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Stars2 ITR Guidance 
 

Summary     
The Intent to Relocate (ITR) processing and issuance in Stars2 is very different to how they were handled in the 
past.  Instead of sending a composed document to CO to issue, the permit writer will simply fill out a form on the 
screen and sign off on the workflow tasks.  The fields that are completed on the screen contribute to what gets 
included on the final issued document.  A sample of an issued document is included at the end of this guidance 
document so you can see where the information will appear.  It is important to have this in mind, particularly if 
including additional conditions, so the issued document will make sense. 
 
ITR requests are currently only submitted in hard copy to the DO/LAA.  Submitting these requests through Air 
Services is not available but is planned to be in the future. 
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Facility Profile and Portable Facilities 
 
There are a few things to keep in mind when reviewing a facility profile in relation to an existing portable facility.   
 
Note:    If you create a brand new portable facility follow the instructions under "Creating a New Portable 

Facility" first before heeding these rules. 
 

1. The facility must have a check mark next to the "portable" indicator along with a "portable group type". 
2. The facility location address should represent the current location of the facility.  This includes the 

address fields as well as the county. 
3. DO NOT use the "2nd notification county" identifier for portable facilities.  (This is only to be used for 

stationary facilities that straddle 2 counties.) 
4. The home office should be indicated under the Owner/Contact information as the Owner. 
5. Public notices for permits and permit applications will be published in the newspaper based on the 

county in the facility profile where the facility is currently located. 
6. Public notices for relocation approvals are published in the correct newspaper according to the county 

specified for the future address in the ITR. 
 

 
 

Creating a New Portable Facility 
When creating a new portable facility in Stars2 it is important to follow these instructions so the facility ID will 
be assigned to the correct DO/LAA appropriately. 
 

1. Select the Create Facility option from the 2nd level menu as you normally would. 
2. If the home office is located in Ohio, temporarily enter the home office address as the facility address.  

Then wait for the Core Place ID as you normally would.  If the home office is outside of Ohio, then you 
would use the first location the facility will be operating. 

3. Create the Owner in the Owner/Contact records.  This would be the home office location.  You can use 
the "copy address from the facility profile" button for this case. 

4. Change the facility profile location address to be the first actual physical location.  Make sure the county 
is also changed to reflect the physical location. 
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Creating an ITR Request 
ITR requests can be created for any facility that is marked as a portable source in the facility profile.  This would 
be indicated by having a check mark next to "Portable:" as seen above.  If this box is not checked the options for 
selecting ITR requests will not appear. .  The DO/LAA may edit the facility profile to mark the facility as portable, 
as appropriate. 
 
 
To create an ITR, you must click on the Application(s) third level menu.  Then you would click on the New 
Request button. 
 

 
 
The ITR options available to enter into Stars2 are: 
 

• Intent to relocate to site not pre‐approved ‐ This is also known as a 30 day relocation request per OAC 
3745‐31‐05(A)(1)(p).   

• Relocate to pre‐approved site ‐ This is also known as a 15 day relocation request per OAC 3745‐31‐
05(E).  Use this option when you have received a notification that a portable facility is relocating to a site 
that the Agency has already pre‐approved. 

• Relocation Site(s) Pre‐Approval ‐ (OAC 3745‐31‐05(E)) Select this option if you have received a  request 
for pre‐approval to one or more locations in a county.  It is important to note that a Pre‐Approval must 
be processed per county to make sure that the documents are public noticed accurately. 
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After you select the type of request, the prompts are adjusted to what is needed for that situation.  You will fill 
out the initial prompts and then click the Save button.  That will bring you to the ITR Detail screen where you can 
further complete the request in Stars2 and then submit it.   The fields that may appear are listed below with a 
description of what should be inserted.  You will see these fields either on the initial prompts or the Application 
Detail. 
 

 
Date Request Received: This is the date the ITR was physically received by your office. 
 
Date Request Submitted:  This is the date the request was submitted in Stars2. 
 
ITR Form Complete:  Is the ITR form complete? 
 
Facility Compliant:  Is the facility compliant with the permit(s) they are subject to? 
 
JFO Recommendation:  Does the Jurisdictional Field Office (JFO) recommend this request be approved as is, 
approved with additional conditions, or denied? 
 
Request Disposition:  Is the request approved.  (Enter this information after selecting Save on the first screen.)  
 
Future Address:  What address is the facility relocating to?  In the case of a Relocation Site(s) Pre‐Approval 
where more than one address is needed, list all addresses in this field.   
 
Target County:  This is the county where the facility will potentially be relocating to.  This information is used to 
determine which newspaper will get the public notice to be published. 
 
Additional Conditions:  Enter in any additional conditions that need to be met in order for a source to be 
compliant with this approval.  This text will be inserted into the issued approval.  (Enter this information after 
selecting Save on the first screen.) 
 
Reason for Denial:  If this ITR request is being denied, enter the reason it was denied so it can be included in the 
issued document.  (Enter this information after selecting Save on the first screen.) 
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If you determine during your data entry, and prior to pressing the submit button, that you have entered this 
request in error, you may delete it by pushing the delete button. 
 
Once you have completed the ITR Request in Stars2 you should submit it in order to kick off an ITR workflow for 
processing.   
 

Post ITR Issuance  
 
The ITR is not connected to any address information in the facility profile.  The facility address will not be 
changed through the issuance of any approvals.  Once the DO/LAA staff person receives notification that a plant 
has relocated, he/she should go into the current facility profile and change the facility location information. 
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Processing an ITR in Stars2 
 
After you submit the ITR an ITR workflow will be kicked off.  A diagram of the steps involved is given below.   

