Quick Guide for the Hazardous Waste Permit Application Workbook
Quick Overview (What This Workbook Does)
In accordance with LAC 33:I.Chapter 15, a permit application is required for new facilities and substantial Permit Modifications. LAC 33:I.1503 defines a substantial permit modification as “a change that substantially alters the permitted facility or its operation...for a hazardous waste permit, any Class 3 modification listed in LAC 33:V.322 or otherwise described in LAC 33:V.321.C.4.”
LDEQ has provided this workbook as the application, as described in LAC 33:V.Chapters 3, 5, and 15, specifically for applications involving new permits, renewal permits, and Class 3 modifications (excluding those that are solely groundwater-related Class 3 modifications).
This workbook is designed to assist applicants in identifying which regulations apply to their facility through use of the Screening tab. It will then generate a tailored checklist on the Get Checklist tab and provide designated spaces to enter responses and reference corresponding attachments in the Attachment Schedule. This approach is intended to reduce applicant burden by eliminating the need to address every regulation individually, regardless of applicability, as was required in previous submittals.
In accordance with LAC 33:V.303.O, the facility must submit five (5) complete hard copies of the full application package (cover page, screening, checklist, and all attachments). A sixth copy is required for facilities in Calcasieu Parish. The completed workbook, along with all selections and attachments, constitutes the materials to be submitted to the LDEQ for administrative and technical review and for submission to EDMS.
Please ensure that the most recent version of this workbook is used. The current version is available on the LDEQ’s website at https://www.deq.louisiana.gov/page/hazardous-waste under “Applications, Forms, and Guidances” as “LDEQ Hazardous Waste (RCRA) Permit Application Workbook.” Administrative Completeness Checklists are also available at that link. 

