KEIMS

Aboveground Storage Tank
Change Form

GUIDE

@ KANSAS ENVIRONMENTAL
INFORMATION MANAGEMENT SYSTEM

Kansas Department of Health and Environment

Submit this form when:
« Tank ownership has changed -
« The product stored in the AST has changed -

« The status of the AST has changed -
« The contact person or contact information has changed -
« You want letters regarding the facility’s ASTs to be sent to a different address «
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Introduction

This guide will demonstrate how to complete the change form for Aboveground Storage Tanks, or ASTs, in Kansas.
This form should be submitted for any of the following changes to an AST with an existing permit:
«Change in ownership.
«Change in contact information.
«Change in product stored in the AST.
«Change in status of the AST, which includes changing the status of the tank to any of the following:
— Current in Use (tank brought in service).
— Exempt — Temporarily Out of Service (tank is not in use, empty and cleaned, disconnected from power source
and fill port locked).
— Temporarily Out of Service (tank is not in use, contains product, but will be used again within the next three years).
- Permanently Out of Service (tank is not in use, is empty and cleaned, and will not be used again).
+Change in facility mailing address.

In the case of a change of ownership, the initial owner will need to complete this form rather than the new owner. If
the tank is being moved, the new owner will also need to apply for a new permit.

Note: If there is personnel change (manager or responsible contact person) at an AST facility, the owner must first email Sandra Dowell at KDHE
(Sandra.M.Dowell@ks.qgov) to request an update to the facility’s contact information. The owner must email Sandra from the email address already
registered in KEIMS. It is mandatory to provide the new contact person’s email address so they can be designated as an administrator for your AST
facility and access the KEIMS account, which is pre-approved by KDHE.

Logging In

First you will need to log in to KEIMS and select your site. If you
need instructions on logging in or linking a site to your account,

any %% Manage
see our KEIMS General Overview Visual Guide. It, and other e
helpful KEIMS guides, can be found at www.sbeap.org/KEIMS. Home
To select your site, click the blue box on the lefthand side, near - Finding and Subrmitting Applicat

the top of the page (a). It will either be showing All or the name
of one of your sites. Once you click the box, a dropdown menu

will appear, and you can select a site from there.
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https://keims.kdhe.ks.gov/nsuite/ncore/login
http://www.sbeap.org/KEIMS
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Starting the Form

Go to Start a New Form (a) on the left menu.

Select I have a reporting obligation to fulfill (b).

KDHE ~

Home

Dashboard
Notifications
Details

Start a New Form ‘_ a
Submissions

Permits / Registrations

Evaluations { Inspections

Financials

Documents

Authorized Users

Start New Form

The forms below are filtered for only those that apply to Sites.| Show All Forms
What kind of form are you looking for?

I want to start a new application

Forms used to apply for a New Permit, License, or Entrance into a Program

I want to renew, modify or terminate an existing permit, license or registration
Forms used to reissue, modify, transfer or terminate a permit

| have a reporting obligation to fulfill
/?é;}ﬁ ting forms relating to current permits and active compliance actions

| want to make a service request
Forms used to make a service request

I’'m not sure

Search all available forms

&

4 )
Note: If you are not the designated administrator for your AST facility in KEIMS, you can still log in to your KEIMS account, but you will not
have the option to fill out the change form. To become the designated administrator for your AST facility in KEIMS, the owner must email

Sandra Dowell at KDHE (Sandra.M.Dowell@ks.gov) to request an update to the facility’s contact information.

J

Reporting Forms

KDHE

d

C_ Showing2of22

- (AST) Aboveground Storage Tank Change Form

Site Name: KDHE

Permit Number: AST-005374 v7.0 ‘— e

Program Area: BER - Storage Tanks

ER - Tanks - (AST) Aboveground Storage Tank Change Form - BER - Tanks

BER - Tanks - (AST) Aboveground Storage Tank Change Form
VERSION 3.2

INSTRUCTIONS

Not Started

f—p

Begin Begin Form Entry

Find the form labeled BER - Tanks - (AST) Aboveground Storage Tank Change Form - BER - Tanks - (AST) Aboveground
Storage Tank Change Form (c). You can use the Filter bar (d), located on the left-hand side to find the form more easily.

There may be multiple versions of this form. Choose the one with the highest version number (e).

