New Mexico Environment Department
Solid Waste Bureau

2019 Annual Report Instructions

Summary

The Solid Waste Bureau is now receiving Annual Reports through an online database. These step-
by-step instructions will guide you through the reporting process.

All open, permitted landfills, transfer stations, and processing facilities and all open, registered
compost and recycling facilities are required to complete the New Mexico Environment
Department Solid Waste Bureau Annual Report, in accordance with the New Mexico Solid Waste
Rules (20.9.5.16.D NMAC and 20.9.3.27.) NMAC).

Closed landfills that are required to submit Annual Reports as part of an approved closure plan
do not need to use the online database but should submit the Annual Reporting Information and
Environmental Monitoring Summary supplemental forms (if environmental monitoring is
required). Instructions on how to complete these forms are included in this document.

Registered collection centers are not required to complete the Annual Report.

Things to Know

e Complete the online Annual Report for calendar year 2019 by February 14, 2020.

e Do not use the back arrow in your browser to move between webpages. Instead, use
the Back to Master Table or Back to List buttons to navigate.

e Save your work as you go. Look for the Save button at the bottom of each page you edit.

e Go to the Solid Waste Bureau Forms webpage to download the supplemental forms you
will attach to the online Annual Report: https://www.env.nm.gov/solid-waste/forms-
2/#annualreports. Complete the required forms and save them to your computer as
electronic files.

e Convert material amounts into TONS (see conversion factors in Appendix D: Conversion
Factors in these Instructions).

e Landfill operators should submit their complete Environmental Monitoring Reports, as
required by their landfill permits, to the Permit Section Manager throughout the year.
This applies to both active permitted landfills and landfills in post-closure care. For more
information, contact the Permit Section Manager at George.Schuman@state.nm.us .



https://www.env.nm.gov/solid-waste/forms-2/#annualreports
https://www.env.nm.gov/solid-waste/forms-2/#annualreports
mailto:George.Schuman@state.nm.us

e Facilities are required to keep a copy of each Annual Report on site through the
completion of post-closure care. Annual Reports can be kept as either electronic files or
paper files. After completing your report, you will be able to save and/or print the Annual
Report for your facility’s records. (See Section 8: Submit Annual Report in these
instructions).

How to Log in to the Solid Waste Bureau Annual Report

Follow the instructions in Appendix A: How to Register and Log in to the SWB Annual Report
Database in order to register a User ID and password for your facility. If you have previously
registered for the SWB Annual Report Database, use your existing User ID and password to log
in.

After you have registered your User ID, you will receive an email or phone call from the
Environment Department’s IT office to inform you that you have been approved to access the
Annual Report Database. Once you have been approved, use the link below to access the
database, enter your User ID and password, and begin work on your Annual Report:

https://sep.net.env.nm.gov/sep/login-form

Once you have logged in as a registered user, you will be able to add additional users from your
facility, if you choose (See Section 7: Contacts in these instructions).

Facility List (also called Master Table)

When you log in to the Solid Waste Bureau Annual Report you will see the Facility List (see image
on next page). If you are reporting for a single facility, you will only see that facility listed. If you
are reporting for multiple facilities under one user name, you will see all facilities that you are
responsible for reporting on listed on this page.

Please review the contact and location information for your facility on this page. If any
information needs to be updated, please explain the required changes on the Annual Reporting
Information supplemental form (See Section 6: Documents in these Instructions).

If all information shown here is correct, no action is needed.

As you continue to input data into the Annual Report tabs, you may return to this page by clicking
the Back to Master Table button.
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Instruction Sections

These instructions describe the tabs that make up the Annual Report (shown below). The
following numbered sections of the instructions describe in full how to complete each tab:

Facility I Levi.Lementinogistate.nm.us  Log out Atvanced search

| Searchfor: |ID w | [ Contains v [urp- 1837 ”Senn:h”Shw .II]

Dedalls found: 1
Page 1011

Records Per Fage:
20w

Operator and Owners [Landfill Information |Material and Solld Waste | Recyclable Maternald Certified Operato Docu Contacts

(] LFF. 1637

Facility

Name Exampie Lanani

Facility ) —

Type Landt - permitied

County  Santa Fe

Address 123 Counly Read 123
City Santa Fe

Stale NM

Zip 87501

Contact
Name

Fhone 505-555-1122
Ext 1
Email managengexamplelandei.org

Physical
Location

Latitude e
Longitude  -105 9555
saws  Open

~l

Jane Doe

3 miles: past Hwy 100 on County Road 123

Isnhmit Annual Report LFP- 1837

1. Operator and Owners

2. Landfill Information

3. Material and Solid Waste
4. Recyclable Materials

5. Certified Operators

6. Documents

7. Contacts

8. Submit the Annual Report

These Instructions also describe the following:

9. Troubleshooting

Appendices

Summary

Print Annual
Repert
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1. Operator and Owners

This tab is available to all facilities and lists the facility owner and operator information.

How to get to the Operator and Owners tab
. Eitylist .

Facility 1D LeviLementinogstate.nm.us  Log out Advanced search
r - . I 1l 1 Details found: 1 Records Per Page.
| Searchfor: | ID ~ | [Contains ~[Lre. 137 | search| show all| | Page 1011 [20 ]

< Opnlmranﬂownlaanﬂmllnlamamn Material and Sclid Waste Recyclable Materials Certified Operators Documents Contacts

Print Annual

Report
D LFP- 1837
Facility
[P Example Landfil
Facility
Landfs - permitied
=5 pe
County  Santa Fe
Address 123 County Road 123
city Santa Fe
State NM
zip 87501
Contact
(e Jane Doe
Phone  505-555-1122
Ext 1"
Eenai managenexampletandinong
Prysical
s 3 miles past Hwy 100 on County Road 123

Latiude 35672
Longitude 1059555
Status. open

Submit Alnual Report LFP- 1837

From the Facility List view, click on the Operator and Owners tab to review the operator and
owner information.
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How to complete the Operator and Owners tab

Master table: [Facility]

SWBIB|Fa=ihlyNamz ‘Fir.ilityTwe (‘aunly‘ﬂ\ddress ‘Cily ‘Shle Zip ‘Emmm |Phuﬂz ‘ErL|Ema|I Physical Location ‘Status|
Name

Operator and Owners I0: melissa.mapgass Log out

and Owers information needs fo be  {Please note changs en Anusl Reporting Information
revised page)

Q"
A

m

Review the information about the facility operator, facility owner, and landowner. If any of the
information needs to be updated, 1. Check the box by clicking on the Check button and a 2.
checkmark will appear next to “Operator and Owners information needs to be revised.” If the
information does not need to be updated, do not click the Check button. If changes need to be
made, explain the necessary changes on the Annual Reporting Information supplemental form,
which you will attach on the Document tab (see Section 6: Documents in these Instructions).

Once you click the Check button, it will change to say Uncheck. To uncheck the box, click the
Uncheck button.

Once you have reviewed the information and checked the box if you need to revise the operator

and owner information, return to the Facility List view by 3. clicking the Back to Master Table
button.

Note: If you have trouble with the check buttons/checkboxes try using Microsoft Internet
Explorer instead of other internet browsers.
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2. Landfill Information

This tab is available only to active and permitted landfills and collects data regarding landfill
capacity and closures. Some of the data entered under this tab will come from the Landfill
Capacity Worksheet supplemental form, which can be found on the NMED Solid Waste Bureau’s
Forms webpage. Link: https://www.env.nm.gov/solid-waste/forms-2/#annualreports

How to get to the Landfill Information tab

—— Baiie

Facility I Levi.Lementino@state.nm.us  Log out Advanced search
1 . Detalls found: 1 Recards Per Page:
| Searchfor. (I [ Contains v [urp- 1837 ||3enn:h‘ [ahw oll‘ Page 1011 | [20 v] |

Operator and Owners (Landfill Information terial and Solld Waste Recyclable Materials Certified Operators Documents Contacts

Print Annual
Repert
(] LFP- 1837
Facility
1]

Name Exampie Landni
Facility

ANdnl - permitie:
Type Landr: permiled

County  Santa Fe
Address 123 Counly Read 123

City Santa Fe

Stale NM

zip a75m

Contact .o

Name

Phone 5055551122

Ext 11

Email managergexamplelandril.org

PIWSICAl oy s past Hwy 100 on County Road 123

Location
Latitude 3672
Longitude  -105 9555
Status Open

| Sllhmit*nmlal Report LFP- 1837

-ﬁ#_

From the Facility List, click on the Landfill Information tab to enter your data.

Section 2: Landfill Information Page 6
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How to edit the Landfill Information tab

Master table: [Facility]

SWB| Facility |Facility |County |Address|City state[zip | Contact|Phone Ext.|Email Physical | Status
D |Name |Type Name: Location
Landfill Information Back to Master tabls I melissamaggass  Log out

Capacity Us! 0 yd)

Capacity Remaining (cu yd)
Remalning Life (yrs)

Please attach Landfill Capacity Worksheet
(se& Documents tab)

Unpermitted acres avaiable
for future disposal

Chages in operation reducing
life 25% or more

Total acres used for disposal
Intermediate cover acres.
Area seeded acres

Total acres with final cover

_\—

To enter data about your landfill, click the Edit button. In addition to editing the data on this tab,
be sure also to attach the Landfill Capacity Worksheet used to calculate these numbers (see

Section 6: Documents in these Instructions).

Landfiil Information, Edit record

Back to list
~~ Capacity Used {cu yd) 1230748
- Capacity Remaining {cu yd) H3254T10

| Remaining Life {yrs) 1.4

L Unpermitted acres available  for future disposal

Chagss in aperation reducing W@
E}/ Total acres used for disposal

|

Intermediate cover scres ' E]

Total acres with final wve'\g-@
IE Reset

3% - Reguired fickd

Section 2: Landfill Information
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Landfill Capacity Information

Capacity Used (cubic yards)
Report the landfill capacity used in cubic yards during January 1 — December 31 of the
reporting year.

Capacity Remaining (cubic yards)

Report the remaining permitted capacity available for future disposal in cubic yards. This
number is calculated on the Landfill Capacity Worksheet. Remaining permitted capacity
means the space remaining in the landfill that is available for disposal as of December 31 of
the reporting year. Future proposed expansions not included in the approved permit area
may not be included in the capacity calculation.