Step-By-Step Instructions
Follow the steps below in order to prepare, complete, and submit the workbook.
1) Prepare before you open the workbook
A. Save a copy of the original workbook to a secure folder. Always keep the original submitted file archived. 
B. Ensure you have the supporting documents (plans, reports, maps) available as separate files to reference/attach per the Attachment Schedule.
2) Open the workbook & enable macros
A. Open the .xlsm file in Excel.
B. If Excel shows a “Security Warning — Macros have been disabled,” click Enable Content. The workbook’s sorting and the Get Checklist button rely on macros/VBA.
· If macros still don’t run, you may need to enable macros in: File → Options → Trust Center → Trust Center Settings → Macro Settings (enable macros or enable signed macros). 
3) Understand the workbook structure (tabs)
· Cover Page — general facility info
· Screening — the yes/no button questions that determine which checklist items apply.
· Checklist — the list of regulatory items that are required (note: some items may not be applicable, simply state why in the “applicant response” column).
· Attachment Schedule — lists what is required for each attachment.
· Tank Table / CSA Table / FeeCalc — fill in tabular data where applicable.
· Assembly & Submission — instructions for printing/packaging the submittal. 
4) Use the Screening page (this drives the Checklist)
A. Go to the Screening tab. Answer every question by selecting the Yes or No button for each question.
· You must answer all screening items (the Get Checklist routine requires answers for all 17 questions). If any are unanswered Get Checklist will not run and you will get a message stating “you must answer all questions before proceeding.” 
B. The workbook includes automatic checks and updates:
· If you answer “No” to the broad “Any Land-Based Units?” question, the workbook will automatically set all individual land-based unit answers to “No.”
· If you select inconsistent options (e.g., “Post-closure care only” = Yes + “New facility” = Yes) the workbook will display a warning and ask you to confirm or change your answers. Resolve any warnings before continuing. 
5) Click Get Checklist
A. After all Screening answers are entered, click the Get Checklist button on the Screening page.
B. What happens:
· The Checklist is sorted so applicable items appear above a highlighted divider and inapplicable items are gray and moved below.
· You’ll see a brief “Retrieving Checklist” message box while it runs. 
6) Complete the Checklist
A. On the Checklist tab, for each applicable row (above the yellow line) do the following:
· Column E (Submitted or Addressed) — state if you are submitting an attachment or if it will be addressed in the “Applicant Response” column. If not applicable, select “N/A.”
· Column H (Applicant Response) — enter a concise response, e.g., “See Att. 3A – Closure Plan, Pages 1–3” or a direct response to the regulation.
B. For each applicable checklist item, a designated Attachment is assigned. The Attachment Schedule shows the attachment number(s). Use the Attachment Schedule to prepare the exact file(s) to attach to the printed submittal.
C. Keep checklist responses consistent and reference the exact attachment names and page ranges. This speeds LDEQ review. 
7) Fill tables and calculators
A. Tank Table — enter tank-specific info (ID, capacity, contents, secondary containment, dates).
B. Container Storage Area (CSA) Table — enter details about container storage areas.
C. FeeCalc — use the FeeCalc tab to calculate permit fees. Confirm totals and retain a printed copy.
8) Attachment Schedule & preparing attachments
A. Use the Attachment Schedule tab to see the assigned attachment numbers and descriptions. Place labeled tab dividers between each attachment for ease of location and reference during review.
9) Printing / packaging the submission (Assembly & Submission)
A. In accordance with LAC 33:V.303.O, the facility must submit five (5) complete hard copies of the full application package (cover page, screening, checklist, and all attachments). A sixth copy is required for facilities in Calcasieu Parish. The completed workbook, along with all selections and attachments, constitutes the materials to be submitted to the LDEQ for administrative and technical review and for submission to EDMS. 
B. One hard copy set will be entered into EDMS, three copies will be provided to the Waste Permits Division for review, and one copy will be sent to the local parish library for public access in the parish where the facility is located. If applicable, the sixth copy will be sent to a second local parish library for public access in Calcasieu Parish.
C. Submission of an additional electronic copy of the workbook (preferably on a USB flash drive) is appreciated but not required. The submittal of an electronic copy does not take the place of the five required hard copies.
D. Follow the Assembly & Submission tab instructions to:
· Print out the Cover Page tab
· Print out the Screening tab
· Print the selected Checklist entries (only those above the yellow line plus the attachment schedule and completed tables).
1. Highlight entire Checklist. Select Home (Cells section) → Format → Autofit Row Height.
2. Only columns A, B, C, E, and G should be printed.
3. Print Landscape, Narrow Margins, and Fit All Columns on One Page.
4. Do not print on Both Side.
5. Do not print on 11x17.
6. Ensure the print out does not “cut off” any responses. If any responses are cut off, supply the information within an Attachment.
· Include a cover letter and all attachments listed.
· Optional: Save a copy of the final workbook on the flash drive/electronic media to submit to LDEQ.
10) Submit & respond to LDEQ Notices of Deficiency (NOD)
A. During LDEQ’s review of the application package, one or more Notices of Deficiency (NODs) may be issued. NODs will be sent to the facility by hard copy mail. Each NOD will reference the specific line items and/or attachments from the workbook that require clarification or revision. 
B. The facility should maintain an archive of each submission round, including the original application package, all NOD response submittals, and all associated hard copy materials.
Common Pitfalls & How to Avoid Them
· Macros disabled: If the screening buttons are non-operational, verify that macros are enabled and the file is opened from a local drive (network or protected folders can block macros). The workbook depends on macros. Always enable macros, and if your IT policy blocks unsigned macros, follow the manual’s digital signature guidance. 
· Incomplete Screening answers: Answer all questions first. Get Checklist will not run unless all Screening questions are answered (a message box will appear). 
· Inconsistent answers: If the workbook warns about inconsistent selections (e.g., Land-Based units selected inconsistently), correct those before proceeding. The workbook will show message boxes with guidance. 
· Unclear Applicant Responses: Always reference the exact attachment name and page numbers to avoid NODs during LDEQ’s review.
· Not archiving originals: Keep the original submitted workbook unchanged; submit a copy and archive the original.



FAQ – RCRA Hazardous Waste Permit Application Workbook
General Overview
Q1: What is the RCRA Permit Application Workbook used for?
The workbook is an Excel-based tool that helps facilities prepare a complete RCRA hazardous waste permit application. It generates a customized checklist of regulatory requirements based on the facility’s specific operations and characteristics.
Q2: Who needs to complete this workbook?
Facilities that treat, store, or dispose of hazardous waste (TSD facilities) are required to complete the RCRA Permit Application Workbook when submitting an application for a New Permit, Renewal Permit, or Class 3 Permit Modification (excluding those that are solely groundwater-related Class 3 modifications), in accordance with LAC 33:I.Chapter 15 and LAC 33:V.Chapters 3, 5, and 15.
Q3: What software do I need to use the workbook?
You must use Microsoft Excel and enable active content (macros) to allow the automated features (such as checklist generation) to work properly.
Q4: Where can I get help or ask questions?
For assistance with the RCRA Hazardous Waste Permit Application Workbook or submittal process, please contact any of the following LDEQ staff:
· David Mata – Waste Permits Engineer (DCL-B)
📞 (225) 219-3231 | ✉️ David.Mata@LA.GOV
· Daniel Cheatham –Environmental Scientist Senior (DCL-B)
📞 (225) 219-1333 | ✉️  Daniel.Cheatham@LA.GOV 
· Brock Bonvillain – Hazardous Waste Permits Supervisor
📞 (225) 219-7085 | ✉️ Brock.Bonvillain@LA.GOV 

