APPS - Step-by-Step Nov. 30, 2017

Prepared for Habitat Biologists
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This document displays and explains each step necessary to conduct an application review through the
process of issuing an HPA, and everything in between, as well as working through Modifications.

As a Habitat Biologist (HB), you will be assigned to applications in only two statuses: Submitted — All
Components Included (Pre-Application and Emergency applications only) and Accepted.



Pre-Application Process

This process is strongly suggested for applicants with little to no experience in acquiring an HPA, or for
projects that are complex and require extensive review.

52| {253 ) Standard Hydraulic Project 'f.,l Total Forms: 1 L] Print Receipt
a E‘ Submitted by Inside User 'f'l Required Documents: @ { Non-Review: 0 ) L] Send Motification
Submitted - Al E—l On 10/13/2014 12:11:158 PM { Remaining: 45 days } 'f'l Total Amount: $0.00 { Due: 50.00) ﬁ' Goto
Components B Address: 12087 Chinook Dr, Burlington ﬁ' Go to

TELE @ Project: Pre-app Training @, Pre Application?: Y

The first step is to determine if an HPA is required.

If an HPA is NOT required:

Email HPAapplications@dfw.wa.gov to request an application status change to Rejected for each pre-
application needing action (reference the APP ID number and provide a brief explanation for the
rejection). Admin will alert you once the status has been changed.

Once the status has been updated, you must send a letter to the applicant explaining your decision. At
the bottom of the Issued Letters/Permits page, click Generate Letter.

Issued Letters

| Mo items found. Please fry again.

o

T
S

Generate Letter

Send Nofification

Enter a name for the letter and select “Rejected — No HPA Req. — Outside of jurisdiction” as the boiler
plate template. Then click Insert and make changes to the text as needed, View Draft, and OK to the
pop-up message to view the draft. Then verify the letter is complete and accurate.

* Letter Nam@8l  Reject App letter * |etter Template: | Status Letter [v]

Letter Body

Boiler Plate Template(s @l Rejected - No HPA Req. - Outside of jurisdiction
Your proposed project falls outside of the jurisdiction of Chapter 77.55 RCW, and no HPA |§|
Is required.


mailto:HPAapplications@dfw.wa.gov

You may close the draft when ready, then either make changes to the letter (click button under
View/Edit Comment) or click the OK button under the Approve column to approve the letter.

Letter History
1 -1 of 1 itemy{s)
ven | vewicon s | e
‘ = @ ® Reject App letter kampsjwk 05/04/2015

Finally, click the Send Notification button and fill out the form, making sure to select your Rejection
letter from the Letter Attachment list. When finished with the form details, click Send.

| Send Notification

B. Ifan HPA is required, access the Work Activities tab

For Pre-applications, only one (1) Work Activity will be assigned to all Habitat Biologists in the project
location county — click the button under Edit:

Work Activity List

1 -1 of 1 itemis)

All Habitat Biologists within the Project Location county

You must first send a letter to the applicant informing them that an HPA is required, and that their
application is ready to be amended. Click Generate Letter from within the work activity or from the
Issued Letters/Permits page.

Send Nofification

Enter a name for the letter and select “Additional Information — Pre-App Amendment” as the boiler
plate template. Then click Insert and edit text as necessary. Click View Draft, and OK to the pop-up
message to view the draft. Then verify the letter is complete and accurate.



* Letter Name * Lefter Template: | Status Letter

Letter Body

Boiler Plate Template(s)@ Additional Information - Pre-App Amendment

After review of project details, we have decided that an HPA is required. Therefore, your
Pre-Application is being sent back to you for Amendment to re-submit with all necessary

details and documentation. When re-submitting the application, please follow the steps v
below:

I View Draft I

You may close the draft when ready, then either make changes to the letter (click button under
View/Edit Comment) or click the OK button under the Approve column to approve the letter.

1-1 of 1 item(s)

B N K AT

E:! Amend kampsjwk 05/04/2015

Finally, click the Send Notification button and fill out the form, making sure to select your Amend letter
from the Letter Attachment list. When finished with the form details, click Send.

| Send Nofification




You need to then complete the Technical Review task by completing the following four steps with
corresponding detail below:

Work Activity Info Submission Info

Basic Information

Activity: Technical Review Due Date: 117022014
Assigned To: Your name here

3 * Task Status: | Scheduled Iz‘ Task Complete Date:

Project Classification

1 * Project Type:

[=]
Task Detail
* Structure: * Form: * Barbs/Groins (Count):
2 New Construction |Z| Hard Armoring |Z|
Material|Length (ft)]Face

<>
Submission Review

Submigsion Status:

1. Select a Project Type, and associated Project Classification details (note that each

project type has a different set of sub-categories):

Project Classification

* Project Type:
Bank Protection (=]

# Sub Project Type:

Hard [~ |

® Environment

Freshwater |E|

® Action

Repair |E|



2. Enter the appropriate Task Detail (note that you are not required to Add the material
information, but it is encouraged). If you do choose to Add this detail, make sure you
click OK to save your entry:

Task Detail

® Structure: * Form: #* Barbs/Groins (Count):
Replacement [»| |Hard Armoring[~| 0

Length (ft)| Face

Fill in this table with appropriate data. Click OK to save the entry:

Material Length (ft) Face

(IR ||| Rip Rap [~] 26 Sloped [+ |

Click Add if more entries are needed:

aterial| Length (ft)|Face

ip Rap|26 Sloped

o>

3. When finished, update the Task Status to Completed. This will auto-populate the date.

* Task Status:  Completed E Task Complete Date: | 10/13/2014

4. Finally, click on Save And Next to exit the work activity:

m save And Next Back

To conclude processing of the Pre-Application, you must select the Submission Info tab:

Iﬂ FIWVCLL FIE-gpf 1nginm

Submission Info Work Activities Cormrespon

Click the Send Back for Amendment button at the bottom of the page:

Send Back for Amendment



You will be asked to select at least one form in a pop-up window - Click the box within Amendment? and
then click Save:

Please select at least one form for amendment.

Required? Amendment? Online Application

@ o=

Save | Cancel

You will be asked to confirm this choice — click OK:

Message from webpage L J

@ Are you sure you want to send back the application to applicant?

Ok Cancel

The application status will be updated to Amendment:

L |1=—| (253 ) Standard Hydraulic Project
u E Submitted by Inside User
On 10/13/2014 12:11:18 PM { Remaining: M/A days )
Arnendment @ Address: 12087 Chinook Dr, Burlington
@ Project: Pre-app Training

APPS will also send an automated email to the applicant, and the applicant is given access to complete
their application and resubmit or withdraw their application.



Standard Application Process

Habitat Biologist Assignment

You will receive applications in Accepted status. Olympia support staff has redacted sensitive
information in the submitted documents, verified that the application fee has been paid, and verified
that the application is complete. They will assign the appropriate Habitat Biologist to the application
from within the Summary bar:

Ly - . - . e -
i @. Address: 1111 Washington Street, Olympia '3,J Inspections: 2 { Ongoing: 1)

@ Project: test @ Application Type: Standard

E‘ Assigned Habitat Biologist: Kamps, Jeffrey

If you are assigned an application incorrectly, simply click your name and select the appropriate HB from
the resulting drop-down list, and click Save. All Scheduled tasks and subsequent tasks will be assigned to
this individual:

Assign Biologist

Assigned Habitat Bioflaist: Kamps,Jeffrey |E|

If you believe that you should have been assigned a project, but were not, the person assigned, your
supervisor (ARHPM, RHPM), or a system administrator can make the necessary change using the
method above for all scheduled and subsequent tasks, or by using the chain link (break, or un-break)
tool for each task. Note: if the applicant included project locations in more than one county, the Finalize
and Issue work activity will be assigned to Pat Chapman or Jeff Kamps. You will need to ask one of the

system admins to assign it back to you for processing.



