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You need to know your chemicals
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https://www.ecfr.gov/cgi-bin/text-idx?SID=191e2528869cf66718ddf4525bab8212&mc=true&node=ap40.30.355_161.a&rgn=div9
https://www.ecfr.gov/cgi-bin/text-idx?SID=191e2528869cf66718ddf4525bab8212&mc=true&node=ap40.30.355_161.b&rgn=div9
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https://www.epa.gov/sites/production/files/2015-03/documents/list_of_lists.pdf
https://www.ecfr.gov/cgi-bin/text-idx?SID=191e2528869cf66718ddf4525bab8212&mc=true&node=ap40.30.355_161.a&rgn=div9
https://www.ecfr.gov/cgi-bin/text-idx?SID=191e2528869cf66718ddf4525bab8212&mc=true&node=ap40.30.355_161.b&rgn=div9
https://cameochemicals.noaa.gov/
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You need to know...

> Dun and Braclsirest nurnoer for your cornoiny
. fyou clon’t nave one, click here

> Tnes NAICS codse for your industry
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https://iupdate.dnb.com/iUpdate/companylookup.htm
https://www.naics.com/search/
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%you need to submit a Tier Il report?

Hazardous < Required to have an SDS under OSHA HCS

Chemical < Over 10,000 pounds at any one time
e On the List of Lists or 40 CFR

o E:g::gggs part 355 Appendix A or B
es
Ssubstance Over the TPQ or 500 pounds
...whichever is less
If Yes

. e Retall

Tier Il Report Dieselor | - Underground storage tank

required TYes Gasoline | - Over 100,000 gallons of diesel

e Over 75,000 gallons of gasoline
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https://www.epa.gov/epcra/tier2-submit-software

Getting Started

This is what you see
when you open Tier2
Submit

Here is a valuable
link for more

information about
Tier Il reporting

Click here to start
creating your
own Tier Il Report



https://www.epa.gov/epcra

The Tier2 Submit Page Layout

Tabs for navigation

This menu bar has th/

typical File, Edit,
Record, Search, and
Help.

e Below thatis a tool bar
that allows you to
move between
modules.

* Centered in the page
are tabs associated
with each module.

Any field with a red star is
a required field.




The Help function in
Tier2 Submit will
guide you through
the entire process.
It’s a great tool; use
it often.

In Tier2 Submit,
your data is
automatically
saved as you type
it. There is no
“Save” command.
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To import data from last year, click on File, a
drop down list will give you the option of
“Import/Export”, which you should select.




e [fyouare not
importing data,
or

e if thisis the first
Tier Il report for
your company,
or

e ifyou're adding
new facilities to
your previous
company report,

fill out the pages
associated with
these tabs.

(If you are adding a
new facility, click on
New Facility tab to

reach this page.)




Start by filling out
your facility
Location
information.

This is the location
of the facility that
had the chemicals,
not headquarters or
other site.




Tier2 Submit can help you
find the latitude and
longitude of your facility.
It is very important you
get these coordinates

EXACTLY correct. Use this
check even if you
imported last year’s data -
to verify you have the
location correct.




After filling out
Location, you fill in
each page by clicking
on the tabs.

Note: Each state has
different ‘State Fields’
requirements. (Some
have none.)

State-specific
requirements appear
after you input your
state location.




If your company doesn’t have a Dun & Bradstreet
number, you can request one from here.



https://iupdate.dnb.com/iUpdate/companylookup.htm

If you don’t know your
NAICS number, you
can look it up here.

If there is ever one
person in the building,
itis manned. The
‘maximum’ is the very
largest number you
could expect.



https://www.naics.com/search/

/

If your facility is required to have a Risk Management Program in place, you
will need to enter the ID. For more information, visit the EPA RMP website
https://www.epa.gov/rmp.



https://www.epa.gov/rmp

If your facility is subject to Section 302 of EPCRA, you will need to provide
a Facility Emergency Coordinator on the ‘Contacts’ page of Tier2 Submit \




Three contacts are required:

Owner/operator,

Tier Il Information contact,

Emergency contacts (at least
2 contacts, one of which is 24
hour).

