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Getting Started 
• Create an account on the NY.Gov website (https://my.ny.gov/ ) 
• Once your account is created, go to the NYSDEC eBusiness Forms 

Portal webpage: http://www.dec.ny.gov/pubs/95925.html 

http://www.dec.ny.gov/pubs/95925.html
https://my.ny.gov


   nForm Quick Start Guide 



   

   

Create an Account 

• Click on Personal 



           
                   

Sign Up for a Personal NY.gov ID 

• Read instructions, then click “Sign Up for a Personal NY.gov ID” 



         
                              

Submission of the Notice of Intent 
• Once your account is created, go to the NYSDEC eBusiness Forms Portal webpage: 

http://www.dec.ny.gov/pubs/95925.html 

http://www.dec.ny.gov/pubs/95925.html


   
                     

   
         
                   
 
                   

               
     

 
                      

              
   

Finding the eNOI 
There are two methods for finding the form you need to complete 

Select an Organization 
1. Click on the Select Organization button. 
2. Mouse over the organization list and click on Division of 

Water (DOW). 
3. After selecting DOW, the details for the division will be 

displayed as well as all forms related to DOW. 
4. Choose the desired form. 

Form Finder 
The Form Finder tool allows you to search for a specific 
keyword, e.g., NOI, MSGP, stormwater. Then choose 
the desired form. 
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Form Finder ‐ Finding the eNOI 
o Type ‘MSGP’ in the Search Bar 
o All MSGP Forms appear in the list 
o The Notice of Intent is usually at the top of the list 



   
                             

                                   
       

Opening the eNOI 
Once the appropriate form has been selected, the starting page will appear, displaying information about 
the form, links to frequently asked questions, contact information, and, in the bottom of the page, a button 
to submit the form online. 



 
                                                    
                                               
   

                      

         

                           

Owner Information 
1. Be sure to make a note of your Submission ID #. This is the easiest way to track your submission. The Submission ID is also used 

on the E‐Certification form. If any changes are made to the data after the form is first submitted, the Submission ID # will remain 
the same. 

2. Click Save Progress to save the form. In the My Submissions folder. 

3. Click to validate the address. 

4. The jump menu on the left side shows all the sections of the NOI. 
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Owner Information 
1. Owner Information must be correct. It is necessary therefore for all companies that are either a Corporation, LLC, LP or LLP to have a 

NY Department Of State ID # 
2. When you choose one of these four options, the Department of State ID Number entry box will appear. You must put the DOS ID of 

the company in this box. 
3. The ID can be found by clicking on the link given and using the Search engine on the DOS webpage 
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Owner Information – DOS  ID 
1. Search by Entity name and enter the name of the company in the box provided 
2. You can leave this or narrow your search to indicate only ACTIVE facilities 
3. Check all boxes to ensure you capture the full database. 
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Owner Information 
1. Hover over and click on any ℹ symbol to the right that appears for more information on what the question requires 

as a response. 
2. If you want the bill sent to an address that is not the Owner/Operator’s address then complete this section, 
3. When completed click to go to the next section Facility Information. 
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 Facility Information 

There are two methods for getting 
the geographic coordinates for 
your Facility: 

1. Find your facility on the Map 
and select it. The coordinates 
will automatically appear in 
the boxes below. 

2. Directly enter the 
Latitude/Longitude 
Coordinates in the 
boxes. Note: Enter 
coordinates in decimal 
degrees, not UTM. 
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 Facility Information 
The SPDES ID is a unique number assigned to each facility. If your facility has never had permit coverage then you 
would answer No and will get assigned a SPDES ID by the Department. 



             
           

     
           

           
               

           
             
         

 Eligibility Information 
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1. The first 3 questions must be answered 
appropriately in order to advance through 
the Eligibility Information Section. 

2. You must indicate where the Stormwater 
Pollution Prevention Plan is located. All 
three locations can be checked. If Online is 
checked you must indicate the web 
address. If a different physical location is 
checked, then complete the address 
information. 



       
           

       
       

           
       

       
       

 

           
       

           
               

             
           
     

           
           
         

           
 

             
         
         

           
           
           

         

 Waterbody Information 
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1. The Stormwater Interactive Mapper 
should be used to answer the 
questions in the Waterbody 
Information Section of the NOI. 

2. The waterbody name is a dropdown 
menu. Note the unique 
numeric code for each waterbody – 
some NY waterbodies share 
common names. 

3. Question 2 is specific to impaired 
waterbodies. You must first 
determine if the waterbody you have 
listed in Question 1 is impaired. If it 
is, then you must determine if the 
pollutant of concern is in the 
discharge from the facility. 

4. If the facility discharges into a 
regulated MS4 prior to a surface 
waterbody, then indicate Yes and 
choose the MS4 from the drop‐down 
that appears. 

5. In rare cases there may be more 
than one waterbody discharged to 
from the facility. This usually 
happens when the facility is located 
on the boundary of 2 watersheds. 
Add the additional waterbody if this 
is the case for your facility. 
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Waterbody Information – Using the Interactive Map 
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1. This image shows the layers that you 
will use to determine the nearest 
surface waterbody and whether the 
waterbody is impaired. 