Application Review

It is recommended that you determine if this application was submitted in APPS or by some other
method. You do this by selecting the Issued Letters/Permits tab and checking to see if one of the
Olympia support staff is listed for “New” under “Updated By” in the Application Review History.

ion?: N

ements Appeals Issued Letters/Permits Email

Application Review History

1 -6 of & itemiz)
Status Updated By | Updated Date | Review Comment

Admin Review Completed Jeffrey Kamps ~ 10/13/2014
Submitted - All Components Induded  Inside User 10/13/2014

0/13/2014
Submitted - Al Components Induded  Inside User 10/13/2014

MNew Inside User

For applications that were entered by support staff, you will most likely want to open an attached JARPA
instead of the Online Application. In this case, go to the Submission Info tab, Documents sub-page, and
open the file by clicking the file name in the table.

Received Files for Required Documents

Submission Info Work Activities

=q 0

N
Form Documents

1 -1 of 1 item(s)

Information?

Standard
D x Al JARPADF o JARPA HPA

Application

Form

Other Documents listed may need to be opened to conduct a full review of the project.




For applications submitted in APPS, from the Submission Info tab, on the Form sub-page, click Online
Application and go through the application as needed.

Submission Info Work Activities Com

—
@

Form Documents Paymer

I—I Online Application

Application Type Verification

As part of your application review, you need to determine if the applicant selected the correct type of
application. For example, if the applicant chose Emergency or Expedited, but the project doesn’t qualify,
the application will need to be changed.

You can either email HPAapplications an explanation or call APPS Help to have support staff change the
status of the application back to “Some Components Missing”. They will send the applicant a letter
describing why the application type was incorrect based on your comments, and send the application
back for Amendment.

Project Name, Description and Date Verification

Verify that the Project Name and Project Description entered by the applicant are appropriate for the
project. If not, update the text based on your understanding of the project. These will be displayed on
the HPA, so it is important that they be succinct and descriptive of the work being permitted. APPS
saves an archived version of the original application, so no data will be lost as you make changes.

Verify the dates entered in the Online Application (these are the dates that will be displayed in the
location details at the bottom of your HPA). Click Next to advance to page 2 of the application.

Online Form Data

W Save Close Printable View

Application Information

Dates may be entered by the applicant for each location, so each location must be opened. Click the
button in the Edit column for each location and enter/edit/verify the dates.

T

12087 Chinook Dr | Burlington Wi

10



Click Save and Close if you modified dates, Cancel if no changes were made:

LV L R G Address Validation

Click Save to save the application with the updated dates or other changes (clicking Close will result in
the loss of any changes to the application even if saved in the step above):

st | close | prmtavi vew |

Work Activities

b, ] Work Acthities [ the Pre-Permit

Site Inspection, Technical Review, Generate Draft HPA Permit, and Consider Comments Received task
should be scheduled for you.

For non-FHEP projects, when you click the Work Activities ta

1 -8 of 8 item(s)

- Task Complete
E
‘ [@  Admin Review Damon Romero, Kristin Grewell, Monique Fredricks, Patrick Completed | 07/11/2015 | 07/13(2015  Review

Chapman, Jeffrey Kamps, Kelly Aaron
Technical Review For

(7/15f2015 = 07f14/2015 Review

. ) , Field Biologist
Pre-Permit Site Inspection Theresa Powell Scheduled b7/23/2015 Work Flow

] ) Field Biologist
Technical Review herasa Powell Scheduled D7/23/2015 Work How

Generate Draft HPA Permit  Theresa Powell Scheduled  [7/25/2015 Field Biologist
Work Flow

Consider Comments : Field Biologist
Recei Theresa Powell Scheduled p7/25/2015 rk Flow

Permit Issuance

Post Permit

[#  Compliance Inspection Undecided NfA s

Notify Local Government
For Fish Habitat Enhancement Projects, one additional work activity is scheduled which requires you to
Notify Local Government.

| /@  Pre-Permit Site Inspection Undecided

Opening that work activity will provide the opportunity to send the local jurisdiction an automated email
from APPS. Simply change the Task Status to Completed, enter the email address in the box provided,
then click Save and Next. Please do NOT send a separate email to the local jurisdiction as this will
duplicate the effort and could be confusing.

11



Work Activity Info Submission Info

Basic Information

* Task Status: Completed Task Complete Date: | 2/6/2017
Re

Send Email to Local Government at:  |ocal Govt. Email

Sav ¢ Save And Next ack

Submission Review

Submission Status:

Review Comment:

Confirm Status Update

Permit Issuance

This will open the Pre-Permit Site Inspection work activity, as follows.

Pre-Permit Site Inspection

Your first work activity is the Pre-Permit Site Inspection. This activity allows you to record a site
inspection that you conduct prior to issuing an HPA. These can be back-dated as needed, though
backdating cannot be accomplished through the mobile app. You may cancel the inspection if one is not
needed.

Select the Work Activity tab and then click the Edit button for the Pre-Permit Site Inspection task:

1 -9 of 9 item(s)

et | Teskame |
&  Technical Review Ste
@ Admin Review Joe

Technical Review For Completeness  Joe

Pre-Permit Site Inspection Jefi

Technical Review ]

You may click Cancel Inspection if an inspection is not needed - the Task Complete Date will auto-
populate and you can move on to the next work activity by clicking the Back button:

12



Basic Information

Activity: Pre-Permit Site Inspection Due Date: 11/02/2014 Assigned To: Jefl

* Task Status: | Scheduled Task Complete Date:

Cancel Inspection I

Cuonhmaiccinm Danriosee

If you intend to conduct the inspection, or you have already conducted an inspection and want to record

that information now, follow these steps:

Open the Submission Info tab (shown above).
Open the Inspection sub-page, and click the button in the Go to column for the Pre-Permit inspection —

it should be in Request Ready status:

Work Activity Info Submission Info

q 0 & = B

b

Form Documents Payment Inspection Provision
1 -2 of 2 item(s
Delete | Goto Inspection Applicant Info. Status

- 180 - Compliance % Inside User

= . ) Mot ready to request = Cor
E’ [E} 12087 Chinook Dr, Burington, WA 98233-2622

- 179 - Pre-Permit ™ Inside User

= =

x & = Request Rea Pra

@ E’ m 12087 Chinook Dr, Burington, WhA 98233-2622 . dy
—

This will open the Pre-Permit inspection record for this application:

My Dashboard | Application J Inspection [ Report = Work Task | eSermvic

<& Inspecoon > Inspection Management > Manage In

Inspection Management
4@ Back to Inspection Search

7} Manage Inspection
-] Manage available inspections @ @ Inspection: { 179 )
E l [E] Inspection Type: Pr
E Owmer: Inside User

.;1 Inspector Assignment
2 Assign insp to inspectors Reguest Ready
[BR Address: 12087 Chi

Click on the Request Inspection Appointment button:
13



Request Inspection Appointment

Click the New Time Slot button (ignore the instructions at the top of the pop-up):

