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How Often?
 DMRs are required monthly for projects covered under an NPDES 

General Permit (Appendix G) or Individual Permit for Construction 
Dewatering Discharges.

Due When?
 Monitoring results from one month must be postmarked or received 

by the Department of Health (DOH) by the 28th day of the following 
month.

 Example: monitoring performed in June must be submitted by July 
28. 

No Discharge?
 Submit a DMR even if there are no discharges during the monitoring 

period.

Multiple Discharges?
 If there is more than one discharge in a single month, report the 

monthly minimum, maximum and averages for each parameter.  For 
pH, only report monthly minimum and maximum.

 For continuous discharge, the sample shall be taken at least once 
per week.

Quick Facts 
About DMRs

Mail packages to:

DOH Clean Water Branch
Hale Ola Room 225

2827 Waimano Home Road
Pearl City, HI 96782
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Original Signatures
 DMRs and the DOH certification letter require original signatures 

from either the Certifying Person or Authorized Rep. 

 Be sure to give yourself time to get signatures!

 Submitting both forms together for signatures will reduce routing 
time and allow for faster submissions.

The following submissions must be made for all reports:
1. Electronic Submission on DOH-CWB’s E-Permitting Portal; AND

2. Hard copy package mailed to DOH including:

i. Signed DMR with wet signature

ii. Signed certification form from the E-Permitting Portal

iii. A CD/DVD or thumb drive with scanned copies of i and ii

Quick Facts 
About DMRs

Mail packages to:

DOH Clean Water Branch
Hale Ola Room 225

2827 Waimano Home Road
Pearl City, HI 96782
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Part 1: Filling Out the 
DMR

Have the following 
documents ready:

• NPDES Permit or 
Notice of General 
Permit Coverage 
(NGPC)

• Notice of Intent 
(NOI) for the 
Project

• Lab Results
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Downloading a 
DMR

Download a blank DMR from the DOH 
website:

https://health.hawaii.gov/cwb/files/201
7/08/Blank-DMR-Form.pdf
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https://health.hawaii.gov/cwb/files/2017/08/Blank-DMR-Form.pdf
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Facility 
Information 
(from the NOI)
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Section 4. Facility/Project Information

Not this! This is the 
mailing address!
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Be sure to use the physical, not 
mailing address
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The Black Lake

BL 1

Section 6. Receiving State Water(s) Information
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Discharge Points
(from the NOI)

In this case, only one Discharge 
Point is listed and authorized by 
the permit.

“BL 1” may be inputted into item

Note: If multiple Discharge Points 
were listed, prepare a DMR for 
each point.
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Discharge 
Information

Monitoring Period: The month 
that your samples were taken, 
from the first day of the month to 
the last day.

Format:  Year – Month – Day  to Year – Month –
Day

If you didn’t discharge any 
dewatering effluent to a state 
water in the month, you still need 
to submit a DMR, but with this 
box checked off to show “No 
Discharge”.
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Minerva

Ms.

McGonagall

mcgonagall@hog.edu

345-748-4951

Albus

Dumbledore

Headmaster

dumbledore@hog.edu

345-748-4950
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Section 2. Owner 
Information

Who Can Sign
(from the NOI)

Name/Title of Principal Executive 
Officer

This is the printed name of the 
Certifying Person or Duly 
Authorized Representative. Only 
they may sign to certify that the 
DMR is truthful.

This is where the Certifying 
Person or the Duly Authorized 
Representative signs the DMR, to 
certify that the info on the DMR is 
truthful

Date that the Certifying Person or 
Authorized Representative 
signed the DMR

Section 8. Authorized 
Representative
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Other 
Information

If you have comments, you can 
input them here. Comments may 
also be discussed on a cover 
letter. Examples: exceedances, 
sampling or lab errors, lab notes, 
corrective actions, etc.

Page Number of your DMR (if 
reporting multiple discharge 
points).

