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Disclaimer 

While DEP has made every effort to ensure the accuracy of all guidance contained in this document, it is 

the Rules of the City of New York, not the information in this manual, that govern the applicantés 

obligations with respect to regulated stormwater discharges. In the event of a conflict between this 

manual and any corresponding provision of the Rules, the applicant must abide by the requirements in 

the Rules. DEP welcomes questions and feedback at any time and will consider those comments in future 

revisions of this document. 

 

You may contact DEP for SWPTS-related inquiries at: 

 

NYCSWPTSAdmin@dep.nyc.gov 

  

mailto:NYCSWPTSAdmin@dep.nyc.gov
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Getting Started 

Introduction to the SWPTS Portal and this Manual 

Purpose 

The Stormwater Permitting and Tracking System (SWPTS) portal is the primary medium through 

which communication related to the DEP Stormwater Permitting Program occurs. 

This portal allows projects that must apply for Stormwater Construction Permits and Stormwater 

Maintenance Permits to complete and track critical steps of these processes, such as submitting 

Applications, making payments, pulling permits, and closing out projects.  

The purpose of this manual is to assist applicants in navigating the SWPTS portal.  

Contents & Structure 

The contents and structure of this manual follow the sequence of key stages of the Permitting 

Process which take place in SWPTS. These are outlined in the diagram below:  

 

This SWPTS User Manual will explain how to use the SWPTS Portal to complete each of the 

above stages. Each section of the manual covers one stages and includes: 

¶ A Section Overview, which will include a narrative description of associated steps, roles, 

and troubleshooting items.  

¶ Several sub-sections that provide a step-by-step breakdown the process within each 

stage, using specific visual queues and references to the Bubble in the SWPTS Dashboard 

where each step takes place: 

 
[ŔŊƨƖĲЮΤжЮ ƓƓũŔĦċƣŔŸŰЮ?ċƚőĤŸċƖĬ 
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[ŔŊƨƖĲЮΥжЮuĲǃЮfŰƚƣƖƨĦƣŔŸŰċũЮEũĲůĲŰƣƚЮŸŉЮċЮÂƖŸĦĲƚƚЮÉƣĲƓ 
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SWPTS Portal Overview 

General Access 

The SWPTS Portal can be accessed through this link: 

https://deppermits.microsoftcrmportals.com/  

Alternatively, the SWPTS Portal can also be accessed through the DEPés Stormwater Permits 

webpage by clicking on the æAccess SWPTSç button: 

https://www.nyc.gov/site/dep/water/stormwater-permits.page  

 

https://deppermits.microsoftcrmportals.com/
https://www.nyc.gov/site/dep/water/stormwater-permits.page
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 Home Page 

ÑőĲШũċŰĬŔŰŊШƓċŊĲШŸŉШƣőĲШÉìÂÑÉШÂŸƖƣċũЮ 

 

Portal Navigation Bar 

The Portal Navigation Bar at the top of the Home Page allows you to navigate to different 

sections of the SWPTS Portal. 
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Application Dashboard 

Use the Application Dashboard to navigate through your Application workflows. 

 

 Fill Out the Form Start and complete Applications. 

 
Acknowledgment Monitor the status of acknowledgments. 

 Payment Complete payment process to submit Application 

to DEP. 

 
 Application Status/Amendment 

Track the status of your Applications and 

amendments. File for Application amendments or 

SWPPP extensions. 

 Facility Documents 

Review copies of documents submitted. Access 

documents sent by DEP, including SWPPP 

Acceptance Forms, Disapproval Letters, 

Construction Permits, Maintenance Permits, and 

DEP-signed Notice of Termination Letters. 

 Construction Permit Initiate and Pull 

Upload required documents and submit requests 

to initiate and pull a Stormwater Construction 

Permit for an Accepted SWPPP. Extend or renew 

an active Construction Permit.  
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 Temporary Shutdown/Close-Out 

Request 

Request a Temporary Shutdown or submit a 

Close-Out Request after construction is complete. 

 Notice of Termination/Maintenance 

Permits 

Submit a Notice of Termination or a Maintenance 

Permit request. For Active Maintenance Permits, 

use this section to submit Stakeholder Changes as 

needed, Maintenance Permit Certifications every 

year, or Maintenance Permit Renewals every 5 

years. 