Time Slots of date: Tuesc
New Time Slot I
ri Sat
4 4} Mo available slot-

Click in the first cell (start date) of the Date Range and choose a date by clicking that date on the
calendar. Click the second cell (end date) and choose a date. Finally, click Save. Clicking the Today
button has no effect, clicking the Done button will simply close the calendar — no selection will be made:

® Date Range:

Ot 2014

* Time Range: ==
Su Mo Tu We Th Fr Sa
* Assign To: 1 . 3 4
9 10| 11 |
16 17 18
23 24 25
30 N
Today Done

A. The following apply to the mobile app — skip to “B” (page 18) for online inspection instructions

Once the inspection is scheduled, your iPad will display the specific inspection. Simply tap the inspection
to open the record:

iPad = 11:40 AM 229
Menu kampsjwk's Today Inspections Edit Sync
Applicant Address: Permit No.:
Project Name: bio work flow Application ID: 2331
roject Type: BankProtection, Inspection Date: 04/04/2014 7:00 AM
Inspection Type: Pre-Permit Inspection Status: Scheduled
. Applicant Name: Over Top Inspection ID: 2313

You will see the Inspection Summary page. Click the + to Add New Inspection Result:

14



iPad = 11:41 AM
£ kampsjwk's Today Inspections :5 E llj] A
Inspection Summary \

Applicant Address:

Inspection Type:  Pre-Permit
Project Type: BankProtection,
Project Name: bio work flow

—

Applicant Name: Over Top

Permit No.:

Inspection Date:  04/04/2014 7:00 AM  Application ID: 2331
Inspection Status: Scheduled Inspection ID: 2313

[ 4 Complete } [ ¥ ncomplete } Undo

Type in an Inspection Result Name:

,_
=3

iPad = 11:41 AM 220,

( kampsjwk's Today Inspections @ Im A +

Inspection Summary % Cancel Create New Result Create

Applicant Address: Insnactinn Reasult Namea:

Inspection Type:  Pre-Permit
P | Rekm |

Project Name: ‘bio work flow

ol

T

Applicant Name:  Over Top

Tap on the newly created Inspection Result:

V'Completa x Incomplete Undo I

INSPECTION RESULTS

Top's pre-permit site visit

15



Enter the details in the provided form — each cell is required, and the form will reflect the project type
(this one is for a bank protection project). Tap the + to add more materials. Tap Save when completed:

Inspection Result

Inspection Pre-Permit Form

Top's pre-permit site visit

Structure:

Form:

Barbs/Groins(Count):

Bankful Width(ft):

Wetted Width(ft):

Stream Gradient(%):

Channel Morpholegy Class:

Confinement:

Material Length(ft)

To add pictures for the record, tap the camera:

iPad = 11:41 AM 220 @

< kampsjwk's Today Inspections 1_;3 lm A +

Inspection Summary \

Applicant Address:

Inspection Type:  Pre-Permit
Project Type: BankProtection,
Project Name: bio work flow T
Applicant Name: Over Top
Permit No.:
Inspection Date: ~ 04/04/2014 7:00 AM  Application ID: 2331
Inspection Status: Scheduled Inspection ID: 2313
Leqal

[ V)Campleia J [ x Incomplete J Undo

Tap the camera again to begin taking photos:

Done E “-ﬂ

For each photo, you will be given two options at the bottom of the iPad: Retake or Use Photo

16



Retake Use Photo

You can view any attachments that were submitted with the application — click the paperclip:

iPad = 11:41 AM f 229% @0
( kampsjwk's Today Inspections _ '} E m A +

Inspection Summary \

You can get directions to the site — click the navigation button:

iPad = 11:41 AM b 200 @

( kampsjwk's Today Inspections r_,-" E lm +

\Inspection Summary \

You can add additional comments — click the comment button:

iPad = 11:41 Al b 22% @

< kampsjwk's Today Inspections E lm A +

Inspection Summary \

Tap the Complete button when you have recorded the necessary information for this inspection:

Legal
| V\Compl ete

The Inspection record will be updated, showing that it has been Completed. Tap Sync to upload the
results to APPS:

iPad = 11:44 AM
Menu kampsjwk's Today Inspections
Applicant Address: Permit No.:
Project Name: bio werk flow Application ID: 2331
roject Type: BankProtection, Inspection Date: 04/04/2014 11:44 AM
Inspection Type: Pre-Permit Inspection Status: Completed
_ Applicant Name: Over Top Inspection ID: 2313

You will see the “Please Wait” pop-up in the center of the screen while it uploads:

17
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"

Please Wait

When complete, the inspection record will be removed from the iPad, and the work activity task status

in APPS will be updated to Completed:

iPad = 9:58 AM

Menu kampsjwk's Today Inspections

There is no inspection to download.

b o710,

Edit Sync

18



B. The following apply to the online instructions — go back to “A” (page 14) for mobile app instructions

Once the inspection has been scheduled, you will see the following:

Summary and Decision Inspection Results Supporting Document

Decision

#* |nzpection Status
Scheduled  [x]

Select the Inspection Results tab and click the ~ to Add New Inspection Result:

summary and Decision Inspection Results Supporting Document

Inspection Result Name Inspection Detail -E Report Not Available

Accept the details of the pop-up by clicking Save:

Mew Inspection Result

Inspection Type Detail:
Pre-Permit |E|

Inspection Type Detail Mame:
12087 Chinook Dr, Burlington —

Cancel

19



Record the required details in the Inspection Pre-permit Form and click Save:

summary and Decision Inspection Results Supporting Document

Inspection Result Name L Inspection Detail T3 View Pre-Permit Result

44 12087 Chinook Dr, Burlington -- x
Inspection Pre-permit Form

* Structure:

[=]

* Form:

[=]

* Barbs/Groins (Count):

* Bankful Width (ft): * Wetted Width (ft): * Stream Gradient (%):

]| Materal | tength @) | Foce |
a |

® Channel Morphology Class: * Confinement:

=] =]

Open the Supporting Document tab, and click Upload File to upload pictures or other files related to
your inspection:

summary and Decision Inspection Results Supporting Document

Uploaded Files

l'\g/'l Mo uploaded files.

Upload File

20



Once all data and files are completed/uploaded, go back to the Summary and Decision tab, change the
Inspection Status to Completed, add any desired comments, and click Save.

summary and Decision Inspection Results Supporting Document

Decision

¥ Inspection Status
Scheduled ||

Comments

Pick Another Time Slot

The updated status will be displayed in the Summary bar, where you can also click the link back to the
application to proceed with processing:

© @ Inspection: {181 ) Permit#: M/A @ Go e App ID&: 253
E | |2] Inspection Type: Pre-Permit ﬁ' Go N

= - e
5 Owner: Inside User antD_l d Inspectic

Completed
[B3} Address: 12087 Chincok Dr, Burlington

21



Technical Review
The technical review task is designed to record specific information based on the project type being
proposed. From the Work Activities tab, click the Edit button next to Technical Review:

Pre-Permit Site Inspection Laur:
Technical Review Stewe
Generate Draft HPA Permit Stewt

Please refer back to page 5 for step-by-step instructions for the Technical Review task (those shown are
for a pre-application, but the information is similar).

Generate Draft HPA Permit
This task provides the ability to select stock provisions from the provided list, to paste provisions from a
separate program, or to import provisions from an existing record.

