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1 DISCLAIMER:  The process and procedures outlined in this Standard Operating Procedure (SOP) are intended to 
supplement existing requirements.  Nothing in the SOP should affect regulatory requirements.  The process, 
procedures and interpretations herein are not an adjudication or a regulation.  There is no intent on the part of DEP 
to give the rules in this SOP that weight or deference.  This document establishes the framework within which DEP 
will exercise its administrative discretion in the future.  DEP reserves the discretion to deviate from this policy 
statement if circumstances warrant.      
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PA Department of Environmental Protection 
Division of Storage Tanks 

 

Procedural Section 
 
1.0     Purpose 
 
This Standard Operating Procedure (SOP) documents the procedures for handling Site-Specific 
Installation Permit (SSIP) applications.  These procedures include document review, entry of information 
into the Pennsylvania Department of Environmental Protection’s (the Department) data system 
(eFACTS), coordination with regional offices and notification to the applicant concerning application 
deficiencies and the final decision. 

1.1 Applicability 
 
The Storage Tank Registration, Permitting & Certification Section receives approximately 25 SSIP 
applications (See Chapter 245, Subchapter C) each year.  These completed applications must be reviewed 
and approved prior to the construction, reconstruction, or installation of certain classes of storage tanks.  
Tanks that require an SSIP include: 

• New aboveground storage tanks (AST) with a capacity greater than 21,000 gallons 
• New large AST facilities (aggregate AST capacity greater than 21,000 gallons) 
• New underground field-constructed storage tanks 
• New highly hazardous substance tanks greater than 1,100 gallons 

 
1.2     Summary of Procedures 
 
All SSIP applications received by the Division are routed to the Registration, Permitting & Certification 
Section.  The applications are stamped with the date that they were received and given an identification 
number.  Each application is entered into eFACTS.  The application is reviewed to determine if it meets 
the completeness requirements found in 25 PA Code Chapter 245, Subchapter C.  Complete applications 
are reviewed by Central Office and regional staff to determine compliance with permitting application 
requirements.  The application review process and final decision are tracked in eFACTS.  The 
Department notifies the applicant if the application is deficient, approved or denied and the reason for any 
denials. 

 

1.3      Application Review Process   

1.3.1 Completeness Review.  
 
The Completeness Review must be performed within 10 business days of application 
receipt, per Technical Guidance 021-2100-001, Policy for Implementing the Department 
of Environmental Protection (Department) Permit Review Process and Permit Decision 
Guarantee. 

 
A. Requirement Check 

 
1. Begin with a cursory review of the application package.  It must be stamped with 

the date it was received. 
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2. Create a folder for the application, and file in the pending SSIP rack. 
3. Complete the following forms for the application.  These forms will ensure that 

all areas of the application are reviewed: 
a. Completeness Review Checklist (Appendix C) – This checklist is 

also included in the SSIP application package for reference by the 
applicant. 

b. Application Tracking Log (Appendix D) 
c. Routing Receipt (Appendix E) 

4. Make sure two copies of the entire application were submitted. 
5. Compare the fee submitted by check to the list of tanks and capacities included in 

the application.  Proper fee calculation is outlined in the SSIP instructions 
(Appendix B).  Make a photocopy of the check for the file and place the original 
in the safe.  Once the application is deemed complete, the check can be 
transmitted to the comptroller. 

6. Review the General Information Form (GIF), which must be submitted with 
every SSIP application.  Check to see that an authorized signature is on the form.  
Section G of the GIF, Time Schedules, should be completed.  All other sections 
must be completed or deemed non-applicable. 

7. Review the SSIP application, Part I (Appendix A).  Check to see that Section VI, 
Certification of General Requirements, has been hand-initialed by a company 
official and also signed by a company official.  Consultants may not sign this 
section of the form. 

8. Check to see that county and municipality notification letters were sent, and that 
copies of these letters and proof of receipt are included in the application.  These 
letters should specifically mention the installation of storage tanks at the facility 
and the submittal of an SSIP application to the Department. 