Remaining Life (years)

Report the expected number of years of permitted disposal capacity that is available based
on the facility’s site specific operating criteria that is calculated in the Landfill Capacity
Worksheet.

Unpermitted Acres Available for Future Disposal
Report the number of acres, not currently permitted, that may be used for future disposal.

Changes in Operation Reducing Life 25% or more

If there have been operational changes during the reporting year that will reduce the active
life of the landfill by 25% or more, check the box. In this case, the facility is also required to
submit a report to the Permit Section Manager detailing changes per 20.9.5.16.D(7) NMAC.

Landfill Closure Activities

Total Acres used for Disposal

Provide the total number of acres that have been used for solid waste disposal as of
December 31 of the reporting year. Include the total number of acres used for disposal from
the initial acceptance of solid waste (that is, when the landfill first opened) up to December
31 of this reporting year.

Intermediate Cover (Acres)
Enter the number of acres that have received intermediate cover. (All areas of the landfill
that will be or have been inactive for more than 60 days must have an intermediate cover).

Area Seeded (Acres)

Enter the number of acres that have been seeded. (All areas of the landfill that will be or have
been inactive for more than 2 years must have an intermediate cover and be seeded to
establish vegetative cover).

Section 2: Landfill Information Page 8



9. Total Acres with Final Cover

Enter the number of acres that have received final cover and have been closed according to

an approved Closure Plan since the initial acceptance of waste through December 31 of this
reporting year.

Saving or Resetting Data

10. Save/Reset

When you have entered all the data for your landfill, click the Save button to save the data,
or click the Reset button to delete your entry.

How to know if the data was saved to the database

¥ - Required fickd

After clicking the Save button, 1. you will see a notification saying, “Record Updated.” To return
to the Landfill Information tab, 2. click the Back to List button.

Section 2: Landfill Information Page 9



3. Material and Solid Waste

ALL reporting facilites will enter data under this tab.

In this tab you will report the origin, type, and amount of waste/materials managed. The
amounts managed must be reported in TONS. If your facility records material amounts as
volume (for example, cubic yards or gallons), use the conversion factors in Appendix D:
Conversion Factors to convert to tons for reporting.

Facility Specific Instructions

Landfills
e Provide the amountin tons for every type of material managed. For definitions of material
types, see Appendix B.

Transfer Stations
e Provide the amount in tons for every type of material collected or managed. For
definitions of materials types, see Appendix B.

Composting Facilities

e Provide the amount in tons for each type of material diverted from the waste stream and
used as feedstock for compost production. For definitions of material types, see
Appendices B and C.

e Additional types of compostable materials managed will be reported under the
Recyclable Materials tab.

e Finished compost is considered a product and not a waste material. Do not report the
guantities of finished compost produced.

Recycling Facilities
e Provide the amount in tons for each type of material collected at the facility.
e Additional types of recyclable materials managed will be reported in the Recycled
Materials tab. For definitions of material types, see Appendices B and C.

Section 3: Material and Solid Waste Page 10



How to get to the Material and Solid Waste tab
. Walityist

Facility I Levi.Lementino@state.nm.us  Log out Advanced search

" 5 Records Per Page:
| Searchfor: [ID v ][Contains ~|[trp- 1027 ||3enrch”S|luw oll‘ N | e |

Operator and Owners  Landfill |nmrmaua(mm|at and Solid wul).«:yclabll Materials Certified Operators Documents Contacts

Frint Annual

Repert
(] LFP- 1837
Facility
1]
Name Exampie Landni
Facility

e Landra - permitled

County  Santa Fe
Address 123 Counly Read 123

City Santa Fe

Stale NM

zip a75m

Contact .o

Name

Phone 5055551122

Ext 11

Email managergexamplelandril.org

PIWSICAl oy s past Hwy 100 on County Road 123

Location
Latitude 3672
Longitude  -105 9555
Status Open

| Submit Annual He*nﬂ LFP- 1837

-ﬁﬁ_

From the Facility List, click on the Material and Solid Waste tab to enter your data regarding
specific materials managed at your facility.

How to add data to the Material and Solid Waste tab
H fse. @@= e

Master table: [Facility]

SWE | Facility Facility COUNTY | Contact  Address City |State|Zp |Phone  Ext |Email Physical Location |Latitude Longitude | Motes | Status | Annual
1] Name Type Name Rpt.
3 miles past Hwy
LFP- |Example |Landfil - 123 County |Santa 505-555-
1837 | Landfil pemitied Santa Fe | Jane Doa Road 122 Fe NM | 8750 122 11 |manapen@examplelandiilog :gg on County Road | 3587  -106.06 Open
Materi d Solid Waste Biack to Master tshle IC: melissa.mappgass  Log out
Add new
No recol nd

From the Material and Solid Waste tab, click the Add New button to enter new data. Clicking the
Add New button will bring up the screen below. Note: a separate entry is required for each
material type sent to each facility.

For example, if your facility sent MSW to two locations (Landfill A and Landfill B), you would need

to click Add New and enter the amount of material sent to Landfill A, and then click Add New
again to enter the amount of material sent to Landfill B.

Section 3: Material and Solid Waste Page 11



Material and Solid Waste, Add new record

Back to list
[+ Material Type #
| Methos #

| In-Stat Materisl Recaived [ ]
| Out-oF State Materisl Ressived |:|
On-Site Landfilled | Treated E:|
On-Site Recycled  Mulched ! Composted E—‘ [B
On-Site Beneficially Used ];:|

" Off-Site Treated / Disposed ! Incinerated |:|

P97 RRRS

Off-Site Recycled | Mulched | Composted |:|
nsh ity es ]

- Sent to Facility [Plesse select w
3 - Required fizld

A separate entry is required for each material type sent to each facility

1. Material Type
Use the drop-down arrow to select the material type. For a complete list of material types
and their definitions, refer to Appendix B: Material and Solid Waste.

If you need to report a material type that is not specifically included in the drop-down menu,
choose “other” or “other or co-mingled.” Be sure to name the type of waste categorized as
“other” on the Annual Reporting Information supplemental form.

2. Method
Use the drop-down arrow to select whether the material amount was weighed or estimated
(calculated using conversion factors; see Appendix D: Conversion Factors).

3. In-State Material Received
Enter the tons of material received from within New Mexico.

4. Qut-of-State Material Received
Enter the tons of material received from outside of New Mexico.

Section 3: Material and Solid Waste Page 12



5. On-site Landfilled / Treated
On-Site Recycled / Mulched / Composted

On-Site Beneficially Used

If the material was managed or disposed of on-site, identify how many tons of the material
were managed through each method. For definitions of each type of material management,
see Appendix B: Material and Solid Waste.

6. Off-Site Treated / Disposed / Incinerated
Off-Site Recycled / Mulched / Composted
Off-Site Beneficially Used
If the material was sent off site, identify how many tons of the material were managed

through each method. For definitions of each type of material management, see Appendix
B: Material and Solid Waste.

7. Sent to Facility
If materials were sent off site, use the drop down list to select the facility the material was
sent to. If materials were sent to a facility outside of New Mexico, select “OTHER-OUT OF
STATE.” If the materials were sent to a facility in New Mexico that is not in the dropdown list,
please select “OTHER-IN-STATE” and name the facility in the General Comments section of
the Annual Reporting Information supplemental form (see Section 6: Documents in these
Instructions).

If your facility sent the same type of material off-site to more than one facility (for example:,
to Landfill A and Landfill B), after saving the data for the material sent to Landfill A, you’ll
need to click Add New again to complete the data for the material sent to Landfill B.

8. Save/Reset

When you have entered all the data for your material, click the Save button to save the data,
or click Reset to delete your entry.

Section 3: Material and Solid Waste Page 13



How to know if the data was saved to the database

_—— 5
Mater] Solid Waste, Add new 1
Q=< Record was added »>>
B0k 10 5 2
W Ty [Femen  v)#
s *
In-Siats Material Raceived 1
Out-of State Material Recsived |
On-Site Landfilled | Treated l:l
On-Site Recycled / Mulched | Composted |:|
On-Site Beneficially Usad |:|
Off-Site Treated | Disposed / Incinerated |:|
Off-Sitz Resycied | Mulched | Compostad |:|
Off-Site Beneficially Used |:|
Sent to Facility [Pleass select v
forvereed
- Required fisld

After clicking the Save button, you will see 1. “Record was added.” To return to the Material and
Solid Waste tab, click the 2. Back to List button.

To enter data about other materials for the reporting year, go back to the Material and Solid
Waste tab, click the Add New button and repeat these steps.

How to delete data from the Material and Solid Waste tab

Master table: [Facility]
SWEID [Facility Nama |Facility Type COUNTY | Contact Address City. State |Zip  (Phone Ext. | Email Fhysical Lecation Latitude | Longitude | Status
Name
LFP- Example Landfill - 123 County Road | Santa - 505-555- 3 miles past Hwy 100 on County . x an
1837 Lanan Santa Fe |Jane Doe 2 F NM 87501 |0, o0 11 | managergexampleiandtilong | o ooy 3567 -105.96 | Open
Material and Solid Waste in tons Bk 1o Master Eibke 10 Levi.Lementino@state.nm.us L og oul
Add new
.__‘r, I Material Method  In-State Out-of-State. On-Site On-Site Recycled / On-Site Off-Site Treated / Off-Site Recycled / Off-Site Sent to
Type Material Material Landfilled | Mulched | Composted  Beneficlalty Disposed | Mulched | Composted  Beneficially Facility
Received Received Treated Used Incinera ted Used
Ed SW Wepghed
Total: 0.00 Total: 0.00 Total: 0.00 Total: 0.00 Total: 0.00 Total: 0.00 Total: 0.00 Total: 0.00

If you need to delete data from the Material and Solid Waste tab, 1. select the data you want to
delete by checking the box next to the material type, and 2. Click the Delete Selected button.
After clicking the button, you’ll be asked “Do you really want to delete these records?” Click Ok
to delete the selected data or click Cancel if you do not wish to delete selected data.

