DMR Transmittal Sheet Instructions

Please complete and use the attached, blank Document Transmittal Sheet for all future DMR submissions. Additional sheets may be obtained from the DEQ website at http://www.deq.louisiana.gov/portal/tabid/2276/Default.aspx .  
In order to organize and identify DMRs in the EDMS, DMR transmittal sheets must be attached to DMR submittals according to monitoring period (i.e. monthly, quarterly, semi-annual, annual).  Each Transmittal Sheet contains header information to identify facility information as well as a detailed document description to identify the DMRs being submitted.

The required header information is as follows:
AI Number:

 
Facility Agency Interest number

Date on Document:
Should match the Monitoring Period End Date on the DMRs



(For biomonitoring retests, the Date on Document should reference the 
monitoring period of the initial failed test)

Today’s date:


Date sheets are prepared.

Prepared by:


The person preparing the transmittal sheets

Boxes to be check to identify document type:

Division:


Enforcement

Media:


Surface Water

Document Type:

Reports

Subdocument Type:

DMR (do NOT mark any other box in this section)

The detailed description is specific to the DMRs being submitted and must follow the following format:

Permit#; Type of Submission; Revised or Retest 

Permit #:


Should match the Permit # on the DMRs

Type of Submission:

Monthly, Quarterly, Semi-Annual, Annual, etc.

Revised:


Included ONLY if DMRs submitted are revisions to previously 




submitted DMRs

Retest:



Included ONLY if DMRs submitted are retests to previously 




submitted biomonitoring DMRs and reference if it is retest #1 or 




retest #2

For example:
On July 28, 2004, LA0123456 submits one Revised Monthly DMR with Monitoring Period END 4/30/04, one Monthly DMR with Monitoring Period END 6/31/04, two Quarterly DMRs with Monitoring Period END 6/30/04 and one retest for Quarterly DMR with Monitoring Period END 6/30/04 that was conducted in 7/04.

These DMRs should be separated into the following groups and each group submitted under a different transmittal sheet.


One Monthly DMR with Monitoring Period END 4/30/04




Date on Document:
04/30/04



Description: 

LA0123456; Monthly; Revised


One Monthly DMR with Monitoring Period END 6/30/04




Date on Document:
06/30/04



Description: 

LA0123456; Monthly


Two Quarterly DMRs with Monitoring Period END 6/30/04




Date on Document:
06/30/04



Description: 

LA0123456; Quarterly



One Quarterly Retest with Monitoring Period END 6/30/04 



Date on Document:
06/30/04



Description: 

LA0123456; Quarterly; Retest #2

** Please note that Document Transmittal Sheets are attached to original DMRs ONLY.  Copies do not need transmittal sheets and should be separated.
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	AI Number:      
	Date on Document:      /     /     
	Today’s Date:      /     /     

	Prepared By:      
	TEMPO Activity Number:      






	 FORMCHECKBOX 
 Administrative Services
	 FORMCHECKBOX 
 Environmental Technology
	 FORMCHECKBOX 
 OSEC

	 FORMCHECKBOX 
 Air Quality Assessment
	 FORMCHECKBOX 
 Financial Services
	 FORMCHECKBOX 
 Permits

	 FORMCHECKBOX 
 Contracts & Grants
	 FORMCHECKBOX 
 Human Resources
	 FORMCHECKBOX 
 Remediation Services

	 FORMCHECKBOX 
 Emergency Response
	 FORMCHECKBOX 
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	 FORMCHECKBOX 
 Surveillance

	 FORMCHECKBOX 
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	 FORMCHECKBOX 
 Laboratory Services
	 FORMCHECKBOX 
 Water Quality Assessment

	 FORMCHECKBOX 
 Environmental Assistance
	 FORMCHECKBOX 
 Legal
	

	 FORMCHECKBOX 
 Accident Prevention
	 FORMCHECKBOX 
 Ground Water
	 FORMCHECKBOX 
 Lead
	 FORMCHECKBOX 
 Solid Waste

	 FORMCHECKBOX 
 Air Quality
	 FORMCHECKBOX 
 Hazardous Waste
	 FORMCHECKBOX 
 Non-Applicable
	 FORMCHECKBOX 
 Surface Water

	 FORMCHECKBOX 
 Asbestos
	 FORMCHECKBOX 
 Inactive & Abandoned Sites
	 FORMCHECKBOX 
 Radiation
	 FORMCHECKBOX 
 Underground Storage Tanks