9. The facility submitting the SSIP must have a current Spill Prevention and 
Response Plan (SPRP) on file with the appropriate DEP regional office, as 
required in 25 Pa. Code §245.232(b)(1).  For purposes of the completeness 
review, a current SPRP will include the proposed tank systems listed on the SSIP 
application.  If the SPRP was not included with the application, contact the 
regional storage tanks chief to see if there is a current version on file.  Provide 
the region a response deadline so that the 10-day review period is not exceeded. 

10. Check to see that the applicant included an environmental assessment in the 
application as required in 25 Pa. Code §245.235, if applicable.  This is only a 
requirement for new large ASTs at new large AST facilities.   

11. For applications requiring Part II mapping, check the plot plan and topographical 
map to make sure the items listed on the checklist are included.  The plot plan 
must be sealed by a PA-licensed professional engineer, geologist, or land 
surveyor.   

12. If all sections are complete, fill in the subtask under the Completion Review task 
in eFACTS.  The code used will be AC (Begin/End Completion Review).  If the 
application is not complete in any of the above categories, return the application 
package with a letter itemizing the deficiencies.  The applicant will need to re-
submit.  Minor deficiencies may be remedied through a telephone call or email, 
without the need to return the permit application, but should be remedied quickly.  
The completion review should occur within 10 business days of application 
receipt. 
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B. Data Input  
 

1. The client, site, and application must be entered into the eFACTS system.  See 
the appropriate eFACTS user guides for performing these tasks. 

2. If the application is concurrent with another application for the same project, 
(i.e., the applicant submitted an application for an air permit for the tank) and the 
GIF is the same, then the same application (APS) number can be used with a new 
Authorization for the SSIP.  If the application is separate from any existing in 
eFACTS, then a new APS (project) must be generated.  Check with the 
appropriate Assistant Regional Director (ARD) if unsure. 

3. Creation of the APS and authorization will start the review clock, beginning with 
the date of completion review. 

4. The application review process is managed through the Tasks screen.  Each point 
of the review process is reflected on that screen as a subtask under the 
Completion Review or Technical Review tasks.  Dates at which each point starts 
and ends are recorded.  These steps (subtasks) are described below: 

Subtask Description Position 
AC Begin/End (B/E) 

Application Completeness 
Review 

C.O. AA1 

DENC Application incomplete; 
application denied 

C.O. 

GTR B/E General Technical 
Review 

C.O. SWPS 

SAN B/E Sanitarian Review C.O. SWPS 
SCR B/E Section Chief Review C.O. EGM 
OIR B/E Other Staff Review Regional staff 
OER B/E Other External 

Review 
Contracted P.E. 

CHR Compliance History 
Review 

Region 

BN Publish PA Bulletin 
Notice 

C.O. 

BNC Submit PA Bulletin 
Notice/End Comment 
Period 

C.O. 

DR Decision Review C.O. EPM 
PAC Pending Other Agency 

Comments/Approvals 
C.O. (rare w/ SSIP) 

ROV Pending Resolution of 
Violations/Compliance 
Actions 

Region/C.O. 

SDN Send Deficiency Notice 
(application now out of 
PDG) 

C.O. SWPS or EGM 

ELEV Response to Technical 
Deficiency not Sufficient; 
Elevated Review 

C.O. EGM 

DENT Application Technically 
Deficient; Application 
Denied 

C.O. 



SSIP Applications 
Revision 10/16/2012 

Page 4 of 9 
 

C. Correspondence 
 

1. The unit supervisor will send an email to the appropriate regional storage tanks 
supervisor informing them that a copy of the SSIP application package is being 
sent to them for review.  This email will give them a date for when the review 
comments are due back to central office.  The normal timeframe for regional 
review is 20 business days. 

2. A memo (see Appendix F) is sent to the ARD of the appropriate region.  This 
memo notifies them of the permit application, and also informs them if there are 
possible coordination or land use issues due to the answers given on the GIF.   

