3. Attach Files to Submit with the NOI Form


Note upon return to the Transaction Overview page, that the Wetland Fee Transmittal Form has been checked off as complete.  Pressing the NEXT button moves you forward in the NOI filing process to “Attach Files”.  
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Note that the green triangle previously under the “Forms” arrow has now moved to the “Attach Files” arrow indicating that you have moved to the next step in the NOI filing process.

Indicate whether additional documents are included with the NOI form by checking YES. If no additional documents are included with the NOI, check NO.
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3.1 EDEP Browser

When you select “Yes”, eDEP opens a browser that allows you to select files from your desktop and attach the files electronically to the NOI form.  
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To include additional files, press the “BROWSE” button and select files from your desktop folders.  EDEP allows each file you attach to be as large as 30 Mbytes.  
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Enter the file title or a brief description of the file in Window 1. EDEP will enter the file that you’ve selected on the Browser in the Browse window (2).  When the information in the windows is correct, press the orange CONFIRM button to add the file to a list of the files that eDEP creates at the bottom of the page. You can modify the list by selecting View or Remove on the right. 

When all the files shown in the list are correct, click NEXT.  Pressing NEXT will attach the files to the NOI form for submittal and return to the Transaction Overview page to proceed to the next step in the NOI filing process.
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3.2 Attachment File Limitations

EDEP cannot accept any single file that is greater than 30 Mbytes in size.  If an individual file in excess of 30 Mbytes is detected, an error is generated.

If one or more of the files is greater than 30 MB, check the box that indicates you will send by mail. Fill in the title or description in Window 1. No information is required to be entered into Window 2 for files that are being mailed to MassDEP.  Then click the Confirm button and the browse box will automatically populate with the note that the file will be send by mail. Select the Next button and proceed to the next step in the NOI filing process “SIGNATURES”.

EDEP File Formats: eDEP will accept files in a format that is common to our desktop:  WORD (2003 version or older versions) , Excel, Text, PDF, Jpeg, Gif, AVI, etc.   ESRI and/or native CAD/CAM for instance files are not common to our desktop and would not be "attachable" in eDEP.  They would need to be converted to PDF or some other format so MassDEP to view it.
NOTE:  All files related to the Notice of Intent including plans can be submitted as an attachment.  However, a paper copy of the plans must also be submitted to MassDEP for project that are subject to Stormwater Standards or involve impacts to wetland resource areas. 

3.3 Email Attachments After NOI Form Has Been Submitted

The attachment file size for email is limited to 5 Mega Bytes total per email (zipped or unzipped). The email should reference the MassDEP File Number and associated NOI Transaction Number issued by eDEP. Both numbers can be found on the upper right hand corner of every page of the OOC form. Another option is to email the files to the appropriate regional office at the following addresses: 

MassDEP Region
email Address

 Central Region:
CERO_NOI@state.ma.us    

 Northeast Region:
NERO_NOI@state.ma.us 
 Southeast Region: 
SERO_NOI@state.ma.us
 Western Region: 
WERO_NOI@state.ma.us
Please make sure that the NOI transaction number and the MassDEP file number is on your email subject line so that MassDEP staff can route the documents to the correct NOI filing.
3.4 Documents Sent by U.S. Postal Service

A CD or paper copy can be mailed by U.S. Post to the appropriate MassDEP’s regional office. Please make sure to include a cop of your NOI Receipt or that the NOI transaction number and the MassDEP file number is included so that MassDEP staff can route the documents to the correct NOI filing.
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4. Signatures

After attaching the files, the Transaction Overview page will look like the image below.   The green triangle will have moved to the next step in the NOI filing process, Signature.  The Attach Files arrow at the top of the Transaction Overview page will be dark, indicating that the previous step is complete.

Applicants MUST check the “SIGNATURE” box, read the certification language and fill in the Applicant’s name.  This serves as the Signature of Applicant for electronic submittals.  EDEP pre-populates the “Date” field with the current date.  

If applicable, include the Signature of the Property Owner, if different from applicant and signature of the applicant’s representative, if any.  Again, eDEP pre-populates the “Date” fields with the current date.

When the information is complete, select either “I ACCEPT” or “I DO NOT ACCEPT”. 

Then press the NEXT button to return to the Transaction Overview page.  
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If you select the “I do not accept” button instead of the “I accept” button you will not be able to proceed to the NEXT page.

In the Transaction Overview page, note that the arrow above “Signature” is dark indicating that the “Signature” step is complete.  Press the NEXT button in the bottom right corner to proceed to the next step in the NOI filing process, Electronic Fee Payment.  
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5. Electronic Fee Payment

a.  Payment Amount
Note that the green triangle has moved under the Payment arrow at the top of the Transaction Overview.  EDEP pre-populates the “Payment Amount” window with fee information from the Fee Transmittal Form.  The amount in the “Pay Amount” data field represents the fee to be sent to MassDEP only.  Fees due to local commissions are not included in this payment transaction.
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Select a method of payment from the pull-down menu for “Payment Type” and then press “Continue”.

