Pretreatment Program File Format and Pretreatment Program Essentials
2016

To facilitate a Pretreatment Audit or Pretreatment Compliance Inspection (PCI), and to help organize your Program, the following basic approach is helpful. Any given Industrial User (IU) facility may have a specific preferred format, such as 1), one central filing system with separate folders for each IU, or 2), individual loose leaf binder books for each IU, plus their own book(s) or file for their program, or 3), electronic recordkeeping. The programmatic requirement for records retention is 3 years, but files should contain records from the last 5 years, or the last 2 years with the previous three readily available from archives at inspection time. Whatever the preferred format is, it should contain at a minimum the following information:

Overall Program:
-     Administrative record, including Signatory Authority for 



      the Control Authority’s (CA) Program.
· Copies of or access to 06-096 CMR Chapter 528 Pretreatment Program, and 40 CFR Part 403 (et.al.).  
· POTW MEPDES Permit.

· DEP/EPA inspection records, including previous Audits & PCIs

· Community, Municipal, or District Sewer Use Ordinance;

· Technically-derived Local Limits, with supporting documentation;

· Enforcement Response Plan;

· Latest Annual Report;

· Septage/trucked-in waste Program (if any);

· Intermunicipal Agreements (if any, signed & up to date).
· Industrial Waste Survey (IWS), including records of all status determinations.
The Control Authority should have convenient, immediate access to all of these Program components at all times.
IU Records:
1.
Permit, Fact Sheet, Application, application/determination of 

Pretreatment Standards, Baseline Monitoring Report (if appropriate), related correspondences;

Permits shall have a maximum of a 5 year term.

Fact Sheets shall be kept accurate & up-to-date – a good time to do that is during the annual IU Inspection.

Permits must address all appropriate Local Limits, Categorical Standards, and BMPs.
2. CA compliance monitoring, including Inspections, compliance 

sampling, and related correspondences;

The CA shall inspect each regulated IU a minimum of once a year,

The CA shall perform independent compliance sampling of each IU a minimum of once a year, for all regulated parameters. IUs certifying to no process discharge do not need to be sampled.
3. IU compliance monitoring, including periodic reports to CA, compliance sampling, and related correspondences;
IUs shall perform self-monitoring at a minimum of once every 6 months (twice a year), unless they are certifying to a zero process wastewater discharge.

IUs shall submit periodic compliance reports to the CA at a minimum of once every 6 months (twice a year).
4. Enforcement, including spill & release reports, Significant Non Compliance (SNC) determinations, Publishing IUs in SNC, NOVs, AOs, Consent Agreements, compliance schedules, penalties, and related correspondences;
It is helpful to keep all of this enforcement-related information in one location; otherwise it is difficult for the Auditor/Inspector to assess the effectiveness of the Control Authority’s Enforcement process. 
Organizing your files & records along these recommended lines will expedite the Audit/Inspection process, & perhaps help you maintain the organization of your program. IU files should be organized annually, by individual facility. The use of an electronic filing system is acceptable, as long as it is complete, accurate, and readily available to the Compliance Auditor or Inspector in a convenient manner.
Statutory Authority for the State Pretreatment Program is found in 38 MRSA §§ 341-D and 414-B. The State of Maine Rule addressing Pretreatment is 06-096 CMR Chapter 528 Pretreatment Program. 
Website for 40 CFR Part 403 (et.al.) [the Federal Pretreatment Regulation] :  http://www.ecfr.gov