From the Work Activities tab, click the Edit button next to Generate Draft HPA Permit.
Technical Review Steve |

Generate Draft HPA Permit Steve |

Consider Comments Received Steve |

— - - . - —-

Depending on your preferred method of developing a provision list, select one of the three green
buttons: Click Select Provisions, Add New, or Import from Existing Submission. At any time, the
Preview Draft HPA button may be clicked to view a draft of the permit with associated provisions:

Associate Provisions

Associated Provisions

(8] Mo items found.
p s

-

Select All § Deselect All Select Provisions | Add New § Import from Existing Submission Preview Draft HPA

A. Click “Select Provisions” to choose stock provisions or a template

All of our provisions are available in 2 categories: Freshwater and Marine. You will also see HEADINGS,
Template — Freshwater and Template — Marine:

22



Provision Group
Freshwater
HEADINGS

Marine

Template - Freshwater
Template - Marine

Within the Freshwater and Marine categories is a list of provision groups. Provisions are associated
within each group in the order shown regardless of the order selected. Most groups include an entry for
the Header, which may be selected if desired. Headers can be edited like a provision but will not be
numbered, so do not use a header to create a new provision. Select provisions from each applicable
provision group until all needed provisions have been selected, and then click Associate to insert those
provisions into the permit.

Provision Group: Freshwater|[v]

U TIMING - PLANS - INVASIVE SPECIES CONTROL -

NOTIFICATION REQUIREMENTS

100i15| STAGING, JOB SITE ACCESS, AND EQUIPMENT

CONSTRUCTION-RELATED SEDIMENT, EROSION AND POLLUTION CONTAINMENT
CONSTRUCTION MATERIALS

IN-WATER WORK AREA ISOLATION USING BLOCK NETS

IN-WATER WORK AREA ISOLATION USING A TEMPORARY BYPASS

IN-WATER WORK AREA ISOLATION USING A COFFERDAM STRUCTURE
IN-WATER WORK WITHOUT A BYPASS OR COFFERDAM

FISH LIFE REMOVAL

STREAM BANK PROTECTION

LAKE SHORELINE STABILIZATION

BLASTING

BEAVER DAM MANAGEMENT

BRIDGE

CHANNEL RELOCATION AND REALIGNMENT

UTILITY CROSSING

CULVERT

FORD

WATER CROSSING REMOVAL

FISH PASSAGE IMPROVEMENT

DIVERSION/INTAKES

DREDGING

SAND AND GRAVEL REMOVAL

DRILLING

FELLING AND YARDING

LARGE WOODY MATERIAL

OUTFALL v
O LMARINAS AND TERMINALS

ssociaty

0O o O oo o daod

O

Some groups may contain more than one page of provisions. Using the Select All button will select all
provisions on each page of available provisions.

23



Associate Provision
Provision Group: Freshwater[v]
RIS TIMING - PLANS - INVASIVE SPECIES CONTROL
1 -10 of 15 item(s
D 3055  TIMING - PLANS - INVASIVE SPECIES COMNTROL
] 2782 TIMING LIMITATION: You may begin the project on INSERT DATE HERE and you must complete the project by
INSERT DATE HERE.
O 2290 TIMING LIMITATION: You may begin the project on INSERT DATE HERE and you must complete the project by
INSERT DATE HERE; provided: INSERT TEXT HERE.
0 2901 TIMING LIMITATION: Work below the ordinary high water line must only occur between INSERT DATE HERE and
INSERT DATE HERE.
0 2200 TIMING LIMITATION: Work below the ordinary high water line must only occur between TNSERT DATE HERE and
INSERT DATE HERE of calendar years INSERT DATE HERE.
TIMING LIMITATION: Work may start immediately, provided the stream is dry or in a low-flow period. If the stream is
O 2293  not dry orin a low-flow period, you must not start work until INSERT DATE HERE and you must complete the work by
INSERT DATE HERE.
0 2994 RE-VEGETATION: You must complete re-vegetation by no later than INSERT DATE HERE, and you must monitor the
success of the re-vegetation through INSERT DATE HERE.
TIMING LIMITATION: If the site conditions, responsible parties, and activities do not change, this Hydraulic Project
O 2295 Approval may remain in effect without need for periodic renewal. Work may ocour at any time provided the Habitat
Biologist is first notified.
TIMING LIMITATION: If the site conditions, responsible parties, and activities do not change, this Hydraulic Project
2296  Approval may remain in effect without need for perodic renewal. Work below the ordinary high water line must only
ocour bebween INSERT DATE HERE and INSERT DATE HERE of any calendar year.
I:‘ 2307 TIMING LIMITATION: You must install the temporary culvert between INSERT DATE HERE and INSERT DATE HERE;
and you must remove the temporary culvert between INSERT DATE HERE and INSERT DATE HERE.
2
Deselect All select All

This window will close when you click Associate, so it’s best to select all needed provisions from each
respective group first. You may choose to click Associate more often to order provisions in a specific

order based on your selection sequence. Note that in the above screenshot there is a small “2” above
the Deselect All button. That indicates that a second page of provisions is available within that group.

If a template exists for the project type you are permitting, click on either “Template — Freshwater” or
“Template — Marine” and select the appropriate template from the Provision drop down. The provisions

that constitute the template are displayed below. Typically you will then click “select All” and go through
the list to deselect the provisions that aren’t needed in your specific case. Once you have selected all of

the appropriate provisions from the template list, click Associate.
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Acsociate Provision

Provision Gios

Template - Fre5hwa1.er

Provision: | Bank Protection_Stream-Biotechnical_Mew_Medium Risk

1-150fEEN
Byt

O
O

EIMiE)
—_—

Jose

2XR0

nsn

2310

2311

3061

2312

2313

2314

2315

2316

TIMING - PLANS - INVASIVE SPECIES CONTROL

TIMING LIMITATION: You may begin the projed: on INSERT DATE HERE 2nd you must complete e project by
INSERT DATE HERE.

RE-VEGETATION: You must complete re—vegetation by no lat=r than INSERT DATE HERE, and you must monitor the
success of the ne-vegetation through INSERT DATE HERE.

APPROVED PLANS: You must accomplish the work per plans and spedifications submitted with the application and
approved by Ehe Washington Department of Fish and Wildlil=, =nlitk=d ENTER PLAN TITLE HERE, dab=d INSERT DATE
HERE, and attached E-mail enlitled, BE: ENTER PLAN TITLE HERE, received on INSERT DWATE HERE, =xo=pt as
modiifimd by thix Hydraulic Project Approval. You must heve a copy of thess plans svailable on site during all phases of
the project proposal.

INVASIVE SPECIES OONTROL: Thoroughly desn all =guipment and gear befors amving and l=eving the job sts o
prevent the transport and introduction of aqustic imvasive species. Properdy dispose of any waber and chemicals wsed
tiz e gear and equipment. You @n find edditional information in e Washington Department of Fish and Wildile's
Inrvarsive Species Management Protomls (Mowember 2012, availsble onfine at

Fittipr i wa gorvy publication =01 490 w1 290U pdf.

MOTIFICATION REQUIREMENTS

PRE- AND POST-DONSTRUCTION NOTIFICATION: You, your agent, or oontractor must contadt the Washington
Department of Fidh and Wildlile by =mail ai HPA=pplications Sdiiw. waugow; mai to Post Office B 23234, Olympia,
Washington S8504-3234; or fax to (3600 G02-2946 at et three busness days before starting work, and again within
seven days after completing the work. The: notification must inchude the permittes’s neme, project location, starting
date for work or date the work was completed, and the permill number. The: Yashington Department of Fish and
Wifildlife may conduct inspections during and after construction; howeser, the Yiashingion Depariment of Fish and
Wiildlife will notify you or your agent Be=lore conduding the inspection.

