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Presenter Notes
Presentation Notes
Hi Everyone. I’m Alessandra Moyer and I’m an Environmental Scientist at the Regional Water Board. I’m also the Pollution Prevention Program Coordinator and I lead staff in our annual review of P2 reports. For most agencies, P2 reports are due on February 28. 



ADDRESS THESE POINTS!

1. BRIEF DESCRIPTION OF THE TREATMENT PLANT/ 
PROCESSES AND SERVICE AREA

2. DISCUSSION OF THE CURRENT POLLUTANTS OF 
CONCERN

3. IDENTIFICATION OF SOURCES FOR THE 
POLLUTANTS OF CONCERN

4. IDENTIFICATION OF TASKS TO REDUCE THE 
SOURCES OF THE POLLUTANTS OF CONCERN

5. OUTREACH TO EMPLOYEES



6. CONTINUATION OF PUBLIC OUTREACH 
PROGRAM

7. DISCUSSION OF CRITERIA USED TO MEASURE 
POLLUTANT MINIMIZATION PROGRAM

8. DOCUMENTATION OF EFFORTS AND PROGRESS

9. EVALUATION OF POLLUTANT MINIMIZATION 
PROGRAM AND TASK EFFECTIVENESS

10. IDENTIFICATION OF SPECIFIC TASKS AND TIME 
SCHEDULE FOR FUTURE EFFORTS

ADDRESS THESE POINTS!



• UPLOAD REPORT TO CIWQS
• TECHNICAL ISSUES  NOTIFY AND DIRECTLY SUBMIT REPORT TO 

ALESSANDRA VIA EMAIL

• INCLUDE CERTIFICATION STATEMENT IN REPORT

* Signature requirement is fulfilled 
by uploading report to CIWQS.

RIBBIT
RIBBIT

CIWQS 
CIWQS
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All P2 reports should be uploaded to CIWQS. If, through a series of unfortunate events, you are unable to submit the report on CIWQS, please email the report directly to me so that it be submitted on-time. We can then work together to resolve the CIWQS issue.

All reports must include the certification statement shown here. There is no need to provide a signature when submitting a report through CIWQS.




HOW WE LOOK AT THE REPORTS

Submitted on time

Presenter Notes
Presentation Notes
The first thing we look at when we review a report is whether it was submitted on time. We use the CIWQS submission date unless there was a tech issue and the report was emailed directly to me before it could be uploaded to CIWQS. 
Next, we look at our list of requirements. The items on this list are taken straight from the permit. As we review a report, we put a checkmark next to items that are included and write a quick little summary that addresses the requirement. 



POLLUTANTS OF CONCERN

Presenter Notes
Presentation Notes
Some requirements can be grouped together, but make sure it is very clear which requirements are being addressed. Here is an example from American Canyon’s P2 report regarding nickel which reads, “The primary reason for including as a POC is that there is an existing Local Limit.” This addresses the “Discussion of current pollutants of concern. The last sentence, “Industrial influent shows a decreasing trend over 5 years” documents the efforts and progress of their P2 program. 



Presenter Notes
Presentation Notes
Tables are also a great way to organize information. Returning to the previous example, in this table, American Canyon listed potential nickel sources including machine shops and vehicle service facilities. For each potential source type, they identified source reduction tasks, the criteria used to measure success, and how they performed against those criteria.



INCLUDE AN “OUTREACH TO EMPLOYEES” SECTION!!

Presenter Notes
Presentation Notes
Don’t forget to include a section on outreach to agency employees. This section is a requirement. It is not optional. It was somewhat *neglected* in many of the 2021 P2 reports. Hopefully that won’t be the case for the 2022 reports.
Here are a few examples of employee outreach described in several P2 reports: Delta Diablo sent employee newsletters, Dublin San Ramon employees participated in trainings, and EBMUD employees attended virtual conferences and webinars. 



PUBLIC OUTREACH PROGRAM

Presenter Notes
Presentation Notes
Public outreach is the section where you can incorporate and showcase graphics used in your public outreach. Here are a few great examples, such as Union San’s pharmaceutical outreach, hazardous waste outreach from Mt. View and Central Contra Costa, Sunnyvale’s mercury outreach, and Palo Alto’s recycled water outreach.



Presenter Notes
Presentation Notes
And one of my favorite campaigns from Sonoma Water.