 
D. Pennsylvania Bulletin 

 
Notice of receipt of an SSIP application is published in the PA Bulletin for new 
facilities.  The format of this notice is found in Appendix G.  Central Office staff will 
create a notice and place in the network folder for PA Bulletin submissions.  Check 
the PA Bulletin to note when the notice is actually published.  The permit cannot be 
approved until at least 30 calendar days following publication in the PA Bulletin.  
This time period is given for public comment on the project.  Any comment received 
should be handled per guidance from the Policy Office and program attorneys.  A 
comment/response document and/or public meeting may be required. 

 
1.3.2 Technical Review  

 
Technical review of the SSIP application must be performed within 72 business days of 
being deemed complete, per Technical Guidance 021-2100-001, Policy for Implementing 
the Department of Environmental Protection (Department) Permit Review Process and 
Permit Decision Guarantee, Appendix A. 
     

A. Central Office 
 

1. The technical review is performed to ensure the applicant has addressed all 
aspects listed in the regulations and on the SSIP instructions.  The reviewer 
(Solid Waste Program Specialist, SWPS) should keep a log sheet in order to note 
any items that are deficient or require further review. 

a. Any geotechnical analysis or engineering analysis should be 
copied and forwarded to a division, bureau, regional, or contracted 
Professional Geologist (P.G.)/Professional Engineer (P.E.) for 
professional review. 

b. An environmental assessment as detailed in 25 Pa. Code §245.235 
must be included in those situations that require it; see 25 Pa. Code 
§245.231(b). 

2. Siting requirements review 
a. Must meet requirements of 25 Pa. Code §245.234. 
b. Check that the applicant has demonstrated that the facility or tank 

is not located within the 100-year floodplain, or that it meets the 
exemption as noted in the application.  Location within the 
floodplain is grounds for denial of the permit. 

c. The applicant must acknowledge the statement regarding whether 
all or part of the tank system or facility is located in a wetland.  If 
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the tank system or facility is located in a wetland area, a 25 Pa. 
Code Chapter 105 permit may be necessary.   

d. Geological Considerations – if any of these statements are marked 
yes, the applicant must include a PA-registered P.E. or P.G.-sealed 
geological investigation and analysis.  If the analysis indicates any 
problems, it must also include foundation engineering solutions to 
mitigate the problem.  Detailed review of the analysis must also be 
reviewed by a P.E. or P.G., as appropriate. 

3. Environmental Assessment review – Each concern listed in the application 
instructions must be covered.  Any concern that is potentially affected by the 
project must include a statement regarding how the facility is mitigating the 
potential effect. 

a. Community water supply.  The applicant should identify where the 
neighboring property owners obtain their water.  If the water 
source is a community supply, they should include evidence of 
that in the assessment.  If the water supply source is within 2,500 
feet of the project, it must be noted. 

b. Private water supplies.  Water wells within 2,500 feet of the 
project must be plotted on the topographic map.  The PA 
Groundwater Inventory listing, available on eMAP PA, is 
sufficient for this task.   

c. Wetlands.  The applicant should show evidence that wetlands do 
not exist at this site, or downgradient within the vicinity of the site.  
For purposes of this permit, the investigation does not have to be 
highly in-depth.  If the applicant shows evidence that wetlands on 
the site are possible, further investigation should be done.  
Identification of wetlands on site may lead to a 25 Pa. Code 
Chapter 105 permit, which is handled through the Dams, 
Waterways and Wetlands program.  If wetlands are found on or in 
the vicinity of the site, a statement should be provided detailing 
steps that will be taken to prevent a release to the wetlands. 