Click Begin (f) on the right-hand side. Then click Begin Form Entry ().
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Form Navigation

About Contact K

KEIMS Kansas Environmental Information Management System

Last saved a few seconds ago
@ SR BER - Tanks - (AST) Aboveground Storage Tank Change Form P

Submission HQF-NYVB-N8ZPE Revision 1 Form Version 3.27 SAVE PROGRESS

This form contains 8 sections. Each section
contains fields that you may be required to fill
out before your submission is considered
complete. You can use the section navigation

. . menu to skip to specific sections, or simply

Faci [|ty Information follow the "Next Section’ button at the end of
each section to complete them in sequence.
Aiter each section is complete, you may be

Tank Owner asked to certify the information entered, after

Information which you can complete the process by

submitting the form.
* Reason for Form Submission? (Select ait tnat appuy)

@ Facility Information

Review [[] Change of Ownership [J change in Product or Status

D Update Contact Information

Certify & Submit

Facility Name
KDHE

Enter the nal

KDHE Facility ID
00070

Facility Street Address
1000 SW JACKSON, SUITE 410

TOPEKA KS 66612

NEXT SECTION
Tank Owner Information

-The system automatically saves your progress each time you change sections, but the best practice is always to
save regularly with the Save Progress button

«You can use the outline on the left side to navigate between sections

«You can mouse over the question-mark icon (c) by the title to see instructions for the form. Some sections of the
form will show an © symbol (d) when you mouse over them, which explains what you're supposed to enter in that
section.

-Fields marked with a red asterisk (¥)are required (e), meaning that KEIMS will not allow you to submit the form
unless these fields are filled out. However, there may be things that are required by KDHE in order to complete your
renewal but are not marked as required in KEIMS, so do not rely on the red asterisks to tell you what information
you need to submit as a minimum requirement.

The easiest way to get back to your KEIMS profile is to use Exit Form

«Once you have completed and checked the information on the current page, click Next Section (g) to proceed to
the next section.
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Facility Information

The fIrSt section Is Fac'hty Informatlon' It BER - Tanks - (AST) Aboveground Storage Tank Change Form
H Submission HQF-NYVB-NBZPE Revision1 Form Version 3.27 a
starts by asking you the reason for the form
submission. You have four options: @ Facilty information
Facility Information
«Change of Ownership Lo _—
Information
- Select this Optlon |f the tank iS being Sold or Reasen for Form Submission? (Select all that apply)
OtherWise Changing OWherS. Bh'é;\?;doéi'xir:frsmp7 Change of Ownership Change in Product or Status
Ch . P d t St t In{;orr:natmn o Update Contact Information Change Facility Mailing Address
«Change in Product or Status
— Select this option if the product being CHAWE Lo i Facilty Name
. . . . . Information KDHE
stored is changing, or if there is a change in
status, such as changing to temporarily out Change Facilty Maling KOHE Facility ID
. . . . . Address 00070
of service, coming back into service or being
permanently removed from Service_ Change in Status - : Facility Street Address
Tank Information 1000 SW JACKSON, SUITE 410
«Change or Update Contact Information opeka e wists

Update Contact

— Select this option if there is a change it
in owner contact, 24-hour emergency
contact, facility contact or any other contact
information. Cerify & Submit

Review

«Change Facility Mailing Address

— Select this option if you want mail regarding
the facility’s ASTs to be sent to an address
that is different than the tank owner’s
address (by default, letters from KDHE are
sent to the tank owner’s address).

You may select more than one option, so choose
all that apply. Additional sections will be added NEXT SECTION

A ) Tank Owner Information
to the form depending on your selection(s), so
make sure to start here rather than skipping to
another section and coming back.

The rest of the information in this section is filled in automatically and cannot be changed in this form. If there are
any errors in the automatically supplied information that need to be corrected, you will need to email Sandra Dowell
at KDHE at Sandra.M.Dowell@ks.gov. If the tank is changing ownership, remember that this should be the correct
information for the existing owner before the change of ownership, not the new owner.
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Tank Owner Information

This section has the KDHE Owner ID (a), the
Tank Owner name (b) and the Address (c) filled
in automatically. If there are any errors in the
automatically supplied information that need
to be corrected, you will need to email Sandra
Dowell at KDHE at Sandra.M.Dowell@ks.gov.

You will need to fill out at least one of the next
four sections listed in this document, but you
may not need to fill out all four. These sections are
added based on your selections in the Facility
Information section above.