Automated Clearing House (ACH) or Check must be selected for fees in excess of $1,000.00.
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b. Fee Payment Types: Automated Clearing House (ACH)
Fees in excess of $1,000.00 cannot be paid using a credit card. The Automated Clearing House (ACH) and personal/business check are available as payment methods for wetlands fees. 
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Select the “Method of Payment” for the ACH transaction from the pull down menu.
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Using the pull down menu, indicate if the “Bank Account Type” is a personal or business account and fill in the required bank information to allow processing the fee payment electronically.  When the information is complete, press the CONTINUE button to move to the next step in the fee payment process and receive your receipt.
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Read the authorization carefully and indicate if you accept the terms and conditions by checking the box provided.  Then PRINT your payment authorization and keep for your records.
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c. Fee Payment Types: Credit Card

EDEP accepts credit card payment on fees that are less than $1,000.00.  To pay the NOI fee by credit card, select “Credit Card” from the Payment Type pull-down menu.
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EDEP pre-populates the “Payment Amount” with the MassDEP portion of the total fee from the NOI Fee Transmittal Form.  Press CONTINUE.
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Select the type of credit card being used for payment from the “Method of Payment” pull down menu and then press CONTINUE.  EDEP accepts American Express, Discover, Visa, and MasterCard.
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Select the “Expiration Date” from the pull down menus, enter your Postal Zip Code, and then press CONTINUE.
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Print the Payment Confirmation as your receipt of payment and then press NEXT to return to the Transaction Overview page.  MassDEP will send a confirmation of submission by email and issue a NOI file number promptly.

[image: image51.emf] 

 

[image: image52.emf] 

 

[image: image18.jpg]



^Back to TOC
d. Fee Payment Types: Check
Selecting “Check” as the Payment Type” allows you to file a NOI electronically and continue to pay the NOI fee using a check sent by US Postal Service. 

EDEP pre-populates the Payment Amount with the MassDEP portion of the fee from the Fee Transmittal Form. You fill in the required “Payer’s Name” and “Check Number”.  When the information is complete, press the CONTINUE to move to the next step in the fee payment process and receive your receipt.
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Clicking CONTINUE will generate a Payment Confirmation.  PRINT the Payment Confirmation for your records and then press NEXT.  Please send a copy of your Receipt page (generated after submitting the NOI) and your NOI Transmittal form with the Check to the address shown on the NOI transmittal form.
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6. Submit Forms and Attachments

6.1 Review and Submit Your Transaction

The final step in the NOI filing process is to review your transaction and submit the forms.  Once the fee payment step is complete, eDEP generates a Transaction Summary for your review.  If everything appears correct, press the orange, SUBMIT button in the bottom right corner of the page.   The NOI form and all attachments will be electronically submitted to MassDEP.
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EDEP will generate a Summary of the NOI Transaction that is your Receipt.  The summary contains the DEP Transaction ID, the date and time that the NOI was submitted and other information related to the filing.  PRINT THIS RECEIPT.   This receipt also becomes a permanent record in eDEP which you can view at any time simply by clicking on Receipt in the Transaction Overview Box.  

From this page you can either go back to the eDEP home page by selecting My eDEP in the lower right corner or press the EXIT button at the top of the page to end the session.
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6.2 Who to Contact to Get Help

If you need to speak to a MassDEP staff person to help answer your questions regarding these forms, contact our regional Wetlands Circuit Rider or our Circuit Rider Coordinator. They will also be available to provide group training sessions by appointment. 
Circuit Rider Coordinator: Alice Smith   email: Alice.Smith@state.ma.us
                                                                     Telephone: 617-292-5854

Regional Wetlands Circuit Riders

Northeast Region: Pam Merrill   email: Pamela.Merrill@state.ma.us
                                                    Telephone: 978-694-3249

Southeast Region: Christine Odiaga   email: Christine.Odiaga@state.ma.us
                                                              Telephone: 508-946-2836

Central Region: 


Telephone: 508-792-7683
Western Region: Mark Stinson       email: Mark.Stinson@state.ma.us
                                                        Telephone: 413-755-2257

^Back to TOC




































�









































Fee Carried Over


From Fee Calculator








�








�





�





�





�





�





�





�





�





�





�





�


�





�


�





�


�





�


�





�


�





�


�





�


�





�


�





�


�





�


�





�


�





�


�








[image: image58.emf] 

 