 
 
Preliminary Analysis is the first task assigned.  The user is prompted with 3 options that correspond to the paths 
in the workflow. 
 

 
 

Site Analysis:  Will this request be acted upon such that a site analysis will be performed.  This path will 
result in the issuance of an approval/preapproval or denial. 
 
Notification Received:  Was a preapproval already issued to this source and the facility is simply giving 
you a 15 day notification that they are relocating to that site?  If so, choose this option and nothing will 
be issued.  The subsequent task will need to be signed off to acknowledge the receipt of the notification. 
 
Return:  Upon reviewing this request was it determined that the request was incomplete and then 
returned to the facility?  If so, select this option.  The subsequent task will be to acknowledge that the 
ITR was returned to the company. 

 
Site Analysis:  Complete this task when a site analysis was performed for the site(s). 
 
Home Office Prep:  Complete this task after the preparations have been done if the relocation involves another 

DO/LAA. 
 
Issuance:  Handled by PIER, CO 
 
Confirm Public Notice:  Handled by PIER, CO. 

 



 

Appendix A:  Example Issuance Document 
 



 
        
 

State of Ohio Environmental Protection Agency 

STREET ADDRESS:  MAILING ADDRESS: 

Lazarus Government Center 
50 W. Town St., Suite 700 
Columbus, Ohio 43215 

TELE: (614) 644-3020  FAX: (614) 644-3184 
www.epa.state.oh.us P.O. Box 1049 

Columbus, OH  43216-1049 

 

 
Ted Strickland, Governor 

Lee Fisher, Lieutenant Governor 
Chris Korleski, Director 

 

v Printed on Recycled Paper  Ohio EPA is an Equal Opportunity Employer Printed in-house 

 

 
10/24/2008 
 
 
BRAD ALLISON 
HI WAY PAVING INC 
4343 WEAVER COURT NORTH 
HILLIARD, OH 43026 
 
RE: APPROVED RELOCATION OF PORTABLE FACILITY 

Intent to Relocate Request Number:  REL00025 
 Effective:   10/24/2008 
 Facility ID:  0125973049 
 Current Facility Location: 4343 WEAVER COURT NORTH 
     HILLIARD, OH 43026 
 
Dear Permit Holder: 
 
This letter is being sent in response to an Intent to Relocate request form which was received on 10/15/2008 
regarding the facility identified above.  The Ohio EPA, Division of Air Pollution Control (DAPC) currently has on 
record that the following emissions unit(s) is a part of this facility.   
 

Emissions Unit ID: Company Equipment ID: 
B001 Boiler 
F001 Roadways 
P001 XYZ Equipment 

 
DAPC believes that this type of operation will not cause appreciable degradation of the air quality in the area 
surrounding the proposed site below and therefore approves the relocation to this site, pursuant to Ohio 
Administrative Code rule 3745-31-03(A)(1)(p), provided the additional conditions given below are met while 
located at the site.   
 
Proposed Site: 12345 Somewhere Street City, OH  43555 
 
Additional Conditions: This is where the special conditions that need to be met by the source.  I am 

entering this information to demonstrate where it will appear on the template.  
More than one paragraph can be included in this box and if you need to enter 
enough information into this box, I believe that a scroll bar will appear for your 
scrolling convenience.  

 
If, at any time, the above conditions are not met while operating at this site, DAPC will consider the approval as 
void and further operation of the unit without additional approval will be considered a violation of OAC rule 
3745-31-03(A)(1)(p). 
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BRAD ALLISON 
HI WAY PAVING INC 
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This office will provide public notice of the impending move in the newspaper, The News Journal, in Clinton 
county where the portable source will be located.  Once public notice of the intended relocation is published in 
the appropriate newspaper, relocation can occur.  
 
Please be advised that HI WAY PAVING INC must ensure that the identified emissions unit(s) and any 
supporting units operate in compliance with all applicable rules and regulations, as well as all applicable permit 
terms and conditions. 
 
You are hereby notified that this action (approval) of the Director is final and may be appealed to the 
Environmental Review Appeals Commission pursuant to Section 3745.04 of the Ohio Revised Code.  The 
appeal must be in writing and set forth the action complained of and the grounds upon which the appeal is 
based.  The appeal must be filed with the Commission within thirty (30) days after notice of the Director's 
action.  The appeal must be accompanied by a filing fee of $70.00 which the Commission, in its discretion, may 
reduce if by affidavit you demonstrate that payment of the full amount of the fee would cause extreme 
hardship.  Notice of the filing of the appeal shall be filed with the Director within three (3) days of filing with the 
Commission.  Ohio EPA requests that a copy of the appeal be served upon the Ohio Attorney General's Office, 
Environmental Enforcement Section. An appeal may be filed with the Environmental Review Appeals 
Commission at the following address: 
 
 Environmental Review Appeals Commission 
 309 South Fourth Street, Room 222 
 Columbus, OH 43215 
 
The Ohio EPA is encouraging companies to investigate pollution prevention and energy conservation.  Not 
only will this reduce pollution and energy consumption, but it can also save you money.  If you would like to 
learn ways you can save money while protecting the environment, please contact our Office of Compliance 
Assistance and Pollution Prevention at (614) 644-3469.  If you have any questions regarding this matter, 
please contact the Ohio EPA DAPC, Central District Office at (614)728-3778. 
 
Sincerely, 

 
Chris Korleski 
Director 
 
Cc: Ohio EPA-CDO 

 
 