If you selected Change of Ownership, you will
see the two sections that begin with Change of
Ownership (d,e); if you selected Change Facility
Mailing Address, you will see that section (f); if
you selected Change in Product or Status, you

PREVIOUS SECTION
Facility Information

Facility Information

Tank Owner
[ ]

d—
e—p
f—p
g—
h—p

Information

Tank Owner Information

Change of Ownership -
Updated Facility
Information

Current Tank Owner Information

Change of Ownership -
New Tank Owner
Information

KDHE Owner ID ‘— a

30999

Change Facility Mailing
Address Tank Owner
COMPANY NAME OR FIRST NAME AND LAST NAME
KDHE**YOU CANNOT CHANGE OWNERSHIP ON THIS REGISTRATION FORM**
Change in Status -
Tank Information
PHONE TYPE PHONE NUMBER
None Specified None Specified
Update Contact
Information EMAIL
None Specified
Review
ADDRESS
1000 SW JACKSON, SUITE 410
Certify & Submit
TOPEKA KS 66612

will see the section that begins with Change in Status (9); if you selected Change or Update Contact Information, you
will see the section titled Update Contact Information (h); and if you selected all options, you will see all four (d,e,f,g,h).

Change of Ownership - Updated Facility Information

First, it will ask if the facility has a new name (i). If you
select Yes, a box will appear for you to enter the New
Facility Name (j).

Whether the facility has a new name or not, you will
need to enter a New 24-hour Emergency Contact
(k). First and last name, phone type, phone number
and a valid email address are required (l). There

is a Contact Auto-fill dropdown box (m), and you
can select existing contacts associated with the

site in KEIMS. If the contact is new to the site or

has otherwise not been entered into a KEIMS form
related to the site, then they will not show up, and you
will need to enter this information manually.

November 2025

Does the facility have a new name?‘— |

@ VYes
Q No

New Facility Name (J

J. Doe, Inc.

New AST 24-hour Emergency Contact ‘— k

First Name Last Name m
John Doe
Phone Type Phone Number

I Business - 123-456-7890 Ext

Email
johndoe@gmail.com
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Change of Ownership - New Tank Owner Information

This section will first ask you for the new owner’s
KDHE Owner ID (a). If this is a brand-new tank owner,
they may not have an Owner ID, in which case, you
will leave this box blank.

Next, you will enter the contact information for the
New Tank Owner (b). You are required to provide
the company name or first and last name, phone
type and number, an email address and a physical
address. You can check whether you've entered a
valid address by clicking Validate Address

There is a Contact Auto-fill dropdown box (d), and
you can select existing contacts associated with
the site in KEIMS. If the contact is new to the site or
has otherwise not been entered into a KEIMS form
related to the site, then they will not show up, and
you will need to enter this information manually.

If the mailing address for the new owner is different
than the address supplied under New Tank Owner,
you will need to enter a mailing address (e). This

is not set as required in KEIMS because it will not
apply to all facilities, but if the address listed under
New Tank Owner is not a good mailing address, it

is highly encouraged to provide a better mailing
address to make sure KDHE has viable ways to reach
you with important information.

Next, you will select the New Tank Owner Type

. You will select one option from the list: Farm,
Government, Industrial/Business, Private, Retail or
Other. If you select Other, a new field will appear for
you to describe the tank owner type

Note: Most communications from KDHE will be automatically sent to
the email registered in KEIMS. It is strongly recommended
you provide an active email address that you check reqularly, so you
never miss any important compliance-related communication.

November 2025

KDHE Owner ID (Leave Blank if Brand New Tank Owner - Never Assigned an
Owner 1D Before)

New Tank Owner
Contact Auto-fill

* John Doe johndoe@gmail.com 123-456-7890 -

Company Name or First Name and Last Name

J. Doe, Inc.
Phone Type Phone Number
Business - 123-456-7890 Ext

Email
johndoe@gmail.com

ADDRESS

Address Line 1
123 A Street

dressLine £

City State/Area Postal Code
Manhattan KS 466502 @~

VALIDATE ADDRESS :

New Mailing Address for Facility (Only provide if Mailing Address is different from
the New Tank Owner Address provided above. If addresses are the same, leave
blank.)

State/Area
KS

VALIDATE ADDRESS

New Tank Owner Type

QO Farm

(O Government

(O Industrial/Business

QO Private
O Retail
@ Other




Change of Ownership - New Tank Owner Information, continued

Then you will indicate whether the property has
been sold (a). If you select Yes, additional fields
will appear at the end of this section for you to
supply the Date of Sale (b) and a copy of the ® Mo
Real Estate Purchase Agreement

Has the property been sold?

