
310 Permits
1. On receipt of new application, check to see if it is completely filled out, has a map, design, drawings and is signed.  If the applicant is not the landowner, the landowner signature is also required.
2. If not complete – Return it with a request for more information and be specific as to what information is needed.

3. Give the application a number (example – LC-04-20)-(LC would be the first letters of Lewis and Clark County, 04 would be the order in which the application was received, 20 would be the year 2020).
4. Start a hard copy file for each application.  Files will include the application, permit form, photos, team member inspection forms, correspondence and any other information concerning project.  Scan the application and create an electronic file as well.  They are organized in Documents/Permits/Permit Files and then by year.  Create a file folder (LC-04-20 last name) and put the same things in the electronic file as are in the paper file.  Some of the documentation could be uploaded to the GIS database.
5. Our Board has moved to allowing CD Staff to determine project status unless there’s some question.

a. Rule 9, section 3(a)(i): The application will be officially accepted by the district or its representative if the application is complete and is for a project located in a stream or river or the lands immediately adjacent as described in these rules.  The time frame specified in these rules begins upon acceptance of the application.
6. Send the electronic file to the FWP for that area (there are 5 areas in Lewis and Clark County—Use the Google Earth program with the FWP Biologist overlay) and to the supervisor in that area within 10 working days of receipt of application.  FWP has 5 days to request an inspection.  And then you have 20 days to schedule an inspection.  
7. Send the applicant a letter, or call to schedule the inspection.  The inspection team consists of MFWP, the supervisor for that area, the applicant.  Sometimes we coordinate an inspection with ACOE, DEQ, the County Floodplain Coordinator, BOR (on Canyon Ferry Reservoir) and others.
8. Team members have 30 days to submit their recommendations to the board on form 272 (team member report).  Usually all of the team fills out one 272 at the inspection and submits it, with any photos, to the Conservation District prior to the next board meeting.
At the board meeting:
· To be discussed at the board meeting, the 310 applications have to be listed on the agenda when the meeting notice was published.  You can republish meeting notices with additions or changes as long you republish at least 48 hours in advance of the board meeting. 

· CD Staff or supervisor who went on the inspection presents the application and the recommendations of the team to the board. One of the supervisors makes a motion as to how to approve/approve with modifications as discussed at the onsite, or deny.  It can also be tabled.
· It is up to the board to approve as submitted, approve with modifications, or to deny (state the reasons why it is denied) the application.  They must also sign and date the permit form, the Supervisor’s Decision (Form 273).  

· A quorum of the board must be present for the board to make decisions. There must be a majority of the board (not those present, but the whole board) voting on the decision. 
· The applicant CANNOT start work until the board has issued a permit and signed it and the applicant has signed it and returned it to the District.  

· There is also a 15-day waiting period from the time the board makes the decision (at the board meeting) until the applicant can start work.

· It takes board action to waive the 15-day waiting period. All team members must agree to the waiver of the 15-day waiting period in writing (check box on team member report form).
After a permit is approved –

· Write and send (mail or email) the permit with a letter
· Include conditions/modifications of permit attached to the signed permit form 273
· Include paperwork for the applicant to return once the project is completed, the “project verification form”.  They should return that with photos of before and after the project is completed
· If the applicant does not sign the permit form and return it – the permit is not valid

· If the applicant exceeds the scope of the permit – it is a violation and subject to fines.  The board can also make them undo the work that was done and correct it. See Rules for Permitting, 17,18 and 19.
· If the applicant wants to change something in the permit – the board must approve the modification at a board meeting and issue a new or modified permit.
· Forward a copy of the permit to the FWP biologist for their records.
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