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Monthly Operations Report Submittal Instructions 

Purpose 

The Department of Energy and Environmental Protection (“DEEP”) is implementing a new 

process to allow facilities covered under the NPDES permit program to electronically sign and 

submit Monthly Operating Reports (MORs).  Facilities will now be required to complete a 

subscriber agreement relating to the submission of MORs and to submit MORs to DEEP in 

Excel format. 

Background 

Since the outset of the COVID-19 Pandemic in March 2020, DEEP has requested that all MORs 

be submitted electronically via email to DEEP.WPCF@ct.gov.  While this change helped to 

simplify the submission of MORs for operators and the tracking of MORs by DEEP staff, the 

current process still has its shortfalls.  Currently, about three-quarters of facilities submit MORs 

in .PDF format, and the receipt of so many MORs in .PDF format presents many challenges to 

DEEP staff related to MOR review, data aggregation, and data analysis.  As a result, DEEP 

will now be requiring the submission of MORs in Excel format. 

To facilitate the transition to this new requirement, DEEP will be requiring each permittee to 

complete a Subscriber Agreement that identifies any individuals who will be authorized to 

submit MORs to DEEP.  Having each user complete the subscriber agreement will satisfy all e-

signature requirements and eliminate the need for there to be a wet signature on or 

accompanying each form. 

 

Procedure to register with DEEP and submit MORs electronically:   

1. Complete and submit the Subscriber Agreement to validate and designate an 

authorized data reporter (a.k.a. Authorized Subscriber). 

 

Fill out and submit to DEEP a Subscriber Agreement signed by a duly authorized 

signatory and each of the individuals who will be authorized to submit MORs to the 

Department.  Please be sure to fill out the form completely.  The Subscriber Agreement 

must be submitted to DEEP by May 31, 2024. 

 

2. Each permittee shall submit to DEEP.WPCF@ct.gov a copy in Excel format of the 

MOR template currently in use at the facility.   

 

3. DEEP will review the template and make the changes necessary for conformance 

with DEEP’s new data sorting and aggregation program. 
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This includes the following items: 

a. Header – DEEP will add a new header to the template in which the permittee will 

be required to identify the year, month, and the individual who is verifying the 

correctness of the data and submitting the form to DEEP (the subscriber). 

i. In cell A2, input the 4-digit year 

ii. In cell B2, input the month (only values from 1 to 12 are accepted) 

iii. In cell C2, input the town or facility name.  This should remain consistent 

among all MORs submitted. 

iv. In cell D2, the electronic signature of an authorized individual (enter one 

person’s name only) 

 

 
 

b. Formatting and Orientation – DEEP will ensure that the form is formatted and 

oriented in a way that is readable to the data aggregation program. 

i. The MOR shall be oriented such that: 

• the columns are labeled with the various monitoring parameters; 

• the rows are labeled 1 through 31 below the parameter labels for 

the days of the month; and 

• all data for each day are in one row, on one page of the 

spreadsheet.  (However, additional tabs/pages may be added to 

the spreadsheet if supplementary info is to be reported) 

 

4. Note that after your new MOR form is finalized, the format of the form must not 

change from month to month.  For example: 

c. If there are less than 31 days in a month, the extra rows should be left blank 

rather than deleted. 

d. The order of columns shall remain consistent from month to month, and columns 

shall not be deleted from the table.  If a new parameter needs to be reported, it 

should be added to the end of the form as the last column. 

 

5. Continue sending MORs to DEEP.WPCF@ct.gov, always in Excel format. 
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