Section 3: Material and Solid Waste Page 14




How to edit data from the Material and Solid Waste tab

Master table: [Facility]

SWEID |Facllity Name |Faciity Type COUNTY | Contact Address City State (Zip Phone Ext.|Email Physical Location Latitude | Longitude | Status
Name
LFP- E: Landfill - -, 123 ¢ Road ta 5! il ¥ 1 C
HesT 1:::;"’ = santa Fe [JaneDoe |15 T ?:" N [a7s01 3?7?5‘55' 11 | manager@exampletanafii.org Jl""le’” 7"‘;’" o T DL 3567 |-10596 [open
Material and Solid Waste in tons Bk 1o Master Eibke 10 Levi.Lementino@state.nm.us L og oul
Add new Dedete sekectied
H’ ' Material Method  In-State Out-of-State On-Site On-$ite Recycled / On-Site Off-Site Treated / Off-Site Recycled / Oft-Site Sentto
Type Material Material Landfilled | Mulched | Composted  Beneficially Disposed | Mulched | Composted  Beneficially Faciiity
Received Received Treated Used Incinerated Used
@ ] Msw Weighed
Total: 0.00 Total: 0.00 Total: 0,00 Total: 0.00 Total: 0,00 Total: 0.00 Total: 0.00 Total: 0.00

To edit an existing entry, 1. click the Edit button in the row you wish to edit, next to the material
type. This will take you to a page to edit your data. When you have completed your edits, click

Save at the bottom of the page. Then click Back to List to return to the Material and Solid Waste
tab.

Master table: [Facility]

EWB ID |Facility Hame |Facility Type COUNTY ;mﬂ Address City State | Zip Phone Ext | Email Physical Location Latitude |L
ame
LFP- Example Landmil 123 County Road | 2anta 505-555- 3 miles past Hwy 100 on County
1837 Langtil P Santa Fe | Jane Doe 123 Fa NM (87501 1122 1 | manasgen@exampletandlil og Road 123 3567 =105 96 Open
Material and Solid Waste in tons Back o Mastar table 1D; Levi Lementino@state nm.us  Log oul
Adtd new Dipiste selacted
i‘-’l . Matenal Methed  In-State Qut-of-5tate Oon-Sie On-Site Recycled [ on-Site Oft-Site Treated | Oft-Site Recycled / on-site sentto
Type Material Material Landfilled Mulched | Composted Baneticially Disposed / Mulched / Compasted Beneficially Facinty
Received Recelved Treated Used Incinerated Used
Edit u MEW Weighed
Total: 0.00 Total: 0.00 Total: 0.00 Total: 0.00 Totak: 0.00 Total: 0.00 Total: 0.00 Total: 0.00

When you have finished entering your Material and Solid Waste data and want to return to the
Facility List, 1. click the Back to Master Table button.
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4. Recyclable Materials

Any facility that collects, recycles, composts, processes, or beneficially uses materials listed as a
type of recyclable material in Appendix C: Recyclable Materials will enter data on this tab. Please
see Appendix C: Recyclable Materials for definitions and additional details on each type of
recyclable material. Note: some material types collected at your facility for reycling may be found
under the “Materials and Solid Waste” tab.

This tab reports on the origin, type, and amount of recyclable materials managed at a facility.
Amounts of materials managed must be reported in TONS. If your facility records the amount
of materials managed as volume (for example, cubic yards), use the conversion factors in
Appendix D: Conversion Factors to convert to tons.

How to get to the Recyclable Materials tab

Facility I Lovi.Lsmantino@state.nm.us  Log out Advanced search

= — = - Detas found. 1 Fincords P Pager
| Searchlon |10 ]| [Cortains 02| Search| Show all Page 10f 1 0 v

[ Operator and Cwmers  Landflll Information  Materlal and Sclid Waste{ Recyclable Materlals Lertified Operators  Documents  Contacts

4} LFP- 1837

Print Annual Report

,::;1"! Examgihe Lardfil
Eﬂrﬁuh‘ Landfill - permitied
County  Santa Fo

Address 122 Courty Road 123
city Santa Fe

State N

Zp 87501

Contact
Name

Phona 505-E55-1122

Ext 11

Email managenexamplelandil. org
Physical
Location
Latisde 35672
Longhude 1059585
St Open

Jane Doe

3 miles past Hwy 100 on County Road 123

Submit Annual Report LFP- 1837

/

/

From the Facility List, click the Recyclable Materials tab to enter your data.
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How to add data to the Recyclable Materials tab
E 0

Master table: [Facility]

SWE |Faciity |Faclity |COUNTY|Contsct Address  |City |State|Zip |Phone Ext |Emal Physical Location |Latifude Longitude| Notes | Status | Annual
] Name Type Mame Rpt.
3 miles past Hwy
oy |Doree |Lndl, |Sertare|tneoe (20NN 13202 \Ny | 7501 35595 11 | manspesexampielandiom | 100 on County Road 3667 10585 Open
123
Re ing Back to Master table |0 melissamaggass  Log out

A new

\‘Qﬂjs found

From the Recyclable Materials tab, click the Add New button to enter new data. Clicking the Add
New button will bring up the screen below.

Note: when entering data for your facility, a separate entry is required for each material type
sent to each facility.

For example, if you sent OCC to two locations (Recycling Facility A and Recycling Facility B), you

need to click Add New and enter data for the OCC sent to Recycling Facility A, and then click Add
New again and enter data for the OCC sent to Recycling Facility B.

Recycling, Add new record

Back to list

[~ Type of Recyclable [Pleazs =elect | ¥
tetbod *
[ In-State |

Matzrizl Recsived

Out-of-State |
Msterizl Recsived

Off-Site Recycled or Processed |

|

|
On-Site Beneficially Used or Re-Used i i { 5

|

|

Off-Site Beneficially Used |

- Sent to Facility [Please select

[save[reset]

FReses

3 _ Required fiek

A separate entry is required for each recyclable material type sent to each facility.
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Type of Recyclable
Use the drop down arrow to select the type of recyclable material managed. For a list of
recyclable materials and their definitions, refer to Appendix C: Recyclable Materials.

Method

Use the drop-down arrow to select whether the recyclable material amount was weighed
(example: using a scale) or estimated (that is, calculated using the conversion factors in
Appendix D: Conversion Factors).

In-State Material Received
Enter the tons of recyclable materials received from within New Mexico.

Out-of-State Material Received
Enter the tons of recyclable materials received from outside of New Mexico.

On-site Beneficially Used or Re-used

If the recyclable material was managed on-site, identify how many tons of the material were
beneficially used or reused. For definitions of each type of material management, see
Appendix C: Recyclable Materials.

Off-Site Recycled or Processed
Off-Site Beneficially Used

If the recyclable material was sent off-site, identify how many tons of the material were
managed through each method. For definitions of each type of material management, see
Appendix C: Recyclable Materials.

Sent to Facility

If recyclable materials were sent off site, select the facility the material was sent to. If
materials were sent to a facility outside of New Mexico, select “OTHER-OUT OF STATE.” If
the materials were sent to a facility in New Mexico that is not in the drop-down list, please
select “OTHER-INSTATE” and name the facility in the General Comments section of the
Annual Reporting Information supplemental form (for instructions on how to complete the
supplemental forms, see Section 6: Documents of these Instructions).

If your facility sent the same type of material off-site to more than one facility (for example:
Recycling Facility A and Recycling Facility B), after saving the data for the material sent to
Recycling Facility A, you'll need to click Add New again to enter the data for the material sent
to Recycling Facility B.

Save/Reset

When you have entered all the data for your recyclable materials, click Save to save the data,
or click Reset to delete your entry and start over.
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How to know if the data was saved to the database

Recycling, Add new record 1
Z2< Record was added 555

CBack 10 st D [
Type of Recyclable Please seieot | ¥
Method *

e L 1

Matarial Recsived

Out-of-State

Vatora ecsived L 1

On-Site Beneficially Used or Re-Used |:|

R
PR —

Sent to Facility [Plezse s=lect

==

# - Required fizkd

After clicking the Save button, you will see 1. “Record was added.” To return to the Recyclable
Materials tab, 2. click the Back to List button.

How to delete data from the Recyclable Materials tab

_Recycling
Master table: [Facility]
SWBID |Facility Name |Fociity Type  [COUNTY | Contact Address |L10y State |Zip [ Phone Ext.| Emall | Physical Location Latitidle | Longitude | Status
LFP- | Exampls Langfi - 123 County Read | Santa 505555 3 milas past Hay 100 on County
PE e Santa Fe |Jane Do [157 |r- rew B0l (3050 11 it /ET |-40556 | Opon
Recycling in t Back o Master table 1D Lavi.Lomentinogistate.nmus  Log cul
Add Dislots sslacind
P 4 Typaof Method  In.State Out of State O Siin Bo UsadorRellsod  OfF Sho Rocycled of Procossed  OFF Site Benoficlally Usad  Sant to FacHlty
E
Material Recolved  Material Recoived
Edit Mixed Papsf Wiaighed 500 500
Tolak: 5.00 Totak: 0.00 Totak: 5.00 Total: 0.00 Total: 0.00

If you need to delete data from the Recyclable Materials tab, 1. Select the data you want to
delete by checking the box next to recyclable type, and 2. Click the Delete Selected button. After
clicking the button, you’ll be asked “Do you really want to delete these records?” Click Ok to
delete the selected data or click Cancel if you do not wish to delete selected data.
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How to edit data from the Recyclable Materials tab

Master table: [Facility]

- Recycling

SWHID |Facility Name

Facility Type Address Seate | Zip.

Phane

Ext

City Physical Location Latitude | Longitude | Status
LFP- |Example Landiil - . 123 County Rowd [ Santa 505-555- 3 milus past Hwry 100 on County

137 |Lanan s SantaTo | Jano Do |53 = L ] iy 11 8 | fioad 123 IET (10556 | Open
Recycling in tons Black o Magter tably

Add new Detete selecled

1D L Lesmentino@state.nm.us  Log out

|# B TyprolRecyclable Method  in-Staw

Ot
Material Received Mot

State

On-Site Benuficially Used or Re.Usod

Of1-Site Recyched or Procussed

OAf-Site Beneficially Used Sent 1o Facility
500

Total: 5.00

Totnl: 0.00

Todak: 0.00 Total: 0.00

To edit an existing row of data, 1. click the Edit button in the row you wish to edit. It will take you

to a page to edit your data. When you have completed your edits, click Save at the bottom of the
page. Then click Back to List to return to the Recyclable Materials tab.

