Using eDEP for Orders of Conditions (OOC)

Table of Contents

IO o (=0 £ (- 4 o] ST 2
11 YOUN EDEP ACCOUNT ...ttt nn e 2
1.2 Proof of IAENTILY .....ocveieieecccce e e 3
1.3 AJMINISrative PrIVIIEOES .....couviiiiiiee e 4
L4 AFFHIALION .ot 5
15 GO0 MY EDEP.....o oot 5
1.6 SeleCt Wetlands FOMMS ........coiiiiiiiiciee e 6
1.7  Start Transaction for an Order of CONAItIONS .........cccvevveiiiriieriiee e 7
1.7.1 Blank SigNature PAQgE .........covoiiiiiieeie ettt 9

2. Filling Out the Order of Conditions (OOC) FOIM..........ccoceiiieiininisesieeee e 9
2.1  OOC Form: Section A — General Information ...........ccccvvvveiinennnenesee e, 9
2.11 Blank SIgnature PAgE .........ccooiiiiiiiiieiesie e 13
2.1.2 OOC Form: Section A (Item 5 e and f) — General Information, Map Viewer .....13
2.2 OOC Form: Section B - FINGINGS .......cccueiiiriiieiiriinicsieieeee e 19
2.3 OOC Form: Section C — General Conditions Under the WPA ..........cccoviivinnnnnnn. 23
2.4 OOC Form: Section D — Findings under Municipal Wetlands Bylaw..................... 27
2.5  How “Error Check & Next” BUttONS WOIK..........cccovuieieieiiiiiesiseseeeie e 33

3. AUACH File FUNCLION ....ouiiiicic ettt st nne e s 35
3.1  Electronic Attachments to the Original OOC Form Submittal ..............c.cccovenene. 35
3.2  Email Attachments After OOC Form Has Been Submitted...........cccoocevvviverninnnne. 38
3.3  Documents Sent by U.S. Postal SEIVICE.......cccecveiieiiiic e 38
3.4  Attachment File LIMItationS........cccoooiieieiiieiieiieie e 38

4. SIQNALUIES, ACCEPLANCE. ... cuiiiieiteeieeiesteete e e ste et e st e steete s s e steeaesseesreessesseesseeseesseessaeneennes 39
O S 1o | - (0] €= ST RRTOPPR 39
4.2 ANCCEPTANCE ..ttt b ettt et b et b et e e et nnes 40

5. Submitting the OOC Form and Obtaining a Receipt of Transaction .............cccccceeverueenee. 41
51  How to Share Transactions with Other eDEP USEIS.........ccccoovreniiieniiieniiieieens 41
5.2  Submit OOC FOrm to MAaSSDEP ........ccccccoiiiiiiiiiiei e 44
ST T o (=] | ) SR 45
5.4  Printing and Saving Your Order of Conditions............cccooveienieninicnin e 46
55  Using the Private NOte FEATUIE..........cccveiveieeieee e 49
5.6  The SNOW FIlter FEAUIE ........ciieiiiiie ettt e 51
5.7  Who to Contact t0 Get HEIP ..c.vveveieieciee et 52



1. Registration

1.1 Your eDEP Account

Introduction
The eDEP process enables online filing with MassDEP from its web site at https://edep.dep.mass.gov.

This document provides general instructions to file electronically a Order of Conditions (OOC). Refer
to the individual form-specific document for detailed Instructions,

To use eDEP, set up an account as follows:

> From the eDEP homepage, read the eDEP Requirements;

> If you satisfy these requirements, create an account as a New User.

> Creating your account takes only a few minutes and allows secure access to eDEP.
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Your eDEP Account (cont)

Complete all required fields identified with red asterisks (*).
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After completing all required fields, review and agree to the eDEP Terms and Conditions.
~Back to TOC

1.2 Proof of Identity

What is Proof of Identity?

Proof of Identity is a process used in eDEP to verify the identity of individuals who need to secure
access to Orders of Conditions (OOCs) and Orders of Resource Area Delineation (ORADs) for issuing
Wetlands Permits; and/or to obtain Administrative Privileges (explained below) for conservation
commissions, businesses, and organizations.

Proof of Identity Approval is not required for applicants who wish to access or submit a
Notice of Intent (NOI) or Abbreviated Notice of Resource Area Delineation (ANRAD) form
to MassDEP except if you are requesting administrative privileges.



1.3 Administrative Privileges

What are Administrative Privileges?

Administrative privileges are optional rather than required for using eDEP forms. Individuals may
obtain administrative privileges for a conservation commission, business, or organization by
submitting a notarized Proof of Identity form for approval to MassDEP. The administrator for a
consulting firm might be the president or other corporate officer. An Administrator for a conservation
commission might be the Agent or Chair. An Administrator can affiliate other eDEP users with their
company or organization and specify a time period during which the affiliation is valid. See below for
information on Affiliations.

How to Obtain Proof of ID Approval for Administrative Privileges for Your Company?
To request Proof of Identity approval for administrative privileges, follow the steps below.
Once registered for eDEP, select “Proof of Identity” from the pull down menu under “My Profile”.
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On the page that comes up, Click the box next to “Apply for Administrative Privileges.”
Enter your business Tax ID Number “TIN” and your “Business Name” in the fields provided.
Click “Apply”
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Click the “Print” button at the bottom of the next page. This is your receipt that you will need to sign
and mail into MassDEP at the address written at the top of the page. Within approximately 48 hours of
when MassDEP receives the signed document, you will receive your approval by email.
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1.4 Affiliation

How does an Affiliation work?

An Affiliation 1) allows the users to file in eDEP as representatives of your organization, and 2) gives
you access to view any forms that they start on behalf of your organization. To affiliate other users
with or in your organization, you must therefore first establish a Proof of Identity and Administrative
Privileges.

To affiliate a user, as administrator you should first obtain the user’s eDEP nickname. An

administrator establishes affiliation through the eDEP ‘Share Business’ page. The Administrator can

access the “‘Share Business’ page and establish affiliations by following this path;

Click “Log In”

v Select “My Profile”

v Click “Manage my organization”

v Select “Add“ button and provide the nickname of the user that you are affiliating. Then indicate the
privileges you want the user to have by picking either Employee/Agent or Administrator as their
role.

AN

1.5 Goto My EDEP

The eDEP process enables online filing with the department from its web site at
https://edep.dep.mass.gov.

This document provides general instructions to file electronically an Order of Conditions
(00C).

These instructions assume that you represent a conservation commission and have already
registered with eDEP and received Proof of Identity approval from the eDEP Manager. If you



have NOT registered go to https://edep.dep.mass.gov/DEPLogin.aspx and follow the
instructions. The process is also described above in sections 1.2, 1.3 and 1.4.

Log into your eDEP account and go to My eDEP. From the menu at the top of the page select
“FORMS - Wetlands”.

1.6 Select Wetlands Forms

Log into your eDEP account and go to My eDEP. From the menu at the top of the
page select “FORMS — Wetlands”.
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1.7 Start Transaction for an Order of Conditions

In the Wetland Forms page select WPA Form 5 — OOC by pressing the START
TRANSACTION button.
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The Order of Conditions form cannot be accessed unless eDEP has received a request for
Proof of Identity and an email approval from eDEP has been issued. If you have not already
received a Proof of Identity form approval, you will need to do so at this time.

If you have not applied for Proof of Identity the buttons for the Order of Conditions (OOC)
and Order of Resource Area Delineation (ORAD) will show “PROOF” and not “START
TRANSACTION”. If you have submitted a Proof of Identity form and it has not yet been
approved by MassDEP then the OOC and ORAD buttons will show “PENDING” and not
“START TRANSACTION?”. Select “START TRANSACTION” for the OOC or ORAD if
the buttons are available to you.