Q Yes

Have the tank(s) been sold?

Then you will indicate whether the tank or tanks @ ves
have been sold (s
Finally, it will ask if the tank or tanks have been
moved (¢). For any tanks that have been moved, el e o e
you will also need to submit a new AST permit O ves
application. ® to
If you indicated that the property has been sold,
two new required fields will appear. One is for Date of Sale
the Date of Sale (b). You can either type a date @ 01/01/2025
in mm/dd/yyyy format, or click the calendar icon
on the left side of the box to use the date picker. A - T
Attach real estate purchase agreement.
You will then need to up|oad a copy of the Real Please be aware that files exceeding 500 MB in size are not allowed
Estate Purchase Agreement (c). KEIMS accepts Drop files here to upload
files in .docx, .pdf, .jpeg and .tif, and files must (&
be no larger than 500 MB. or

CHOOSE FILE

You have the option to mark this as Confidential
. Normally, permit changes become part of
the public record, but you can mark certain
information confidential so that it doesn’t
become public. This shows up automatically in
parts of the form where it asks you to upload a
document. If you choose to mark a document
as confidential, a required field will appear for
you to give a reason for this document to be
confidential. You can include any additional

Purchase-Agreement.pdf

Confidential
REASON FOR CONFIDENTIALITY

*

notes about the document in the Comment
box below the Confidential checkbox.

Note: If there is personnel change (manager or responsible contact person) at an AST facility, the owner must first email Sandra Dowell at KDHE
(Sandra.M.Dowell@ks.qov) to request an update to the facility’s contact information. The owner must email Sandra from the email address already
registered in KEIMS. It is mandatory to provide the new contact person’s email address so they can be designated as an administrator for your AST
facility and access the KEIMS account, which is pre-approved by KDHE.
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Facility Mailing Address

By default, letters regarding the facility’s ASTs are sent to the
address listed in the Tank Owner Information section. If you are also
doing a Change of Ownership, letters will begin to route to the new

tank owner’s address. If you want letters regarding the facility’s ASTs
to be sent to a different address, enter a new facility mailing address (vacmaTe asoness }

here (a). You can check whether you've entered a valid address by

clicking Validate Address

New Facility Mailing Address

Change in Status - Tank Information

You will need to fill out this section if you are changing the product in one or more ASTs or changing the status of
one or more ASTs. If you have multiple ASTs, you will need to fill this out for each tank, even if some are not changing.

Information

This section and

the outline on the mes e
lefthand side will riermaten
BER Tank Number
ShOW a number . Change in Status - : A0D1
. . . Tank Information
indicating how
Facility Tank Number
many ASTs you
have . YOU Wi" | DUPLICATE TANK: ADOT; CAPACITY (GALLONS): 5000; PRODUCT: GASOLINE |

start on the first tank, and you can
scroll down to the bottom of the
section to Select a d|fferent tank . ‘ ADD NEW CHANGE IN STATUS - TANK INFORMATION ‘

2 Tank: AD02; Capacity (gallons): 5000; Product: Gasoline

You will not be able to add all the information needed to add a new tank or modify an existing tank—this would have
to be done either by registering a new tank in a separate form or by contacting KDHE to correct auto-filled information.
If you intend to remove a tank from your permit, you will still need to keep it in this form in order to declare a change in
status. If you have a tank for which there are no changes, keep it in the form and indicate that there are no changes.

Most of the information in this section is filled in automatically and cannot be changed. If there are any errors in the
automatically supplied information that need to be corrected, email Sandra Dowell at KDHE at Sandra.M.Dowell@ks.gov.

At the bottom of this section, for each tank, there are two questions, and additional fields will appear based on your
answers. First, it will ask Has the status of the tank changed? (e) If you select Yes, a required dropdown menu (f) will
appear for you to choose the new status of the tank. Additional questions will appear based on your answer.

Current in Use
Tank brought in service. Has the status of the tank changed?

-You will need to supply the date that the ASTs are S
returning to service, or the Back in Service Date (). 0L o
You can type a date in mm/dd/yyyy format or click the
calendar icon on the left side of the box to use the date

New Status of Tank

B
picker, or if the Back in Service Date is the same day you ! L

are filling out the form, you can click the button on the *

right that says Today (h). If you use this button, it will keep e ey pitersanee
the date that you put in, even if you do not submit on that Temporarily Outof Service

day. For example, if you started filling out the form on Aug. Permanently Qut of Service

6, and you clicked Today on Aug. 6, but did not submit
until a later date, it will still say Aug. 6.