PHOTOGRAPHS: You, your agent, or contradior must taks photographs of e job sie before e work. Begins and
after the work is completed. You must uplosd the photographs o the post-permit reguirement page in the Aquatic
Protection Permitting System [APFS) ar mail them to Washington Department of Fish and Wildif= at Post Ofic= Box
43234, Olympia, Washington 98504-3234 within 30-days after the work i completed.

FISH KILLS WATER QUALTTY PROBLEM NOTIFICATION: IT a Tish kil coours or fish ars obz=rved in distress st the job
site, immediat=ly stop all sdtivilies causing harm. Immetiately notify the Washington Department of Fish and Wildlife
of te problem. 17 the lRely cavse of the fish kill or fish distress i relsted o watsr quality, also notify e Washington
Military Department Emergency Manasgement Division at 1-800-258-5590. Adtivities nelated to the fish kil or fish
dimtress must not reswome until the Washington Depaftment of Fish and Yiildife gives approval. The Washington
Department of Fish and Wildlife may requine additionsl measunes to mitigate mpads.

STAGIMG, JOB SITE ACCESS, AND EQUIPMENT

Establish =taging aress (u==d for =guipment =storage, vehicl storage, fusling, servidng, and hazardows material
storage] in a lootion and manner that will prevent contzminants sudh as pefroleum prodwds, pdreukc (uid, fresh
concrete, sediments, msdiment-lsden water, chemicaks, or any otter todc or hermful materials from entening waters of
the =tmfe

U ecisting roethweny= or trawel paths.

This Hydraulic Project Approval authorizes e corstruction of no more than ADD NUMBER. HERE new temporary
acpess; roais.

De==ign and locals nevw temporary aooess roads to prevent =rosion and ssiSment delivery to waters of the state.

Cl=arly mark boundaries to establish the §mit of workl assooabed with site aooe=s and constnction.

If additional provisions are needed, you will need to Associate provisions through either the Freshwater

or Marine groups as noted previously. These additional provisions will need to be edited with
appropriate sequence numbers to order them appropriately (see Section D below).
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B. Click Add New to type permit specific provisions or to paste provisions from another program

Add New opens a generic text box where text may be typed or pasted. Note that if multiple provisions
are inserted and pre-numbered, the system sees this as a single provision, and will number it according
to its location in your associated list, so you do not want to number the first provision of the group, and
begin numbering the second provision appropriately (e.g. #2). If you want a HEADER at the top of the
permit, you need to add that in APPS separately. In the following case, this group will appear as the only
provision entered. Click Save when finished:

Add/Edit Submission Provigion Detail

(48 Character limit for each provision is set to 50,000. If you are entering provision details containing more than 50,000
= characters, please split it into multiple provizions as necessary.

Description

TIMING LIM@ATIONS: The project may begin ADD TEXT HERE and shall be completed by ADD
il Provided: Pile driving shall not occur on or between March 1 and June 14 or
d December 14.

| »

m

2. NOTIFICATION REQUIREMENT: The Area Habitat Biologist (AHB) listed below shall receive
written notification (FAX, email, or mail) from the person to whom this Hydraulic Project Approval
(HPA) is issued (permittee) or the agent/contracter no less than three weorking days prior to the
start of construction activities. The nofification shall include the permittee’s name, project location,
starting date for work, and the control number for this HPA.

3. POST-COMSTRUCTION MOTIFICATION REQUIREMENT: The permittee, agent or contractor
shall contact the Washington Department of Fish and Wildlife by e-mail to
HPAapplications{@dfw.wa.gov; mail to Post Office Box 43234, Olympia, Washington 98501-1091;
or fax to (360) 902-2946 within seven days of completion of the work. The notification shall include
the permittee’s name, project location, completion date for the work, and the Hydraulic Project
Approval control number. The department may conduct a compliance inspection; however, the
department will notify the permittee or agent prior to the inspection.

4. Work shall be accomplished per plans and specifications approved by the Washington
Department of Fish and Wildlife entitled ADD TEXT HERE and dated ADD TEXT HERE, except -

7

Seq No
10

C. Click Import from Existing Submission to choose an existing APP ID # to import provisions from

A search window will appear when Import from Existing Submission is clicked. You will need to know
the APP ID # or other specific information to conduct the search. Enter the appropriate data and click
Search:
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Import from Existing Submission

Search Submission

Application 1D: Applicant First Name Applicant Last Name
Permit Number: Permit Effective Date Start Permit Effective Date End

Permit Expiration Date Start Permit Expiration Date En

Click the Edit button to pull up the list of provisions associated with that application:

Import from Existing Submission

Search Submission

Application 1D: Applicant First Name Applicant Last Name
253
Permit Number: Permit Effective Date Start Permit Effective Date End

Permit Expiration Date Start Permit Expiration Date End

Search Submission Result
1-1of 1itemis

Applicant First | Applicant Last

- Standard Hydraulic Pre-app 2014-4-
253 Inside User Project Training 4+01

The provisions from the chosen application record will be displayed. You can choose individual
provisions or click Select All to select all provisions, and then click Associate.

Associate Provision From Submission

1 -2 of 2 item(s

Work below the ordinary high water line shall only occur between [ADD TEXT HERE] and [ADD TEXT HERE] of
calendar years [ADD TEXT HERE].

Work may start immediately, provided the stream is dry or in a low-flow period. If the stream is not dry or in a low- 20
flow period, work shall not start until [ADD TEXT HERE] and work shall be completed by [ADD TEXT HERE].

----- ——
Deselect All
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D. Provision editing

Provisions can be edited and rearranged one at a time by clicking the Edit button for each provision:

Associated Provisions

1 -2 of 2 item(s)

* ﬁ Work below the ordinary high water line shall only occu
* ﬁ Work may start immediately, provided the stream is dny
HERE].

Select Provisions [ Add New | Import from Existing Sub

Some provisions require dates or other specific information to be entered. You can also change the

sequence number to rearrange the provision by choosing a value higher than the sequence number of

the provision which should precede the modified provision.

Add/Edit Submission Provision Detail

|
\.h_{/ characters, please split it into multiple provisions as necessary.

Description

Work below the ordinary high water line shall only occur betwee@ADD TEXT HERE] and [ADD
TEXT HERE] of calendar years [ADD TEXT HERE].

Character limit for each provision iz set to 50,000. If you are entering provision details containing more than 50,000

Cam:el Save I

E. Conclusion of Generate Draft HPA

Once all provisions are included, edited and arranged properly, the Task Status can be updated to
Completed — the date will auto-populate. When finished, click Save And Next to open the next work

activity (Consider Comments Received) or click the Save button and then the Back button to go back to

the work activity list. Note that provisions may be edited at any time prior to the application status
being updated to Approved, regardless of whether the task status is updated to Completed.

Save Save And Mext Back
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Consider Comments Received

APPS provides direct access for a third party to provide comment on an application through the
Correspondence tab. This correspondence, and other external comments that may be received, need to
be considered prior to issuing the HPA.

After you have considered any comments that may have been submitted, open the Consider Comments
Received work activity, and update the task status to Completed — the Task Complete Date will auto-
populate. Clicking either the Save And Next button or the Save button, then the Back button will take
you back to the work activity list.