Example Comment: “Lab had an error. See cover letter.” 1 of 3
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Information from 
the NGPC and 
Lab Results

Use the following to fill out the 
Parameter table on the DMR:

• Table 1 and its notes from the 
NGPC to fill out the Permit 
Requirement Sections

• And

• Lab results to fill out the Sample 
Measurement Sections

15

See the next page for an example DMR.
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Set up a 
template

Tip: You can fill in this information 
once and use it as a template for 
future DMRs! 
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Example DMR
Use your lab results to fill out the 
“Sample Measurement” sections.

• If there is more than one 
discharge in a single month, 
report the monthly maximum, 
monthly minimum, and monthly 
average values for each 
parameter on the discharge 
monitoring report.

• For pH, only report monthly 
minimum and maximum.

• For intermittent discharges, 
samples should be collected for 
each discharge.

• For a continuous discharge, 
samples should be taken weekly.
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Example DMR

July 2019

1 of 1

Use your lab results to fill out the 
“Sample Measurement” sections.

• If there is more than one 
discharge in a single month, 
report the monthly maximum, 
monthly minimum, and monthly 
average values for each 
parameter on the discharge 
monitoring report.



Part 2: Submitting the 
DMR on the E-Permitting 
Portal

Have the following 
documents ready:

• NPDES Permit or 
NGPC

• Completed DMR 
from Part 1 of this 
guide
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Step 1

http://eha-cloud.doh.Hawaii.gov/epermit

1. At the home page, click on Select 
Organization

2. Move your mouse down and hover 
over Environmental Management 
Division 

3. Move your mouse over and hover 
over Clean Water Branch

4. Then, National Pollutant 
Discharge Elimination System

5. And finally, choose NPDES 
Individual and General Permit 
Compliance Data Forms
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http://eha-cloud.doh.hawaii.gov/epermit


Step 2

Click on CWB Compliance 
Submittal Form for Individual 
NPDES Permits and NGPCs
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Read Instructions and scroll to 
bottom of page

Step 3
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Click on Begin Form Entry

Note: If you have not yet logged 
in, you will now be prompted to 
Log In 

Step 3 (cont.)
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In the box labeled Submission 
Reason

Choose “New”

In File/Reference #
Type in the NGPC File Number

The submittal form is separated into 
clearly labeled steps

Processing info

Step 4
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Select the appropriate fee 
categorization for your form 

Choose “Basic Submission Fee”

Note: You will not be charged a fee

Choose next section
1.Permit or File Number

Processing info

Step 4 (cont.)

July 2019



Type in your NGPC File Number

Note: You can always save your work and come 
back to it later - click Save Progress

To access saved forms, click on the History icon 
for a list of the forms you have saved

1. Permit or File Number

Step 5
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Type in the Condition Number 
referring to submitting DMRs as 
noted in your NGPC

Note: You can always save your work and come 
back to it later - click Save Progress

To access saved forms, click on the History icon 
for a list of the forms you have saved

1. Permit or File Number

Step 5 (cont.)

Condition No. 4
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73HP180.FNL.19Professor Albus Dumbledore

July 31, 2019

Page 2



Scroll through each section until you 
reach section 4.a Discharge Monitoring 
Report (Part 1).

As you scroll through the sections, if it 
doesn’t apply to your submittal, leave it 
blank.

You can get to any of the sections 
by clicking on the Section title on 
the left side of the page

Or

You can scroll through the 
sections by clicking on “Next 
Section” at the bottom of the 
page

Step 6
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4.a Discharge Monitoring Report 
(Part 1)

Enter the DMR due date and an 
explanation if it is late

If you don’t have a completed DMR, 
you can download a blank form 
here

Covered in Part 1 of this guide for 
instructions on filling out the DMR

Step 6 (cont.)
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Before proceeding with the e-permitting 
portal submittal, you will obtain 
signatures for both the DMR and 

Certification Form 

Step 6 (cont.)
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Click on the “Save Progress” button 
at the top right corner of the page

Skip down to the “Certify & Submit” 
section



Certify & Submit

Download the required 
Certification Form

Note: If  your browser blocks pop-ups, 
you need to manage pop-ups in your 
browser settings - allow pop-ups from 
this DOH website 

Use this submission number to 
fill out the Certification Form

Step 7
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Certification Form

This is the form you recently 
downloaded.

