPD Website;
EPD sends out Public Notice

by GovDelivery

Action Package

(18) Secretary of State (SOS) documents

(16 Director’s
Office Review

(17) Action by

DNR Board

Transmittal Letter
Clean Version of Rules
Certification Document

PDF of Strikeout/Underline

Package

. Memo to DNR Board
Synopsis/Rationale
Public Notice

Public Comments Memo
Small Business Memo
Strikeout/Underline
changes

. Resolution

(11) Assemble and proof Action

rule

A

(10) Create
documents for
Action Package

F 3

Held

(9) Public Hearing

(8) Environet
Hardcopy Mailout

(19) PM1
Reviews SOS
documents

>

(20) PM2 Reviews
SOS documents;
sends SO5
documents to
Director’s Office

> B

(21) Director’s Office
submits final
documents to S0S

(22) Save effective
date e-mail from
S0S when rules
become effective

a

(23) The electronic version of the
appropriate Rulebook will be
updated

Rulemaking is

Complete




OUTLINE CODES

Briefing Package

Public Notice

Final Submittal

SIP WITH RULEMAKING (1)

(3) Director’s Office

FILL CODES

Rule/SIP Writer
PM1/PM2
Rule/SIP Coordinator

Assistant Branch Chief (ABC)
Branch Chief (BC)

Director’s Office

I ol o - . ol (5) Stakeholder (B) Create Predraft
(1) Rule Initiation (2) Create Schedule Briefing of Proposed (4) Internal Meeting —— Submittal
Rule
(13) Assemble and Proof D .
Briefing Package for Briefing Package
) . . Includes: (10) PM1/PM2
Strikeout/underl | 12) PM1 Reviews
- chr;neg(;: /underline rule L B[rie:Tng o — < **Memo to Board « sends to EPA for | (9) BC/ABC Review (8)PM2 R (7) PM1 Review
* ¥ 7
. Synopsis and Rationale “Svnopsm _ CompEnts
. s — Statement of Rationale
e **Draft rule language
A
16) BC and ABC 17) Director’s Offi 18) BC Send
(14) PM1 reviews (15) PM2 reviews | (e BCanda (17) Director’s Office (18) BC Sends (19) Director’s Office (20) Briefing of DNR
i I= 5 I review Briefing I= Discussion of — Briefing P ge to > .
Briefing Package Briefing Package ) ) Review Board
Package Briefing Package Director’s Office
(27) PMI2 Reviews (25) Prepare Posting
Documents
Posting Documents; (26) PM1 Reviews e Synopsis/Rationale (24) PM2 Reviews (23) PM1 Reviews (=
ds Postil < < — < 4— (22) Create Public Noti «—— Training R fi
sends Fosting Posting Documents . Strikeout/underline Public Notice Public Notice (22][CealisBubiC LS ramlqg °°’T‘ or
Documents to le ch Public Hearing
i ) rule changes
Dlrectols Q= . Public Notice
. (30) Draft ;
28) EPD ts Post 31) PM1 32)PM2 35) Submit
Dof:un]wents tF:)u;PD 3\:eltglsg|'te' (29) Environet P (Re\}riews (Re\}liews (R} a2 R L [Co)m L‘II e
; . N nl : i plete
. - _ — Transmittal Letter R ) | Copies for PM1 P Hardcopies, check .
EPD sends out Public Notice Hardcopy Mailout Notifying EPA of Transmittal Transmittal — e Prehearing
by GovDelivery o & i Letter Letter ' Submittal to EPA
Public Hearing

(36) Public Hearing
Held

17



OUTLINE CODES

Briefing Package

Public Notice

Final Submittal

(36) Public Hearing

(37) Create
documents for

Y

Package

Memo to DNR Board
*  Synopsis/Rationale
Public Notice

SIP WITH RULEMAKING (2)

(38) Assemble and proof Action

(39) PM1 Reviews
Action Package

FILL CODES

Rule/SIP Writer
PM1/PM2
Rule/SIP Coordinator

Assistant Branch Chief (ABC)
Branch Chief (BC)

Director’s Office

(43) Director's

(47) PM2 Reviews
S0S documents;

sends 505 <
documents to
Director’'s Office

Reviews 505 [«

42) BC d.
(40) PM2 Reviews (41) BC/ABC [ ) Senas
Action Package B Review g [P T
& Director's Office
(45) Prepare Secretary of State (SOS)
documents

(46) PM1

Held _ . Public Comments Memo g
Action Package )
. Small Business Memo
. Strikeout/Underline rule
changes
. Resolution
49) Save effective :
(50) Prepare and Save (49) - (48) Director’s
3 date e-mail from ) ”
Documents on H:Drive g Offices submits L
SOS when rules
) documents to SOS
become effective
A 4
(53) PM2 Review
52) PM1
. (52) _ (Electronic Copy) (54) BC and ABC
(51) Proof Electronic u Review o u —_
eview
C Electroni I
opY e T PM2 email BC and (Electronic Copy)
Copy) SEE

(55) Print out
Final Submittal
for Director's
Office Review

Transmittal Letter

| |(44) Adoption by

Office Review

Clean Version of Rules

DNR Board

d ts
ocumen . Certification Document
. PDF of Strikeout/Underline
(56) PM1 (57) PM2 EREEan
L 3] Revi pl Revi T =
1 B A
R
(Hardcopies) (Hardcopies) ewe\.\_r
(Hardcopies)

(59) Director’s Office
Review; Director Signs the
Final Submittal Transmittal

Letter, and returns the Final
Submittal to Air Branch.

(64) E-version of Rulebook
updated; Final Submittal
complete

(63) ADMIN mails to
EPA and files hard
copies and CDs

S

(62) PM2 Review Final
Submittal
(official hardcopies and
CDs)

Email EPA

(61) PM1 Review Final
Submittal

€

A 4

(60) Prepare
Hardcopies and

CDs)
Email EPA

(official hardcopies and [

CDs for EPA
submission




— TRANSFERABILITY

* EPD used existing staff to develop the SIP

Procedures.
SIP Procedures template used by PRDU to develop State
Rulemaking Procedures (and SIP with Rulemaking).
SIP Procedures template used by EPD Land Protection
Branch (rulemaking procedures) and EPD Radioactive
Materials Program (licensing procedures).

* Other agencies could easily adopt this practice
without additional funds or staffing.

* Our SIP Procedures are available for other
agencies to use as a template.



— UNIQUENESS

* The segmented step-by-step approach allows
the SIP staff to continuously update and
Improve the procedures.

* We have mounted three enlarged flow charts

on magnetic boards in the office hallway.
This unique way of tracking projects (in addition to
our electronic tracking) allows all APB personnel to
iImmediately view the status of every SIP revision and
state air quality rule revision.
Also, it makes tracking SIP revisions and state air
quality rulemaking fun!



STATUS BOARDS
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— CONTACT INFORMATION

James Boylan, Ph.D.
Georgia Dept. of Natural Resources
4244 International Parkway, Suite 120
Atlanta, GA 30354

James.Boylan@dnr.ga.gov
404-363-7014



