#613 Planning Basics
Chapter 3: Planning Procedures & Paperwork
CHAPTER OBJECTIVES

After completing this chapter, you will be able to . . .
• Explain the purpose of the Sewage Facilities Planning Module Application Mailer and when it needs to be completed.
• Identify the three most common sewage facilities planning module components in which local agency SEOs have a
direct role.
• Explain the local agency SEO’s responsibilities throughout the planning process.

The workbook and self-study guide were designed to be viewed together. Within these two
documents, you will be given directions on when to move back and forth between the two books.
The self-study guide presents the course content, and the workbook contains activities and exercises
to complete and also provides a place to take notes. The course was designed so that you print out
the workbook and needed resources. That way you can take notes and complete activities and
exercises in the hard copy of the workbook as you view the self-study guide on the computer.
To begin each chapter, review the opening pages in the workbook. The first two pages of each
workbook chapter contain the chapter objectives, checklists to help you organize your work, an
estimated time for completing the chapter, and a list of the resources needed to successfully
complete the course work for each chapter.
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Sewage Planning 101
The overall process of sewage facilities planning as well as the terminology used in
the act, the regulations, and the sewage planning forms can be confusing.
Before we get into the details of how to start the sewage facilities planning process
and what paperwork is involved, let’s take a moment to discuss a few basic concepts
that should make the rest of this course a little easier to understand:
•

ALL proposals for sewage facilities require approval from the municipality a
and from DEP (or the delegated local agency).

•

Other projects that do not have to go through the formal planning process
must seek permission for an exemption from formal planning.

•

However, all proposals require some form of documentation. Some require
various forms of documentation while others only require one simple form.

An exemption allows land
to be developed without a
revision to the official plan.
The developer seeking an exemption does not complete a
planning module.

A delegated local agency has
been granted the authority by
DEP to independently review
and take final action on all
planning-related paperwork.
The delegated local agency will
be covered later in this course.
For now, remember, DEP and
the delegated local agency have
the same responsibilities for
reviewing planning modules.
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Planning Paperwork – An Overview
Sewage facility proposal requests are submitted to DEP (or the delegated local agency) on a form called the Sewage Facilities Planning Module
Application Mailer, often referred to as an application mailer or even a
postcard. DEP reviews the information on the mailer to determine if
planning is required.
When a proposal requires planning, a planning module form must be
completed.  The applicant, the municipal officials, and, depending on the
situation, the local agency SEO must complete parts of the form(s).  
These forms record all of the detailed information that is necessary for
the municipality and DEP (or the delegated local agency) to determine
if the proposed sewage facility will be adequate.

A planning module is a detailed form
developed by DEP for the purpose of
recording the data required to determine
if proposed sewage facilities are adequate
for the area being developed. A planning
module helps to assure the applicant has
addressed all the information required by
Title 25, Section 71.52.
Approved planning modules are also
used by municipalities to document the
changes to the official plan that were
approved between update revisions.

The applicant is responsible for completing the planning module. However, the applicant may hire a
consultant or other professional to complete all or parts of the module form.
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Planning Paperwork – An Overview (continued)
After planning modules are completed, they must be approved by the municipal
officials. If approved, the planning modules are submitted to DEP (or the delegated
local agency) for review and approval.  After the planning process has been
completed, then the permitting process may begin.

The planning process involves a
number of steps and requires lots of
paperwork. It may take months to years
to complete the planning required for a
new development.
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Planning Paperwork – An Overview
THE SEWAGE FACILITIES PLANNING MODULE
APPLICATION MAILER
The Sewage Facilities Planning Module Application Mailer is the first step in the
sewage planning process.  The mailer information is used by DEP (or the delegated
local agency) to determine whether sewage facilities planning is required and, if
so, what type of planning is appropriate for each project.

The Sewage Facilities Planning
Module Application Mailer is
usually referred to as “the mailer.”

The applicant is responsible for completing the planning module application mailer
and sending it to DEP (or the local delegated agency). Unless an exemption
from planning is requested, the local agency SEO may never see the application
mailer. If the developer is requesting the appropriate planning module forms,
there is nothing for the local agency SEO to review or sign on the mailer.
However, if the applicant is requesting an exemption to the planning process, and
an onlot sewage system is proposed for use on the property, then the mailer
must go before the local agency SEO. In this case, the SEO’s signature is required
to confirm that site testing is suitable to support the proposed sewage facilities.  
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Go to the Chapter 3 Resources to review Sections 1–8 of the Application Mailer Form.

THE SEWAGE FACILITIES PLANNING MODULE
APPLICATION MAILER
DEP Review of Application Mailer
Now that you’ve reviewed the mailer, let’s discuss some of the things that DEP
(or the delegated local agency) takes into consideration when reviewing the
mailer application to decide what, if any, planning must be done for each request.