How to return to the Facility List

Master table: [Facility]

- Recycling

SWHID |Facility Name |Facility Type  [COUNTY | Contact | Addiess City State | Zip | Phane Ext. | Email Physical Location Latitude | Longitisde | Status
LFP- |Example Landiil - . 123 County Rowd [ Santa 505-555- 3 milus past Hwry 100 on County
137 |Lanan s SantaTo | Jano Do |53 = L ] iy 11 8 | fioad 123 IET (10556 | Open
Recycling in tons Back o Magter tabi 10 Lewi Lementino@state.nmus - Log outl

fckd new

Detete selecled

|# B TyprolRecyclable Method  in-Staw Od1.Site Recyched or Processed  OIF-Site Beneficially Used  Sent to Facility

Edi [ MisedPapec Weighed

Todak: 0.00 Total: 0.00

When you have finished reporting Recyclable Materials data and want to return to the Facility
List, 1. click the Back to Master Table button.
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5. Certified Operators

This tab is available to all facilities and lists the Certified Operators working at the facility.

How to get to the Certified Operators tab
. Facilitylist

Facility I Levilementino@statenm.us  Log out Advanced search
— e Details found. 1 Fecords Fer Fage
| Searchfor: [ID | [Contains ~ |[LFP- 1837 ]5uaru|.||srm- all| l Poge 1ol 1 0w
Operator and Owners  Landfill information  Material and Solid Waste Huu:rialG pe \I Contacts
N —— -
Print Annual Roport
[} LFP- 1837
Y Example Landtil

T'::f:“!' [ p——

County  Santa Fo
Address 123 County Road 123

Clty Sania Fe
State L

Zip 8750
Contact ane Doe
s Jar Doe

Fhone 505-555-1122

Ext bl

Email manageriiexamplelancsil org

Physical 5 et Hay 100 on County Raad 173
Latitude 35672

Longitude 1059555

Stalws  Open

Submit Annual Report uP—f'u

From the Facility List, click on the Certified Operators tab to review and update the list of
Certified Operators at the facility.

How to complete the Certified Operators tab

Master table: [Facility]

SWE |Fz:|\|ty Nm‘Fz:lMy |cou~rv Contact ‘Mldmss ‘cny ‘M Zip |Prmr- ‘Exl ‘Emal\ ‘thysmal Location |Sfatus
1] Type Name:

Certified Operators

1D melissamaggass Lo out

Certified Oper\fors information needs fobe | (Plsse note changes on Annusl Reporting Information
revised page)

Review the Certified Operators listed as working at the facility. “Active” means that the
operator’s certification is currently valid. “Inactive” means the operator’s certification has
expired.
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If any of the information needs to be updated, 1. Check the box by clicking on the Check button
and a 2. checkmark will appear next to “Certified Operators information needs to be revised.” If
the information does not need to be updated, do not click the Check button. If changes need to
be made, explain the necessary changes on the Annual Reporting Information supplemental
form, which you will attach on the Documents tab (see Section 6: Documents in these
Instructions). Once you click the Check button, it will change to say Uncheck. To uncheck the box,
click the Uncheck button.

Once you have reviewed the information and checked the box if you need to update the list of
Certified Operators for your facility, return to the Facility List by 3. clicking the Back to Master
Table button.

If you or your operators have any questions about operator certification status, please contact
Bill Schueler at william.schueler@state.nm.us or (505) 827-2464.

Note: If you have trouble with the check buttons/checkboxes try using Microsoft Internet
Explorer instead of other internet browsers.
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6. Documents

This tab is available to all facilities and is where you attach the supplemental forms to your Annual
Report. The supplemental forms can be found on the Solid Waste Bureau website on the Forms
page, in the Annual Report section:

https://www.env.nm.gov/solid-waste/forms-2/#annualreports

Download the forms required for your facility type and save to your computer prior to attaching
them to the Annual Report.

Documents to Attach

There are 4 supplemental forms you can attach with your Annual Report:

Annual Reporting Information

e All facilities must attach this form

This one-page form must be completed by all reporting facilities. Download
this form from the Solid Waste Bureau website, complete all required
sections, save to your computer, and attach on the Documents tab. Report
any additional information or comments on this form. If the Landfill Capacity
Worksheet, Environmental Monitoring Summary, or Financial Assurance
Estimate Summary are required but you will not be including them with your
Annual Report, please provide an explanation as to why they are not
provided.

Landfill Capacity Worksheet

e All open landfills must attach this form

This Excel document must be completed by all open landfills. Download this
form from the Solid Waste Bureau website, complete all required sections,
save to your computer, and attach on the Documents tab. This worksheet is
provided for operators of landfills to estimate the remaining capacity of the
landfill. It is only an estimate since generic assumptions are made for the ease
of calculations. Please follow the instructions on the worksheet and see the
example provided.
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Financial Assurance Estimate Summary

e Facilities required to have financial assurance must attach this form

This Excel document must be completed by facilities that are required to
have financial assurance. Permitted landfills, permitted transfer stations and
large recycling or composting facilities (accepting more than 25 tons per day
total, or more than 5 tons per day of material that would otherwise become
special waste (such as offal or sludge) are required to submit an updated
Financial Assurance Estimate Summary.

Download this form from the Solid Waste Bureau website, complete all
required sections, save to your computer, and attach on the Documents tab.
If financial assurance is required but you will not be including an update with
the Annual Report, please provide an explanation and a projected date for
the submittal of the updated financial assurance information on the Annual
Reporting Information supplemental form. Financial assurance must be
adjusted annually during the life of the facility and submitted to the Solid
Waste Bureau throughout closure and post-closure care of the facility.
Submit only the summary form with your Annual Report; do not attach your
full Financial Assurance documentation with your Annual Report.

Complete Financial Assurance documentation should be submitted to the

Solid Waste Bureau separately by mail at: New Mexico Environment
Department, Solid Waste Bureau, P.O. Box 5469, Santa Fe, NM 87502.

Environmental Monitoring Summary

e All landfills must submit this form

This one-page form must be completed by all landfills. Download this form
from the Solid Waste Bureau website, complete all required sections, save
to your computer, and attach on the Documents tab. Do not attach your full
Environmental Monitoring Reports with your Annual Report.
Environmental Monitoring Reports should be submitted throughout the
year, in accordance with your landfill permit, to the Permit Section Manager
of the Solid Waste Bureau at: New Mexico Environment Department, Solid
Waste Bureau, P.O. Box 5469, Santa Fe, NM 87502.
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How to get to the Documents tab

Facility 10 LevilLementinog@state nmus  Log oul Advanced search
I Searchfor: (1D ] [Carains ] [LrP- 137 | searchshow ai] [ D I 1 | A T |
Operator and Owners  Landfill Information  Material and Solid Waste Materials ~Certifi (o )Contacts
Print Annual Report

[ LFP- 1837

rf“" Exarnple Lardfil
T':);"" Land8ll . pesmitted

County Santa Fa

Address 123 County Road 123

Clty Santa Fa

Swmie N

Zp 87501

Contact

; Janw Doe

Phone 5065861122

Ext 1

Email  mansgerElenamplelandill org

[hysical 3 miles past Hu 100 on Courty Raad 123

Latiude 35672

Langtude 105 9555

Statss  Open

| Submit Annual LFP- 1837

/

_—

From the Facility List, click on the Documents tab to attach the documents required for your
facility.

How to attach a supplemental form on the Documents tab

E—— s 1
Master table: [Facility]
SWEID (Facility Mame | Facility Type County (Address City State (Zip | Contact Phone Ext. | Email Physical Location Status
Name
7= = Ecle genta | 123CountyRosd |\ S22 |y |a7601|JaneDoe  |Toaa> |1 | manager@emmpelandiilor [ 3TIES pRst iy 100n Caurty gy
D ents Back to Master table IC: melissa.maggass  Log out
Crire) CTomrmmme—u0
\ No records found

—'—

From the Documents tab, click the Add New button to attach a new form. Clicking the Add New
button will bring up the screen below. Note: you can only attach one form at a time, so repeat
this process for each form you need to attach.
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Back to st

Diescription | Flease sslect

Document
Browse | Mo file sslected.

-

? 95

# - Regquired fiekd

1. Description

Use the drop down arrow to select which type of supplemental form you are attaching. The
four types, described earlier in this section, are:

e Annual Reporting Information

e Landfill Capacity Worksheet

e Financial Assurance Estimate Summary

e Environmental Monitoring Summary

2. Document
Use the Browse... button to search your own computer for the file you want to attach. When
you have selected the file, the file name will appear to the right of the Browse... button. If
you want to change which file you selected, click the Browse... button again and choose the
correct file.

3. Save/Reset

When you have selected the description and the document, click the Save button to attach
the file. To erase the description and document, click Reset.

How to know if the form was saved to the database

<€g Record was added =22 1

Description | Please sslzct 2
Document
Browsa | Mo file salected

¥ - Required figki
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After clicking the Save button, 1. you will see this notification saying that the “Record was added.”
To return to the Documents tab, 2. click the Back to List button.

How to delete supplemental forms from the Documents tab

Master table: [Facility]

SWE ID | Facility Name |Facility Type | County | Address City State | Zip | Contact Phone Ext. | Email Physical Location Status
Mams
LIFP- Example Lancdhil - Santa 123 County Road | Santa 505-555- 3 miles past Hwy 100 on County
1237 Landfill perined Fe 123 Fe MM | 87501 [ Jane Doz 1122 11 | managen@eamplelandill.ong Road 123 Open
Documents Eisck to Master table IC: melissa.maggass  Log out

Add new < Delete selected >

Ed Description DOCUMENT

Edit nual Reporting Information 5

] ﬂnnual Reparting Information - Filable POF.pdf (13254 bytes)

H//

(1]
If you need to delete supplemental forms from the Documents tab, 1. Select the supplemental
form you want to delete by checking the box next to the form description, and 2. Click the Delete
Selected button. After clicking the button, you’ll be asked “Do you really want to delete these

records?” Click Ok to delete the selected supplemental form or click Cancel if you do not want to
delete the form.