These contacts must include
an Email Address as well as
Phone Number(s).




If you are subject to Section
302 of EPCRA, you will need
to provide a Facility
Emergency Coordinator as
well.




On the State Fields
tab, Tier2 Submit will
automatically display
your state's additional
data field
requirements.

States may have
specific requirements
for both reporting and
submission.

Check
https://www.epa.gov
epcra/state-tier-ii-
reporting-
requirements-and-

procedures for your
state.



https://www.epa.gov/epcra/state-tier-ii-reporting-requirements-and-procedures

Attachments aren’t
necessarily required but it
can be very helpful to LEPCs
and First Responders if a site
plan and other diagrams are

included.

Any submitted SDS must be
in electronic format, and
must be submitted using
this Attachments process.

All diagrams, schematics,
and other additional
information must be
submitted using the
Attachments tab.

Attachments may be
submitted in a wide variety
of formats, including pdf,
jpg, docx, xIsx, mov, tif, gif,
and avi.




\

Fees are state dependent: some have a set fee, some
will send you a bill, some have no charge. Check here
for your state.



https://www.epa.gov/epcra/state-tier-ii-reporting-requirements-and-procedures

Certification is the last step in the Facilities module.

After you complete the Certification page, you should
click on “Chem Inventory List”. This moves you to the
next part: Chemicals in Inventory.
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https://www.epa.gov/sites/production/files/2015-03/documents/list_of_lists.pdf
https://cameochemicals.noaa.gov/

lzr Il Reooriing Quaniiies:

10,000 oouncls Tor Aazarcous Criernicals that 2re norn-

500 oouricls or tni2 TP for Exirernely alazarcous
Uostainces (ErlSs), wnizhnzaveris lower

/5,000 cicllons for gasoline or 100,000 cllons for
clizsel, if stored uncergrouncd (UST) it < faczility




Quzlllfyineg Quzintres

Excerpt from the: /
Emergency Planning and Community Right-to-Know Act
Office of Emergency Management. For more information, click on Faici Sheeai



https://www.epa.gov/sites/production/files/2013-08/documents/epcra_fact_sheet.pdf
http://www2.epa.gov/sites/production/files/2013-08/documents/epcra_fact_sheet.pdf

Once you are in
the Chemicals in
Inventory
Module, you
will have a new
tool bar and
new tabs.




Make sure you
fill in the correct
chemical name,
the CAS
number, and
note if it is an
Extremely
Hazardous
Substance
(EHS).

Select the Trade
Secret box ONLY if
you have followed
all the steps and
have been
approved by EPA.




You will have
a set of tabs
to fill out for
the new
chemical.




The first tab
requires a
description of
the chemical.

Note: The Hazards subtab
has been added to Tier2
Submit to reflect OSHA’s
Globally Harmonized
System of Classification
and Labeling of Chemicals
(GHS).




You need to know
the maximum
guantities in
pounds of each
chemical your
facility had in
inventory during
the previous year.

Tier2 Submit
provides a
corresponding
“Code” and will fill
automatically.
Verify it is correct.




The Safety Data
Sheet (SDS) for the
chemical contains
the information
you'll need here.

You must add all

physical and health
hazards associated
with the chemical.




List all locations within the facility of the chemical, along
with the storage type and condition at each location
where the chemical was present. Each row represents one
location where the chemical was present. A new row is
added to the table as you enter information into the
preceding row.




If you store chemicals as a mixture,
you may report the chemical by pure
chemical components, or on this
page as a mixture. However, your
reporting must be consistent
between Section 311 reporting and
Tier Il reporting.




If you store chemical mixtures and report them as a mixture:
e Provide the name of the mixture, product name or trade
name as provided on the OSHA safety data sheet (SDS).

e Enter CAS number of the mixture or product, if available.

e |f the mixture contains any EHS, check the box “yes”, and
then enter the name, CAS number and amounts.

e You are not required to list non-EHSs in the mixture, but
may report them if you wish to do so.