* i ‘ Today ‘
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Change in Status - Tank Information, continued

EXeth - TemDOI'aI'iIV Out OfserVice Which exemption applies to this tank? ]
Tank is not in use, empty, cleaned, disconnected from power source and fill port locked. Ml i s RO
O b) Tank is used for storing heating oil for consumptive use on a single family
. . . . residential premise where stored
‘Wlth|n AS-I-, certaln Substances Stored |n tanks and/or at c) A pipeline facility includmgrgalhermg lines regulated under U.S.C. 49 Chapters

. . . . 601 and 603 which is determined by the Secretary of Transportation to be !

specific volumes are exempt from registration with KDHE. O St s e
intrastate pipelines comparable to the provisions of the law referred to in
subsection (c)(1)
Select Which exem ption applies to the tank (a). If none (O d) Surface impoundments, pits, ponds, septic tanks or lagoons
of the given Options app'y’ choose Other (b) and provide O el Stormwater or wastewater collection systems
information on why this tank is Exempt - Temporarily O 1 Flowthrough process tank a
Out of Service (c). Then enter the Exempt Date (d), O B i e CHSSISERREICRS
meaning the date from WhiCh the tank iS exempt from O E]g.?illﬂ;g(ryl(cnlﬁl:urat materials regulated by the Kansas Department of
the need for a permit due to being out of service. You © 1 AST located at a petroleum refining facility
can type a date in mm/dd/yyyy format or click the O i Pipeline terminals
calendar icon on the left side of the box to use the date O WIAST o less than 660 gallons capacity
picker_ If the Exempt Date is the same day you are f||||ng O 1 Tank associated with oil and natural gas preduction
out the form, you can click the button on the right that o i il S R
says Today (e). If you use this button, it will keep the date O omer=—=b o
that you put in, even if you do not submit on that day.
For example, if you clicked Today on Aug. 6, but did not g
. . . . . E D
submit until a later date, it will still say Aug. 6. rampt vt
@ Today “—e

Temporarily Out of Service
Tank is not in use, contains product, and will be used again within the next three years.

New Status of Tank

«You will need to supply the Temporary Out of Service Date, Temporarly Out o Service x -
meaning the date from which the tank is exempt from the STy
need for a permit due to being out of service (f). You can 5 —f

type a date in mm/dd/yyyy format or click the calendar icon
on the left side of the box to use the date picker.

New Status of Tank

Permanently Out of Service
Tank is not in use, is empty and cleaned, and will not be used again.

Permanently Out of Service x v

Permanent Out of Service Datek

«You will need to supply the Permanent Out of Service @ [ v —h
Date (g), meaning the date the tank was removed from , I
. . . H_ow were tanks addressed? Please describe. (emptied/cleaned/removed from
service. You can type a date in mm/dd/yyyy format or click e ol orsseponeussirend sl uny e icclc) {

the calendar icon on the left side of the box to use the date
picker, or if the Permanent Out of Service Date is the same
day you are filling out the form, you can click the button on
the right that says Today (h). If you use this button, it will Were arks adessed bcause of 3 prouct rlezss? = |
keep the date that you put in, even if you do not submit on o=

that day. For example, if you clicked Today on Aug. 6, but o

did not submit until a later date, it will still say Aug. 6.

«The form will then ask How were tanks addressed? Please describe. (emptied/cleaned/removed from site/sold for
scrap or reuse/rendered unusable, etc. (i) You will have a text box to answer.

«It will then ask if the tanks were addressed because of a product release, and you will need to select yes or no (j).
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Change in Status - Tank Information, continued

Next, you will be asked if the product stored in the tank
has changed (a). If you select Yes, you will need to give

the name of the new product stored in the tank (b) and
indicate whether it is a petroleum product (c). You will then
need to upload a Safety Data Sheet, or SDS, for the new
product being stored (d). KEIMS accepts files in .docx, .pdf,
Jpeg and .tif, and files must be no larger than 500 MB.

KEIMS gives you the option to mark this as Confidential
Normally, permit changes become part of the public record,
but you can mark certain information confidential so that

it doesn’t become public. This shows up automatically in
parts of the form where it asks you to upload a document,
so you have the option to mark an SDS as confidential. If
you choose to mark a document as confidential, a required
field will appear for you to give a reason for this document
to be confidential. You can include any additional notes
about the document in the Comment box below

Has the product stored in the tank changed?