How to edit a supplemental form on the Documents tab

Master table: [Facility]

SWE ID |Facility Name |Facility Type  [County |Address City State|Zip | Contact Phone |Ext Email Physical Loeation Status
MName
LFP- Example Landfill - Santa 123 County Road | Sants 505-555- 3 miles past Hwy 100 an County
1837 Landfill itted Fe 17 Fe MM | 87501 | Jane Do= 1122 | 11 | managen@eamplelanddill ong Foad 123 Open
Documents Back to Master table IC: melissa.maggass  Log out

Add new Delete salected

Ed Description DOCUMENT

Edit Annual Reparting Informnation L

O st Annud Reporting Information - Fillabke POF pdf (13254 bytes)

(1]
To make changes to a supplemental form that you have attached, 1. click the Edit button in the
row you wish to edit. This will take you to a page to choose a different description or attach a

different document. When you have completed your edits, click the Save button at the bottom
of the page. Then click Back to List to return to the Documents tab.
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How to return to the Facility List

Master table: [Facility]

SWE ID |Facility Mame |Facility Type  |County | Address City State|Zip | Contact Phone |Ext Email Physical Loeation Status
MName
LFP- Example Lanfil - Santa | 123 County Road | Santa 505-555- 3 miles past Hwy 100 on County
837 il itted Fe 13 Fe MM | 87501 | Jane Do= 1122 |1I managenfeamplelandill ong Road 123 Open
Documents Back to Master table IC: melissa.maggass  Log out

Add new Delete salected

Ed il  Description DOCNMENT

Edit Annual Reparting Informnation

O ! Eﬁnn Reporting Information - Fillable POF . pdf (13254 bytes)

Section 6: Documents

To return to the Facility List after you have finished attaching supplemental forms, 1. click the
Back to Master Table button.
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7. Contacts

This tab is available to all facilities and its use is optional. Contact information for additional
Annual Report users may be added under this tab so that these individuals will be able to
register with NMED for access to the Annual Report database.

By entering contact information here, facilities are authorizing these individuals to access,
enter data, and submit the Annual Report.

A facility may add any individual they choose to authorize to access the Annual Report. Once
new users are added, those individuals may register for database access as described in
Appendix A.

How to get to the Contacts tab

Facility ID: ggmorgan  Log out Advanced search
Reecords Per Page:
Searchfor; [Any field ] [Contains v [Example x| |search ‘Shnw all‘ | e

Operator and Owners Landfill Information Material and Solid Waste Recyclable Materials Certified Operators Documemac:unmcts)
S—

Print Annual Report
D LFP- 1837

Faclity
Name
Facility
Type
County  SantaFe

Address 123 County Road 123

Example Landfill

Landill - permitted

city Santa Fe
State NM

E a7501
Jontact jane Doe
Phone 505-555-1122
Ext. 1

Email manager@examplelandfill org

Physical
Location

Laitude 35672
Longitude -105.9555
Status  Open

3 miles past Hwy 100 on County Road 123

Submit Annual Repdrt LFP- 1837

From the Facility List, click the Contacts tab to enter your information.
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How to add information to the Contacts tab

Master table: [Facility]
SWEID |Facility Name | Facility Type | COUNTY| Contact Address City |State|Zip |Phone Ext.| Email Physical Location Latitude | Longitude | Notes | Status | Annual
Name Rpt.
LFP-  |Example Landiill - 123 County Road | Santa 505555~ 3 miles past Hwy 100 on County
o s pemitied SantaFe|JaneDos 453 = N {87501 (105 11 | manager@exampielandfil.org | o -~ 3567 |-10596 Open
Contacts Back to Master fable  ID: ggmorgan  Log ou

D Deiete selected

No records found

+

From the Contacts tab, click the Add new button to enter new information. Clicking the Add
new button will bring up the screen below. Note: when entering new contacts for your facility,
a separate entry is required for each person authorized to enter or edit Annual Report data.

E— Add Contacts

Contacts, Add new record

Back fo list

Year 2019

Role Reporter

= '
Phone I:l (999-999-9999)
@? s | |

¥ - Required field

1.Name

Enter the full name of the individual you wish to add as an authorized user of the Annual
Report database.

2. Phone
Enter a number at the facility the individual can be reached at (not a personal number).

3. Email

Enter the email address associated with this individual for the facility (not a personal email).

4. Save/Reset

When you have entered all the information for the individual, click Save to save the
information, or click Reset to delete your entry.
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How to know if the information was saved to the database

. Add Contacts

Contacts, Add new record

<<« Record was added >>>
Back fo li ﬂ
Year 2018

Role Reporter

Name | |

Email | |

3 _ Required field

After clicking the Save button, you will see 1. “Record was Added.” To return to the Contacts
tab, 2. Click the Back to List button.

Click Add New to enter information for each additional authorized user.
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How to delete information from the Contacts tab

Master table: [Facility]
SWBID |Facility Name | Facility Type | COUNTY | Contact Address City State (Zip | Phone Ext.| Email Physical Location Latitude | Longitude | Motes | Status | Annual
Name Rpt.
LFP-  |Example Landill - 123 County Road | Santa 505-555- 3 miles past Hwy 100 on County
187 Landl pemitied Santa Fe | Jane Doe 3 Fe NM (87501 ) 11 | manager@examplelandfill org Road 123 3567 |-10596 Open
Contacts Back fo Mastertable 10 ggmorgan  Log out
Add new @

Ef Role Name Phone Email

Edit Reporter Jane Operator (575) 555-T777 Jane. Operator@facility.com

Edit Reporter John Operator (575) T77-5555 John. Operator@Facility.com

If you need to delete information from the Contacts tab, 1. Select the information you want to
delete by checking the box next to the Year, and 2. Click the Delete Selected button. After
clicking the button, you'll be asked “Do you really want to delete these records?” Click Ok to
delete the selected information or click Cancel if you do not wish to delete selected

information.

How to edit information from the Contacts tab

i tacts

Master table: [Facility]
SWBID (Facility Name | Facility Type COUNTY | Contact Address City State | Zip Phone Ext. | Email Physical Location Latitude | Longitude | Notes | Status | Annual
me Rpt.

LFP- Example Landfill - 123 County Road | Santa 505-555- 3 miles past Hwy 100 on County
1837 Landsil permitted Santa Fe | Jane Doe 123 Fe NM (87501 122 11 | manager@examplelandfill.org Road 123 3567 -105.96 Open
Contacts Back to Master table ID: ggmorgan  Log out

Add new Delete selected

E¢ | Year Role Name Phone Email
I~ 2018 Reportsr John Operator (575) T77-5555 John Operator@Facility com

To edit an existing row of information, 1. Click the Edit button in the row you wish to edit. It will

take you to a page to edit your information. When you have completed you edits, click Save at
the bottom of the page. Then click Back to List to return to the Contacts tab.
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How to return to the Facility List

Master table: [Facility]

SWEB D |Facility Name | Facility Type COUNTY | Contact Address City State | Zip Phone Ext. | Email Physical Location Latitude | Longitude | Notes | Status | Annual
Name
LFP- Example Landfill - 123 County Road | Sania 505-555- 3 miles past Hwy 100 on County
1837 Landfill permitied Santa Fe | Jane Doe 123 Fe NM | 87501 1122 11 | manager@examplelandfill org Road 123 3567 -105.96 Open
Contacts Back to Master table ID: ggmorgan  Log out
Add new Delete selected
Ef m Year Role me Phone Email
Edit |:| 2018 Reporter Johl Operator (575) 777-5555 John.Operator@F acility.com

When you have finished entering Contact information and want to return to the Facility List, 1.
Click the Back to Master Table button.
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8. Submitting the Annual Report

After you have input and saved the facility data for the reporting year into all the required tabs
and you have attached all required supplemental forms, you are ready to submit your Annual
Report.

Facility ID: LeviLementino@statenmus Log out Advanced search
| of Fape’
| Soarchfor: [ID ] [Contains ] [Lrp- 187 | search[show | [ e ] o o |
Operator and Owners  Landlill Information  Material and Solid Waste Materials Lo i e Contocts
Print Annual Report
[+} LFP- 1837
YT Exaemple Landsil

1!":;‘"’ Land8ll . pesmitted

County  Santa Fo
Address 123 County Road 123

Clty Santa Fe
State Y]

Zip 8750
(oL Jane Doe
Phone 6056551122
Ext 1"

Email  manager@examplelandiil org

I.Fm 3 miles past Hay 100 on County Road 123
Latitude 35672

Langtude 10595565

Statss  Open

Submit Annual Report LFP- 1837

\/

To submit the Annual Report, click the Submit Annual Report button directly below that facility’s
information on the Facility List view.

How to know the Annual Report has been submitted

Facility ID: melissa mapgass  Log out Advanoed search
Deim Tesors P Fage:
‘ Searchfor: [ Any held ~ | [Contains ~ ] [leamgle tandfill x Hsﬁthshm a||| ‘ Pz‘;ﬁ.l‘gf"" i == |

Operator and Gwners Landfill Information  Material and Solid Waste Recyclable Materials Certified Operators Documents

Frint Annual Report
LFP- 1337

Exampis Landill

Landfil - parmittad

D

rame

Faciity

Type

Courty  Santa Fe
Address 123 Gounty Road 123
City Santa Fe

State  NM

b3 7501

Contaot

(Sontact  fane Doe
Phona 5055551122

= 1"

Email  mansger@ecamplelandil.org

[Pryziesl 3 miles past Hwy 100 on Coumty Rosd 123
Latifude  35.672

Longituce -105.9555

Sats  Open

‘ Submitted and locked '
S

When the Annual Report has been successfully submitted, 1. a “Submitted and Locked”
notification will appear.
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How to print and save the Annual Report for facility records

Facility ID: melissamaggass Lo out Advanoed search
i RiE5orE P Fage:
| Searchfor: [Anyferd | [Gortsins [ ] [search|[show ail | Defale e 1 22

Operator and Owners  Landfill Information  Material and Solid Waste Recyclable Materials Certified Operators  Documents —

LFP- 1837
Example Landill

D

Faoity

Name

F: .
_w;iy Landfil - permitizd
County  Santa Fe

Address 123 County Road 123
Gty  Santsfe

State MM

Z o

Contact

romact Sane Dos

Phone  505.855-1122

= 1

Emal  mansger@exmpleiandillog

sl 3 miles past Hiwy 100 an Gounty Road 123
Latiude 36672

Longitue -105.9555

Stats  Open

After submitting the Annual Report, you need to print and/or save the Annual Report for your
facility’s records. To print the report, 1. click the Print Annual Report button. Clicking this button

opens a new tab in your internet browser with all the content for the Annual Report on a single
webpage (pictured below).

