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I.  Table of Contents

· Identify each major chapter as well as each section or sub-chapter and separate each by labeled tabs.

· Pages, tables, and figures must be numbered (preferably at the bottom center of the page) for easy reference.

II.  Plant Design

· Briefly describe the method of treatment selected for the facility and detail the reason for selection.

· Give a brief description of each unit or process included in the treatment train and their relation to each downstream unit.  Include a simple flow schematic as well as a hydraulic profile.

· Discuss the overall design efficiency of the plant as well as the design efficiency of each unit or process.  Include a summary of the design characteristics of each unit or process.

III.  Operations of Unit Processes

· Describe each unit mechanically, including each unit component and its function.

· Describe the flow sequence through each unit, identifying all valves, pumps, or gates involved.  Identify the normal operating position of each gate or valve (open or closed) and provide a detailed flow schematic identifying the location of each valve, gate, pump, etc.  This flow schematic (or piping diagram) should enable the reviewer to determine where flow will be directed upon opening/closing a valve, engaging a pump, etc.

· Briefly describe the treatment process employed in each unit component.

· Describe alternate operational modes, identifying appropriate valve positions, and describe advantages of the mode and situations that may dictate a change to an alternate mode.

IV.  Control of Unit Processes

· Describe thoroughly and in detail how each unit is to be controlled and typical process control parameters and ranges to be used in the control process.  This discussion should include normal operational levels and how they are maintained as well as a discussion of the resultant actions of raising or lowering the normal operational level.  Include formulas and data necessary to calculate the control parameters.

· Include a discussion of common operating problems that may be encountered in each unit process.  Identify the probable cause and discuss possible corrective actions.

V.  Plant Staffing

· Include a chain of command beginning with the Mayor or appropriate chairperson to the plant level and extend the chain through every level of the plant.

· Include specific recommendations for staffing; including estimated annual man-hours necessary for proper operation of each unit process.  Include job titles, job descriptions and recommended qualifications for each job title.  Qualification may include education, experience, required operator certification, manual dexterity skills, etc.

VI.  Records

· Discuss the importance of maintaining accurate records.

· Briefly discuss the following records and provide examples specific to this facility.

(1)
Daily operating log

(2)
Monthly reports to the EPD

(3)
Annual audit of plant performance

(4)
Operating costs (if not included in annual audit)

(5)
Personnel

(6)
Industrial monitoring, if appropriate

VII.  Safety

· Discuss the importance of safety and how to implement an effective safety program.

· Discuss common safety hazards and precautions to take to prevent an injury.  Include an emergency phone list to include fire, medical, police, etc.

· Include a list of recommended safety equipment and supplies as well as recommended location(s) for the safety equipment.

VIII.  Utilities

· Briefly describe the utilities serving the plant along with contacts and phone numbers.  Include a discussion on alternate or back-up power.

· Briefly discuss the collection system appurtenant to the plant and the drainage area it serves.  Discuss possible problems the plant may experience due to:

(1)
Activities maintaining and/or operating the collection system

(2)
Industrial discharges into the collection system

IX.  Appendix  

· The following items should be summarized in a one to three page discussion.  See attached draft for the Water Quality Rules and Regulations.

(1)
Copy of the NPDES or LAS permit

(2)
Copy of the Municipal Sewer Use Ordinance

(3)
Copy of the Water Quality Control Act and the Rules and Regulations for Water Quality Control

(4)
Copy of the Certification Act and the Rules and Regulations for Operator and Laboratory Analyst Certification

(5)
Operation manual for each major piece of equipment with name of manufacturer, model and serial number, maintenance schedule, etc.

X.  Laboratory Operations

· Include a brief discussion on each permit and process control parameter and how the data is used.

· Include a flow schematic with recommended sample locations labeled for both permit and process control parameters.

· Include a summary of sample preservation and holding times.

· For LAS facilities, include a map identifying all major soil series, all groundwater monitoring wells, and surface water monitoring locations.  Also include a discussion on maintaining and, if necessary, sampling of the cover crop.
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