Enter NOI File Number to begin the Order of Conditions that you want to complete and press
“SEARCH?” button.
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The search will show the address of the NOI File Number entered. Check the box to the left of
“THIS INFORMATION IS CORRECT” to verify that the address/facility information is the
location that you are completing the Order of Conditions for and then press the “NEXT”

button.
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1.7.1 Blank Signature Page

Many Commissions have developed routines for writing an Order of Conditions that allow them to
meet both the statutory time frame for issuing an Order of Conditions and the Con Com meeting
schedules. This routine involves taking a blank copy of the Signature page to be signed at the
Conservation Commission at the meeting where special conditions are deliberated by the Commission
and then finishing the Order after the meeting in preparation for issuing the Order. To generate a
blank Signature page with no issuance date for Commissioners to sign at a meeting, follow the steps
below.

v Open an OOC form by filling in the DEP file number as shown above. The Order of Conditions
form will be pre-populated with data from the Notice of Intent. You can fill in the OOC form with
additional information or not as needed. Do not run the error check function.

v Press the SAVE button on the top menu bar. The date of issuance field does not need to be filled
out and will not pre-populate the signature page.

v After saving the semi-completed form, press the EXIT button on the top menu bar to return to the
TRANSACTION OVERVIEW page.

v In the TRANSACTION OVERVIEW page, select the “Print Transaction” button. This will put you in
the “Download to Print” page. Alternatively, you can return to “My eDEP” space and select
download on the right side of the OOC form.

v In the “Download to Print” page, select the “Download” button and if a security questions arises
click YES to display any non-secure items.

v A PDF copy of the OOC form will appear. Click the PRINT icon on the menu bar at the top of the
PDF file and select the Signature page to print.

This process will give you a blank signature page without a date of issuance on the signature page.
After the Con Com meeting when the Commission has signed the form, the individual can then go
back into the semi-completed form and finish the process. If the Order is an Amended Order of
Conditions, the date of the original OOC will be pre-populated on the signature page.

~Back to TOC

2. Filling Out the Order of Conditions (OOC) Form

eDEP will locate the Notice of Intent (NOI) that you verified in the previous step and
pre-populates the Order of Conditions (OOC) form with data from that NOI to save you the
time of re-typing all the information. It will include resource area impact data as well as
information about the project location and applicant. You must to provide information that is
not available on the Notice of Intent form or does not automatically pre-populate into the
Order of Conditions.

2.1 OOC Form: Section A — General Information

Item 1: Conservation Commission — eDEP pre-populates this information from the NOI
form.

Item 2: Issuance - Check the box next to OOC if you are filling in the original Order of
Conditions to be signed by the Conservation Commission.*

*NOTE: If an Order of Conditions has previously been submitted to MassDEP for the NOI
file number shown at the top of the form, then Item 2 is automatically pre-populated with a
check in the box to the left of “Amended OOC”. This cannot be changed.

Item 3: Applicant Details — This section is pre-populated with information from the NOI.



Item 4: Property Owner - If the applicant address is the same as the property owner address
press the blue bar on the right of the form. The form will automatically fill in the appropriate
information. You will still need to fill in the first and last names. If the Property Owner is not
the Applicant — type in sections 4a to g.
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Item 5: Project Location — The Street Address, City/Town, and the Zip Code are pre-
populated from the NOI form. If the zip code is not pre-populated, make sure you put the zip
code. It will help you find the latitude and longitude for the project. You will need to fill in
the Assessors map and parcel information. To view the project location and associated
wetland related information on the GIS aerial photo, press the “VIEW MAP” button to the
right.

If you do not have the latitude and longitude you can use the “VIEW MAP” tool to access and
download it into the form. Note: the latitude and longitude is required to be entered in State
Coordinates and NOT degrees/minutes/seconds. In order to determine the State Coordinate
latitude and longitude, or convert from degrees/minutes/seconds, click on the “View Map” to
locate the project and the associated coordinates. Make sure that you complete the project
location address and assessor’s information in Item 5a to d. Then Click “VIEW MAP”. For
details about how to use the Map Viewer, see Chapter 2, Section 2.1 (page xXxx).
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Item 6: Property Recorded at the Registry of Deeds — Select the County Registry (not just the
county name) in which the property resides from the drop-down menu and fill in the related
Book and Page or Certificate information. If more than one book and page is needed, press
the NEW ROW button to add rows as needed.

Item 7: Dates — Fill in the date on which:
a. the NOI was filed,
b. the date that the public hearing closed, and
c. the date of issuance for the Order*.

*Note: the “Date of Issuance” box at 7(c) should reflect the date the form (be it an Order of
Conditions or an Amended Order of Conditions) is issued.

4. Progert Owner

Click here to clear the Property Owmer Adoress
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Item 8: Final Approved Plans and Other Documents — Press the blue button to the left
ADD PLAN TITLES in this section. eDEP will expand the form to provide space to fill in
the plan title, the name of the person who prepared and signed the plans, and the revision date
and scale of the final plan that your commission approved.

11



Additional rows can be added by pressing NEW ROW or removed as needed by pressing
DELETE ROW.
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Press the SAVE button on the menu at the top of the page and then Press NEXT to move on
to Section B.

"Back to TOC
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2.1.1 Blank Signature Page

2.1.2 OOC Form: Section A (Item 5 e and f) — General Information,
Map Viewer

If a Notice of Intent was submitted electronically to eDEP, the information in Items 5a to 5f

will automatically pre-populate your Order of Conditions. However, a conservation

commission reviewing the project may find that there are discrepancies in identifying the

project location and the Map Viewer tool will be useful in making corrections.

To view the project location and wetland-related information on a GIS aerial photo, press the
“VIEW MAP” button to the right.

The GIS Locator Map Viewer will pop up showing the area of the project location that was
provided in Item 5a to d. Click the cursor at the center of the location for your project site.
Some residences have street numbers to help you get the correct bearing on the project
location.
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A red dot will appear where you click your cursor that identifies the project location. The latitude and

longitude will then appear above the question, ”"What are you locating with your point?” on the upper
left side of the map.
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The dropdown menu on the left side of the screen that is under the question, “WHAT ARE YOU
LOCATING WITH YOUR POINT?”, gives you four options to select; (1) a point at the center of
the project activity; (2) one point along a linear project; (3) one of multiple locations under one NOI;
or (4) other. Select the appropriate one for your project location. If you are uncertain, you may want to
select “THE CENTER OF PROJECT ACTIVITY” as a default.
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The “ESTIMATED HORIZONTAL ACCURACY™ button identifies the approximate level of
accuracy of pinpointing the project location that you select. For example, if you select a particular
residence, and the accuracy of the point is 100 feet, then you are indicating that the project location for
the activity is within 100 feet of the point selected (the red dot).
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The Blue Button to the left of the “LEGEND?” that says, “DATA LAYER +” allows you to view the
different layers such as the location of Title 5 Setbacks, NHESP Certified Vernal Pools, estimated

location of wetlands, etc. Click on the plus sign (+) to view the menu and you can select the overlays
you wish to view as they relate to the project location. Click the minus sign (-) to minimize the menu.
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Selecting the “HELP” Link will give you additional instructions on how to use the GIS Locator Map
page.
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The pop up menu provides a table of contents to optimally use the features of the Map Viewer.
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If you click the “RESET THE MAP TO FULL EXTENT” button you will get a large scale regional
view perspective of the project location. If you wish to go back to your last map click the Red Arrow
under “HISTORY™. You can also use the forward arrow to review the full extent map view again.
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When you are satisfied with the correct selection of your project location point, click “Update Form”
to have the project location’s latitude and longitude that was identified by the red dot automatically
populate your Order of Conditions form. Click “OK” when the Microsoft Explorer Window asks you
to, “PLEASE CONFIRM YOU WANT THE LAT/LONG VALUE REPORTED BACK TO THE
FORM...”
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2.2 0OO0OC Form: Section B - Findings

Several items on the OOC form contain language that is not visible initially on the
screen. To view the additional language click on the link at the end of the sentence that reads

(click here to view additional language). eDEP will expand the box to show the related
language.