(T ~
@ HNew Mexico E. Solid W B Facility
2

FACILITY

[ e e e o = e e T -

FP. [Eusmple  [Londi.  [Sanla [123 County | Sania S ey enlos gt Fhy 180 00
|E.r ILm |L«'|M [u Fosd 123 |Fe "m ".n.smlw |uzz "“ [wmw“qb:mmm ]D‘*" |
FACILITY OPERATOR

| Peame s it Seate i)

FACILITY CWHER

for chapuaal | cover aciea ey

Capacity  [CaPachy — matied acies hages in operation ama Total acies
||:;“’""’"” l;mw lm..'.-f" | eailable fo future | e Tty o |Total acres used | Intermediste o

From this webpage, follow your internet browser’s instructions to print a copy of the report.
Additionally, the Solid Waste Bureau recommends that from this webpage you save the Annual
Report as a PDF to your electronic files for your facility records.
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9. Troubleshooting

Problem: Try this:

Data is not saved Use the Back to Master Table or Back to list
buttons, not your browser’s back button.

Click the Save button (at the bottom of the
page) before leaving the page.

A facility you sent material to is not on the If the facility was in New Mexico: Choose
“Sent to Facility” dropdown list “OTHER-INSTATE” and then list the facility’s
name on the Annual Reporting Information
form (supplemental form; attach on the
Documents tab).

If the facility was not in New Mexico: Choose
“OTHER OUT-OF-STATE.”

You sent one type of material to more than Click Add New to enter the amount of

one facility material you sent to one facility, and then
click Add New again to enter the amount of
material you sent to another facility.

Your data is not in tons Use the conversion factor table in Appendix
D: Conversion Factors of these Instructions
to find a conversion factor for your material
and convert the amount into tons.

Checkbox cannot be checked/unchecked Click on the Check or Uncheck button to the
left of the checkbox, not the checkbox itself.

Check or Uncheck button does not work Use Microsoft Internet Explorer instead of
other internet browsers.

No Records Found On Material and Solid Waste or Recyclable
Materials tabs, click Add New button (on the
left side) to add data.

On Documents tab, click Add New button (on
the left side) to attach a supplemental form.
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Problems Attaching Supplemental Forms Please attach only these four supplemental

forms:

1. Annual Reporting Information

2. Landfill Capacity Worksheet

3. Financial Assurance Estimate Summary
(the Excel file only, not the full reports)

4. Environmental Monitoring Summary (the
1-page summary only, not the full reports)

The supplemental forms are available at:
https://www.env.nm.gov/solid-waste/forms-
2/#annualreports

Other problems Use Microsoft Internet Explorer instead of
other internet browsers.
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Questions about:

Contact:

Annual Report System
(registration, login, or problems with
database functionality)

Levi Lementino:
Levi.Lementino@state.nm.us
(505) 827-2828

Certified Operators

Bill Schueler:
William.Schueler@state.nm.us
(505) 827-2464

Environmental Monitoring and Financial
Assurance

George Schuman:
George.Schuman@state.nm.us
(505) 827-2328

Other Questions about the Annual Report

Outreach Section:
SWB.inbox@state.nm.us
(505) 827-0197

Joan Snider:
JoanM.Snider@state.nm.us
(505) 827-2780

Genevieve Morgan:
Genevieve.Morgan@state.nm.us
(505)827-0129

Levi Lementino:
Levi.Lementino@state.nm.us
(505) 827-2828

Amanda Otieno:
Amanda.Otieno@state.nm.us
(505) 827-2653

Section 9: Troubleshooting

Page 38


mailto:SWB.inbox@state.nm.us

Appendix A: How to Register and Login to
SWB Annual Report Database

Follow the instructions in this appendix for how to register as a User of the SWB Annual
Report Database through the Environment Department’s Secure Extranet Portal (SEP). Once

registered as a User, you can login to the Annual Report Database to complete your online
SWB Annual Report.



Appendix A: How to Register and Log in to the SWB Annual Report Database

1) Go to https://sep.net.env.nm.gov/sep/login-form .

2) If you have previously registered for access to NMED databases, enter you User ID and password. If
not, to register for the SWB Annual Report Database within NMED’s Secure Extranet Portal (SEP),
click on the link that says Click here to register for an NMED application.

r

1E N*.r' g M ﬁ“- Secure Extranet Portal (SEP)

Department

Register

Please Log In

User ID: | |

Password: |

Fargot your passwerd?

ESEELII‘E Site

MOTICE: Access to the New Mexico Exivironment Department (MMED) Secure Extranet Portal {SEP) is restricted to authorized
personnel only. Any unauthorized acoass is in viclation of federal and/or state laws. DO NOT PROCEED IF YOU ARE NOT
AUTHORIZED.

WARNING: Any use or activity may be fonitored. Files and other infermation created, stored, transferred or otherwise
manipulated may also be monitored.

registration is mffired. Click here to register for an NMED application, -

Ralaased 10-03-2016

y Vi i L E I : dd
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https://sep.net.env.nm.gov/sep/login-form
https://sep.net.env.nm.gov/sep/login-form

3) Fill in your email address twice. Use the email address the Solid Waste Bureau has on file as the
contact email for your facility. This will allow you to access the information for your facility.
4) Enter the Captcha code.

5) Click Submit.

“!'_;r‘r

;D_ E m,q ﬁ.j N M ENT NMED Registration Request

Register for an NMED Application

Please provide your emall address below so that we may send you a link to begin the registration process.

Your Email Address:  |isbel mpanes@ststermus |

. Confirm Email Address: |nubcl tapanes@state. nm.us |
Enter code on the right: W&ﬁ&ﬁ

" =

5] >Ez=D

MOTICE: Access to the New Mexico Environment Department (NMED) Secure Extranet Portal (SEP] is restricted to authorized
personnel only. Any unauthorized access is in violation of federal and/for state laws. DO NOT PROCEED IF YOU ARE NOT
AUTHORIZED.

WARNING: Any use or activity may be monitored. Files and other information created, stored, transferred or otherwise
manipulated may also be monitored.

RAeleased 10-03-2016

At g v g * '-- I h# it s bl

You will receive the confirmation screen below.

bal Envi RONMENT SEP Registration Request

Department

SEP Application Registration Request Submitted

Thank you for your request. You should receive an email
notification soon with a link to the registration page. Please
contact NMED if you experience a problem.
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6) Open your email and retrieve the SEP Registration Link.
7) Click on the link to take you to the User Profile page.

MMED SEP Registration Link - Messag...

Adobe PDF Q Te

st
2 Reply All
5 Delete Archive | _ : Quick
=2 Forward Steps

& X (52 Reply
&

Delete Respond Quick Steps N

NMEMNV-adminsep Tapanes, Isabel, NMENY
NMED SEP Registration Link

Action temns + Get more add-ins

Thank you for your NMED application registration request.
Flease use this link to begin the registration process:

https://sep.net.env.nm.oov/reo/resistration-link ?id=20170123115548307
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8) Fill in the fields.
9) Create a User ID in the following format: firstname.lasthame
10) Click Create User Profile

E Nw R; NM ENT Application Registration - New User Profile

Department

Please enter your profile information.

Please complete the following user profile to begin registration for an NMED application.

1180 S St Franeis Dr | | |

E ‘ State

City:® ZIP Code:™
[Santa Fe | [NewMexico _ ~] [s7500

Primary telephone Number:™ Fax Number:

E S I I N
Email Address:™ Confirm Email Address:™

iabel apanasi@siaie nmous mabel tapanesi@stalm nm s

Choose a User 1ID:*
m— >>isabel apanes |
("| Create User Profile ™)

B —— e s s ST e S SRS Y

First Mame:"™ M.I.: Last Name:" Title: =

|luahnl | |Tnparm | |Computer Specialist v
Organization/Company:™ Department: Employment:*

o | |NM Emarcament Dept | [Fulktme Employee |
Street Address: ™ Street Address 2:

N SRR SRR ==
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10) Scroll down to find the application you wish to register for, which is SWB Annual Report Form.
11) Click the register link on the right.

-uer{ll_

A E 8

kg ENVIRONMENT

3

Departme

Select an NMED Application for Registration

Secure Extranet Portal Applications

Access

AEIR Admin (Restricted)
AQB Compliance Reporting
Ajr Oloud ResourceSpace

Air Emissicns Inventory
Reporting

Alr Quality Excess
Emissions Reporting (EER)

Alr Quality Permitting
Application

CSED Report

Corrective Action Fumd

oo

Onestop Tanks

PWS Operators

SWB Facilities
SWB Lookup
SWEB Operators

Smoke Management
Program

Student Training And
Tracking System

NMED Air Quality Bureau AEIR Administrative tool (NMED AQB STAFF ONLY)
The Air Quality Bureau Compliance Reporting System
Air Cloud ResourceSpace for SEP

Air Quality Bureau Air Emissions Inventory Reporting {AEIR) application to allow
facilities to electronically submit an annual emissions inventory report to NMED.

Alr Quality Excess Emissions Reporting (EER) This application is no longer
available but is replaced by AQB Compliance Reporting

Alr Quality Bureau Permitting Section permit application for industries that emit
pollutants into the air. (NMED AQB STAFF ONLY)

Reports non-compliant state certified operators and technologists to Child Support
Enforcement. {NMED STAFF ONLY)

PSTE's financial application for managing and tracking of release site cleanup funds.

(PSTE STAFF OMNLY)

=—-'~lmn Natabase

Application used by PSTB in managing gawa 1w, we...
(PSTB STAFF ONLY)

Drinking Water Bureau reporting application. (DWB STAFF ONLY)

register
register

register

register

register

register

register

register

register

s

register

T

Y)
Solid Waste Bureau Facilities & Agency Interests. (SWB STAFF ONLY)
SWB Lookup for operators. (FOR WASTE FACILITY OPERATORS)
Solid Waste Bureau Operator Certification. (SWB STAFF ONLY)

System for registering burns

Human Resources Student Information System (HR STAFF ONLY)
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approved
approved

approved

register
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A window similar to the window below will appear.