[Z  Technical Review Steve Be
|#  Generate Draft HPA Permit Steve Be
Steve Be
Undecide

Activity: Consider Comments Received Due Date: 04M0/2016 Assigned To: Jeffrey Kamps

* Task Statu Scheduled ﬂ Tazk Complete Date:

Save | Save And Next m

Finalize and Issue HPA
This is the final task in permit issuance and the work activity will not be scheduled until every previous
work activity is either Completed or Cancelled (Pre-Permit Site Inspection).

First, open the Finalize and Issue HPA work activity, then update the Submission Status of the

application to Approved and click Confirm Status Update. This action will lock the application from
further modifications, so ensure that everything is in order before executing this step:

= + s e rtm s e

Steve Bell, We
Steve Bell, We

Steve Bell, We
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Activity: Finalize and Izssue HPA Due Date: 11/27/2014
Assigned To: Steve Bell, Wendy Cole, Kirk Lakey, BErian MacDonald, Don Noviellc

* Task Status: | Scheduled Task Complete Date:

eduied
G s
dve

Submission Review

Submisgion Status:

Review Comment:

Confirm Status Update

Once the application has been Approved, the Permit Issuance section of the page is populated. Click the
drop down to reveal and select Hydraulic Project Approval. Ensure the dates are accurate, and click
Issue. You will be asked to verify this step, click OK. You should see the status of the application update
to HPA Issued (Active):

Permit Issuance

Issued Date Project End Date

ine2016

Issue

Message from webpage x

&% Have you verified Permit Effective Date and Project End Date for this
' permit?

l OK ] Cancel
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Modifications

Modification requests, both major and minor, may be made by the applicant/agent in APPS for permits
issued in APPS or submitted via email, mail, fax, or letter, including for major modifications of HPAs
issued in HPMS. Olympia support staff must process all requests made outside of APPS. If you receive an
emailed modification request from the applicant/agent, please return it to them and ask that they send
the request to HPAapplications@dfw.wa.gov.

Minor modifications of HPAs issued only in HPMS are approved by simply sending an email to the
applicant and HPAapplications@dfw.wa.gov explaining what is being approved. Be sure to cc

HPAapplications@dfw.wa.gov so a record of the modification can be stored in Olympia. Under no

circumstances, for HPAs issued in APPS, should a minor modification letter be issued outside the process
described below.

Note that a minor modification is not limited to a specific number of days, but it is limited to the current
work season.

We do not have the authority to “fix” an issued HPA, and Habitat Biologists may not initiate a minor
modification. However, there are occasions when a Habitat Biologist needs to initiate a major
modification — but only with the applicant’s permission:

e After consultation with the applicant, an HPA may be modified due to changed conditions (for
the protection of fish life)

e If the applicant catches an error in the HPA and requests that the permit be modified with
corrected information

e Incorrect dates (dates different than already agreed to, or dates which make the HPA unusable)
are used in the provisions of the HPA. Please inform the applicant of the error, and request their
approval to modify the HPA.

Initiate a Major Modification
On the Submission Info tab, on the Form sub-page, click “Request for Modification”.

Request for Modification

A pop-up will appear asking you to verify this selection. Click the radio button and then click Add:
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Request for Modification

Form List:

odification Request

Once a form is added to application, the system will redirect to Wizard for data entry.

Cancel

The Modification Information table needs to be filled out:

Modification Information

* Modification Reason:
Applicant Initiated

[]

Mote:A minor modification to the required work timir
Extension to HPA permit:

Adjustment to Plans:

Project Modification:

Select “WDFW Staff Initiated” from the drop down

Applicant Initiated

plicant Initiated
WDFW Staff Initiated
|Law Enforced

Choose major modification:

I am requesting a major modification.
| am requesting a minor modification.
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* Modification Roasom: This will result in an expansion of
WDFW Staff InitiatedE the table as shown here.

Subsequent entries will also

Mote: minor modification to the required work timing means any change to thewor  expand the table with required

Extension to HPA permit: entries. Make a selection from

| am requesting a major modification. |E| each of the drop down options
Mew Proposed End Date should be less than or equal to : 12/2/2019 12:00:00 AM and enter appropriate details as
* New Proposed Start Date: * New Proposed End Date: needed:

Enter appropriate Start and End
Will the project be conducted in multiple phases? @) Yes ) No Dates for the revised HPA.

® Reazon for Time Extension:

Enter a reason for the time
extension, or enter N/A for other

reasons.

Adjustment to Plans:

Project Modification: When finished entering required
|E| information, click Next at the

* How will fish impacts be mitigated? bottom of the page.

An attachment should be uploaded to support or validate your decision to modify the HPA. This will
typically be an email from the applicant/agent, but could be other formats. Click the Online option, and
then click Upload:

Attachment

¥ Supporting Documents (Optionsl) nIine © Mail © Other @ N/A

Please upload one file at a time. Repeat the Upload process if you have multiple files.)

Aftachment description:

A=

Enter the date the attachment was received, click browse to navigate your hard drive to select the
appropriate file, then click Save:
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® Received Date
121212014

® File:

C:\data\Pictures\Training R.jpg

Comment:

Cancel

Click Next

@ Supporting Documents (Opfional) i@ Online ) Mail &) Other &) N/A
ﬂ i} Training R_jpg Senstive information: TED

I[JLT M (Flease upload one file at a time. Repeat the Upload process if you have multiple files.)

Attachment description:

-|[&

(o [ soe J provious| o]

Click Next if validation shows no errors. If an error is present, go back to that portion of the application
and make necessary additions/modifications:

—_—

Application Form(s) Summary

Attachment
_ L +" Online Modification Request
o upload or mail in al

required documentations

Attachment(s) Summary

o Validation
To validate all required data + Attachment
and documentations @ | | oo SUNEEEEERER

m Previous

Click Submit — this will submit the application for processing:

n Submission
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Disclaimer

APPS, its agencies, officers, or employ
their own risk. WDFW and its APPS dey

(e ] P

Major Modification Submittals

Submitting an application for a Major modification will result in an application status of Submitted — All
Components Included, and every work activity associated with normal processing will be created just
like for a new application. This requires Olympia staff to conduct the Admin Review and Technical
Review for Completeness work activities. You will not be assigned the application until the modification
request has been determined to be complete.

A major modification results in the issuance of a new HPA. Simply follow the standard process to issue
an HPA to create a second version of the existing HPA. You may conduct a pre-permit inspection but
must enter the Technical Review details as needed, modify the provisions appropriately, and consider
any comments that may have been submitted, prior to issuing the updated HPA.

Minor Modifications

When a minor modification is entered into APPS by an applicant, the system automatically updates the
status of the application to Accepted, and creates a single work activity— Finalize and Issue HPA — and
assigns the task to the Biologist that issued the previous HPA. The work activity is often at the top of the
list, but you may have to look more closely to find it.