The additional language is always included when the Order of Conditions is printed whether
or not the additional language is displayed online on your screen.

WPA Form 5 - 00C - Trensection #211414
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Item 1: Findings pursuant to the Massachusetts Wetlands Protection Act
Check all of the interests being protected by wetland resources referenced in this OOC.
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Item 2: Findings — Commission hereby finds the project, as proposed, is....
Select any of the choices “Approved subject to:” or “Denied because” by checking the box
to the left of the Commission’s decision.
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Item 3: Buffer Zone Only
If the project has no wetland resource area impacts and is in the Buffer Zone only, check the

box in Item 3 and enter the shortest distance, in linear feet, between the limit of the project
disturbance and any wetland resource area. Skip the Resource Area Impacts, inland and
coastal, Items 4-21 and go to ltem 22.
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Items 4-21: Resource Area Impacts

Check the box to the left of each resource area impacted by the project and enter the extent of
the alteration and replacement that the applicant proposed as well as the extent of alteration
and replacement that the Commission is permitting in the associated data fields.

Note: Some of the information will be automatically populated from the NOI submission. As
a representative for your conservation commission you can modify the information or just add
the permitted numbers.

Items (4-9): Inland Resource Area Impacts
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Items (10-21): Coastal Resource Area Impacts
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Item 22: Restoration Enhancement (For Approvals Only)
If the project is for the purpose of restoring or enhancing a wetland resource area click on the

box to the left of “Restoration/Replacement (For Approvals Only)” and fill in the square feet
of bordering vegetated wetland or salt marsh that is being restored/replaced from the Notice
of Intent form Section B.2.b (bordering vegetated wetland) or B.3.h (salt marsh).
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Item 23: Stream Crossings
If the project involves either new stream crossings or replacement of existing stream

crossings, check the box in the upper left portion of item 23 and then fill in the number of new
stream crossings in field 23-a. or the number of replacement stream crossings in data field 23-

b.
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Press the SAVE button on the menu at the top of the page and then Press NEXT to move on

to Section C.
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2.3 OOC Form: Section C — General Conditions Under the WPA

Section C of the Order of Conditions includes the State General Conditions and the
means to define the Special Conditions for each Order by selecting possible conditions from a
“Special Conditions Pick-list” or writing your own conditions.

Condition 1: The MassDEP General Conditions have not changed and can be viewed in full
by selecting the (click here to view additional language).

Condition 19: Indicate if the project (1) “is” or (2) “is not” subject to stormwater standards
by checking one of the boxes nestled within the text of the condition.

If the project is subject to stormwater standards, then by clicking (1) “is”, eDEP automatically
inserts a subset of Condition 19 that includes 19-a. thru 19-1. These are the MassDEP General
Conditions for stormwater.

You can type your special conditions in the space provided. eDEP also provides a “Pick List”

of Special Conditions that you can use to create your OOC. Press the CHOOSE
CONDITIONS button to begin creating your list of special conditions for the OOC.
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Special _I

Condiions
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When you press the CHOOSE CONDITIONS button a new window pops-up containing the
list of conditions that are available for you to use. Alternatively you can write your own
conditions by placing the cursor in the box and typing in the text of your own conditions.

To use the “Pick List” list begin by selecting a “Category” of Special Conditions from the
pull-down menu at the top of the pop-up page and pressing GO. eDEP will display a list of
conditions relating to the category you selected. For example, select the category “During
Construction” and then press GO.

Tatcgary]

_lunru; Canmncting - | -?c_l(‘—|

Candiim

Adminizratue and Fraz edurs) Rzjquiemerts

Prre Zaazstnactian £d
0
Ske Slaudizalion Requitereris =
Plozzenenl of Risrsp Smbarkeaanly
Snire Ranieal
Diztwaler ey
Larariging
Hagqueane et Ine ok WaHtin Sank (relan) Jall propacks)
Requiercrts for on Wilkin Dank (rland) eroedded cobets, srch cobeds, breces)
Compliance Wovtzing Regarzments
Somerng Yegeloted Ye'zland Replzoomen Areaiz) Foosrzmenls
Riverfom Area Riestorztio and Miigmion of Frevious w Deseloped Rivedror: Area
Rexrfonl Smws Resiortion, Regicslior andfor Miligalion Per 0 CHROIDEELL S a, and .
Complignee VU baszachusells Haloal HerLags sod Sodanyersd Specivs Pogearen Soverzs Allac] Daierrstion
ikdlifa Fabilat Protechor e
camplianza @ik e azsliFRE Sleen-sta Managameet Policy L
rlizalarend = Landlinns frdec
Afar Cansinesiny In Papaluty Cancilians
e Version o Perpetual Condifions
-

eDEP responds by presenting a list of 15 possible conditions to choose from. These are
conditions that are designed to address site conditions and wetlands protection during
construction. To select individual conditions from the list, click on the box to the left of the
text for the condition.

Ctatngery] Do Consinchion = |

andkons

Thim freder mpmcifisellye peohisics angy mccaoveors, an dedined ac 220 OFR 23.04, aches
LEAE EnaT EpeaificnllT Auchoyd zed Py nh
AEEsA)r BaRK [310 O LC.E40E0] OF WlLh CEOEE 1N YEsEraLel el lagd [ 310 CER 10,88
137] 8z aithin Lond Uoder Matso Bodioo Maiicrwayd (310 oNN 10,26(2)] or witkin
Pordzscing Dand SFubjest o Floadiog [313 SOF 1C.27025 (a1] o vithic IFglazasd Land

[ [3ebamEs 23 Fiamdizg [3LC CHR 10.57(2) [31) S richia EiveEfrons krma [313 CER 1088031
m8 celines=sd cn tha plan(s) 5f cecord and cansccnssd on the pazcal in Tasstion.  Any

propoEsd BCLivATY above med Bepasd Lhac describod in nhe Botios of Incens o
YrianisTional rESTArce AEeRA and ChEic Bafter Sones ma derfinsd. et 210 CHE 10,
WiZSE e Bredddsdd D &8 pedaLlv: BELErhinal 1Ok OF RUDloodllliTy OF Bn SEdsX OF
Cendibipns Spom Lhz Jopsspvatlon Cummisoicn, uwnless =ald gotivicy Ll A TnpiDor pEEipt

AEE dEnags oeufel a5 s GILEDT SEsult O LhLs prolsel. Looany del_apd resiacce acess
shall bz bhe reoponsdbllicy of Lhs applifent ko ropaics cesfoss oo poplaes,
SpdirEntmtion cf mny cesourse seea skall bo ccngidered 211l of chet wotlond area,

The conkzactcr(m) gpploved o sxeovie Esacth-meving, wrepstcablsn cepoval, depslicissn,
acdfor ootorixed wahlicls cpesmaticon mctivitis® on tha poopacty subject T3 this Ordsc
wesmt he provided mocapy of this Order pricr £ EhE SOMsMECsmant af Lny mEsh
soLivitien.  HAid SONSTAGCGE (8] TaE Ee oeid reaponaible sich the appliceac sk
PEOESCTY ATRET TOr VICLATLONA DU L GOabractoy, And may e 9eEelsct TO penalciss
[2evbebined be Lau SIS OE EEFaLlalion Tor LEose vLolal Lops,
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When you’ve checked all the conditions that you want to use in this category, click on OK at
the bottom of the page. eDEP will automatically insert these conditions in your OOC form.