1 ME”‘}

o - PO - R
e Hlexeca

@E ENVIRONMENT Application Registration Complete

Department

NMED Application Registration Complete
Thank you for your application registration.
The application approver for ENTS, has been notified of your

registration request and you should be contacted soon. Please
contact NMED if you need further assistance.

You may return to SEP now.

You will be contacted by NMED IT via email or phone once the application is approved for your use. You
may then log in to the SWB Annual Report database with in the User ID you created in Step 9 to complete
your Annual Report.
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Appendix B: Material and Solid Waste

Definitions contained in this appendix are provided to assist facilities with completing the
Materials and Solid Waste portion of the Annual Report.

Specific definitions can be found in the New Mexico Solid Waste Rules 20.9.2.7.



Material Type Definitions

Antifreeze

A liquid used as a coolant in many types of motor vehicles and generally contains
ethylene glycol.

Ash (Special Waste)

Ash that results from the incineration or transformation of solid waste and includes
both fly ash and bottom ash, and ash from the incineration of densified-refuse-
derived fuel and refuse-derived fuel (this does not include fireplace or household
ash).

Bio-Solids (Treated Sewage

Sludge) (Special Waste)

Any solid, semi-solid or liquid residue generated during the treatment of domestic
sewage in a treatment works. If Bio-Solids are NOT being landfilled but used as a
source material for compost, report this amount in the "On-Site Beneficially Used”
row or "Off-Site Beneficially Used” row.

Brush/Green Waste

Vegetative waste and yard waste. These wastes must be recorded cumulatively.

Vegetative Waste

Decomposable materials generated by yard and lawn care or land clearing activities
and includes, but is not limited to, leaves, grass trimmings, woody wastes such as
shrub and tree prunings, bark, limbs, and roots.

Yard Waste

The fraction of municipal solid waste that consists of grass clippings, leaves, brush,
and tree prunings arising from general landscape maintenance.

Clean Fill

Materials such as broken concrete, brick, rock, stone, glass, reclaimed asphalt
pavement or uncontaminated soil generated from construction and demolition
activities. Must be free of other solid waste or hazardous waste.

C & D (Construction/
Demolition / Debris)

Construction waste, demolition waste, and debris waste. These wastes must be
recorded cumulatively (see definitions below for description of Construction,
Demotion, and Debris waste).

Construction Waste

Solid waste which is produced or generated during construction, remodeling, or
repair of pavements, houses, commercial buildings, and other structures.
Construction wastes include, but are not limited to lumber, wire, sheetrock, broken
brick, shingles, glass, pipes, concrete, paving materials, and metal and plastics if the
metal or plastics are a part of the materials of construction or empty containers for
such materials. Paints, coatings, solvents, Asbestos, any liquid compressed gases or
semi-liquids and garbage are not construction wastes.

Debris Waste

Wastes resulting from land clearing operations. Debris wastes include, but are not
limited to wood, brush, leaves, soil, and road spoils.

Demolition Waste

Solid waste which is produced by the destruction of structures and their
foundations and includes the same materials as construction wastes.

HHW - Household
Hazardous Wastes

Wastes from products purchased by the general public for household use that,
because of their quantity, concentration, or physical, chemical characteristics, may
pose a substantial known or potential hazard to human health, or the environment,
if improperly treated, disposed, or otherwise managed. Examples are cleaning
solvents, sprays, insecticides, herbicides, pharmaceuticals, etc.
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Industrial Waste (Special
Waste)

Any solid waste generated by manufacturing or industrial process that is not a
regulated hazardous waste. Such waste may include, but is not limited to, waste
resulting from the following manufacturing processes: Electric power generation;
fertilizer/agricultural chemicals; food and related products/by-products; inorganic
chemicals; iron and steel manufacturing; leather and leather products; nonferrous
metals manufacturing/foundries; organic chemicals; plastics and resins
manufacturing; pulp and paper industry; rubber and miscellaneous plastic
products; stone, glass, clay, and concrete products; textile manufacturing;
transportation equipment; and water treatment. This term does not include
mining waste or oil and gas wastes.

Infectious Waste (Special
Waste)

Solid waste that carries a probable risk of transmitting disease to humans or
animals. Infectious waste that is sent off-site for treatment is reported in the "Off-
Site Treated / Disposed / Incinerated” row. Infectious waste that is treated on-site
is reported in the "On-Site Landfilled / Treated” row. Infectious waste that has
been treated and rendered non-infectious is municipal solid waste. Note:
Infectious waste that has not been rendered non-infectious may not be disposed in
a landfill.

Lead Acid Batteries

A battery with a core of elemental lead and a capacity of six or more volts. Lead
acid batteries may not be disposed in a solid waste landfill. Lead acid batteries
must be sent off-site to be recycled.

Motor QOil

Any oil that has been refined from crude oil, or any synthetic oil, that has been
used and as a result of such use is contaminated by physical or chemical impurities.
Used oil may not be disposed in a landfill. It must be recycled (or may be burned
for energy recovery if the oil does not exceed the allowable level of arsenic,
cadmium, lead, flash point and total halogens listed in Table | of 40 CFR 279.11).

Municipal Solid Waste
(MSW)

Waste which is normally composed of residential, commercial, and institutional
solid waste that is not a special waste. Do not include the amounts of recyclable
materials itemized on the Recyclable Materials Tab.

Offal (Special Waste)

Waste parts of butchered animals. If offal is NOT being landfilled but used as a feed
stock for compost, report this amount in the "On-Site Beneficially Used” row or the
"Off-Site Beneficially Used” row.

Other Sludges (Special
Waste)

Any solid, semi-solid or liquid waste generated by a municipal, commercial or
industrial waste water treatment plant, water supply treatment plant or air
pollution control facility, but does not include treated effluent (sewage) from a
waste water treatment plant.

Other Special Wastes

Other special wastes that are not specifically identified (examples: Treated
Formerly Characteristic Hazardous Waste (TFCH); Spill of a Chemical Substance or
Commercial Products).

Other Wastes

Any wastes that do not meet the previously listed waste types. Please total all
other wastes and provide that number in this material type. (Example: Non-
domestic oil and gas waste allowed to be disposed in Municipal Landfill as Listed in
19.15.9.712 NMAC—OQil Conservation Division.)
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PCS - Petroleum
Contaminated Soil (Special
Waste)

Soil that, as a result of a release or human usage, has absorbed or adsorbed only
petroleum or petroleum by-products at concentrations above those consistent
with nearby undisturbed soil or natural earth materials. Petroleum and petroleum
by-products include, but are not limited to diesel fuels, kerosene, gasoline,
hydraulic fluids, jet engine fuel, and motor oil.

Regulated Asbestos
(Regulated Asbestos
Containing Material
[RACM]- Special Waste)

Any waste material containing more than 1% asbestos as determined using the
polarized light microscopy methods specified in 40 CFR Part 763, Subpart F,
Appendix A, Section 1, that, when dry, is capable of being crumbled, pulverized or
reduced to powder by hand pressure; Or material that is a Category | or Category |l
non-friable material the is or is likely to be handled in such a manner that would
cause the material to become friable.

Scrap Tires

A tire, including a baled tire that is no longer suitable for its originally intended
purpose because of wear, damage, defect or obsolescence. Baling of tires is not
considered recycling. Transfer Stations and Landfill accepting tires and baling on-
site, report amounts in the "On-Site Beneficially Used” row. Transfer Stations and
Landfills accepting tires and sending off-site for baling, report amounts in the Off-
Site Beneficially Used” row. Transfer Stations and Landfill accepting tires and
sending off-site to be made into crumb rubber, report amounts in the "Off-Site
Recycled / Mulched / Composted" row.

Waste Origin

In-State Material Received

All materials generated in-state that were received by the facility during the Annual
Reporting Period must be reported in this row.

Out-of-State Material
Received

All materials generated out-of-state that were received by the facility during the
Annual Reporting Period must be reported in this row.

Waste Management Methods

On-site Landfilled /
Treated

Waste that was landfilled or treated on-site must be reported in this row. Waste
received at a facility that was later sent off-site for management through landfilling
or treatment must not be reported in this row. Instead it must be reported in the
"Off-Site Treated / Disposed / Incinerated" row.

Infectious waste that was treated and rendered non-infectious on-site must be
reported in this row. Once infectious waste is treated, do not report the same
tonnage as “Off-Site Treated / Disposed / Incinerated”. Report this quantity only
once (Infectious waste that has not been treated nor rendered non-infectious can
not be landfilled. Do not report untreated infectious waste in this row).

On-Site Recycled /
Mulched / Composted

Waste that was stabilized on-site through a controlled aerobic decomposition
process must be reported in this row. Record the materials used in the making of
compost. Finished composted material is considered a product and not a waste.
Do not report the quantities of finished compost produced on this Tab. Record
waste that was mulched on-site in this row.
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On-Site Beneficially Used

Material/waste that was beneficially used or reused on-site must be reported in
this row (Examples: Crushed concrete or ground asphalt used for road building on a
landfill site; Clean fill used as alternative daily cover (if approved by the
department); Scrap tires or tire bales used in engineering projects on-site).

Off-Site Treated / Disposed
/ Incinerated

Waste that was not treated, disposed, or incinerated at the receiving facility but
was instead sent off-site to another facility for management must be reported in
this row. (Examples: Waste received at a transfer station that was later sent off-
site to a landfill for disposal; an infectious waste sent off-site to an incinerator to
be rendered non-infectious.)

Off-Site Recycled /
Mulched / Composted

Material that was removed from the incoming waste stream or collected, sorted or
baled and sent off-site to be recycled, mulched or composted must be reported on
this row (Examples: Lead acid batteries segregated from the waste stream and
sent off-site to a recycling facility for recycling; Vegetative waste sent to an off-site
composting facility to be composted or mulched; Scrap tires sent off-site to be
made into crumb rubber).

