Electronic Permitting Guide
T

his guide is not intended to replace or supplant the KDNR’s handbook “Electronic Permitting Standards,” but its purpose is to provide some complementary information. The standard naming requirements for files, attachments, etc. as presented in the KDNR’s handbook will be assumed and followed throughout this document, so those will not be repeated or explained.

I’ve included some advice and examples that are hoped to be useful in setting up, completing, and submitting e-permit applications. The information provided in the described steps is not necessarily “required,” but I believe gives a good mode for organizing and working with the e-permitting system.

Electronic permitting (“e-permitting”) has become the only method allowed in Kentucky for SMCRA permits after 3 January 2011. The e-permitting system appears to be a little more complicated than one may expect, but there are good reasons for developing and following this approach. Kentucky has far more permits and permit applications to maintain and process than any other state. The system was developed in order to ensure that all applications be handled in a consistent manner regardless of the permittee, engineering consultant, or permit reviewer.

· These examples will use an imaginary mining company (Haley’s Mill Coal Company) and its underground mine (Apex Mine) in northern Christian County. Its permit number is 824-5019. 

· Make a designated file folder for the permit application.

[image: image1.png]ZH Document3 - Microsoft Word =151

" File Edit View Insert Format Tools Table Approvelt Window Help Type a question for help v X

DEHERGGRVHE S RBRSI-C-BIOR

44 Normal ~ Book Antiqua ~10 v BZUZR

s AfA0dEcalse52 2]

1

Look in (2 Apex Mine =l v Qi v Toos~
[BPermit 824-5019

File pame: =l open |-
Files of type: —[ailFikes (*.") Cancel

A

Sec 1 1/1 At 0.5" ln1 Col1 REC TRK EXT OVR

E[C) | @ Michael L M| () Windows Me_ | Document2-_ [[#7 Document3 - .. « 240PM





· Subsequent steps will involve making several more folders. I have found that setting up and using multiple folders and subfolders is a great way to organize and separate data.

· Under the “Permit 824-5019” folder make another folder named for the permit action. The example below is for a permit amendment application, which might involve adding some surface disturbance acres for a new airshaft, plus some additional underground mining “shadow area” acres. (Note that I’ve already also shown an original permit file folder.)
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· The next steps include making several more folders (or “sub-folders”) under the “Amendment #1” folder. These steps are necessary so that the e-permit documents can be properly arranged and separated for making the e-permit application fit together in a standard fashion. It should be noted that original permit applications and amendment applications will typically require more separate file folders than other permitting actions such as revisions (major or minor), renewals, transfers, etc.

· Because the permit application is an amendment, it will require two separate permitting forms:

· MPA-01 “Permittee Information for a Mining Permit” — This provides the necessary ownership and control (O&C) information.

· MPA-03 “Technical Information for a Mining Permit” — This provides the necessary technical data: geography, geology, hydrology, property, bonding, land uses, soils, engineering designs, maps, etc. This, of course, is the main body and focus of the total permit application “package” being assembled.

· Make three more folders under the “Amendment #1” folder. These subfolders will contain the following data:
· 8245019_AM_01 — This folder will eventually contain the finished product e-permit files to be uploaded to the KDNR FTP site. It will not contain any subfolders, but only three items:
· FTPCOVER.doc — This is the cover letter briefly describing the e-permit application. It is more fully explained in the KDNR’s handbook, page 13. This is not a general description cover letter for the application itself, but merely an introduction document announcing and listing the e-submitted files. See the sample on the next page.
· MPA-01.dot — This is the completed MPA-01 form, with all appropriate attachments embedded within.

· MPA-03.dot — This is the completed MPA-03 form, with all appropriate attachments embedded within.

· MPA01 —This folder will contain all items that need to be attached to the MPA-01 form.

· MPA03 — This folder will contain all items that need to be attached to the MPA-03 form, including any correspondence documents such as the original cover letter and subsequent explanation letters necessary when resubmitting the application after corrections.
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[DATE]

Kentucky Department for Natural Resources

Division of Mine Permits

2 Hudson Hollow

Frankfort, Kentucky 40601-4321

To Whom It May Concern:

Subject:
Haley’s Mill Coal Company



Permit 824-5019 AM-01



Electronic File Submittal

I am submitting this permit amendment application for review. This information is submitted electronically, in accordance with KDNR DMP specifications.