IDENTIFICATION OF SPECIFIC TASKS AND TIMELINES 
FOR THE FUTURE

Presenter Notes
Presentation Notes
For the last requirement, list tasks and events that are expected for the upcoming year. These are goals and hopes for the new year and it’s understandable if not all of it is achieved in the end. These 2018 public outreach goals from the City of Petaluma are a good example.



P-DO’S AND P-DON’TS
• DON’T ATTACH THE BACWA ANNUAL 

REPORT
• INSTEAD, REFERENCE IT WHERE 

APPLICABLE

• DO INCLUDE A TABLE OF CONTENTS 

• DO DEFINE ACRONYMS AND 
ABBREVIATIONS

• DO KEEP REPORTS UNDER 50 PAGES 
IF POSSIBLE (NOT INCLUDING 
APPENDIXES/ IMAGES)

• DO INCLUDE A HEADER FOR EACH 
SECTION

• DO SAVE FINAL REPORT AS A PDF –
DON’T SCAN

I handwrote my 
entire P2 report 

just for you!

Presenter Notes
Presentation Notes
Here are a few P2  P-Do’s and P-Don’ts.

If you want to make life easier for those of us who review these reports, please export your document from Word as a PDF. Last year, we still received a couple reports that were printed out and scanned. That makes it impossible to use Ctrl+F to search the document, which could lead to us overlooking important information in your report.  In the past, when wet signatures were required, it may have been easier to print out the entire report, sign it, scan it as a PDF and email it. But, as noted on an earlier slide, it is now unnecessary to have a signature on the report. The certification statement should be there, but, legally, the signature requirement is fulfilled when you upload the report to CIWQS. 




SAVING REPORTS IN PDF FORMAT: VERSION 1
STEP 1: Click on “File” in upper left corner 

of your Microsoft Word document.
STEP 2: Click on “Save as Adobe PDF” in the left sidebar.

STEP 3: At the bottom of the pop-up that appears, make sure 
(1) your document name is correct and (2) the file type 
next to “Save as type” is “PDF files.” Click “Save.” 

Presenter Notes
Presentation Notes
I want to make sure everybody knows what I mean when I ask that reports be saved as PDFs directly from Word. There are a few ways of doing this, and I’ve included step-by-step instructions for two methods. When you have your document open in Word, the first way is to click “File,” find the “Save as Adobe PDF” option, name your PDF and save it.



SAVING REPORTS IN PDF FORMAT: VERSION 2

STEP 1: Click on “File” in upper left corner 
of your Microsoft Word document.

STEP 2: Click on “Save As” in the left sidebar.

Presenter Notes
Presentation Notes
The second method is to use “Save As,” again from the menu that appears when you click “File.”



SAVING REPORTS IN PDF FORMAT: VERSION 2

STEP 3: On the right side of the interface, make sure (1) your document name is correct, and 
(2) the file type is changed from “Word Document (*.docx)” to “PDF (*.pdf)”.

STEP 4: Click “Save” and you’re done!

Presenter Notes
Presentation Notes
You’ll then have to create a document name, and, most importantly, use the pull-down menu to change your file type from a Word document to a PDF document.



• DON’T HESITATE TO EMAIL WITH ANY QUESTIONS: 
ALESSANDRA.MOYER@WATERBOARDS.CA.GOV

• THIS PRESENTATION IS NON-REGULATORY AND DOES NOT 
TAKE THE PLACE OF NPDES PERMIT REQUIREMENTS.

EVERYONE CAN BE A POLLUTION 
PREVENTION PRINCESS!

Presenter Notes
Presentation Notes
If this is your first time compiling a P2 report, don’t be intimidated! Everyone *can* be a Pollution Prevention Princess by making sure each of the 10 requirements is addressed, simply and succinctly.

If you have trouble converting your Word document to a PDF, don’t hesitate to email me (Alessandra.Moyer@waterboards.ca.gov) and I will do my best to provide IT support. And don’t forget, if you’re not sure how to do something on a computer—no matter what it is--the best way to figure it out is to Google it. Other people have had the same question and somewhere on the internet, someone has answered it. 

Of course, you can email me with any other questions you have about P2 reports. If you’d like to see examples from other agencies, let me know and I will provide you with piles of P2 reports. Thanks for all the work you put into pollution prevention *and* pollution prevention reports. 
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