Aoy 211l wsed in popREITicon with This proizet shall be cleawn fill. any £1l1l shell sontaln no trash, -1}
reivze, rubbish, o d=kcis, dncludiag oat oot limdted To lwdosc, kriloks, plaster, wics, lath, paper; -
cacclzaard, plpe, T , Aa=mhes, refrigermtIce, wWOtor wehlcoles, OC [arts of any of the Zoregolng.

6|
Ll i M
Opor completion of che project, Lhe applis=sec ahall aubmic oick chodc reqoean Tor @ Sorcificate orf |
Compliance, an affidorvic preparcd by o peofocssianal enginccr or land gurveyor regiscored in the -
Cowenznwealth of Amssorkvzetts, sStatiwng chac the gite has beew f#zwvslaped in aceprdness with the ;
ceovirsuents of thiz yooder of Comditions and the referencsd itz plans.

|
L) ii ¥

You can then GO to a different CATEGORY, for example, “Bordering Vegetated Wetland
Replacement Area Requirements”, select conditions from the list that eDEP displays for that
category and click OK again. Continue to select conditions until you have created a set of
special condition that apply to the project, the site, and that you want to include in your OOC.

Catemory (SR

Coditora:

Th= proposed “redboratoondmibigaboon srea” hourdacy wabhon Lhe Biverfront Ares of ¥ BrookyfRiver, o=
fdzpicted om k2 plan of cecaord esmciclad “Riverfront Pescol
dsbec X, 200X =hall be gdemsrosted 1o bhe field eibh pecpscsnb monarenks=,  dathzo bharty [30) cslendsc @sys

mekal pipe) monumeEntE shall be installed alopg thiz boundscy, betwesn & Uroci/Hiver and She 1mperyious
ouefacca goooclated wick che paorecl. Theoo mobcmcnta asholl ot a wibisuvm howe o dlamctc: of or leasac fouc
O 14) inche=, =i & lengoh o2 st lem=t =ixty |G0) inche=, The =tone or COMCTeTs NoRUmMENTE =hall he =zet
PeErically fpco the auboceare, and ckall ot o @sinimum peofjecr Luelve (12] inches cbove cthe curface of cka
=picEtrate, Any requesc=d subsTitutlon of NOLUERt materisle must be ommde in ociting and sppooved in
uriling hy Che Sommiaa.on peiny Lo siopliom. Ths Jommiazion almll e moLilied gpon inatellabion of Lhe
PECHSNAnT NOLVIEnTS, aud Ce=ssrves che right co in=pect ol ApProve DU COTTect Che installmcicn.  Cuoe
L 11

long ¥iczgacian Rresm, X, MR, prepared by I =and

of the date chkat this Oefzr becowesz = Final Oedzr, at lenst X1 PCEMSLENT STOBD O COMCEDCs (aheathed in

*

Tko arca boukdod by tho monumcnts ecyulred oo Fpocial Condicion §X, oed Botweck chom and X OBrookyRivoe, o2
depilcted oo the plan|=) -f record, =hall nof D= malntaines 1N ANy DRRLSC, 10GlGHlng mo¥ing, [lanting of
mok - indigemous arnonescol plantisgs, ar any ockor activicy, a3 defimcs art 240 CER 10,04 Lecivicy, aove
chat spacifioally neces=acy and appooved by che Comnission ©0 pAlncRin the “micigation ares” as osuch.,  The
mppli L WRy aracht and @i in Dled Jeed SLaLinna, peechea, and B u=ea tnerall wildlifs cover beesh
I—I pil=s; dnsrodves plastiugs af indipg=nows spec ; and cortrpol and srmiicate aon-indigenous =peciss for the

pur e ol enh=sm:img Rhe "miliguiooon scea”, prosided Shiel Lhe Simecesion = oooli Died ol mppooves of sl
mrciaons. Thi= requirenent is ongoipngy and doe= pot end upor the corpl=cion of chi= profecc or the issunpcoe
of a Certificabe of Copplisnce, sod will be m conbinuing and perpetusl conditoon of any Cerbificate of
Cowpliance m= 13 requires ar 310 CHE 1d. 58|35 (k) .

& L

L professiopml wetland =oisntist mooc=ptable o Che Conmiz=icon shall sondwst anpusl inspecci-ons of all
Rivsrfrnnt Aren “reatorebionfmitigelion areas™. Thear inepschioma bl oceae r AO0Y,. wmid 00
pErrant, the Jcumlssion arves che Cight to peguire addiicional ssopusl inspescions until =uch time &=
Ehe "resmtorebionSmit igelion arewes” nseh bhe design ceguorsmenka spes fied in Bhe planis of record. Besed
upsh These ipzpections, the envirpbowzntal seispciat shall submilt a “Eiverfrosnt Acza Hitigacicnh Status
— IKsrart” ho th=s ~ln=e nt fusinex= nn lecembie- 537=F Nt emmch o=ar =aecs tis=d abmees. I'heme —snnrk= =h=sll. &k =

[T FUBSERT =)
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Alternately, you can either write you own conditions in combination with selecting conditions
from the “Pick List” OR you can write all of your own special conditions and select none of
the conditions from the “Pick List”.

EDEP will display all the special conditions that you have selected and/or written in the
“Special Conditions” window.

Special
Conditions

Choose Conditions

#%1 . The applicant shall hold & pre-construction measting wwith the Conservation Commession sndior its =
represerdslve, Lo review the Condlion:s of this Order Lo arsure thal iz understood and wwil be compliad wwith @

¥R 2. Prior to commencing sny aciivity onthe site, the apolicant shad sukemit tha Tollosding to the Conseryation
Commission record

o A zet of photographs degicting the project ste in pre-activiy Conction.
o A clearing plan shoswdng aress 1o b cleared and areas 1o Be el in & natural 2tate.
o A stetement signed by the applicant, cvwwner of the property and the person responsible for the

conEtriction of the prolect thet such indiidusts understand the terms and condtions a specitied Inthe Crder and
thal such persons agree bo comply with the provisions of the Wistlands Protection Act, local Bylaw /Ordinance ([
mnplicakale) andd this Order

o Final agppsoved pians, it dittarant Trom originsl plans suksmited.

FRE Individuals recuired to be at the pre-constructon sihbe visd include bt are not Bnted to, the Endossmer,
appicant, condractor and equiprend operator. 1T 5 sike montor iz reduired, that individusl shall sleo be sl the pre-
construction site visit

#dd_If arvy changes are made in the ahove-de=zcribed plan, a copy &l the =ame limes i to be s=nt to the
Department of Envirormental Profection.

#A5, The Ma=sDEP =ign must be n place st the progect sde prior o ih:lpte-nun:drmtinn mesting. Mo siogns zhall be
remlled to ive tress or othar vegetation

#&6. &l dredogng =hall be conducted in accordance with seasonal iimtstion imposed by the WS Somy Corps of
Emg@nesrs in accordance with Secton 404 of the Clean Water Act and provisions of the Programimstic General
Parmil.. This restriction may inclede, bul nol be limited Lo, spawning periocs belweean March 15 and June 15.

FRT . The remnosssd of dreddged mstarkal shall De aocomplished throuch the wee of & large SiZe dredging rig in onder
o mirimize the rumber of bucke] trips required o complete the project.