This submittal includes two files: the MPA-03 form containing the technical application data, and the MPA-01 form containing the O&C data.

	File Name
	File Size (KB)
	File Date
	Comments/Description

	MPA-03.dot
	
	
	Technical Data

	MPA-01.dot
	
	
	Ownership & Control Data


If there are any questions or comments about this information, please notify me by telephone at 270.555.9999 or e-mail <jdoe@haleysmillcoal.com>.


Sincerely,


John Q. Doe, PE


Senior Engineer

· The next steps will concentrate on working with the MPA-03 form only. The steps followed for the MPA-01 form (as well as for other permitting actions) will be similar. Because the various steps associated with the MPA-03 form are typically the most involved, almost any other actions are shorter and easier to handle.

· As mentioned a couple pages earlier, the “MPA03” folder will include several separate subfolders for correspondence, permit item attachments, and maps.
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· Notice that I did not include a subfolder for “ITEM_03” because that item will rarely, if ever, require any embedded attachments. Of course, if for some reason an attachment is needed for that item, it will require such a subfolder.
· As you prepare various MS Word® document narratives or permit item continuation pages, simply name them as the appropriate attachments and save them in whichever “ITEM_XX” folder they belong.

· Take special care for items and their attachments that may need double-digit item numbers. In those cases, the various attachments should be named using two-digit names. For example, in Item 8, start with “Attachment_8_01A.doc” rather than “Attachment_8_1A.doc.” This will prevent the final embedded attachments from getting out of order in the finished application.

· Remember also that engineering drawings, cross sections, maps, SEDCAD runs, and other similar non-MS Word® documents, as well as pages with signatures, must be saved as “.PDF” documents, using the appropriate attachment-naming convention required for e-permitting.
· When all permit application documents are completed and you are ready to assemble the e-permit application “package,” use the template file “AttachTools.dot” available from the KDNR DMP website. I have it saved in a folder used for storing all “blank” e-permit forms, to be pulled, renamed, and used as needed.

· Open “AttachTools.dot” by using the “open” command. Do not “double-click” the filename when opening it or any other “.DOT” file.
· The “AttachTools.dot” template will allow you to create an attachment file using a “Build Attachment File” tool in its toolbar (see pp. 8-9 of the DMP handbook).

· After making that attachment file, save it as “Attachments.doc” somewhere in the subfolder structure, but not in the main “8245019_AM_01” folder.

· Open the “MPA-03.dot” file and select “Insert Attachment File” in the toolbars.

· Select the “Attachments.doc” file. It may take several minutes, but this will embed the attachments into the permit form, making it ready to go. After the insert is completed, save the application before doing anything else. DO NOT perform a save again unless inserting attachments again.
· The toolbars in the updated “MPA-03.dot” file will include a drop-down tool called “Attachments,” which can then be used to access any embedded documents, whether they are MS Word® “.DOC” files or “.PDF” files.

· During the permit application review process it is likely that the KDNR DMP will request several rounds of clarifications or corrections. Each time the application is corrected or updated, even if only with new correspondence, the full procedures involving creating and inserting attachment files must be followed.

· As mentioned earlier, these steps and activities have been directed toward setting up and using the MPA-03 permit form, but they are about the same for using any of the forms, necessary changes and alterations made, as needed:
· Preliminary Application, MPA-00

· Permittee Information for a Mining Permit, MPA-01

· Operator Information for a Mining Permit, MPA-02

· Technical Information for a Mining Permit, MPA-03

· Surface Owner’s Affidavit: Lands Historically Used for Cropland, MPA-03-20.1.B

· Disinterested Third Party Affidavit: Lands Historically Used for Cropland, MPA-03-20.1.C

· Update of Permittee or Operator Information, MPA-05

· Change of Corporate Owners, Officers, or Directors, MPA-06

· Application to Transfer a Mining Permit, MPA-07

· Revision Application to Change Operator, MPA-08

· Application to Renew a Mining Permit, MPA-09

· Application for Coal Marketing Deferment, MPA-10

· Minor Field Revision Application, SME-80
� The KDNR e-files available on their website are “.ZIP” files that when downloaded and opened may already include many needed or suggested subfolders.
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