If you stored mixtures containing a certain chemical AND
also stored that chemical in its pure form, you must combine
the total quantities of all occurrences of that chemical to
determine the maximum you’ve stored and to determine
your Tier Il reporting responsibilities.




State Fields requirements depend on your
particular state. There may or may not be
specific state requirements here. Always check
this page as the requirements may change year
to year. This field will auto-populate based on
the state you identified in the Location tab.




If you have additional chemicals to add to this
facility, click New Chemical in Inventory.




If you want to see all chemicals associated with your facility in this Tier Il report, click on View List and then...




7

...the chemicals
associated with
that facility will
appear in a list.

In this case, two
chemicals are
associated with
this facility.




If you are submitting information for multiple facilities and want to see all chemicals
associated with all facilities (as opposed to just a single facility), click View All
Chemical Inventories.




To review a chemical,
click on it once to
highlight it, and then
click on “View
Record.”

Or simply double
click on the chemical.




When reviewing your chemicals,
pay attention to the range codes.
Check to verify that your “Max
Daily Amount” and “Average
Daily Amount” match the codes
displayed.




If you make a mistake, or need
to remove a chemical from the
inventory list, click on “Record”
in the menu bar, and select

“Delete Chemical in Inventory”.
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> Use the “Help” function in Tier2 Submit ais it gives
detailed instructions for validation and submission



Validating:
the error checking

capabilities in Tier2
Submit.

Option 1:
Validate Record if you
are just validating one
facility.

While on the Facilities
page, click on Record
for a drop down
selection.






Example 1:
Error noted during
the Validation
process.

Tier2 Submit
validation will take
you right to the field
with the error, if you
wish to fix the error
immediately.




Example 2:
Error noted during
the Validation
process.

Here the validation test indicates that
you missed marking either “Yes” or
“No” for the EHS field, which is a
required field (as indicated by the red
asterisk).

Click on Go To Field to fix the problem.

Then return to the Validation Process
until the test indicates no errors.




Example 3:

This facility
passed
validation!

This facility record passed all the validation checks.

Message /

QK




Option 2
Run a Validation
Report if you
have multiple
facilities. This
can help you
identify which
facilities have
errors, and then
you can use
Validate Record
to focus on any
errors in each
facility.



Make a Validation Report

Click on
‘All Records’
to validate
all your
facilities.




Validation Report
Success!

The Validation
Report screen looks
different from most
of Tier2Submit,
more like a
computer print out.




The final step is to Create Submission

"Create Submission"
creates the report to
send to the state.

Click on ‘File’ to
start the process.









After you have
Passed the
Validation
Check....

Verify your state’s
reporting
requirements

Click on
Create
Electronic

Submission
File

Tier2 Submit will
ask you where, in
your computer
files, you want to
save the
Submission file
(.t2s).




This is the critical piece.
Your Tier2 Submit report
was exported and saved
to your computer as a
t2s file.

Now you need to send
that file to your state.




You are not finished after you click “Create
Electronic Submission File”.

You must submit the Tier2 Submit file
directly to your state. Specific instructions
for your state are here. Each state is unique
and modify their requirements frequently.
Check your state for Tier2 Submit 2017
instructions.

Tier2 Submit does not send it anywhere. It
stores it on your computer for you to send.



https://www.epa.gov/epcra/state-tier-ii-reporting-requirements-and-procedures
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https://www.epa.gov/epcra
https://www.epa.gov/sites/production/files/2013-08/documents/epcra_fact_sheet.pdf
https://www.epa.gov/sites/production/files/2015-03/documents/list_of_lists.pdf
https://iupdate.dnb.com/iUpdate/companylookup.htm
https://www.naics.com/search/
http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title40/40cfr370_main_02.tpl
https://www.gpo.gov/fdsys/pkg/USCODE-2011-title42/html/USCODE-2011-title42-chap116.htm
https://www.epa.gov/epcra/state-tier-ii-reporting-requirements-and-procedures
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