WaS. Alldredoge spoils shall be devwatered and dzpozed of St an upland locstion, of s nodcaled on the
mpproved plen

FAS. The remoessd of melerial from the river bollom shall be done in such 5 mannsr 8= (o engwes hat e
reconfigured bottom arca will ok impede or obsfruct fish migration, or inferfers with the natural flowe of the Peer.

Please be advised that some of the “Pick List” conditions will need to be edited and/or
customized after inserting the condition into the Order.

When you are satisfied with the special conditions press the SAVE button on the menu at the
top of the page and then Press NEXT to move on to Section D.
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2.4 OOC Form: Section D — Findings under Municipal Wetlands
Bylaw
Item 1: If your community has municipal wetlands bylaw or an ordinance press the “YES”

button and complete Items 2 and 3. If your community has no wetlands bylaw or ordinance,
press “NO” and proceed to the box that says "NUMBER OF SIGNATURES REQUIRED”.

crroe Check T s T
0 s far ik q
%m-'ﬂ' [. Findings Under Municipal Wetlands Bylaw or Ordipance
Soction © ;
B 1 Iz w municoalwellands aeaw o crdinance applicsatet | =] ve2S1|Ho
Sectimn D
3 [ I
E ||:|| NE=IER e prapased wark whiza cannnt be candtinned 0 reastthe standards satfanh aoa
T municipal ordinanca ar bylaw speodically:
1. Munlcipsl Drdingnce or Erlas | | Z. CHstan|
Thierelene, otk ar lbes propech rosay sol go forssed wniless and arlil @ reased Sobce of Inbanl i saborilbed
wnich prowides rneascies which @iz acequate Woomes] these slardard=s, and a Gieal Qeder of Condilions
i iggued. fulidk hra Lo Hidw
[ [} AFFROVES the proposed work, Subleci1o the Toiowing sddiional condifons necessary 1 comply wit
areunbclpal ardlaarca or hylaw
1. Murscipal Oréiaancs of Dhiaw 2. Cilstion |
k- I'he Gommission arders mal allwon: skall be pedomred inaccarcance wih e iotomng conddions and
weilh the Molice of inlent selemenced above.. . (dizk hars 2 viss sdditional lancunas’)
Choosa Condithons
- . i
Item 2:

Select Item 2a if the Commission DENIES the project under the Municipal Bylaw and the
proposed work cannot be conditioned to meet the standards of your municipal wetlands bylaw
or ordinance.

To view the additional language click on the link at the end of the sentence that reads (click
here to view additional language). eDEP will expand the box to show the related language.
To hide the additional language click on the link (click here to Hide)
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BT $EEETEE  2EETTEE T

Bacinn & —_— - ;
q—::ﬁ D. Findings Under Municipal Wetlands Bylaw or Ordinance
Sacton

ie_u;n_ 1 & a muslcigal wallands bytaw ar ardinance applicabis? El'ﬁasl O Mo

d Ihe Gonsarabon Gomimission homeky (check ena had apphes

=> a. | ] DERGES the proaused warkwdich canmol becondiborees el e stansards seliorlbm a
dnicips! oodinEace O Balse spacifioally

==> 1 Wumciaal drdinanes or Hy :m:'l | 2 coation |

Tnarefora, wark on Ml projact may nol @o st anlass and unhl 3 resized Rotlce oftatant 12 submflied
wihilih pridss Paasiras whick g aiacusie o meat mase standanta, e a Anal Orear o Condiinns
IS IS 5LRO L'_lll'.- .I:\:_F_J\.F-_ff.\u_"_

k. | |:|| APPROVES Ihe proposec sk, subgech o be follovang sddiborss! cendibors necessany lo cornp bovath
A rdnicipal erdinanc e ar bl

1 Muricipal Srdinance ar Byl |

2. cakahon |
3 The Commnlsslon ordars Bat allwark shall be peformad In sreosdsncs with Sa falloedne condifons shd
i tha Molca of et referancan aaos felids beee fo wles adedanal angisge]

Chyoose Cordithons

For Item 2(a)(1) specify the details of your Municipal Wetlands Protection Bylaw and/or text
of the bylaw or ordinance that the proposed work standards would not meet.

TS BTN 2 ETEE T

Emt, 2 D. Findings Under Municipal Wetlands Bylaw or Ordinance
ECLION
Section PR

. 1. Iz amunicioal wetlznds bdsw or ordinance applicable? | [ Yes || Mo
Section [

I TheConzenaion CommIzson hareby (ha o ane Mhat apalia £,

=> a. | | DEMIES the proposed weork venic i Cannot be conditioned 10 meat the standards satfofh ina
municipal ardinance of bdawe specmically.

I:> 1. Wunicioal Ordinance ar Bylaw| | 2 Citatian |

Thererore, work on this project may ot go forsard unless and untl a revised MNotice of Intent 15 submitted
wehich orovides measures which are adaguate o meet these standards, and a final Drder of Conditlons
15 Izsued. [dick hare to Hids)

b. ||:|| APPROVES the progosed wiork, subject Lo te foliowing addifonal congiions nacessary 1o comply with
a3 runicipal ardinance ar bylaw.

1. Muricipal Grdinance or Bdaw | |z coation |

Then complete 2(a)(2) to give the citation of the bylaw and ordinance described in 2(a)(1). If
the work can meet the bylaw or ordinance with minor changes, your commission may

recommend that the applicant submit an amended NOI with proposed work that can be
approvable.
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Eror Check

Sacbion &
Seclion 8
Seclion &
Sect

| — > a I@ DEMIES the proposed waork which cannot be condibioned to meet the standards set forth in &

D. Findings Under Municipal Wetlands Bylaw or Ordinance

1. Is amuniciaal wallands bylaw of ondinance apalicable? || ves| | Mo

2. The Conservabon Commission hereby [check one that applies]:

municipal ardinance or tylaw specifically:

1. Municipal Ordinance or Elg.da'q'nrl 2. Citali nni <=

Therefare, wark on this project may not go forward unless and uniil a revized Nolice of Intent is submitled

wehich prowide s maasdres which are adeguate o meet these standards, and & Tnal Order of Conditons
is isgued. telids hare to Hide| <mmmmmml

b |g| AFPFROVES thie proposed weark, subject to the frollawing addalanal condition s necessan 10 comohd with
a municipal ordinance or bylaw:

1. Municizal Deginance or Bylaw | | 2 C‘i‘ts1i|:|."t| |
K| The Commission arders that all wark shall be pedformed in aceordance with the following conddions and
with the Molice of Inkanl referanced abdwe, . (clids here to view addizonal langquage]

Item 2b: Select Item 2b if the proposed work can be conditioned under the Municipal
Wetlands Bylaw and fill in the detail information about your local bylaw.

BT B $2EDEE T

Saction A
Bection B
Section
Section [

> MPPROVES the proposed sok, ubjeet to the fallowdng addifional condibions necessan o comshwib

D. Findings Under Municipal Wetlands Bylaw or Ordinance

1. Isa municipal webande bylaw or ordinance applicatle? || ves| [ ne

2. The Canseralion Cormmission hareby check one thal spplies).

a. |[[]| DEMIES the proposed warkwhich cannot be conditioned to mestthe standards setforth in 2
) municipal ordinance or bdas specilicaly:

1. Wunicipal Grdinance or Byl | | 2. citation

Thierafone, wark on this profect mray not 9o fervard unlass and untll 3 redsed Notice of Intert 12 submitted
which provides messures,, (clich hers ko view additional language)

& municipzl ardinance ar byl

3 The Commission orders that al work shall be pefarmed in accardance wath the following conddions and

sl the MoLicE of Intent referenced abpove...... click_here b piaw addibznal language]
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Item 3: eDEP provides the same capability to choose Special Conditions for your Local By-
law as it does for the Special Conditions under the State Statute. You can either type your
Special Conditions into the space provided and/or select from the “Conditions Pick List” by

pressing the CHOOSE CONDITIONS button.