The application mailer is the only
DEP document that may be used to
request planning module forms and
exemptions from planning.
Note: The mailer is not required
for Component 1.
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THE SEWAGE FACILITIES PLANNING MODULE APPLICATION MAILER
DEP Review of Application Mailer (continued)
DEP (or the delegated local agency) reviews the application mailer to determine which module forms are required for the
proposed development or if the proposal qualifies for an exemption.
1) If Sections 1-7 are properly filled out and the application mailer is approved, DEP (or the delegated local agency)
notifies the applicant in writing, assigns a code number, and provides the appropriate planning module component
form(s) that must be completed.  
2) If Sections 1-8 are properly filled out, DEP will determine if the proposal will qualify for an exemption.  If an
exemption is granted, formal planning does not have to be completed. (An exemption from formal planning will be
covered later in the course.) If the proposal does not qualify for an exemption, then the correct module form(s)
will be sent to the developer.
3) If the application mailer is determined to be incomplete, it will be returned to the applicant, with a letter stating
why the mailer cannot be processed.
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THE SEWAGE FACILITIES PLANNING MODULE APPLICATION MAILER
DEP Review of Application Mailer (continued)
DEP (or the delegated local agency) will also check the site to determine if it is located in a high-quality watershed
or an area with elevated nitrates.  The result of these findings will affect which module must be completed.
High-Quality Watershed – These are waterways that require additional measures to protect them from
      contamination. (These waterways and their restrictions are listed in Title 25, Chapters 93 and 95.)
Elevated-Nitrate Areas – Groundwater with known elevated levels of nitrates requires additional testing and
restrictions.  Elevated nitrates means that the nitrate-nitrogen levels are exceeding a concentration of 5 ppm.
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THE SEWAGE FACILITIES PLANNING MODULE APPLICATION MAILER
Planning Module Components
There are several different planning module forms, called components, that are used to cover a variety of development situations. DEP (or the delegated local agency) determines which type of component is required based on the
unique specifications of each new sewage facility proposal.
The most common sewage facilities planning module forms that a local agency SEO will see are Components 1, 2, and,
to a lesser extent, 3s.  All of these components require some form of direct involvement from the local agency SEO.
Component 1 ~ Exception to the requirement to revise a municipality’s official plan
Used when proposing the use of individual onlot sewage systems to serve detached single-family residences in small-scale,
new land development projects (must meet conditions specified in the instruction form).
Component 2 ~ Revision for new land development
Used when proposing the use of individual or community onlot sewage systems, retaining tanks, or DEP-permitted largevolume onlot sewage systems, or when systems are located in an area with elevated nitrates (nitrate-nitrogen greater than
5 ppm).
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THE SEWAGE FACILITIES PLANNING MODULE
APPLICATION MAILER
Planning Module Components (continued)
Component 3s ~ Small flow treatment facility (DEP-issued permit)
Used when proposing small flow sewage treatment facilities (individual
treatment plants with flows no greater than 2,000 gallons per day) and
final disposal to a stream or other method approved by DEP for new land
development or repairs.

Note: DEP does recognize that some
municipalities may rely on their
SEO’s expertise and ask him or her
to review an entire module for accuracy and completeness. This is a
service that the SEO may provide to
the municipality. However, ultimately
the municipality is responsible for
reviewing the completed module.

Note: In the following chapters, we will review the individual planning
module components and planning exemptions in greater detail.
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Planning Paperwork – An Overview
THE LOCAL AGENCY SEO’S ROLE DURING THE PLANNING PROCESS
As a local agency SEO, your role in the planning process is to assist with the paperwork
(Components 1, 2, and 3s and the application mailer if an exemption is being requested) by
determining if a proposed site is generally suitable or unsuitable for onlot sewage systems.
Many municipalities allow their local agency SEO to perform the site investigation and soils
tests if the developer pays a fee to the local agency. If the municipality allows the applicant to
use a consultant to perform the site testing, then the local agency SEO will have to observe
and verify all of the site testing.

Measuring slope

Percolation test
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THE LOCAL AGENCY SEO’S ROLE DURING THE PLANNING PROCESS
Planning Modules
The local agency SEO’s responsibilities throughout the planning process are
as follows:

Site Testing: Planning vs. Permitting

If the SEO takes into consideration
any known site information and restrictions prior to performing site testing for planning and the same site on
2) Complete (or confirm) the site suitability sections of the planning modules.
the lot is used during the permitting
process, it’s possible that the testing
3) Sign the module and complete the false swearing section.
results from planning could be used
for permitting. However, costs as4)  Inspect onlot sewage systems on residual tract.
sociated with any testing completed
during the planning process are not
5) If a planning exemption is requested, sign the application mailer to certify 		 eligible for reimbursement. More information on reimbursement may be
that each lot has been tested and has a suitable primary and replacement
found under Title 25, Section 72.44.
absorption area for a Title 25, Section 73-described onlot sewage system.
1) Perform (or observe and verify) site testing to determine if a proposed
		 site is generally suitable or unsuitable for onlot systems.

Note: The individual planning module forms and the exemption from formal
planning will be covered in detail in later chapters.
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Go to Chapter 3 Workbook to complete the following exercise:
EXERCISE 3-1: Chapter Review

Wrap-Up
We’ve discussed how the sewage facilities planning process gets started, reviewed the types of forms required, and provided
an overview of the local agency SEO’s role. The next two chapters will review the two most common planning modules
(Components 1 and 2) in detail and explore the SEO’s role in the completion of these planning documents.    
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KEY POINTS

•

The first official step in the planning process is for the applicant to fill out a Sewage Facilities Planning Module
Application Mailer.  The completed application is mailed to DEP (or the delegated local agency).  

•

DEP (or the delegated local agency) will determine (based on the information received from the application
mailer) which components should be mailed to the applicant.  

•

Local agency SEOs must conduct or verify site testing to determine if a site is generally suitable or unsuitable
for an onlot sewage disposal system.

•

No matter which planning module component is completed, municipal involvement is required in all cases.
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