 

The My Applications dropdown will appear when working within the Application Dashboard. 

Here, you can access any tables for specific requests outside the Dashboard format. Additionally, 

through this dropdown menu, you can access the Summons Remediations Requests page where 

you can submit and track summons remediation requests.  

 

ÖƚĲƖШÅŸũĲƚШċŰĬШÅĲŊŔƚƣƖċƣŔŸŰ 

User Roles 

All personnel listed in the table below will have role in SWPTS portal, as described. There are two 

user role categories that may impact SWPTS responsibilities and capabilities, as identified in the 

table and defined below. Users of both categories must have registered accounts in SWPTS. 

V SWPTS General User  

A user that is responsible for providing role-specific acknowledgements and 

certifications at various stages of the permitting process. 

General User Roles: Applicant, Developer, Owner, Contractor, Owner / Maintenance 

Permittee, Entity Responsible for Maintenance 

V SWPTS Professional User 

A user that meets the definition of a Qualified Professional, as defined in RCNY Title 

15 Chapter 19.1. They must upload their professional certificates to be approved by 

DEP. Instructions for this process are outlined below. 

     Professional User Roles: SWPPP Preparer, Qualified Inspector, Qualified Professional 
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Personnel with SWPTS roles must have a registered SWPTS account to gain access to the project 

in SWPTS. The same SWPTS account may serve two roles (e.g. Owner and Developer roles may 

be performed by a single entity), however, only one email address can be tied to each SWPTS 

account. For general user accounts that do not need to register as Professional Users, DEP 

recommends that personnel to use a general company email address when creating a SWPTS 

account to allow other people within their company team to access if needed. 

Role Description 

General User Roles 

  

Applicant 

 

Completes the Application and uploads reports, plans, and other 

documentation to the SWPTS Portal. 

The Applicant can be any one of the Application Stakeholders 

(Developer, Owner, SWPPP Preparer), or another entity retained to 

submit Application documents. 

This role will be assigned to the user who submits the specific 

Stormwater Construction Permit Application Request. It means this role 

may change throughout the Application lifecycle, with any re-

submission on a given Application. For instance, if the SWPPP Preparer 

submits a new Application, they will be assigned the Applicant role. If 

the Developer then submits an amendment to that Application, then 

the Developer becomes the Applicant for that Amendment.  

Owner 

The individual, corporation, partnership, limited-liability company or 

other legal entity having legal title to premises, a mortgagee or vendee 

in possession, a trustee in bankruptcy, a receiver, or any other person 

having legal ownership or control of premises. 

Must be the owner listed on the deed on the NYC Automated City 

Register Information System (ACRIS). 

Must certify that they are aware of the development activity and 

understand their role under RCNY Title 15 Chapter 19.1. 

The Owner may also be the Developer. 

Developer 

 

The primary contact for the project. Owns or leases the land on which 

the covered development project is occurring or has operational 

control over the development or maintenance activityés plans and 

specifications, including the ability to make modifications to the plans 

and specifications.  

Must certify that they have overseen development of the SWPPP and 

that the project has been completed in accordance with the SWPPP. 

The Developer is responsible for implementing the SWPPP.  

The Developer may also be the Owner. 
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Contractor 

 

Responsible for construction of the project and implementation of the 

SWPPP.  

Must certify that construction complies with the SWPPP as well as all 

applicable permits, including the NYC Stormwater Construction Permit 

and/or the NYS DEC Construction General Permit.  

The Contractor reports to the Developer. 

Owner / 

Maintenance 

Permittee 

The owner of the site or lot which contains postƢconstruction 

stormwater management practices (SMPs).  

As soon as practicable after final stabilization of a site, the Owner / 

Maintenance Permittee must apply for a Stormwater Maintenance 

Permit covering the stormwater management facility on the property. 

They are responsible for renewing this permit every 5 years and 

submitting signed annual certifications that confirm that the site SMPs 

are operating as designed. 

If the lot is sold, then this role will be assigned to the new owner of the 

property. 

The Owner / Maintenance Permittee may also be the Entity 

Responsible for Maintenance or designate another qualified party to 

perform ongoing operational responsibilities. 