2| {253 ) Standard Hydraulic Project '3] Total Forms: 2 L] Print Receipt
Submitted by Inside User '?‘] Required Documents: 2 { Non-Review: 2 ) u Send Notification

On 10/16/2014 1:41:22 PM { Remaining: 30 days } '§J Total Amount: $0.00 { Due: 30.00) ﬁ Go to Parent Sumissio
'3 Address: 12087 Chinook Dr, Burlington '3] Inspections: 3 ( Ongoing: 1) ﬁ Go to Child Sumission
7] Project: Pre-app Training @ Pre Application?: N

Submission Info Work Activities Correspondence Enforcement Post Permit Reguirements Appeals Issued Letters/Permits

Email History

Status: {ALL) |Z| Assigned To: |Z| m

Work Activity List

1 - 10 of 10 item(s)

Complete
Date
Steve Bell, Wendy Cole, Kirk Lakey, Brian
Finalize and Issue MacDonald, Don Noviello, Doug Thompson, Bob R Permit
HPA Warinner, Wayne Watne, Brian Williams, Brendan Issuance

Brok | karan Arorg

Stewe Rell. Wendv Cola. Kirk | akev. Rrian ___ I
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Click the Edit button to open the work activity, and change the Submission Status to either Approved or
Denied, enter any comments, and click Confirm Status Update:

Activity: Finalize and Issue HPA Due Date: 08302015 Assigned To:

* Task Status: | Scheduled Task Complete Date:

bﬁ.‘le m

Submission Review

Submigszion Status:

Approved

Withdrawn
Denied

On Hold
Rejected

Confirm Status Update

Denying a minor modification request does not affect the status of the existing Issued HPA.

If the minor modification is Denied, simply Generate Letter to explain to the applicant why their request
is being denied.

If the request is Approved, the system will bring up the window below, which creates an approval letter
instead of an updated HPA. Type in a name for the letter, select Minor Modification - Accepted from the
Boiler Plate Template(s) list and click Insert. Edit the text so that the letter contains enough information
to fully authorize/limit the modification. Click View Draft.

# Letter Namall  Minor Modification Approval

Letter Body
Boiler Plate Template(sf Minor Modification - Accepted Insert
Your request for a minor modification of your existing HPA has been approved. [ﬁ|

>

You are authorized to conduct work through {DATE}L
PLAN CHANGE INFO Vv
PROJECT CHANGE INFO

| View Draft
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If you need to make edits, click the button under View/Edit Comment.
Letter History

1 -1 of 1 item(s)

Minor Modification
Approval

kampsjwk 10/16/2014

Your previously entered text will be shown and you can make changes as needed. Then click Save.

Boiler Plate Template(s): @

Your request for a minor modification of your existing HPA has been approved.
You are authorized to conduct work through {DATE].

PLAN CHANGE INFO

PROJECT CHANGE INFQ

Letter History

When the draft letter is acceptable for distribution, close the viewing window and click OK under
Approve in the Letter History table:

Letter History

1 -1 of 1 item(s)

Minor Modification
Approval

kampsjwk 10/16/2014

Upon approval, APPS automatically sends the approval letter via email to the applicant, therefore,
please do not send a separate email as this will be a duplication. However, you may want to send a
separate email to other folks associated with the application. Click Send Notification for this purpose
(see Send Notification section below).

You should note that the application status has been updated to HPA Issued (Active):
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HPA Issued
[Active)

[E] (253) Standard Hydraulic Project
g. Submitted by Inside User

On 10/16/2014 1:41:29 PM { Remaining: |

[B3} Address: 12087 Chineck Dr, Burlington
@ Project: Pre-app Training
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Hold Status

When an applicant requests that their application processing be put on hold, or when you are unable to
gain access to the site or contact the applicant, you may place the application on hold. This change can
be made within any scheduled work activity once the application has been Accepted. An applicant may
submit a hold request one of two ways. They can either upload the request into APPS, or they may

submit the request directly to HPAapplications@dfw.wa.gov.

Within the Submission Review section, change the Submission Status to On Hold. The On Hold Date
entry box will appear — select the date of the request. Add any appropriate comment and click Confirm

Status Update.

Submission Review

Submigsion Status:
On Hold E2l
L] old Liate:

10/17/2014

Hewview Lomment:

The applicant requested processing be put on Hold |

Confirm Status Update

The summary will display the updated status:

|FZ) (204) Standar

LL

_ ™ Submitted by I
Lt

a EE] On 8/20/2014

On Held @ Addrese: 12087

[@ Project: vxfdc

To confirm that status update with the applicant, create a Hold letter. Click Generate Letter:

Generate Letter
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Generate Hold Letter

Enter a name for the letter — this name is for your reference only. Select one of the four Hold reasons
from the Boiler Plate Template(s) list and click Insert. Edit the text as needed, and then click View Draft
and OK to the message that will pop up.

On Hold Letter

Status: On Hold

Basic Information

* Letter Namell Hold letter

* Letter Template: | Status Letter

|E| Hold - Site Physically Inaccessible (Other)
Hold - Site Physically Inaccessible (Weather)
Hold - Unable to arrange Site Visit

Letter Body — —
Eoiler Plate Template(s@ Hold - Applicant Requested
| am unable to finish processing your application because you asked me to delay Gt

processing your application until further notice. The review period for evaluating HPA
applications under RCW 77.55.021 will start when you request that processing be resumed.

Close the draft after viewing the details, and choose to further Edit the letter, or Approve the letter by
clicking OK, and OK to the pop-up warning.

Letter History

1 -1 of 1 item(s)
View View [ Edit Comment Approve Delete

Hold letter kampsjwk 10/17/2014

Then click Close.

= 1w 1 s )

View/ Edit Comment Approve
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Click Send Notification:

weals Issued Letters/Permits Eme

AEeldLe LELLEl

Send Notification

The Letter Attachment drop down will contain your Hold letter — be sure to select it from the list. This
application will be on Hold status until the applicant requests that processing be resumed, or the site or
applicant becomes available.

Hold Removal

If an application was placed on hold by the biologist due to site accessibility or inability to contact the
applicant, you may complete the process below without written approval from the applicant. If the
application was placed on hold by request from the applicant, a hold removal request must be
submitted by the applicant to HPAapplications@dfw.wa.gov, or uploaded directly by the applicant to
APPS.

Once you have been notified by Olympia that a hold removal has been submitted, locate the next Work
Activity with a task status of On Hold and click the pencil and paper icon under Edit.

Status:  (ALL) Assigned To:

Work Activity List

16 - 18 of 18 item(s)

e [ ot | et | ok s comit ot

Consider Comments Received  Arora, Karan Completed 04/27/2015  07/27/2015 Field Biologist Work Flow

[5 Finalize and Issue HPA Frye, Bobby On Hold - Permit Issuance

Compliance Inspedion Undecided NfA Post Permit Process |

Change the Submission Status to Accepted, select the appropriate Off Hold Date, and click Confirm
Status Update.
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Basic Information

Group:

Activity: Finalize and Issue HPA Due Date: Assigned To: Frye, Bobby LastiFirst Name:

* Task Status: Task Complete Date:

Save

Submission Review

Re-Assign

1 - 15 of 131 item(s)

Last
Name
Submission Status: g‘" And i | e
=2 ndonaegui rm
Accepted
e
O Rolg Dater 2 Arber Laurz
11/21/2016 25 Arora Karar
(T i
o] g2 Atha Jane
f}:‘é Bails Jami
%‘é Barg Amar
Confirm Status Update San
2 Barnard Bob
Permit Issuance 24 Barrett Dani
«;‘I'é Bartrand Eric
24 Aantan Tnchs

At this point, you can verify the application status has updated correctly by looking at the orange box in
the upper left hand corner. The status should now be Accepted.

rd Hydraulic Project %) Total F
Allen Ginsberg (People for a More Environmental Environment) %) Requin
11:58:44 AM [ Remaining: -354 days ) %) Total A
0 Capitol Blvd SE, Tumwater %) Inspec
n Creek Sediment Sampling Ig Applic:

& Metho

Basic Information

Group:

Activity: Finalize and Issue HPA Due Date: 05/17/2015 Assigned To: Frye, Bobby S

* Task Status: | Scheduled Task Complete Date:
Re-Assign
Save Save And Next
1-150f131
Submission Review Assign |
Reassign e .
e bt ! Send Notification

Fill out the Send Notification form with the appropriate information, making sure to select or enter the
appropriate email address, or if one isn’t available for the applicant, to enter

42



HPAapplications@dfw.wa.gov so staff can mail a copy of the letter. Select the appropriate letter from

the Letter Attachment drop-down list, and enter appropriate content for the email body (the Subject is
auto-populated). Click Send when complete.

