INSTRUCTIONS FOR COMPLETING THE
TITLE-V SEMI-ANNUAL MONITORING REPORT

What is a Title-V Semi-Annual Monitoring Report?

A Title-V Semi-Annual Monitoring Report is a report that certifies that all required monitoring has
been conducted and reported. The report should also include all instances of deviations from permit
requirements, including emergencies. It is a reporting requirement of the Title-V State Operating
Permit, issued by the New Mexico Environment Department Air Quality Bureau. The report must
be submitted to NMED.

When do | need to submit a Title-V Semi-Annual Monitoring Report?

Submittal of a Title-V Semi-Annual Monitoring Report is required at least every six (6) months. The
reports shall be submitted to the department within forty-five (45) days of the end of the reporting
period, per NMAC 20.2.70.302.E(1). The six-month reporting periods start on the 1 of the month
the first operating permit was issued, then continues every six months. For example, a permit is
issued June 17, semi-annual reporting periods would then start on June 1% and December 1% each
year. The reports would be due by January 14" (June 1-November 30 reporting period) and July 15"
(December 1-May 31 reporting period) each year.

What do | need to submit?
Submittal requirements for the Title-V Semi-Annual Monitoring Report are outlined as follows:
Cover Page

The cover page for the Title-V Semi-Annual Monitoring Report is the Reporting Submittal
Form. This is a multi-purpose form that is used as a cover page for all reports delivered to the Air
Quality Bureau to satisfy permit conditions or regulatory requirements. It can be found on the Air
Quality Bureau (Bureau) website at:
https://www.env.nm.gov/air-quality/compliance-submittal-forms/

Be sure to check Section Il Box B of the Reporting Submittal Form when submitting Title-V Semi-
Annual Monitoring Reports. If any of the information is missing, the report will be rejected.

Title-V Report Certification Form

This is a one-page form which is required for certification of all Title-V Semi-Annual and
Annual Compliance reports submitted. The form consists of three sections which must be
completed by the reporting party. It can be found on the Air Quality Bureau website at:
https://www.env.nm.gov/air-quality/compliance-submittal-forms/

Section I. Report Type — Select the type of report.

Section 1. Identifying Information (facility, permit and Responsible Official) — Fill in all boxes with
the required information. If any information is missing the report will be rejected.

Section I11. Certification of Truth, Accuracy, and Completeness — The signature of the Responsible
Official and date are required.
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(Part 1) Monitoring Activity Reporting Requirements

This section requires the verification that all reporting requirements associated with the Title-V
permit have been completed or are being reported in this monitoring report.

The first page is a general overview of reporting requirements and also contains the reporting
period start dates for the Title-V Semi-Annual Monitoring Report. The next few pages include
General Monitoring Requirements, General Recordkeeping Requirements and General Reporting
Requirements.

The pages that follow include all reporting requirements which are identified in the permit and
must be addressed. There may be two sections to this part depending on the facility. The first
section is called FACILITY SPECIFIC REQUIREMENTS and the second section is called
EQUIPMENT SPECIFIC REQUIREMENTS.

Each of these sections contain a box listing a permit condition, and identifies the requirement,
monitoring, recordkeeping and reporting necessary for fulfilling that permit condition. Answer the
question at the bottom of each box: “Has this reporting requirement been met during this reporting
period with a separate report submittal?” If a report has been previously submitted during this
reporting period check YES and include the date the report was submitted and the tracking number
supplied by the Bureau after the submittal was received (e.g., SBR20140001). If not, check NO
and provide comments regarding the reporting requirements. Include required supporting
documentation as attachments.

(Part 2) Deviation Summary Report

This Part consists of two sections, each with a table. One section has Question 1 and is for
deviations previously reported to the Bureau. The other section has Questions 2 and 3, and is for
deviations not yet reported to the Bureau.

Question 1. Were any deviations reported to the Bureau during this reporting period? Answer
“YES” or “NO”. If you answer “NO” you do not need to fill in the table. If you answer “YES”
you must fill in the table “Summary of Deviations Previously Reported”.

The Summary of Deviations Previously Reported table consists of three columns. All three
columns must be filled.

Column 1. Unit # and description — The reporting official must identify the Unit # as it appears in
the permit and give a brief description of the unit.

Column 2. Date deviation reported — The reporting official must enter the date the deviation was
reported.

Column 3. Tracking Number — The reporting official must enter the tracking number used by the
Company. Note: With the implementation of the electronic emissions reporting system in 2013,
tracking numbers for excess emissions will be automatically assigned by the reporting system.

Question 2. Are there any deviations not yet reported? If you answer “NO” you do not need to
go on to the next question. If you answer “YES” go to Question 3 and list in the Deviation
Summary Table each deviation not previously reported to the NMED.
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Deviation Summary Table for deviations not yet reported.
Fill in the required information for each deviation identified in Question 2.

For all deviations answer the following:

Applicable Requirement from the permit or regulation, Emission Unit ID as identified in the
permit, Cause of Deviation, Corrective Action Taken, Deviation Start Date and Time, Deviation
End Date and Time, and Monitoring Method.

Question 3. Did any of the deviations not previously reported result in excess emissions? Answer
“YES” or “NO”. If you answer “YES”, attach an excess emission reporting form for each
deviation that resulted in excess emissions.

For deviations with excess emissions also include the following:

Pollutant, Amount of Emissions, and an answer to the question “Did you attach an excess emission
form?

Where can | get replacement forms?

Request for replacement forms shall be addressed to Compliance Reporting Manager at 525
Camino de los Marquez, Suite 1, Santa Fe, New Mexico 87505. Request shall include Permit
number, Company and Facility name.

Who do | send the completed forms to?

The Title-V Semi-Annual Monitoring Report is sent to AQB at 525 Camino de los Marquez, Suite
1, Santa Fe, New Mexico 87505.

What if the Bureau has ruled my form incomplete or not approved it for other reasons?
If the document has been rejected, the submitter has failed to provide adequate information for the

Bureau to process the Title-V Semi-Annual Monitoring Report. The Bureau will provide reasons
for rejection and requirements for re-submittal with the notification by US Mail, email or fax.
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