Q Yes
Q Mo

New Product Stored in Tank

Is the New Product a petreleum product?

Q Yes
Q Mo
Attach Safety Data Sheet for New Product

Attach Safety Data Sheet for New Product

Please be aware that files exceeding 500 MB in size are not allowed

Drop files here to upload

r
@
OR
CHOOSE FILE

SDS.docx

Confidential
REASON FOR CONFIDENTIALITY

Update Contact Information

In this section, you can select which contacts you want
to change or update. Click all contacts that you want
to change or update (g) and then enter the necessary
information.

Use the Contact Auto-fill dropdown boxes (h) to select
existing contacts associated with the site in KEIMS. If

the contact is new to the site or has otherwise not been
entered into a KEIMS form related to the site, then they will
not show up, and you will need to enter this information
manually. After entering the street address, you can verify
its accuracy by clicking the Validate Address button

AST Tank Owner Contact

If there is a change in the facility owner’s contact
information, please complete all mandatory fields marked
with a red asterisk (¥). These include first and last name,
phone type and number, a valid email address and a
street address.

November 2025

Update Contact Information

Select Contacts to Change or Update

Tank Owner Contact D 2&<hour Emergency Contact

D Facility Contact D Other Contact

AST Tank Owner Contact
Contact Auto-fill

First Name Last Name

Phone Type Phone Number

ADD PHONE

Email

ADDRESS

VALIDATE ADDRESS :

1




Update Contact Information, continued

24-hour Emergency Contact

If there is a change in the 24-hour Emergency Contact

for your AST facility, you may have already entered this
information under Change of Ownership — Updated
Facility Information (a). Even if the information has been
previously provided in earlier sections of the form, you
should still click this box whenever there is a change in the
contact details of your AST facility.

The 24-hour Emergency Contact information is

required for all storage tank facilities, as it ensures that a
responsible person can be reached promptly in case of
unexpected situations at the facility. If there is a change in
the contact information of the AST facility, it is important
to review and update the 24-hour Emergency Contact
accordingly.

Facility Contact

The Facility Contact is the person KDHE should contact for
communication regarding the tank(s), usually the owner or
a manager

KDHE strongly recommends keeping your facility contact
information up to date. Doing so helps prevent any
mishandling of your KEIMS account that could occur if the
information is outdated.

Other Contact

If you have additional contact information, such as a new
operator, manager or AST business partner, you may
provide it here (c). You can also use this option in cases
where personnel changes occur, such as appointing a
new manager who will serve as the authorized person to
access your KEIMS account.

This provision also allows you to notify KDHE of inactive
email addresses or updates to contact preferences as
the administrator, which helps safeguard your tank
information. By updating this information, KDHE can
ensure that the new responsible person is recognized as
the primary contact for managing your AST facility.

Please note that until KDHE staff are officially notified of
a change in contact information from the tank owner,

the previously authorized person will continue to have
access to your AST KEIMS account. Therefore, it is strongly
recommended that you contact KDHE immediately
whenever there is a change in your contact information.
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Select Contacts to Change or Update
D Tank Owner Contact 24-hour Emergency Contact

D Facility Contact \:| Other Contact

24-hour Emergency Contact should be entered in the "Change of
Ownership - Updated Facility Information” section of this form.

Select Contacts to Change or Update

D Tank Owner Contact D 24-hour Emergency Contact

Facility Contact D Other Contact

AST Facility Contact
Contact Auto-fill

First Name Last Name

Phone Type Phone Number

ADD PHONE

Email

Select Contacts to Change or Update

G Tank Owner Contact \:‘ 24-hour Emergency Contact

G Facility Contact Other Contact

Contact
Contact Auto-fill

First Name Last Name

Phone Type Phone Number

ADD PHONE

Email

ADDRESS

VALIDATE ADDRESS

12



Review

Next you will review your form before
submitting. The form will flag any missing
information that is flagged as required by the
system (a), but it will not catch errors, and some
fields may be required by KDHE but not set up
in the system as required, so be sure to review
before submitting.