Off-Site Beneficially Used

Material/waste that was sent off-site to be beneficially used or reused must be
reported in this row (Examples: Crushed concrete or ground asphalt used for road
building off-site; Scrap tires collected on-site but sent off-site to be baled,
retreaded or reused).

Sent To

If material was sent off-site please select the facility that received the material
from the drop-down menu
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Appendix C: Recyclable Materials

Definitions contained in this appendix are provided to assist facilities with completing the
Recyclable Materials portion of the Annual Report.

Specific definitions can be found in the New Mexico Solid Waste Rules 20.9.2.7.



Material Type Definitions

Mixed Paper

Refers to a mixture, unsegregated by color or quality, of at least two of the
following paper wastes: newspaper, corrugated cardboard, office paper, computer
paper, white paper, coated paper stock, or other paper waste. Mixed paper
definitions vary by receiving mills.

Old Corrugated Cardboard
(ocq)

Corrugated containers recovered and marketed to mills for use in manufacturing
new corrugated containers. Identified by a wavy inner layer.

Old Newspaper (ONP)

Includes all reading material printed on “groundwood” paper, such as newspapers,
newspaper inserts, advertising mailings, many catalogs and magazines, and many
government publications and forms. Groundwood is produced by mechanical
grinding to break down lignin fibers when pulping the wood. It is identified by
sight, touch, or application of a test chemical. Many glossy publications like
magazines are groundwood coated with clay for better color and photographic
reproduction. Modern de-inking processes can reclaim newspaper and glossy stock
for manufacture of new newsprint or other paper products such as brown paper
towels, egg cartons, or cereal boxes that are gray on the inside surface.

Office Paper

Office bond paper, white ledger paper, laser printer paper, file stock and
photocopy paper with presentation quality fiber content and consistency.

Phone Books

Telephone books distributed by companies such a Qwest, Dex etc.

Cereal, cracker, shoe, and gift boxes, etc. Also known as box board or liner board.

Chip Board
It does not have a wavy center layer.

Plastic Plastic containers used to hold consumer products, such as milk, juice, water,
shampoo, or detergent.

Aluminum Aluminum containers used to hold consumer products, such as milk, juice, water,
shampoo, or detergent.

Steel Cans Steel containers used to hold consumer products, such as milk, juice, water,
shampoo, or detergent.

Glass Glass containers used to hold consumer products, such as milk, juice, water,

shampoo, or detergent.

Scrap Metal/White Goods

Miscellaneous scrap metal and major household appliances that have been
separated for recycling such as washing machines and dryers. (Does not include
car bodies, industrial equipment, etc.).

Carpet Padding

Carpet cushion, also known as carpet underlay.

Pallets

A portable wooden platform used for storing or moving cargo or freight.

Electronic Scrap

Also called E-Waste or E-Scrap; this term refers to discarded computers, CRTs, TVs,
VCRs, faxes, cell phones, and similar electronic products.

Plastic Film

Highly flexible sheetings of various thicknesses that do not hold their shape against
the pull of gravity (as opposed to rigid plastics). Most common resins, including
PET, HDPE, LDPE, PP, and PVC, can be formed into film. Plastic film is used for
agricultural coverings, greenhouse roofing, grocery bags, food industry wraps, dry
cleaning bags, trash bags, etc. Film can be opaque or clear, and has a very low
weight to volume ratio.
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Other Plastics

This category includes non-container, high-end, durable and engineering plastics,
and multi-resin or multi-material combinations. Examples include plastic refuse
carts or nursery plant containers.

Household Items

Furniture, books, small appliances, building materials, etc. that were diverted from
the waste stream and can be reused.

Textiles/Clothing

Clothing, towels, bedding, curtains, etc. that were diverted from the waste stream
and are able to be reused.

Other or Commingled

Any material, not listed above, that was diverted from the waste stream and is
able to be reused or recycled; or single-stream, commingled recycled materials
that are not separated before shipment.

Waste Origin

In-State Material Received

All materials generated in-state that were received by the facility during the Annual
Reporting Period must be reported in this row.

Out-of-State Material
Received

All materials generated out-of-state that were received by the facility during the
Annual Reporting Period must be reported in this row.

Management Methods

Beneficially Used (On-Site)

Material that was removed from the incoming waste stream or collected that
could be beneficially used or reused on-site must be reported in this row

Beneficially Used (Off-Site)

Material that was removed from the incoming waste stream or collected and sent
off-site to be beneficially used or reused must be reported in this row. (Examples:
Electronic equipment collected and sent to electronic reverberators for repair and
resale or reuse.)

Off-Site Beneficially Used

Material/waste that was sent off-site to be beneficially used or reused must be
reported in this row. (Examples: Crushed concrete or ground asphalt used for road
building off-site; Scrap tires collected on-site but sent off-site to be baled,
retreaded or reused.)

Sent To

If material was sent off-site please select the facility that received the material
from the drop-down menu
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Appendix D: Conversion Factors

Use this Appendix as a guide for volume-to-weight conversion factors for various material types
managed by your solid waste facility.



VOLUME-TO-WEIGHT CONVERSION FACTORS

Materials: Volume * Weight in Pounds *
PAPER:
Mixed Paper Grades/Junk Mail, loose One cubic yard 363.5
Corrugated Cardboard (OCC), baled One cubic yard 1,100
Corrugated Cardboard (OCC), baled 30" x 60" x 48" 900
Corrugated Cardboard (OCC) , compacted One cubic yard 500
Corrugated Cardboard (OCC), flattened, loose 40 cubic yard roll-off 2000
Newsprint (ONP), loose One cubic yard 600
Newsprint (ONP), compacted One cubic yard 875
Newsprint (ONP) 12" stack &
Office paper 40" x 48" x 40" 650
Office paper One cubic yard 400
Phone Books 12" stack 25
CONTAINERS:
Mixed PET, dairy, whole loose One cubic yard 30 (Average)
Mixed PET, dairy & other rigid, whole, loose One cubic yard 40 (Average)
PET (soda bottles), whole, loose One cubic yard 35
PET (soda bottles), whole, loose Gaylord 45
PET (soda bottles), whole, baled 30" x 48" x 60" 600
HDPE (dairy only), baled 30" x 48" x 60" 650
HDPE (mixed), baled 30" x 48" x 60" 750
HDPE (whole) uncompacted One cubic yard 24
HDPE (whole) compacted One cubic yard 270
Aluminum Containers, whole One cubic yard 62
Aluminum Containers, flattened One cubic yard 250
Steel Cans, whole One cubic yard 150
Steel Cans, flattened One cubic yard 850
Glass Whole Containers One cubic yard 1,000
Glass Whole Container Full grocery bag 15
OTHER MATERIALS
Scrap Metal One cubic yard 850
Scrap Metal--Used Major Appliances (average of all types and brands) One appliance (average) 150
Pallets One, average size 40
Pallets Five cubic yards 2000
Electronic Scrap CRT (Computer Monitor) 50
Electronic Scrap TV 90
Plastic Film, baled 30" x 42" x 48" 1,100
Plastic Film, baled semi-trailer load 44,000
Other Plastics:
Mixed rigid, no film, granulated Gaylord 750
Mixed rigid and densified by mixed plastic mold technology One cubic foot average 60
PS, granulated or peanuts One cubic yard 9
Household Hazardous Waste One gallon 10
Latex Paint One gallon 10.9
Mixed Textiles, loose One cubic yard 225
Mixed Textiles, baled One cubic yard 540
Mixed Textiles, baled 31" x 45" x 60" 885
Carpet Padding One cubic yard 84

* Formula for converting cubic yards to tons:

# of cubic yards x weight in pounds + 2000 pounds = tons
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VOLUME-TO-WEIGHT CONVERSION FACTORS

Materials:

Volume *

Weight in Pounds *

MIXED MUNICIPAL SOLID WASTE (MSW)
MSW, (uncompacted)

MSW, (compacted in truck)

MSW, compacted in packer truck

One cubic yard
One cubic yard

3.3 cubic yards

150-300 (200 Average)
500-1,000
2000 (Average)

C & D—Muixed (Per Florida Department of Environmental Protection - FDWP) One cubic yard 484
Concrete One cubic yard 1,855
Asphalt Paving One cubic yard 1944
Brick, Ceramic, Porcelain One cubic yard 3,024
Asphalt/tar Roofing One cubic yard 2,919
Wood scrap One cubic yard 330
SPECIAL WASTE
Industrial Waste (Similar to MSW and C & D categories)
Friable Asbestos/other Regulated Asbestos (Similar different type of C & D) One cubic yard Varies
Infectious Waste (Similar to MSW categories)
Ash One cubic yard 945-1080
PCS (Petroleum Contaminated Soils) One cubic yard 1900
Offal (animal and fish scraps) One cubic yard 1350
Sewage Sludge dry One cubic yard 945
Sewage Sludge wet One cubic yard 1215
Other Sludges (dry-wet) One cubic yard 945-1215
Other Materials
Vegetative--Food Waste One cubic yard 1,070
Yard Waste, raw, mulched (either for composting or land application) One cubic yard 350
Yard Waste, finished compost One cubic yard 1,400
Brush, loose One cubic yard 300
Scrap Tire-Passenger** One passenger 22.5
Scrap Tire-Truck** One truck tire 110
Used Motor Oil*** One gallon 8
Antifreeze*** One gallon 8
Lead Acid Batteries**** One vehicle battery 40

* Formula for converting cubic yards to tons:

# of cubic yards x weight in pounds + 2000 pounds = tons

**Formula for converting tires to tons:
# of tires x weight in pounds + 2000 pounds = tons

***Eormula for converting gallons to tons:
# of gallons x weight in pounds + 2000 pounds = tons

****Eormula for converting # of Lead Acid Batteries to tons:
# of batteries x weight in pounds + 2000 pounds = tons

Gaylord size most commonly used in 40" x 48" x 36"; weight of empty Gaylord approx. 45 pounds

One cubic foot = 7.5 gallons or 1728 cubic inches

One cubic yard = 36" x 36" x 36" or 46,656 cubic inches
One cubic yard = 202 gallons or 27 cubic feet

18 bushel hamper = 0.83 cubic yards

SOURCES: National Recycling Coalition Measurement Standards and Reporting Guidelines; EPA; FDEP, FEECO and CIWMB 2006
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