Send a Moltification

Property Owner < kampsjwki@dfw wa.gov =

Add Email(g) to To List (pleazse use ';" to seperate emails):

Cc List:

Bee List:

Letter Attachmeflf: | Approved - Minor Modification Approval |« |
® Subject:

Application 10:253, Project Mame = Pre-app Training

* Content:
Please see the attached letter approving your modification request. a [§|

[[is Html Format:

Cancel
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Emergency Applications

Emergency applications are usually issued verbally with a written follow-up HPA issued within a few
days at most of providing the verbal. Written applications for emergencies are not allowed. For
emergency applications, you need to create the application first.

From the Dashboard, click on Standard Hydraulic Project:

Start a New Application

| Standard Hydraulic Project
& Selact this application type for approval of hydraulic projects that do not qualify for special processing.

Conduct a search to determine if the applicant is a registered or unregistered user — if an account has
already been created, this will save time and reduce errors. It’s best to search by Last Name:

Step 1. Search Applicantby: ) Registered Applicant =) Non-Registered Applicant

First Name: Last Name: Address Linet: Business Mame: m

If the user is found, select the user from the list and click Create Application. Do NOT modify the details
of an existing account to match a new submission (e.g. a different employee of the same organization).

Otherwise, if the user is not found, click New Applicant. You will be required to enter the applicant’s
information and then click Create Application:

Last Business
Name MName

Inside kampsjwk@dfw.wa.gov =~ 3603914612

or Step 2. If no existing Applicant was found, please click "New Applicant” b

New Applicant
Step Create Application Exit

You now need to fill out all of the required fields to complete the application, making sure to select
Emergency for Application Type.
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Be sure to enter the date the verbal emergency was requested as the Submission Received Date (this
will be the Issued Date as well):

Application Information

* Submizsion Received Date:

101772014

D Are you applying for a Pre-application?
You would request the Pre-Application process if:
1. You need to find out if an HPA permit iz needed for your project, or
2. You want assistance from a biclogist to discuss project details before 3
recommends using the pre-application process as a means to reduce app
the permit process, and to discuss options/alternatives for your project.
D Are you applying for a General HPA without specific project locations?

* Application Type: ) Standard &) Expedited @ Emergency
For fees, you will most likely choose “Do not qualify for an application fee exemption”:

® Do not qualify for an application fee exemption.

i il il

Please upload any pictures or documents you may have to support the application.

On the Payment page, click Next as there is no fee due at the time of application submittal.

Once the application has been submitted, you can click the Go To Application Review button on the
receipt to access the application and begin processing your written follow-up.

Go To Application Review

You will want to assign yourself to the application using the Assigned Habitat Biologist option in the
summary bar.
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You will note that the first Work Activity in the list is Technical Review. This is because Olympia staff
does not have a role in processing emergency applications except to send an invoice, which is an
assigned task after you issue the HPA:

© |::=-| ( 258 ) Standard Hydraulic Project f.] Total Forms: 1
n 2. Submitted by Inside User f.] Required Documents: |
Submmitted - Al |f| On 10/17/2014 { Remaining: -2 days ) f.] Total Amount: $0.00 (
Components @' Address: 12087 Chincok Dr, Burlington f.] Inspections: 1 { Omgoir
Included

@ Project: Training written follow-up emergency @ Pre Application? M

Submission Info Wark Activities Correspondence Enforcement Post Permit Requirement

Status: | [ALL) |E| Assigned To:

Work Activity List

1 -5 of & ilem(s)

Steve Bell, Wendy Cole, Kirk Lakey, Brian MacDonald, Don Moviell

Brendan Brokes, Jeffrey Kamps, Karan Aroral

Steve Bell, Wendy Cole, Kirk Lakey, Brian MacDonald, Don Moviell
Brendan Brokes, Jeffrey Kamps, Karan Aroral

Finalize and Issue HPA  Undedded

Invoice for Application Undecided
Fee

Compliance Inspection  Undecdded

Complete the Technical Review, Generate Draft HPA Permit, and Finalize and Issue HPA tasks like
normal, remembering that provisions can only be written as they were stated for the verbal approval.

Be sure to use the Submission Received Date as the date the HPA is issued.
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Application Status Descriptions

Status

Description

New

New application is started but has not yet been submitted

Submitted — Some
Components Missing

Application is submitted but all required documents or payment have not
been uploaded during initial submission

Submitted — All
Components Included

Application is submitted and all required documents and payment have been
uploaded during initial submission

Admin Review
Complete

Applications has been deemed complete as per review by Olympia Admin

Statutorily Incomplete

Application is incomplete statutorily (reason determined by Admin Biologist)

Accepted Application is deemed complete by an Administrative Biologist and is ready
for review by Habitat Biologist

Hold Application is placed under hold due to “Applicant unavailable or unable to
arrange a site visit”, “Site is inaccessible”, “Applicant request”, or “Applicant is
seeking methods to avoid adverse impacts under RCW 77.55.161 (3) (b).”

Approved Application has been approved and permit has been issued

Denied Application is denied by a biologist due to various reasons

Rejected Application has been rejected because “No HPA (is) Needed”, it is an “After-
the-fact Application”, or doesn’t meet FHEP criteria

Withdrawn Application has been wilfully retracted by an applicant or authorized agent;
this status is applicable for applications that do not have an issued permit

Closed Application is being closed due to inactivity (12 months)
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Work Activity List

Task Name

Task Goal and Data Captured

Perform Admin
Review

Olympia Admin confirms payment and required documents have been
attached.

Technical Review for
Completeness

Admin Biologist confirms statutory completeness of submission.

Notify Local
Government

Habitat Biologist notifies local government of receipt of FHEP applications.

Pre-Permit Site
Inspection

Habitat Biologist records/cancels a pre-permit site inspection.

Technical Review

Habitat Biologist reviews application and contacts applicant and/or internal
WDFW staff for further review.

Generate Draft HPA
Permit

Generate a draft HPA for review.

Regional Habitat
Program Manager
Approval

Regional Habitat Program Manager makes decision whether or not to accept
the application as an FHEP.

Consider Comments
Received

Review and address any comments by inter-agency staff, applicant or third-
party.

Finalize and Issue
HPA

Habitat Biologist issues an HPA, USFS MOU letter, or minor modification
letter.

Invoice for
Application Fee

Olympia Admin generates report. Fiscal issues an invoice for application fee
for Emergency applications.

Compliance
Inspection (Post-
Permit Follow-up)

Habitat Biologist and Compliance Biologist, if applicable, perform onsite
inspection after a permit has been issued.
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