	Document Type
	Subdocument Type

	1
	 FORMCHECKBOX 
 Analytical Data
	 FORMCHECKBOX 
 Air

 FORMCHECKBOX 
 Inorganic
	 FORMCHECKBOX 
 Metals

 FORMCHECKBOX 
 Organic
	 FORMCHECKBOX 
 Site Monitoring

 FORMCHECKBOX 
 Validation Packages

	2
	 FORMCHECKBOX 
 Compliance
	 FORMCHECKBOX 
 Noncompliance

 FORMCHECKBOX 
 Notice
	 FORMCHECKBOX 
 Order

 FORMCHECKBOX 
 Penalty
	 FORMCHECKBOX 
 Warning Letters

	3
	 FORMCHECKBOX 
 Correspondence – Internal
	 FORMCHECKBOX 
 Meeting
	 FORMCHECKBOX 
 Note/Memo
	

	4
	 FORMCHECKBOX 
 Correspondence – Received
	 FORMCHECKBOX 
 Green Cards
	 FORMCHECKBOX 
 Returned Mail
	

	5
	 FORMCHECKBOX 
 Correspondence – Sent
	
	
	

	6
	 FORMCHECKBOX 
 Financial
	 FORMCHECKBOX 
 Financial Assurance

 FORMCHECKBOX 
 Invoice
	 FORMCHECKBOX 
 State Revolving Fund

 FORMCHECKBOX 
 Trust Fund
	 FORMCHECKBOX 
 Waste Tire

	7
	 FORMCHECKBOX 
 Forms
	 FORMCHECKBOX 
 ADVF
	 FORMCHECKBOX 
 Manifest
	

	8
	 FORMCHECKBOX 
 Legal
	 FORMCHECKBOX 
 Agreement/Contract

 FORMCHECKBOX 
 Bankruptcy

 FORMCHECKBOX 
 Collection 
	 FORMCHECKBOX 
 Confidentiality Request

 FORMCHECKBOX 
 Declaratory Ruling

 FORMCHECKBOX 
 Hearing Request
	 FORMCHECKBOX 
 Judgment/Decision/

     Order

 FORMCHECKBOX 
 Settlement

	9
	 FORMCHECKBOX 
 Permits
	 FORMCHECKBOX 
 Application

 FORMCHECKBOX 
 Certificate/License/

     Registration
	 FORMCHECKBOX 
 Draft Permit

 FORMCHECKBOX 
 Final Permit

 FORMCHECKBOX 
 Modifications
	 FORMCHECKBOX 
 Name/Owner Change

 FORMCHECKBOX 
 Public Notice

 FORMCHECKBOX 
 Variances/Exemptions

	10
	 FORMCHECKBOX 
 Plans
	 FORMCHECKBOX 
 Assessment/

     Investigation
	 FORMCHECKBOX 
 Corrective Action
	

	11
	 FORMCHECKBOX 
 Reports
	 FORMCHECKBOX 
 Annual

 FORMCHECKBOX 
 Assessment/

     Investigation

 FORMCHECKBOX 
 Corrective Action
	 FORMCHECKBOX 
 DMR

 FORMCHECKBOX 
 Incident

 FORMCHECKBOX 
 Inspection

 FORMCHECKBOX 
 Monitoring
	 FORMCHECKBOX 
 Quarterly

 FORMCHECKBOX 
 Reference Materials

 FORMCHECKBOX 
 Semi-Annual

 FORMCHECKBOX 
 Testing



	










































Description: Provide a brief description about the document being submitted. Limit to 200 characters. Please use the Uniform Description List (� HYPERLINK "http://recmgt/udl" ��http://recmgt/udl�) to keep descriptions consistent. 





Check only one Document Type. If applicable, check only one of its Subdocument Types in the same row. For instance, in Row 2, if choosing Compliance, select one of the Subdocument Types in Row 2 only.





Check all Media that apply. When two or more media are chosen, “Multi-Media” will automatically be added in EDMS.





Check only one Division.





Instructions: �
Please type or print. Complete and attach to document prior to sending to be scanned. Deliver to Room 144. Please use the Uniform Description List located at � HYPERLINK "http://recmgt/udl" ��http://recmgt/udl�.�
�






Louisiana Department of Environmental Quality


Document Transmittal Sheet


� HYPERLINK "http://intranet/records" ��http://intranet/records�








�














