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File ReviewFile Review
The Foundation of Site ManagementThe Foundation of Site Management

Where to StartWhere to Start

•• STCMSTCM
•• OCULUSOCULUS
•• Paper FilesPaper Files
•• Other Information ResourcesOther Information Resources



What to look for in STCM What to look for in STCM 
(Storage Tank Contamination Monitoring)(Storage Tank Contamination Monitoring)

•• DischargesDischarges
–– WhenWhen
–– Information SourceInformation Source
–– Eligibility & Deductible (or cost share)Eligibility & Deductible (or cost share)

•• TanksTanks
–– What products were storedWhat products were stored
–– What if any products are currently storedWhat if any products are currently stored

•• Technical ReportsTechnical Reports
–– List of Technical Reports ReceivedList of Technical Reports Received
–– List of ReviewsList of Reviews

•• Work OrdersWork Orders
–– Previously conducted scopesPreviously conducted scopes
–– Existing work scopedExisting work scoped









What to look for in OCULUSWhat to look for in OCULUS
•• EligibilityEligibility

–– OrderOrder
–– PacketPacket

•• Cleanup (Reports)Cleanup (Reports)
–– Assessment (SA)Assessment (SA)
–– Remedial Action Plan (RAP)Remedial Action Plan (RAP)
–– Remedial Action (RA)Remedial Action (RA)
–– Source Removal (SR)Source Removal (SR)

•• FiscalFiscal
–– Work OrdersWork Orders
–– InvoicesInvoices

•• ReimbursementReimbursement



What to look for inWhat to look for in
the Paper Filesthe Paper Files

•• Document Management CenterDocument Management Center
–– Oversize documents (asOversize documents (as--builtsbuilts))
–– Electronic versions (PLS)Electronic versions (PLS)
–– Documents not viewable in OCULUSDocuments not viewable in OCULUS

•• Registration FilesRegistration Files
–– Tank informationTank information
–– Discharge or eligibility informationDischarge or eligibility information
–– InspectionsInspections
–– Possible site map/sketchPossible site map/sketch



Other ResourcesOther Resources

•• Local Program Cleanup OfficesLocal Program Cleanup Offices
•• Local Compliance OfficesLocal Compliance Offices
•• FDEP District OfficesFDEP District Offices

Contact Information SOP Appendix L



Proposal RequestProposal Request
Getting StartedGetting Started

•• Evaluate Current Site StatusEvaluate Current Site Status
•• Involve Mentor, RA Specialist, Involve Mentor, RA Specialist, 

PG or PEPG or PE
•• Contact Consultant Contact Consultant 
•• Request ProposalRequest Proposal



Evaluate Current Site StatusEvaluate Current Site Status

•• Utilize pertinent information from file Utilize pertinent information from file 
reviewreview
–– Active SiteActive Site
–– Product dischargedProduct discharged
–– LithologyLithology
–– Depth to WaterDepth to Water
–– Current Cleanup approachCurrent Cleanup approach
–– Cleanup HistoryCleanup History



Involve Mentor, RA Specialist,Involve Mentor, RA Specialist,
PG or PEPG or PE

•• Review current technical information Review current technical information 
togethertogether

•• Be prepared to answer questionsBe prepared to answer questions
•• Be prepared to discuss plans to Be prepared to discuss plans to 

proceedproceed



Contact ConsultantContact Consultant

•• Mentor, RA Specialist, PG or PE should be Mentor, RA Specialist, PG or PE should be 
presentpresent

•• Be open to the ConsultantBe open to the Consultant’’s recommendationss recommendations
•• Discuss your recommendationsDiscuss your recommendations
•• Decide on an appropriate plan to proceedDecide on an appropriate plan to proceed
•• Document decisions madeDocument decisions made



Request ProposalRequest Proposal

•• Send a proposal request letter Send a proposal request letter ((SOP 
appendix F.1.1))
–– Reference PreReference Pre--Proposal DiscussionsProposal Discussions
–– Establish a due date for the ProposalEstablish a due date for the Proposal
–– Send a Send a secondsecond proposal request letter if proposal request letter if 

not received timely not received timely ((SOP appendix 
F.1.2))



Review ProposalReview Proposal
•• Evaluate Basic Site InformationEvaluate Basic Site Information

–– Facility Name, Number & AddressFacility Name, Number & Address
–– FDEP Site Manager InformationFDEP Site Manager Information
–– Consultant Site Manager InformationConsultant Site Manager Information

•• Compare Scope submitted to Scope Compare Scope submitted to Scope 
requestedrequested

•• Three Quotes for items $2,500 or more Three Quotes for items $2,500 or more 
notnot covered by a Fixed Rate Schedulecovered by a Fixed Rate Schedule

•• Utilize Cost Proposal Checklist Utilize Cost Proposal Checklist ((SOP 
Appendix F.1.3))

•• Mark proposal to show changesMark proposal to show changes
•• Contact Consultant to discuss changes to Contact Consultant to discuss changes to 

the proposalthe proposal



•Located in Appendix F.1.3 of SOP



Proposal Turnaround TimesProposal Turnaround Times

•• 14 days for review and negotiation14 days for review and negotiation
•• 14 days to complete work order14 days to complete work order

•• SOP Section 3.4.3SOP Section 3.4.3



Template WorkbookTemplate Workbook

•• Work Order FormWork Order Form
•• Events 1 through 6Events 1 through 6
•• Sampling Parameter TableSampling Parameter Table
•• Backup SpreadsheetBackup Spreadsheet
•• Template Descriptions and Use Template Descriptions and Use 

Located in Appendix A of the SOP 







B.2 File ReviewB.2 File Review

•• Only allowed once in PreapprovalOnly allowed once in Preapproval



B.3 PermitsB.3 Permits

•• Obtain permits for construction, building, Obtain permits for construction, building, 
DOT right of way access, NPDES discharge DOT right of way access, NPDES discharge 
or consumptive use.or consumptive use.

•• The full template is allowed for the first The full template is allowed for the first 
permit.permit.

•• OneOne--half template is allowed for each half template is allowed for each 
additional permit (calculated on the work additional permit (calculated on the work 
order basis).order basis).

•• OneOne--half template is allowed per off site half template is allowed per off site 
access.access.



C.3 Drilling SetupC.3 Drilling Setup

•• Set up and take down of the drill rigSet up and take down of the drill rig
•• On and off site utility clearance On and off site utility clearance 
•• This is allowed on a per event basisThis is allowed on a per event basis

SOP Appendix A.1.3 Template Descriptions and use



Backup
Spreadsheet





Lab Table

Sub Name











RAC Worksheet



Change Order 
Worksheet



Appendix A.1.2 Template BreakdownAppendix A.1.2 Template Breakdown



Appendix A.1.3 Template Descriptions & Use



The End
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