. Update Contact

@ Review

24-hour Emergency Contact
Facility Contact

Change of Ownership - Ot Carlact

Updated Facility
Information

AST Tank Owner Contact
FirstName  LastName
Change of Ownership - John None Specified
New Tank Owner Title A LastName can't be blank
Information None Specified

Changein Status - Phone Typ Phone Number  Ext, a
Tank Information a Business 123-456-7890  None Specified
Email

Information

ate/Area Specified]  [No Postal Code Specified]

o City Speci
[No Country Specified]

Certify and Submit

Next is Certify and Submit. You will certify that
the information provided is true and correct to
the best of your knowledge by submitting your
change form. If you are missing anything that is
marked as required, it will display a message in
red text stating that the form is incomplete (b),
and you will not be allowed to submit. You can
also save and exit from here and come back to
the form later (c).

Tank Owner
Information

Certify & Submit

Change of Ownership -
Up ty

This step allows you to certify the form as complete and accurate and to submit the form to KDHE for review and processing

At the time of submission, it will be transmitted to KDHE and it will become part of the public record.

b

one or more areas of the form that have not been fully completed.
rors, and correct any mis:

There are
Review In order to submit this form, please revisit the section(s) marked with error ct any missing or invalid fields, ‘

I certify that allinformation provided is true and correct o the best of my knowledge.

|
@ Certify & Submit

C

i FINISH LATER

Save and Exit

If you exit the form without submitting, make sure to save your progress. To pull the form up again later, first make
sure your site is selected (d). You can access your draft form two ways:

priority [ Upcoming As Needed Draft [£

crum

Home
Dashboard ‘_e

Notifications

KDHE

€2 o7neT) Thisdraft was created on 0310172024 by Jake Peters and has not et been subm

Submissions

itted.

To Be Signed

Application HQ1-TDXZ-QN3R4 — BWM - Hazardous Waste Transporter Registration Application for Transporters Located in Kansas

KDHE
Details

Schedule HQ4-P240-4Y388 on Permit AST-005374 v4 0 — BER - Tanks - (AST) Aboveground Storage Tank Change Form
Start a New Form QL oRAFT) s draft s created on 062672024 by PP SBEAP and has not et been submitted

In Process [E

e

+Click Dashboard (e) and click Draft (). Draft forms will have the name of the site, the form identifier, the name of the
form, the date the draft was created, and the name of the user who created it. Locate the form, and click Continue (g).

KDHE ~ Submissions
Filter by status: Al Active (19)
Home
a a Receivec d Reference £ a Submission
Dashboard e FormType | Creawedy : ke Due Dat i Agency Contaet nstructions | & Subr l |
Notifications
(Ally (Ally
Details
Sandra Dowell
AST-005374 v4.0 - BER - Tanks - (AST) Schedule PPISBEAP HQU-P240-0Y388 d d @k Draft
240~ ®
Start a New Form Aboveground Storage Tank Change Form (A Needed) Ll 2
(785) 296-1661 .

Submissions ‘—h J

Permit Change - BER - Tanks - (UST) BER Tarks UST Support

Permit Change Jake Johnson 06/26/2024 HQ4-NYJ2-85785 2 In Process
Permits / Registrations Underground Storage Tank Permit Renewal kdhe.tankinfo@ks.gov
Evaluations { Inspections Permit Change - BER - Tanks - (UST) ; HQ4-NY8Y- BER Tanks UST Support
- Permit Change BER KEIMS 06/26,2024 In Process

Underground Storage Tank Permit Renewal MCGWT kdhe.tankinfo@ks.gov
Financials

Application - BWM - Hazardous Waste

HOLTINGZ

«Click Submissions (h). You can sort or filter based on several categories here, including form name, the user who created
it, the date it was created, etc (i). Once you locate the form in question, scroll to the right and click Continue Draft (j).

Note: you can also delete a draft from here if you are absolutely certain you do not intend to submit it, for example if you determine that
the change form has already been submitted for the relevant change. Once a form has been submitted, it cannot be deleted.

November 2025
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Contact

If you need to contact KDHE regarding ASTs, please send an email to Sandra Dowell at KDHE at Sandra.M.Dowell@
ks.gov with your Owner ID, Facility ID and your specific questions.

The Small Business Environmental Assistance Program, or SBEAP, is available to help with KEIMS. Email sbeap@k-state.

edu or call 800-578-8898 for assistance. Site visits and virtual assistance are available. This instructional guide was
prepared by SBEAP and reviewed by KDHE.

K A N S A S

SBEAP Kansas

Small Business Environmental Assstance Program Department of Health
and Environment

November 2025
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