d. Critical or unique wildlife habitats or endangered/threatened 
species.  The basis of this investigation is the Pennsylvania Natural 
Diversity Inventory (PNDI) search.  This search is available to the 
public on the internet at http://www.naturalheritage.state.pa.us.  
The applicant or consultant should follow the provided directions 
and produce a receipt from the search.  This receipt, which must 
be included in the permit application, will note any potential 
impacts and the agency with jurisdiction over that impact.  If an 
impact is noted, further inquiry to the appropriate agency must be 
documented and submitted.  The appropriate agency will usually 
dictate any mitigation measures necessary. 

e. Historical or archeological sites.  A response letter from the PA 
Historical and Museum Commission is usually sufficient to 
address this concern.  If any sensitive areas or structures are 
encountered, the Commission may require further analysis prior to 
construction. 

f. Recreational parks and forests.  There are generally two ways to 
address this item.  One way is through the use of maps or mapping 
tools to show that the site is not close to any state, federal, or local 
parks or recreation areas.  The other way is through response 
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letters from PA Department of Conservation and Natural 
Resources, the respective county, or the National Park Service. 

g. Pennsylvania or National Scenic Rivers.  These can be found on 
PA DCNR’s website, keyword “scenic rivers.”  A location map is 
available.  The applicants should show if their facility is located 
within or upstream of any scenic rivers or their respective 
watersheds.  Additional mitigation may be required depending on 
proximity and situation.   

h. Prime farmland or agricultural security area.  Soil types at the 
site can be found using the NRCS soil maps, and then cross-
referenced to listings of soil types that are considered prime 
farmland.  Consultation with the county conservation district or 
use of the Penn State SoilMap online can also accomplish this 
review. 

i. Special protection watershed.  The applicant should determine 
whether or not the site falls into either a high quality or 
exceptional value watershed.  A list of special protection 
watersheds can be found on the DEP website.  If the site is located 
within a special protection watershed, additional mitigation may 
be required. 

 
B. Regional Review 

 
1. The regional office is given 20 business days to perform their review of the 

application.  The review may be performed by whomever the section chief 
decides.  The purpose of the regional review is to gain another opinion on the 
application, and generally should follow the guidelines above.  The regional 
office will forward any comments along with the signed routing receipt to 
Central Office when review is complete.   

2. Specifically, the regional office should look at the following areas: 
a. Geological analysis.  Regional geologists and/or hydrogeologists 

should review the answers given in Part II, Section 3 related to the 
geology of the site, and perform a technical review on any 
submitted geotechnical analysis of the site.  This is most likely for 
sites located in mined or karst areas. 

b. Site location.  Field staff may have knowledge of the area of the 
facility and surrounding areas, and may be able to verify if the 
findings in the application are valid.   

c. Spill Prevention and Response Plan (SPRP).  The regional office is 
tasked with the review of the SPRP for the facility.  They should 
work directly with the applicant to produce any changes as needed 
to complete or update the SPRP.  If there are changes needed to the 
SPRP, to the extent that the SSIP application should be considered 
deficient, provide those comments to Central Office to incorporate 
into a technical deficiency letter.   

d. Compliance history.  Note whether there are any outstanding 
enforcement actions against this client in the region.  If the 
applicant owns storage tanks in other regions of the state, those 
regions will be requested to provide information on the applicant’s 
facilities in their area.  Only existing, outstanding enforcement 
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actions should be considered in withholding issuance of this 
permit.  See section 1.3.3. 
 

C. Deficiency Letter 
 

Central Office will compile comments from all reviewers for incorporation into one 
technical deficiency letter.  This letter will notify the applicant that they should 
respond to the deficiencies in a sufficient manner within a reasonable deadline.  The 
applicant will also be notified that their application no longer qualifies for the Permit 
Decision Guarantee.  In order to make the deficiency deadline reasonable, the 
applicant should be contacted and a deadline discussed prior to issuance of the 
deficiency letter. 
 
Minor technical deficiencies that can be resolved quickly can be remedied through a 
telephone call or email to the applicant and/or consultant.  A short deadline should be 
established; if the deficiencies are not addressed by this deadline, the applicant is 
notified that a technical deficiency letter will be sent.  Minor deficiencies addressed 
through a telephone call or email will not exclude the application from the Permit 
Decision Guarantee. 
 