2. The MSGP layer shows all MSGP 
facilities. If you already have a 
SPDES ID your facility will show up 
on this layer 

3. The Impaired Waterbodies for MSGP 
layer shows you the waterbodies 
that are impaired. 

4. The Waterbody Inventory Layer will 
show you all regulated surface 
waters in NYS. 



                                         
                       

       Waterbody Information – Nearest  Surface Waterbody 
1. This image shows the Waterbody Inventory layer turned on. The Waterbody Inventory layer should be used to find the nearest surface 

waterbody. Clicking on the waterbody will bring up a window with additional information. 
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Waterbody Information – Impaired Waterbody 
1. Turn off the waterbody Inventory 

layer and turn on the Impaired 
Waterbodies for MSGP layer. If the 
waterbody chosen in Question 1 also 
shows up in the impaired layer, click 
on the waterbody. 

2. This will open a small window that 
has information on that waterbody. 

3. In addition to the name, the 
pollutant of concern that is causing 
the impairment is indicated and the 
Sectors of the permit that this 
applies to are also indicated. This will 
help answer Question 2 of the 
Waterbody Information Section 
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     Waterbody Information – MS4  
1. Turn on the Regulated MS4s layer 
2. The area is shaded brown and also has brown lines to show the full MS4 areas 

Note that not all MS4s in the state are regulated under a permit. Those that are not regulated will not be in the drop‐down menu of the NOI. 

1 
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 Outfall Information 
1. Enter the facility's Primary SIC Code. 
2. If there is another SIC code associated with the facility (Co‐Located activity) indicate in question 2. 
3. Add as many rows as necessary to capture the industrial activities at the facility. 
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Outfall Information –Effluent Limitations 
1. In Question 3, if the facility falls under any of the listed Sectors codes, choose Yes and indicate in 

Question 3A which Sector. Once the Sector is indicated a question appears in the gray EPA Point Source 
Box. 

2. The answer to the question should be indicated in the EPA Point Source column of the Outfall and 
Sector Information table 

3. The outfall and Sector 
Information Table should be 
completed in full – no  blank 
spaces. Add a row for each 
outfall at the facility that 
needs permit coverage. 

4. Indicate if a Representative 
Outfall Waiver is being 
claimed. If [YES] a new 
section will appear, 
(Representative Outfall 
Information Section) and 
must be completed before 
submission. 
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Certification 

Answer the 2 questions given, read the 
certification statement and complete the 
form. 

1. Click on the certification form link. 

2. Complete and Sign the form, Save it 
to your computer, then attach the form 
to the NOI. 



 
               

         
           

     

             
     

               
           

             
           

               
 

               

Certification Form 
In order to submit a complete Notice of
Intent, the Owner/Operator must download,
sign, scan, and upload the certification form. 

1. Download the form. 

2. Complete the form ‐ No blank spaces are 
allowed on the form. 

3. The certification must be signed by a
member of the corporation's executive team,
a partner in the partnership, the sole
proprietor of the business, the ranking
elected official of the municipality or a duly
authorized representative. 

4. Upload the form and attach to the NOI. 



 

                   
     

                 

Review Section 

1. Before submitting, all sections of the document can be 
reviewed on this page. 
2. The review can also be printed from this page. 
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Certify and Submit Section 

1. Submit the Form, or 
2. Save and Exit to finish later 



       

                         
                     

Example Email Notification to Owner/Operator 

Receiving this email does not mean that the NOI has been acknowledged as 
complete. Only a status of Deemed Complete indicates a completed form. 



   My Submissions Menu 
1. To find a form that has previously been submitted or saved for later completion at 

a later date, the user should select the menu choice “My Submissions”. At the top 
of the home page. 

2. Status Column shows the forms that the current user has access to in the folder. 
This includes submitted forms and forms that have been started, but not 
submitted. 

3. The column to the right has different symbols that when clicked will allow you to 
View, Edit, Delete or Rename the form. 



           

 

 

Using the Form Actions in My Submissions 

View – can always be performed, regardless of the form status. This displays 
all of the form questions and responses, but does not allow data to be modified. 
In the View Form mode, users can also print or download the submission. 

Edit – Forms can only be edited before they are submitted. This command is 
used to continue working on a saved form.  Data already entered in the form 
can also be changed or deleted. 

Delete – Forms can only be deleted before they are submitted. Once 
submitted, a form’s data becomes a permanent record. 

Once deleted, recovery of the Form is not possible. 



   
                                     

         

                                 

Sharing the NOI 
1. In the My Submissions tab click on the VIEW symbol to view the Draft of the 

NOI. The page shown below appears. 

2. At the very bottom right of the page click on the Share With … button 



       

 

eNOI Preparer Notification to Owner/Operator 
To authorize additional users, the eNOI preparer must: 
1. Enter the additional user’s email address; 
2. Check the box “Can Manage Access to Submission?”; and, 
3. click Add. 

This will send an email to the user from the eBusiness Portal 
notifying them that an eNOI is ready for their review. 
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After Submitting the Form 
1. The permit allows for the Department up to 30 days from the date of submission for the review. 

2. Check the status of the form starting about 21 days after submission. Do not email or call us if the form is still 
in the ‘Submitted’ Status. 

3. If there are errors or omissions on the form, an email will be sent to the NOI preparer indicating what the errors 
are and will include a link to the submission. You will need to log into the nForm system to access the form. 

4. Once the form is Deemed Complete you will receive a system generated email, similar to the one below. 



     After Submitting the Form 
1. The Notice of Intent Acknowledgement Letter for the facility is located on the Submission overview page 

toward the bottom under ‘Documents & Attachments’. The Submission Overview Page is the 1st page you see 
when you click on the submission. 



 

               
             

         

MSGP Webpage 

• https://www.dec.ny.gov/chemical/9009.html 

Jump links at the top of the MSGP 
webpage will bring you to the section 
of the page you are interested. 

https://www.dec.ny.gov/chemical/9009.html