=2 Thiz Cormerission orders hal all works stall be perfarmed in accordsnce wilk e Dilowing conddions and
with the hlotice ofintent referenced above. ... (elich hasrs bo wisw add ibion el Lengoegs]
Sl | choos: Conditions
| seechl El
Candifione I B .
Fﬂn apedal ©
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To use the “Pick List” list begin by selecting a “Category’ of Special Conditions from the
pull-down menu at the top of the pop-up page and pressing GO. eDEP will display a list of
conditions relating to the category you selected.

For example, select the category “During Construction” and then press GO.

CMPEGW.DL'nng Caonatruction "': | REL

Fimdings:
Canditons|Administrative and Procedural Reguirerments
Pre-Construction

—

Canng Constichion

Site Slabihzation Requiramanis
Placeamani of Riprap Embankments

Snow Ramoval

Diewstering

Dredging

Requiramanta for Wiark YWithin Bank (nlend) [all projects)

Requiements for Work YWithen Bank {ntand) (embedded cubers, ach cubens, bndges)
Compliance Wonitoring Requirermnents

Baordaring Yegetated ¥Watland Heplacement Areals) Reguirements

Riwerfront Ares Restoration and Mitigstion of Previously Developed Fradrant Area *
Rivetfront Area Restoration, Replication andfar hitigstion Per 310 CWR 10.58(410d) 8. and o

Carnplience YWith Mazsachusetts batural Heritage and Endangered Species Program Adverae Affact Determination =
wildtifie Habilal Pratection s
Commpliance with tha MassDEP's Slemesater Management Policy &
Miscellansous Conditions roex
After Constructions In Pampeiudy Conditions
WACE Wersion of Penastusl Conddions
L
< *

eDEP responds by presenting a list of possible conditions to choose from in this category. In
this example, the conditions are designed to address site conditions and wetlands protection

“During Construction”. To select individual conditions from the list, click on the box to the
left of the text for the condition.

¥

Cale‘gu:y.lﬁurlr\-g Canstaicting w [ &En ]

Semditons Thiz Order specitically prohibibs any AcHivity, as detined st 510 CAK 10,04, othec 3
chan that specifdically suthorized by this Ords=r, on & (hoose all SppEcprisce CesSDUECE | o
Areas) : FBank (310 CHR I0.532 (2] nr wibkhis Socdercing Yegetated Pebland (310 CER I0.55 - —
1211 or wichin Land Unde=r Wacer Dodies ancd Uaterwsay= [J10 CAR 10.56|2)] cr wichin
Bordering Lend Subject o Ploodiang (3510 OAR A0.ET(2) (il or within Tsolaved Land
:> O Sukjemct o Flooding [J310 CHE 10,.3537(2) (b)] or within Aiwerfront Are=sa [J110 CHER 10.20(2]]

oo dolincoccd on the ploando) of rocord and demorcatod ob che poarcsl ik gquoscion. Any
propo=sd activity abowve and heyond bLhat described in Bh= Bokise of Inkent withain
Jueisdicrional respurce aress and their Buffer Iones (as defined at 310 CHE LD.D4)
el ke prsiceded By on gl iee Delecmiaatoon aof Applicabn Diky or oan Oeder sl

Conditicns Zrom che Conservatlon Coumission, unless saild activicy 1T A “WinDr exempo e
&1 - R i FeXCS 2 = | &=

Ang damage cau=el m= s direct re=sult of this projsct o Aany wetland Ce=0uUCCE AD=sE
ahkall be the responsikbilicy of che applicanr tao reoepalyr, rzacare oF Feploce. -
SedimeEntabion 0f sny re=nucce scres =hi=ll o be consideced P10l oF Bhat owet land sces., -

3 il | £l

The Contractor |=) ewployed ©o execute sartl-Toowving, VeEFsTATIon Cemoval, demoliticn,
andys/or motoricod vohiclce oporotlon accivicica on cho propoocy subjeost to chiso dedor =
=t be provicec s copy of bhiz Drdec prios o bhe commencenent of sny =such

accivicies. £ald contractor (=) may be held responsible with che applicant and

properhy caner for windsbions by Rhe confracior, swd omaw b oaub el ko peres b e

il auchorized by lar andfor regulation for Those violations.

%
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When you’ve checked all the conditions that you want to use in this category, click on OK at
the bottom of the page. eDEP will automatically insert these conditions in your OOC form.

Any 24111 we=d is coma=cocion oithk chi= projecc =hall be clean £11l. Aay £111l =hall coctaln no trcash, L
rzfvae, eubizish, of dzbeis, tneluding but not limited to Luesber, beileks, plastee, wiee, 1lotk, papar, -
carchoard, pipe, Lices, aoboo, celcigeEatcrs, smotdr wvehiclea, or pecsd of any of che Coresoug. |
[
o8 |
LS i |
Jpok ezwplericn -f chz projeet, the mpplicasc zhall suawit wich chelr regquazac for a Cercificatzs of A |
Conplianes, ap wifldevic spepaced by o profeaaional eogiceee oo lacd dueveyor segeatered Lo Lhe = |
camrmamieEs lnh mo Passmschosebhe, shebieg ik bEne =ihe Gax bBesnodeve ) omed 1mosccordsncs o1tk She -
sequir=rents of chis  LOrdsr of Conditions and the cefsrence=d site plane,
Il
w |

|~

—

You can then GO to a different CATEGORY, for example, “Bordering Vegetated Wetland
Replacement Area Requirements”, select conditions from the list that eDEP displays for that
category and click OK again. Continue to select conditions until you have created a set of
special condition that apply to the project, the site, and that you want to include in your OOC.

:> Cabemery

Orndtany

The propossd “rescoraticnsritigecicn ares” Goupdscy within the Sivecfronc dcsa of X Crook/Rivesr, ==
Hepicked on bbs plen of reccrd sckibled "Rivecirost BeskorstiongHibigesicn ices, X, BAY, Srepased By ¥ mnd
dered I, 230X shall Ko dseapeasad La the fizld with poismnont monumsats.  Witkie chicty (300 calendac doys
AT Em dmme RbEaR BEhim Seder hecarse s Fimml Order, at Isame ¥ (%) pecranenk stoce o conocers [sheanhed i
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Alternately, you can a) write your own conditions in combination with selecting conditions
from the “Pick List”; b) write all of your own special conditions and select none of the
conditions from the “Pick List” or ¢) you can also cut and paste conditions that you like to use
from other Orders of Conditions.

eDEP will display all the special conditions that you have selected and/or written in the
“Special Conditions” window.

Please be advised that some of the “Pick List” conditions will need to be edited and/or
customized after inserting the condition into the Order.
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l:> Conditions represemialive, o revdeer e Cordtions of thes Srder fo ensure el s undersiood and el be compled wih [
2. Prior to commencing any activity on the sit=, the sppicant shall submit the folowing to ibe Conservation
Zommission record:

(a] A =et of photographs depicling the project ste in pre-activity condtion
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When you are sa.t.i“si‘i.éd \)\)ith t-hé.sp.eéial (.:(.)ridi.ti.o.ns, enter fhe nﬂmber of signatures that are
required for a valid OOC and then press the SAVE button on the menu at the top of the page.

2.5 How “Error Check & Next” Buttons Work
If you believe that you have completed the form, Press the ERROR CHECK & NEXT button.