Using the Workbook
Q5: What are the main sections (tabs) of the workbook and what are they for?
· Cover Page: Enter basic facility and applicant information.
· Screening: Answer Yes/No questions to identify which regulatory requirements apply.
· Checklist: Review and respond to applicable requirements.
· Attachment Schedule: Organize and label all supporting documents.
· Tank & CSA Tables: Complete if the facility has tank or container storage units.
· FeeCalc: Complete to calculate the required application fee.
· Assembly & Submission: Follow instructions for printing, labeling, and submitting the completed application.
Q6: What happens after I complete the Screening tab?
When you press “Get Checklist,” the workbook automatically generates a customized checklist. Applicable items appear above the yellow line, and non-applicable items appear below it.
Q7: Can I change my Screening responses after getting my checklist?
Yes. You can revise your selections at any time, and the workbook will update the checklist automatically without losing information already entered so long as you have saved your current version.
Q8: What should I enter on the Checklist page?
Do not provide technical information directly in the checklist unless it is supported by attachments. You must address all items above the yellow line and complete all three columns:
1. Whether information is applicable and submitted,
2. Whether it is a change from a previous submittal, and
3. Where the information can be found (e.g., in which attachment).

Attachments and File Organization
Q9: How do I organize my attachments?
Label all attachments using the Designated Location for Information from the Checklist page. Use tab dividers between attachments for clarity and easy review.
Q10: How should I name electronic files?
If submitting any digital copies, use the following naming convention:
	FacilityName-AI#-Action-SubmittalOrder-Originator-Date
Example: ACMEChemGeismar-AI156289-PermitNew-First-FAC-101118
Q11: What types of attachments are typically required?
Attachments usually include forms, plans, maps, drawings, and supporting documents referenced in the checklist (e.g., Waste Analysis Plans, Closure Plans, Facility Maps, etc.).

Printing and Assembling the Application
Q12: What parts of the workbook must be printed?
Please print the following:
1. Cover Page
2. Screening Page Selections (in landscape orientation, fit to one page)
3. Checklist Selection (columns A, B, C, E, and G down to the yellow line)
4. Attachments (properly labeled and tabbed)

Q13: What formatting should I use when printing the Checklist? 
Please follow the formatting guidelines below to ensure the checklist prints clearly and completely:
· Auto fit row heights to show all text.
· Hide columns D and F.
· Print selection in landscape orientation, 8.5" x 11", narrow margins (0.25").
· Verify all entered information displays correctly before printing. If any cell’s content is cut off, please provide the complete response (or the remaining portion) in the appropriate attachment. 
Q14: How many copies must be submitted?
In accordance with LAC 33:V.303.O, the facility must submit five (5) complete hard copies of the full application package (cover page, screening, checklist, and all attachments). The completed workbook, along with all selections and attachments, constitutes the materials to be submitted to the LDEQ for administrative and technical completeness, review, and submission to EDMS.

Submitting the Application
Q15: Where do I send the completed application?
You may mail or hand-deliver all five copies of the completed application to one of the following addresses:
Address letter to: 
Robert Thomas – Administrator Waste Permits Division
or
Amanda Vincent, PhD, PMP – Assistant Secretary Office of Environmental Services

U.S. MAIL: 
LDEQ – OES – Waste Permits Division 
P.O. Box 4313
Baton Rouge, LA 70821-4313

COURIER or HAND DELIVERY: 
LDEQ – OES – Waste Permits Division 
LDEQ’s Headquarters at the Galvez Building 
602 North 5th Street 
Baton Rouge, LA 70802


Other Important Information
Q16: Can LDEQ review my Screening selections before I submit the application?
Yes. You may request LDEQ to review your Screening tab selections and generated checklist before completing the full application to ensure accuracy.
Q17: What if my facility has tanks or container storage areas?
Complete the Tank & CSA Tables tabs for each applicable unit.
Q18: What if I’m renewing or modifying an existing permit?
Select the appropriate action type (e.g., PermitRenewal, PermitModClass3) and follow the same assembly and submission procedures.
Q19: What if I’m unsure about a checklist item or regulation?
Applicants should consult the applicable regulation or contact LDEQ for clarification. The checklist is intended as a guidance tool; in the event of any conflict, the regulatory text takes precedence.
Q20: Is this checklist confidential?
No. The RCRA Permit Application Checklist and its contents are considered public records and may be subject to discovery in administrative or legal proceedings. However, a facility may request that specific attachments or portions of the application be treated as confidential in accordance with LAC 33:I.Chapter 5.
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