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Document Number Air Quality Permit Compliance SOP D.36.01 

Owner/Contact Information: Jon Soter  

Effective Date: 02/01/20 

Last Revised/Reviewed: 12/13/19 

Related Policies and Procedures None 

 
 
1. Purpose/Introduction 
 

To establish a standard operating practice regarding the University of North Carolina at 
Greensboro’s compliance with Air Quality Permit regulations which apply to emissions from 
combustion of fuel in boilers, stationary standby/emergency generators, and other equipment. 

 
2. Definitions 
 

2.1 Air Quality Permit.  The permit issued by the North Carolina Department of Environmental 
Quality (Authority Having Jurisdiction) and enforced by their Air Quality Division.  The current 
Permit Number 09176R05 expires on March 31, 2024. 

2.2 Red Binder.  A three-ring binder with red cover kept available during all business hours for 
inspection by the Authority Having Jurisdiction during their unannounced inspection visits.  The 
binder contains crucial documentation for permit compliance. 

2.3 Emission Source ID List.  The official list of all boilers, generators, and other equipment 
operated by UNCG. The list is maintained by the Campus Mechanical Engineer. See Appendix A. 

2.4 Fuel Purchase Spreadsheet.  The official ledger listing supplier/vendor, $ cost, quantity of fuel 
purchased, and location where each fuel delivery occurred.  The ledger records the number of 
gallons of fuel delivered to each generator, Steam Plant fuel tank, etc.  The spreadsheet/ledger 
is maintained by Facilities Operations Accounting personnel.  See Appendix B. 

2.5 Generator Runtime Log.  A spreadsheet where the Generator Technician records monthly 
runtime meter readings of each generator to document the number of hours each generator is 
operated (combusting fuel) each month.  See Appendix C. 

2.6 Steam Plant Boiler Operations Log.  A spreadsheet where the Steam Plant Supervisor or 
designee records daily/monthly boiler operating parameters, including quantity of fuel 
combusted, both natural gas and No. 2 fuel oil.  See Appendix D. 

2.7 Emissions Calculation Spreadsheet.  The official spreadsheet listing all emission sources with 
monthly generator runtimes (diesel), monthly generator natural gas consumption, and monthly 
fuel consumption of Steam Plant boilers.  Year-to-Date totals are for calendar year, which 
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matches the Air Quality Permit reporting year.  This spreadsheet is maintained by the Campus 
Mechanical Engineer (This is a CHANGE – currently being done by Facilities Operations 
Accounting personnel).  See Appendix E. 

2.8 Compliance Personnel.  Key UNCG personnel responsible for Air Quality Permit compliance 
include: 

2.8.1 Generator Technician 
2.8.2 Steam Plant Supervisor 
2.8.3 Accountant 
2.8.4 Campus Mechanical Engineer 
2.8.5 Director of Facilities Operations 

3. Procedural Steps 
 

3.1 Generator Technician Responsibilities. 

3.1.1 Maintain all generators in good running order and address any smoky or anomalous 
emissions immediately. 

3.1.2 Monthly update the Generator Runtime Log with current runtime meter readings of 
each generator.  Check readings to identify any runtime meters that are no longer 
working properly. 

3.1.3 Immediately repair or replace any runtime meters that are no longer working properly 
and update the Generator Runtime Log with the new runtime meter reading and a note 
documenting the date the runtime meter was replaced.  

3.1.4 Monthly forward a copy of the Generator Runtime Log to the Campus Mechanical 
Engineer (This is a CHANGE from currently forwarding the log to the Accountant). 

3.1.5 Coordinate with fuel supplier for periodic fuel deliveries to generators.  Write the 
generator location on each original fuel ticket provided by the fuel supplier which 
indicates not only the quantity of fuel delivered to each generator but also the specific 
fuel characteristics.  Typically, the preferred fuel is ultra-low sulfur diesel for compliance 
with the Air Quality Permit. 

3.1.6 Forward all original fuel tickets to the Accountant. 
3.1.7 Escort the Authority Having Jurisdiction to generators of interest during their 

unannounced inspection visits. 
3.1.8 Participate in contractor load test of new generators and obtain and forward the 

following information to the Campus Mechanical Engineer: 
3.1.8.1 Generator location 
3.1.8.2 Year Manufactured 
3.1.8.3 Manufacturer & Model Number 
3.1.8.4 Serial Number 
3.1.8.5 kiloWatt (kW) Rating 
3.1.8.6 Fuel Source 
3.1.8.7 Base Tank Size if Diesel (No. 2 Fuel Oil) 
3.1.8.8 Diesel Supplier’s Fuel Ticket from Initial Filling of Tank 
3.1.8.9 Manufacturer’s EPA Exhaust Emission Compliance Statement 
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3.2 Steam Plant Supervisor Responsibilities. 