How the “Error Check” and “Error Check & Next” buttons work

EDEP will check the OOC form to ensure that it is filled out correctly and display any errors
that are found at the bottom of the page in RED. To check the form for errors and proceed to the
next step in the OOC process select either the ERROR CHECK & NEXT button in the bottom right
hand corner of the Form Section D or the ERROR CHECK button on the menu across the top of the
OOC Form. If the form has errors, they will be listed at the bottom of the screen in RED. By
selecting each underlined error in RED you will be brought to the place in a particular section to make
the corrections. All errors must be corrected before you can move on to signing the OOC. You can
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check for errors as often as you like. Click the ERROR CHECK button to update and show only
the remaining errors.

Mo, of
> | stemres [
raaiiran
Mk A Spnshines lnwen )
Frenr Massaigs [Below ara links whars amons) sccurrad)] Saciion Hams Mhascxipion
A ranpomer Fe Bhis guanlion is csgircad im on ded To comlinas. Aeclian & ARAREENE MapiFlal &
Seclian A Pariainl ¥

Arssponge o thie guestion 13 required n erder 1o centings, Sevlion D MO GF SIGNATIRES

1 WPA Form 5 - CEH. - Traneapioan 8071405 - Wicrasall Infernst Explarer

s B W Favdkss Took el
s @ (o] @ e e @S- WL B
Ecicrmat ] bty (Vmapd e Wl W S PRI Do e - ﬂﬁ! s |

A
% DEP Waxe IR & Ordres Fibap Sudam

WFA Farm 5 - 00C - Transaction B21147T

aasy EIZEEE  EETEN 42 EETEE 0 EETEE

FivAT B. Findings

Srchian B

Bk T i v L 1 T o i 9 o W B e P DA 8 B

gectonl
Falowarg T iy’ of e S s deg-odleras cid Kot of ot aid Badad Sn T o Kimelen proveki = in this
anpdaaion Fohich #igisg b s i fedd i

ide byt yse shbges ey

When the form is error free, selecting ERROR CHECK or ERROR CHECK & NEXT will send you
directly to the Transaction Overview page. Select NEXT to move on to Section E, the signatures
page.
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3. Attach File Function

EDEP accepts all related OOC documents as electronic attachments in any of several standard
desktop formats including xIs, doc, xml, txt, xsl, jpeg, jpg, rtf, pdf, html, gif, tiff, zip. Electronic
attachments to MassDEP can be sent as 1) attachments to the original OOC form, 2) as email
attachments after the OOC form has been submitted, and 3) on a CD or as a paper copy that is mailed
by U.S. Postal Service to the appropriate MassDEP regional office.

3.1 Electronic Attachments to the Original OOC Form Submittal

This is the most efficient option and what MassDEP recommends. There is a single file size limit of 30
Mega Bytes per file (zipped or unzipped) but you can attach as many files as you wish. The step by
step instructions with images detailing how to add attachments are provided below.

To Attach File(s) on the OOC form click the ATTACH FILES button with the green arrow
underneath the word on the Transaction Overview page. Answer YES or NO for the question
that asks “Will you attach or mail any (additional) files for this transaction?”

If you select YES, eDEP will provide a Browser that allows you to select files from your
desktop. Browse to the file you want to attach and double click on the file. EDEP will enter
the file into Window 2. In window 1 enter a brief description or title for the file.

Press CONFIRM for each file that you locate with the Browser to include the file in a list that
eDEP creates at the bottom of the page. If you have correctly attached the file, it will be listed
under “Confirmed Attachment Mailings™ Each file is limited to 30 megabytes. See above
for detailed information on the size and type of attachments that are accepted by eDEP.
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Continue to attach additional files one at a time and click CONFIRM to ensure that each file has been
attached. Click CLEAR if you want to remove a file attachment after you browse. Under the
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“Confirmed Attachment Mailings” heading you can either VIEW or REMOVE each attachment by
clicking the underlined word (link) for each action.
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Select the box on the left side of the “CHECK TO INDICATE THAT YOU WILL SEND BY MAIL”
if you plan to send a CD or hard copy of additional attachments to the appropriate MassDEP regional
office. If you check the box that indicates you will be mailing attachments, enter a description or title
for the file in Box 1. You do not need to put any information into box 2 if you are mailing the
attachments. Make sure that you include the NOI Transaction Number and the MassDEP File Number
when you mail the attachments. You can attach files to the OOC and send additional attachments by
U.S. Postal mail, if necessary. Once you have finished attaching your files, click NEXT to proceed to
the TRANSACTION OVERVIEW page.
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On the TRANSACTION OVERVIEW page make sure that the “email confirmation” box
has the correct email address for receiving confirmation of your transaction when you submit
your OOC. In the box below add any additional email address (es) for individuals or groups
(including applicant) that you want to receive confirmation that the OOC has been submitted.
Click SUBMIT and you will proceed to the RECEIPT page. Print a copy of your receipt for
your records so that you can reference the eDEP Transaction ID Number and or the MassDEP
File Number (used for wetlands projects).
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3.2 Email Attachments After OOC Form Has Been Submitted

The attachment file size for email is limited to 5 Mega Bytes total per email (zipped or unzipped). The
email should reference the MassDEP File Number and associated NOI Transaction Number issued by
eDEP. Both numbers can be found on the upper right hand corner of every page of the OOC form.
Another option is to email the files to the appropriate regional office at the following addresses:

MassDEP Region email Address

Central Region: CERO_NOI@state.ma.us
Northeast Region: NERO NOIl@state.ma.us
Southeast Region: SERO_NOI@state.ma.us
Western Region: WERO_NOl@state.ma.us

Please make sure that the NOI transaction number and the MassDEP file number is on your email
subject line so that MassDEP staff can route the documents to the correct NOI filing.

3.3 Documents Sent by U.S. Postal Service

A CD or paper copy can be mailed by U.S. Post to the appropriate MassDEP’s regional office. Please
make sure to include a cop of your NOI Receipt or that the NOI transaction number and the MassDEP
file number is included so that MassDEP staff can route the documents to the correct NOI filing.

3.4 Attachment File Limitations

eDEP cannot accept any single file that is greater than 30 Mbytes in size. If an individual file
in excess of 30 Mbytes is detected, an error is generated.

If one or more of the files is greater than 30 MB, check the box that indicates you will send by
mail. Fill in the title or description in Window 1. No information is required to be entered
into Window 2 for files that are being mailed to MassDEP. Then click the Confirm button
and the browse box will automatically populate with the note that the file will be send by
mail. Select the Next button and proceed to the next step in the NOI filing process
“SIGNATURES”.

eDEP will accept files in a format that is common to our desktop: WORD (2003 version or
older versions) , Excel, Text, PDF, Jpeg, Gif, AVI, etc. ESRI and/or native CAD/CAM for
instance files are not common to our desktop and would not be "attachable" in eDEP. They
would need to be converted to PDF or some other format so MassDEP to view it.

NOTE: All files including plans can be submitted as an attachment. However, a hard copy of
the plans must also be submitted to MassDEP for projects that are subject to Stormwater or

involve wetland impacts.
"Back to TOC
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4. Signatures, Acceptance

Check the box to the left of “CERTIFICATION OF PERSON MAKING THE SUBMITTAL”
and in each box provided, enter the name of a Conservation Commissioner who was present
at the public hearing(s) and made up the majority quorum for issuing your OOC.

4.1 Signatures

EDEP does not accept the signature page unless it contains at least a quorum of signatures (as
defined in the NOI form as “Number of Required Signatures”). The number of names entered
into this Signature List can be more than the number of required signatures specified on the
NOI form as representing a quorum, but cannot be less.