D. Elevated Review 
 
In the event that technical deficiencies are not sufficiently addressed by the 
established deadline, the application enters the elevated review phase.  (See the 
procedure for elevated reviews in the Technical Guidance 021-2100-001, Policy for 
Implementing the Department of Environmental Protection (Department) Permit 
Review Process and Permit Decision Guarantee.) 

 
1.3.3 Compliance Review 

 
A. Facility 
 

If the tank(s) will be installed at an existing facility, check the compliance status of 
the facility.  Verify that there are no open compliance actions/requests (such as an 
open Notice of Violation or escalated enforcement action) before approving the 
permit.  Regional staff often conducts this review. 

 
B. Client 
 

Check all facilities in the state owned by the client.  If there are numerous facilities, 
send an email to the regional storage tanks supervisors requesting any compliance 
reasons to withhold the permit.  Only current, unresolved enforcement actions should 
be used to withhold the SSIP; it is not appropriate to begin taking an enforcement 
action against a particular client or facility for previous compliance issues solely 
because they submitted an SSIP application.  

 
1.3.4 Permit Coordination 

 
Permit Coordination will be handled by the ARD according to Technical Guidance 021-
2000-301, Policy for Permit Coordination.  In most cases, the applicant will be informed 
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of other permits at or following a pre-application meeting.  Also, in most cases the SSIP 
may be issued when it is approved, without the need to wait for other permits/approvals. 
 

1.3.5 Final Decision 
  

When the regional office, the SWPS, and the Environmental Group Manager (EGM) 
have completed their review and all deficiencies have been addressed, the application 
package is given to the Storage Tanks Division Chief for final review and decision of 
permit approval.  If the technical deficiencies have not been addressed sufficiently, or the 
deadline for submittal of deficiencies has passed and the elevated review has not 
produced a sufficient result, the application package is given to the Division Chief for 
final review and decision of permit denial.  When final approval is given, a permit and 
letter is printed (See Appendices H and I) and submitted to the Division Chief for 
signature.    

 
1.4 Notification to Applicant 
 

The permit applicant is notified of the permit issuance by receipt of the permit and accompanying 
letter.  A copy of the permit may be faxed or emailed if the applicant would like to receive it 
immediately upon issuance.  If the permit must be denied, a letter is sent to the applicant informing 
them of the denial, as well as noting that their application must be resubmitted and their 
application fee is forfeited.  A notice is published in the PA Bulletin informing the public that the 
permit has been approved or denied (Appendix J). 

 
 

Quality Control and Quality Assurance Section 
 
2.0 Data system entry 
 

The SWPS and EGM verify information entered in eFACTS by the Administrative Assistant 1 
(AA1) during the application review.  The data system is designed to identify required information 
fields and has safeguards to prevent improper entry.  All program staff receive training on 
eFACTS and are provided a copy of the eFACTS User Guides. 
 

2.1    Notification 
 

Letters and permits are prepared by the unit AA1 based on information contained in the 
application.  Letters and permits are reviewed by the unit supervisor and/or EGM prior to issuance. 

 
 
References 
 

Pennsylvania Code Title 25 Chapter 245, Administration of the Storage Tank and Spill Prevention 
Program, Subchapter C 

 
eFACTS User Guides 
 
Technical Guidance 021-2100-001, Policy for Implementing the Department of Environmental 
Protection (Department) Permit Review Process and Permit Decision Guarantee 
 
Technical Guidance 021-2000-301, Policy for Permit Coordination 
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Appendices 
 

A. SSIP Application Form 
B. SSIP Application Form Instructions 
C. SSIP Application Completeness Checklist 
D. SSIP Tracking Log 
E. Routing Receipt 
F. Memo to ARD 
G. PA Bulletin Notice (application) 
H. SSIP Permit  
I. SSIP Permit Letter 
J. PA Bulletin Notice (permit issued) 
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