 

Entity 

Responsible for 

Maintenance 

 

The individual or company designated to maintain the 

postƢconstruction SMPs at a project site.  

Ensures that each SMP functions effectively and is maintained in 

accordance with the accepted Operations and Maintenance (O&M) 

Plan, which details inspection and maintenance schedules and actions. 

Must document (e.g., log) any maintenance activities undertaken 

pursuant to the O&M Plan.  

Professional User Roles 

 

SWPPP 

Preparer 

 

 

Prepares, signs, and seals the SWPPP that will be uploaded to the 

SWPTS Portal. 

Must certify that the SWPPP was prepared in accordance with RCNY 

Title 15 Chapter 19.1. Typically works for the Developer. 

Must meet the qualifications of a Qualified Professional, as defined in 

RCNY Title 15 Chapter 19.1.  

Qualified 

Inspector 

Performs weekly or twice-per-week inspections of the construction site 

to ensure that erosion and sediment control (ESC) practices and 

pollution prevention measures are implemented in accordance with the 

Accepted SWPPP. Must certify that all ESC practices are constructed 



NYC DEP BEPA STORMWATER PERMITTING PROGRAM 

SWPTS USER MANUAL 

Version 02/16/2026 

 

ΝΞ 
 

and removed in accordance with the SWPPP, as well as with RCNY Title 

15 Chapter 19.1 and NYSDEC Construction General Permit.  

At the end of the project, responsible for inspecting the site and 

certifying that final stabilization has been achieved. Typically works for 

the Developer. 

The Qualified Inspector may also be the Qualified Professional and/or 

SWPPP Preparer. 

Qualified  

Professional 

Responsible for inspecting and certifying that all SMPs proposed in the 

SWPPP have been properly installed and are functioning adequately, in 

accordance with RCNY Title 15 Chapter 19.1 and NYSDEC Construction 

General Permit.  

Typically works for the Developer. 

The Qualified Professional may also be the SWPPP Preparer and/or 

Qualified Inspector. 
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Account Registration for all Users 

On the SWPTS Portal home page, 

click æSign Inç.  

 

 

 

 

 

Then click æRegister hereç 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter a valid email address, a 

username, and a password. 
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Click on æConfirm Emailç. An 

email will be sent to the email 

listed. 

 

 

 

 

 

Log into your email and confirm 

your email address. In the DEP 

Email Confirmation Notice, click 

on the links provided in the email 

to confirm your user registration. 

 

 

 

 

 

 

You will be directed back to the 

SWPTS Portal, and the Personal 

and Business Profile page will 

load. 

 

A confirmation message will 

appear at the top to verify that 

your email has been confirmed 

successfully.  

  

Enter your Personal Information 

and Business Information. 

 

Accept the æElectronic Signature 

Agreementç. 

 

Click æSaveç. 
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This completes the registration of 

a General User Account. On the 

confirmation message that 

appears, click the button to 

return to the Application 

Dashboard. 

 

 

 

 

 

If Professional User status is 

needed, proceed to the next 

section.  

 

Professional User Registration 

Navigate to the Professional 

Certification page by clicking on 

the æMy Accountç dropdown and 

then æProfessional Certificationsç.  

 

Follow the instructions. 

 

Click æYesç to register as a 

Professional User.Ш 
 

Click and select your License 

Type.  

 

Download the æStatement of 

Agreement & Authentic formç. 

 

Upload the completed and 

notarized æStatement of 

Agreement & Authentic formç. 

 

Click æSaveç.  
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Your credentials will be saved & 

submitted to DEP for review. 

 

Troubleshooting Tips 

Professional Users in SWPTS must 

meet the definition of a Qualified 

Professional, as defined in RCNY 

Title 15 Chapter 19.1.  

Please note that the following 

certifications alone are not 

sufficient to register as a SWPTS 

Professional User: 

V Licensed Master Plumber 

V Licensed Architect 

V Completion of the NYS DEC 

Endorsed 4-Hour Erosion & 

Sediment Control Training 

 

You can monitor the Status for 

the Professional Certification on 

the same Professional 

Certification page.  

 

 

If DEP accepts the submitted 

information and documents, you 

will receive an email notification 

that your request to be a 

Professional User is approved. 
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Submit Application / Amendment 

Section Overview 

This section of the manual will walk through the steps for submitting a Stormwater Construction 

Permit Application and/or amendment. These occur across Bubbles 1 through 4 of the SWPTS 

Dashboard.  

