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Permit Scoping Meeting (PSM) Scheduling Procedure 
 
Note: “Day 0” (Zero) is the day of the PSM. Hence, negative days are prior to the PSM. 
 
Day -20 
 
Applicant will call or e-mail the appropriate Unit Supervisor: 
 

• General Manufacturing / Chemical Process Unit: Cindy Smith, 517-284-6802, 
SmithC17@michigan.gov 

• Thermal Process / Chemical Process Unit: Mark Mitchell, 517-284-6795, 
MitchellM7@michigan.gov 

 
If the appropriate Unit Supervisor is not known, contact Sue Thelen, 517-284-6804, 
ThelenS4@michigan.gov. 
 
Day -18 
 
The Permit Screener will assign a PSM number. 
 
Day -16 
 
The Unit Supervisor will assign the Permit Engineer. The applicant will be notified of the PSM 
number and which Permit Engineer has been assigned. 
 
Day -14 
 
The Permit Engineer will contact the applicant to discuss the proposed project, prepare and mail 
the technical checklist(s) and any appropriate information sheets and instructions to the applicant, 
and will schedule (i.e., date for and location of) the PSM. 
 
Between Day -14 and Day -7 
 
The Permit Engineer will select the Permitting Team, after consultation with all supervisors 
involved, to participate in the PSM and conduct the subsequent permitting reviews when the 
permit is assigned. The Permit Engineer’s Unit Supervisor will resolve any disagreements or 
lack of response during the team selection process. Additional appointments of staff may be 
necessary later in the project. 
 
Day -7 
 
Applicant will submit draft application. 
 
Between Day -7 and Day -2 
 
The Permit Engineer will forward either whole copies, or appropriate sections, of the application to 
the Permitting Team to conduct an initial review of the application to identify obvious information 
needs or technical errors and to prepare for the PSM. The Permit Screener will conduct an initial 
administrative completeness review and report any deficiencies to the Permit Engineer at least 

mailto:SmithC17@michigan.gov
mailto:MitchellM7@michigan.gov
mailto:thelens4@michigan.gov


PSM Scheduling Procedure  Page 2 of 2 

Revised May 20, 2014 

two (2) days prior to the PSM. Prior to the PSM, the Permit Engineer will communicate with the 
Permitting Team (separately or together, as needed) to discover any identified information needs 
or technical errors with the application. The Permit Engineer will contact (via telephone or e-mail) 
the applicant to communicate these outstanding issues so they can be better addressed during 
the PSM. 
 
Day -2 
 
The Permit Engineer will develop an agenda for the PSM and will forward it to all PSM 
participants. 
 
Day 0 (Zero) 
 
The Permit Engineer, with the Permitting Team, will attend the PSM with the goal of completing all 
(or most) of the technical reviews necessary to complete an initial set of draft permit conditions. 
Milestones and parties responsible for finalizing any missing or incomplete information, technical 
reviews, or unresolved policy issues following the PSM will be added to the “Completeness Work 
Plan and Accountability Tracking Sheet,” to which a PSM attendees list will be attached. 
 


