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Permit Tracking Coversheet 

Tech 
Services 

Staff
 &

 Assigning 
Manager 

Facility AI Name Tempo Name OK ☐ Use name specified below: ☐

Company Name Tempo Name OK ☐ Use Application Name Owner/Operator Change☐☐

Airs #: 35- Use portable Airs# (777) for GCPs 2, 3, TC; Streamlines, etc. Tech Serv Staff 
Date & Initials 

AI Number: Permit No.: 

AI Type: Assigned To: 

Previously assigned to (or Major Source Assignment matrix) : 
Activity Class: 
hoo se a n  it em . 

Activity Type (Graybar) Supervisor 
Date & Initials 

User Group: General Attribute (new AIs or conversions) 

Tech 
Services & 

Data 
Steward 

Done 
☐ 
☐ 
☐ 
☐ 
☐ 
☐ 
☐ 

Data Steward, please do the checked items: 
☐ End old User Group in MF and add new one (changing permit type)
☐ End AQB user groups & Master AI (*if only AQB user groups) (close permit)
☐ Update physical address and Location-Cultural Window (Relocations)
☒ Update Permitee & Consultant info
☒ WAL updated: Staff Assigned
☒ WAL updated: Received date (use date stamp unless date here):
☒ Owns, Operates, and is Primary Billing Party ORG relationships updated/linked

Data Steward 
Date & Initials: 

Data 
Steward 

PRN or PRT Outstanding invoice? ☐No☐Yes-$ Date &Initials: 

Fee & Type: 

A-Team
2 days 

Create:  Folder Color: 
Date & Initials: 

Permit 
Specialist 

☐ Provided modeling application & CD to modeling manager.
☐ My plan is to have emissions reviewed by: ______________
☐ Requested date for modeling to be complete:          ______________
☐ Permit due date: _______________

Date & Initials: 

Permit 
Specialist 

☐ Requested invoice due date: (based on 30
days after ruled complete)

If NSR action withdrawn or denied: Discuss 
balance due/invoicing with Data Steward. 

Date & Initials: 

Data 
Steward 

☐ Created permitting Balance Due Invoice and Returned to Staff (NSR only) Date & Initials: 

Permit 
Specialist 

☐ 
☐ 
☐ 

Done Permit Specialist, please remember to: 
Complete Data Entry within 2 weeks of issuance. 
Upload & lock all documents, Refresh Master Entities, Lock D1, set Effective Dates 
If permit type conversion: In WAL of previous permit actions add “closed” task 
(name as Agency Interest) and enter issuance date of this action. End effective dates. 

Date & Initials: 

Notes: 

Permit Tracking Sheet    version:  10/15/2021 
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