The Date to the right of each Conservation Commissioner’s name is pre-populated with the
date that you complete the signature and can not be edited.
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4.2 Acceptance

You MUST check the CERTIFICATION box before choosing to accept the signatures on the
page or not. EDEP does not accept the signature page unless it contains at least a quorum of
signatures (as defined in the NOI form).

To complete the Signature section and move to the TRANSACTION OVERVIEW page and
select either “I accept’ or “I do not accept”.
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5. Submitting the OOC Form and Obtaining a Receipt of
Transaction

Once the Signatures for the OOC have been accepted, eDEP will return to the Transaction
Overview page. Note that the arrow above Signature indicates that this portion of the process
is complete and that the next and final step in the filing process is to submit the forms and
attached documents to MassDEP. Press the NEXT button to proceed.

o~ Me=sDEP Home | Contact | Feedback | Tour | Privacy Poicy

Y &
masslEs Oning FIng Syslemn
=

IkamamaasITH
Higknarne- ALICESMITH | Log osF ]

My eDEP| Forms ~ | My Profile Help

Transaction Overview Transs 211367 107 3380455 WPA Form 5 - 00C ]
% 3
Facas BHech Filas Sigrabire Subrit

Forms
[ Print Transaciion ]rDBIB:e Tranzaclion ][ Shars Tranﬁ[ Exit ]

Ermars Checked .
Validated Fill aut the following formes for this wansaction:

+ WHPA Form 5 - 00 )

___next S

WessDEF Home | Comtact | Feedback | Tour | Privacy Policy

5.1 How to Share Transactions with Other eDEP Users

There are various points in the OOC completion process that you can choose to share your
transaction. You can share your OOC transaction with other eDEP users if you have their
User Name and Nickname. When you get to the TRANSACTION OVERVIEW page after
you complete the FORMS, the ATTACHMENTS, or SIGNATURE sections, you can select
“SHARE TRANSACTION” by clicking the button.
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The SHARE SUBMITTAL screen will appear. You can then enter the User Name of the individual
that you want to share with and the Nickname of that user. You should also select the “ROLE” that
you want to give the user access to your transaction. The role can be as viewer, editor, signer or

editor/signor or owner if you wish to transfer ownership of the document.
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Enter the beginning and ending dates that you would allow your select eDEP user to have
access to your transaction. Select BACK if you forgot to add information and/or get a red
error message that explains what you need to correct. Select CAANCEL if you do not want to
share your transaction. Select ADD if you want to add the eDEP user.
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If you select the ADD button the next screen will show the user name of the person you have
chosen to share with, their nickname is in parenthesis and the role that you have allowed them

access to your transaction.
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Select ADD, EDIT or DELETE to move to proceed to the next screen.
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5.2 Submit OOC Form to MassDEP

The TRANSACTION OVERVIEW page will summarize the OOC transaction for your
review before submitting the OOC to MassDEP also will indicate that you are in your final
step to submit your document. Press the NEXT button if you are ready to proceed.
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Il\] e‘ FaseDE: Oniine Fiing Syatemn
=

UsainamazashlTH
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My eDEP| Forms ~ | My Profile Help

| Transaction Overview Tians: 211367 |07 3380455 WEA Eorm 5 - 00C ]

Fﬂ:ﬁh‘-: shizch Fil=s Signabure Submit
Forms
| Print Transaction ][iDﬂlH!E Transaction || Shars Transaction | Exit |
Emors Checked .
Validated Fill aut the following formes for this wansaction:
i WPA Farm 5 - 00G ()

Wes=DER Flome | Cortact | Feedback | Tour | Privecy Policy

An email confirmation will automatically be sent to the owner of the eDEP account. You can
request that the confirmation be sent to other persons by entering their email address in the
second window as shown in the Transaction Overview page for email confirmations.

In addition, the summary includes the DEP Transaction ID number, the date and time that the
OOC is submitted, the name of your Commission’s Town, the MassDEP file number and the
Applicant’s name.

Review the information for correctness and then press the orange SUBMIT button in the
lower right corner of the page.
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5.3 Receipt

Once the OOC forms and attachments are submitted, eDEP updates the Transaction Overview
page by formulating a Receipt for your transaction.

Press PRINT RECEIPT button at the top of the form and keep the print out for your records.
If you forward documents or additional information in the future, include a copy of this
receipt with your submittal. From this page you can either go back to the eDEP home page by
selecting My eDEP in the lower right corner or press the EXIT button at the top of the page to
end the session.
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5.4 Printing and Saving Your Order of Conditions

You can print the final version of your Order of Conditions (OOC) in Adobe PDF format
and/or save the document onto your hard drive (or other external drive) using the following
steps. You can also keep your OOCs in your on-line eDEP account without saving your
documents elsewhere.

Go to My eDEP and you will get a list of all your Transactions. Under the DOWNLOAD to

PRINT heading at the far right column click “DOWNLOAD? for the transaction that you
want to print or save.
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The next screen will show “DOWNLOAD to PRINT” and if your select the “DOWNLOAD”
button your complete Order of Conditions will be loaded for you to view as a PDF document.
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Select the “MORE INFO” button to view additional information about the document you
want to download.
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Select the icon showing the printer button to PRINT or the icon of the Floppy Disk to SAVE
your document. You can also PRINT and then SAVE your document.
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The PDF version of your OOC will be in the format of the example shown below with a cover
page that says “eDEP Transaction Copy”
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5.5 Using the Private Note Feature

If you file many wetland forms electronically you will find the “PRIVATE NOTE” feature
shown as the heading to the fourth column of “My eDEP” very helpful in distinguishing one
transaction from another. Although you may have both the Transaction Number and the
MassDEP File Number you may also want to put a private note that allows you to remember
what type of filing it was, the applicant’s name, project location or any information that will
help you easily find the document.

Select “Add Note” for a file.
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A box will pop up as shown on the screen below and you will be able to add a note to identify
the specific document /transaction that you have selected. You can use the name of the
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applicant, type of project or location to help you remember the filing for future use. These are
your private notes so it will only show for users that you have given “SHARE” privileges that
can view, edit or delete your note for that transaction.
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Type your notes and select SAVE to add the note under the “Private Note column or
DELETE to remove your note.
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If you click SAVE you will see the note has been added to the Private Note column for the
specific transaction.
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5.6 The Show Filter Feature

The Show Filter feature is helpful for those who submit a large number of transactions and
helps the user sort their work by Transaction Number, DEP Wetlands File Number, Status or
Last Update. To use the “SHOW FILTER?” feature click the button on the upper right had
side of your “My eDEP” page.
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The pop up screen will show the option you can use to sort your transactions. Select the
sorting option and click the “FILTER” button. The order of your transactions will be
organized in the manner that you select for sorting.
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5.7 Who to Contact to Get Help

If you need to speak to a MassDEP staff person to help answer your questions regarding
these forms, contact our regional Wetlands Circuit Rider or our Circuit Rider Coordinator.
They will also be available to provide group training sessions by appointment.

Circuit Rider Coordinator: Alice Smith
email: Alice.Smith@state.ma.us
Telephone: (617) 292-5854

Regional Wetlands Circuit Riders

Northeast Region: Pam Merrill email: Pamela.Merrill@state.ma.us
Telephone: 978-694-3249

Southeast Region: Christine Odiaga email: Christine.Odiaga@state.ma.us
Telephone: 508-946-2836

Central Region: Telephone: 508-792-7683

Western Region: Mark Stinson  email: Mark.Stinson@state.ma.us
Telephone: 413-755-2257

Congratulations, you have successfully submitted an Order of conditions through eDEP!
"Back to TOC

52