3.2.1 Coordinate with fuel supplier for periodic No. 2 fuel oil deliveries.  Write the tank 
number in which the fuel was placed on each manifest (Bill of Lading) provided by the 
supplier.  Run a copy of each manifest and update the Steam Plant In-House Fuel 
Delivery Log for supplier, delivery date, quantity, and tank number of each delivery.  See 
Appendix F. 

3.2.2 Forward the original No. 2 fuel oil delivery manifests to the Accountant. 
3.2.3 Maintain all boilers and associated equipment in good operational condition and 

address any smoky or anomalous emissions immediately. 
3.2.4 Conduct periodic fugitive or smoke emission inspections as required by the Air Quality 

Permit and place a copy of the documentation in the Red Binder. 
3.2.5 Daily update the Steam Plant Boiler Operations Log with the following information for 

each boiler. 
3.2.5.1 Steam generated 
3.2.5.2 Natural Gas consumed (cubic feet) 
3.2.5.3 No. 2 Fuel Oil consumed (gallons) 
3.2.5.4 Total makeup water for Steam Plant 

3.2.6 Monthly forward a copy of the Steam Plant Boiler Operations Log to the Campus 
Mechanical Engineer (This is a CHANGE – do not forward the log to the Accountant). 

3.2.7 Escort the Authority Having Jurisdiction through the Steam Plant during their 
unannounced inspection visits. 

3.3 Accountant Responsibilities. 

3.3.3 Receive original generator fuel tickets from the Generator Technician and update the 
Fuel Purchase Spreadsheet with supplier/vendor, $ cost, quantity of fuel purchased, 
and location where each fuel delivery occurred, including gallons for each generator. 

3.3.4 Place original generator fuel tickets in the Red Binder along with at least a monthly 
printout of the Fuel Purchase Spreadsheet. 

3.3.5 Receive original No. 2 fuel oil delivery manifests (Bill of Lading) from the Steam Plant 
Supervisor and update the Fuel Purchase Spreadsheet with supplier/vendor, $ cost, 
quantity of fuel purchased, and location where each fuel delivery occurred. 

3.3.6 Place original No. 2 fuel oil delivery manifests matched with their invoices in the Red 
Binder along with at least a monthly printout of the Fuel Purchase Spreadsheet. 

3.3.7 Monthly update the natural gas purchase spreadsheet with location-specific quantities 
of natural gas consumed (therms) and the cost thereof.  Place a monthly printout in the 
Red Binder. 

3.4 Campus Mechanical Engineer Responsibilities. 

3.4.3 Prepare Semi-Annual Air Quality Permit Reports using information gathered from this 
SOP and submit two (2) copies to the Authority Having Jurisdiction not later than 
January 30 and July 30 of each year. 

3.4.4 Place a copy of each Semi-Annual Air Quality Permit Report in the Red Binder. 
3.4.5 Periodically update the Emission Source ID List as needed to add new generators or to 

delete equipment taken out of service and place a printout of the current version in the 
Red Binder. 
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3.4.6 Receive Generator Runtime Log monthly update from the Generator Technician, place a 
printout in the Red Binder, and update the Emissions Calculation Spreadsheet (This is a 
CHANGE – currently being done by Facilities Operations Accounting personnel). 

3.4.7 Receive Steam Plant Boiler Operations Log monthly update from the Steam Plant 
Supervisor and update the Emissions Calculation Spreadsheet (This is a CHANGE – 
currently being done by Facilities Operations Accounting personnel). 

3.4.8 Place a monthly printout of the current calendar year Emissions Calculation 
Spreadsheet in the Red Binder (This is a CHANGE – currently being done by Facilities 
Operations Accounting personnel). 

3.5 Director of Facilities Operations Responsibilities. 

3.5.3 Ensure the Red Binder is kept available during all business hours for inspection by the 
Authority Having Jurisdiction during their unannounced inspection visits.   

4 Appendices 
 
The following appendices are included to show the current format of the lists, logs, and spreadsheets 
referenced in this SOP. 
 Appendix A Emission Source ID List 
 Appendix B Fuel Purchase Spreadsheet 
 Appendix C Generator Runtime Log 
 Appendix D Steam Plant Boiler Operations Log 
 Appendix E Emissions Calculation Spreadsheet 
 Appendix F Steam Plant In-House Fuel Delivery Log 
 
5 Revision Table 
 

Revision # Section # Summary of Changes Approval Date 

D.36.01  Established a SOP regarding the UNC Greensboro’s 
compliance with Air Quality Permit regulations. 

02/01/20  
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Appendix A 
Emission Source ID List 
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Appendix B 
Fuel Purchase Spreadsheet 
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Appendix C 
Generator Runtime Log 
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Appendix D 
Steam Plant Boiler Operations Log 
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Appendix E 
Emissions Calculation Spreadsheet 
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Appendix F 
Steam Plant In-House Fuel Delivery Log 

 


