2017 New Hampshire Small MS4 General Permit
New Hampshire Stormwater Coalitions Year 5 Annual Report Templates Guidance Document

I. How do I Remove Instructions and Important Notes Written in Red Text?
Instructions and important notes have been added to both the New Hampshire Stormwater Coalitions Year 5 “Existing Permittee” and “New Permittee” Annual Report templates to help permittees better understand what needs to be reported for each of the associated requirements. All the instructions and important notes language in both versions of the NH Year 5 Annual Report templates are noted in red text to draw attention and to help differentiate it from the required information in the Annual Report. Once the permittee has completed the Annual Report, they should remove all the instructions and important notes in red text and any of the associated text boxes that might have been surrounding the instructions and important notes. To help permittees understand what should be removed and how to remove it correctly, please use the following directions.

1. Locate the instructions and important notes in red text you would like to delete.  
Example:
[image: Image of instructions within a document surrounded by a black box. All of the text within the box is red.]



Instructions (Items #2 - #5)
2. For instructions that contain a box, select the box, if there is one, around the instructions and important notes in red text that you would like to delete. This is done by just clicking on the lines of the box itself. It might take a few clicks to actually select the box. Once the box it selected, small white dotes along with a few other icons should appear around the box.
[image: Image of instructions within a document surrounded by a black box. The black box is selected.]

3. Once the box is selected, press the delete button. This will then leave just the instructions and important notes in red text.
[image: Image of instructions within a document. All of the text within the box is red.]


4. Lastly, highlight all of the instructions and important notes in red text you want to remove, and press delete.
[image: Image of instructions within a document. All of the text within the box is red. All of the red text has been highlighted.]

5. The section should no longer have any instructions and important notes in red text and will appear as noted below.
[image: ]


II. Removing Important Notes that contain Red Text with Columns
Within the New Hampshire Stormwater Coalitions Year 5 “Current Permittee” and “New Permittee” Annual Report templates there are important notes identified in red text and associated boxes with lists of relevant permittees in different columns. The permittees were listed in columns to save space within the NH Year 5 Annual Report templates. There is an additional step that must be taken before the important notes in red text and boxes can be deleted.
Example
1. Locate the important notes in red text with columns you would like to delete.[image: Image of a list of towns in several columns within a document surrounded by a black box. All of the text within the box is red.]

Instructions (Items #2 - #5)
2. Highlight all of the red text in the columns.
[image: Image of a list of towns in several columns within a document surrounded by a black box. All of the text within the box is red. All of the towns within the several columns are highlighted.] 

3. Go to the “Layout” tab of Microsoft Word and then locate the “Columns” option under the “Page Setup”.
[image: An image highlighting the Layout tab within Microsoft Word.]



4. With the red text still highlighted, press the “Columns” option, and select “One” from the dropdown list.
[image: An image showing the Columns drop down menu in Microsoft Word. The one column option is highlighted.]

5. The list of permittees will then appear as a single column and the red important notes text and associated box can be deleted following the instructions above.
[image: Image of a list of towns all in one column within a document surrounded by a black box. All of the text within the box is red.]
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The following permittees are considered EXISTING PERMITTEES and should use this template OR the EPA Year
5 Annual Report Template for Existing Permittees found on the NH MS4 website:

* Ambherst * Hampstead * Milton * Rye

* Atkinson * Hampton * Nashua * Salem
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Certification of Small MS4 Year 5 Annual Report

Instructions: All reports, including SWPPPs, inspection reports, annual reports, monitoring reports, reports on
training, Nitrogen and Phosphorus Source Identification Reports for Year 5, and other information required by this
permit must be signed by a person described in Appendix B, Subsection 11.A or by a duly authorized representative
of that person in accordance with Appendix B, Subsection 11.B. If there is an authorized representative to sign MS4
reports, there must be a signed and dated written authorization. Use the following language if your municipality
wishes to file using an authorized representative.

“I certify under penalty of law that this document and all attachments were prepared under my direction
or supervision in accordance with a system designed to assure that qualified personnel properly gathered
and evaluated the information submitted. Based on my inquiry of the person or persons who manage the
system, or those persons directly responsible for gathering the information, the information submitted is,
to the best of my knowledge and belief, true, accurate, and complete. | am aware that there are
significant penalties for submitting false information, including the possibility of fine and imprisonment
for knowing violations.”
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