1. 1. Fill in e-permitting Submission 
Number and NGPC Number  

• 2. Check Discharge Monitoring 
Report (DMR)

• 3. Input the name of the Certifying 
Person
• Unless you are the Certifying 

Person, do not sign the form

Step 8
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Certification Form

1. 4. Read and check all three boxes. 

2. 5. This does not apply to DMRs; 
leave blank.

3. 6. Check “My submittal does not 
require a filing fee”.

Next, print Certification Form

Step 8 (cont.)
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Step 9

1. Take the completed DMR (from 
Part 1 of this guide) and a print out 
of the certification form and get 
both signed by either the Owner 
or Authorized Rep

Tip: Submitting both forms together 
for signatures will reduce routing 
time and allow for faster 
submissions!

2. After obtaining the signatures, 
scan copies of both documents

Scanned copies will be submitted 
electronically 

Hard copies will be mailed to DOH

3. Log back into the E-Permitting 
Portal and finish up your 
submission

July 2019
1 of 1



4.a Discharge Monitoring Report (Part 
1)

Upload your scanned, completed 
DMR and certfication form

Move onto the next section 4.b 
Discharge Monitoring Report 
(Part 2)

Step 10
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4.b Discharge Monitoring Report (Part 
2)

Answer the questions in this section if 
you have a permit/NGPC parameter 
limitation exceedance.

If you do not have any limitation 
exceedances, skip ahead to the next 
section. 

Step 11
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Step 11 (cont.)
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4.b Discharge Monitoring Report (Part 
2)

If you have more than one exceedance, 
duplicate or add new exceedance(s).

After inputting any exceedances, 
continue on to the next section.



Continue clicking on or scrolling 
through every section (even if it isn’t 
what you’re submitting).

Note: There must be a checkmark to 
the left of all header sections to submit 
the form.

Once you have passed through a 
section, a checkmark will appear in 
the circle to the left of the section 
name.

Any section not visited will remain 
blank.

Any section that is not properly filled 
out will turn red and an x will appear 
in the circle

If there is only a red x next to Review, it means a 
section is missing a checkmark (i.e. Contact and 
Authorized Representative Information)

Step 12
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On the Review page, you can see 
your finished application 

1. To make changes to any 
section, click on a section 
header on the left

Review

Step 13
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1. Make a pdf copy by clicking 
Print Review. Save the pdf.

2. To finish the application, 
choose Certify & Submit

Review

Step 13 (cont.)
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Certify & Submit

Check the box that says “I have 
already downloaded this 
certification form”

Submit the form

Step 14



The application is submitted, however 
it is not complete until the Certification 
Form is received by DOH. 

Continue to Part 3 on the next page!

Step 14 (cont.)
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mcgonagall@hog.edu.



Part 3: Mailing the 
Submission

Have the following 
documents ready:

• Scanned copies of:
⁻ The DMR(s)

⁻ Certification
form

⁻ Lab results

⁻ E-Permitting 
Submittal

• Certification form 
with wet signature

• Original DMR(s) 
with wet signature

• Lab results
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Step 1

Save onto a CD, DVD, or thumb drive:

1. Scanned, signed DMR

2. Scanned/PDF of the lab results

3. Scanned, signed Certification 
Form

4. PDF of your e-permitting 
submittal (Part 2, Step 13, cont.)

July 2019
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At this point, you should have submitted your on-line form.

Next, package up:

1. Your CD/DVD or thumb drive with the pdfs (Part 3, Step 1);

2. The transmittal/certification form with wet signature (Part 2, Step 
11); and

3. Original DMR(s) with wet signature.

Note: Make sure you give the Clean Water Branch the 
transmittal/certification form and DMR with the original, wet signature!

Keep copies of all documents!

Send the packaged items to the Clean Water Branch:

DOH Clean Water Branch 
Hale Ola Room 225 
2827 Waimano Home Road 
Pearl City, Hawaii 96782

Last Step!
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