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Submitting a Permit Change Form

To submit a permit change form, you must have an active Overboard Discharge Permit associated with your MELS
account. If you:

e Have an active Overboard Discharge Permit butitis not associated with your MELS account, reference the
“Linking Your Account to a Site” video guide, HERE.

e Do not have an active Overboard Discharge Permit, you should contact Irene Saumur at
Irene.Saumur@maine.gov to further discuss.

There are two change forms available for Overboard Discharge Permit:
1. Renewal and Transfer Form
2. System Abandonment Form

See below for further information on each option.

Renewal and Transfer Form
To complete a Renewal and Transfer Form, you will need to have the following documents:
e Death ordivorce certification (for transfers or ownership update)
e List of abutters — name, address (contact your town office for a list)
e Site evaluation, if applicable, required every 10 years or at transfer
o Certified mailing receipts for each abutter and town, completed with name/address of intended recipient(s)
e Copy of deed to Overboard Discharge property

¢ Maintenance contract (mechanical Overboard Discharges only)


https://www.youtube.com/watch?v=QgUN0wz1s8Y
mailto:Irene.Saumur@maine.gov
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e Listof other owner’s names if itis a shared Overboard Discharge system

e Copy of the completed Public Notice page (the one that was sent to the abutters and the town office)
e Number of year-round/seasonal bedrooms/dwellings connected to the Overboard Discharge system
e Number of “units” employees, seats, etc. (Commercial Overboard Discharge)

e Agentinformation, if assisting a property owner

o Deeded owners’ information

When you are ready to begin the form, navigate to “Start a New Form” and select “l want to renew, modify, or terminate
an existing permit, license, or registration,” as seen in Figure 1 below:

Figure 1: Start a New Form
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https://www.maine.gov/dep/water/wd/OBD/PublicNotice.pdf
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Select “Overboard Discharge Renewal and Transfer,” as seen in Figure 2 below:

Figure 2: Beginning Renewal and Transfer Permit Change Form
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Proceed by completing all the required fields in the form. If you have any questions, call 207-287-7688.
When you reach the “Fee Total” section, reference the “Submitting a Payment” user guide on the MELS Hub, here.

Continue to the “Certify and Submit” section of the form. Finalize your submission by selecting “Submit Form,” as
seenin Figure 3 below.


https://www.maine.gov/dep/mels/hub.html
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Figure 3: Submit Form
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You will receive a notice on your screen once your submission has been completed. At this time, you may choose to
view your submission or return to the portal.

After submission, you might get corrections requested by an Overboard Discharge staff member. If you need
assistance in responding to these corrections, review the "Responding to Corrections Requested" user guide on the
MELS Hub, here.


https://www.maine.gov/dep/mels/hub.html
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System Abandonment
To complete a System Abandonment Form, you will need to have the following document(s):

o Acompleted abandonment form that has been completed by the contractor, or supervision authority such as a
town official (usually the local plumbing inspector or code enforcement officer) or supervising representative
from the sewer district.

When you are ready to begin the form, navigate to “Start a New Form” and select “l want to renew, modify, or terminate
an existing permit, license, or registration,” as seen in Figure 4 below:

Figure 4: Start a New Form
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https://www.maine.gov/dep/water/wd/OBD/abandonment.pdf
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Select “Overboard Discharge System Abandonment,” as seen in Figure 5 below:

Figure 5: Beginning System Abandonment Permit Change Form
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Proceed by completing all the required fields in the form. If you have any questions, call 207-287-7688.

When you reach the “Fee Total” section, reference the “Submitting a Payment” user guide on the MELS Hub, here.


https://www.maine.gov/dep/mels/hub.html
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Continue to the “Certify and Submit” section of the form. Finalize your submission by selecting “Submit Form,” as
seenin Figure 6 below.

Figure 6: Submit Form
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This step allows you to certify the form as complete and accurate and to submit the form to Maine DEP for review and processing

At the time of submission, it will be transmitted to Maine DEP and it will become part of the public record.
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You will receive a notice on your screen once your submission has been completed. At this time, you may choose to
view your submission or return to the portal.

After submission, you might get corrections requested by an Overboard Discharge staff member. If you need

assistance in responding to these corrections, review the "Responding to Corrections Requested" user guide on the
MELS Hub, here.


https://www.maine.gov/dep/mels/hub.html
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