 

Main Steps: 

 Fill Out the Form 

¶ Create a new Application 

¶ Complete and submit an existing draft Application or 

amendment.  

¶ All projects that require a Stormwater Construction Permit must 

complete this step and obtain a SWPPP Acceptance Form.  

 
Acknowledgment 

¶ Monitor the status of acknowledgments. 

¶ All new Applications and Major Amendments require 

acknowledgements from the Owner, Developer and SWPPP 

Preparer prior to submission to DEP. 

¶ Minor Amendments only require Developerés acknowledgment.  

 Payment 
¶ Complete payment process to submit application to DEP. 

¶ All Applications must complete the payment step, including 

those for which there is no fee, such as Minor Amendments. 

 
 
Application 

Status/Amendment 

¶ Track the status of your Applications and amendments.  

¶ For projects that must modify a submitted Application, file an 

amendment through this step. 

¶ For projects that are unable to begin construction within two 

years of receiving their SWPPP Acceptance Form, file a one-time, 

one-year SWPPP Extension. 
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Roles Involved: 

  

Applicant 

 

¶ May be one of the Application stakeholders listed below, or another 

project team member with a SWPTS account. This role will be 

assigned to the user who submits the specific Stormwater 

Construction Permit Application Request. It means this role may 

change throughout the Application lifecycle, with any re-submission 

on a given Application. For instance, if the SWPPP Preparer submits a 

new Application, they will be assigned the Applicant role. If the 

Developer then submits an amendment to that Application, then the 

Developer becomes the Applicant for that Amendment.   

¶ May send the Application for Acknowledgement. 

¶ May revert the Application to draft after it has been sent for 

acknowledgement; this will require all Stakeholders to re-

acknowledge.  

¶ May complete the payment step. 

             

            Owner 

¶ May send the Application for acknowledgement. 

¶ Must acknowledge the completed Application and any Major 

Amendments. 

¶ May revert Application to draft after it has been sent for 

acknowledgement; will require all Stakeholders to re-acknowledge.  

¶ May complete the payment step. 

SWPPP 

Preparer 

¶ Must be a registered Professional User in SWPTS 

¶ May send the Application for acknowledgement. 

¶ Must acknowledge the completed Application and any Major 

Amendments. 

¶ May revert Application to draft after it has been sent for 

acknowledgement; will require all Stakeholders to re-acknowledge.  

¶ May complete the payment step. 

  

            Developer  

¶ May send the Application for acknowledgement. 

¶ Must acknowledge the completed Application and any Major or 

Minor Amendments. 

¶ May revert Application to draft after it has been sent for 

acknowledgement; will require all Stakeholders to re-acknowledge.  

¶ May complete the payment step. 
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Fill Out the Form 

Step 1. Access a New or Existing Stormwater Construction Permit Application 

May be Performed by: SWPPP Preparer, Owner, Developer, Applicant 

After logging into the SWPTS 

portal, click on the Application 

tab 

 

Clicking the æNew Applicationç 

button will navigate you to the 

Stormwater Construction Permit 

æQuick Guideç page.  

 

The æQuick Guideç provides an 

overview of the key steps in your 

Dashboard. 

 

From there, click æStart 

Applicationç to Create a New 

Stormwater Construction Permit 

Application. Proceed to Step 2.  
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Click the æMy Applicationç button 

will navigate to your Dashboard.  

 

From there, click æCreate 

Applicationç to Create a New 

Stormwater Construction Permit 

Application. 

 

Or click on a Request ID to 

continue working on an existing 

draft Application or Amendment.  
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Step 2. Input General Project Information into the Application Form 

May be Performed by: SWPPP Preparer, Owner, Developer, Applicant 

Complete the Project Location 

tab. 

 

Note that the second question on 

this page is intended to identify 

On-Site vs. Right-of-Way 

projects. Projects located entirely 

in the Right-of-Way will respond 

æNoç, while all other projects will 

respond æYesç.  

 

Some prompts will change as a 

result of this selection.  

 

Troubleshooting Tips 

Information inputted in the 

SWPTS portal must be consistent 

with the uploaded SWPPP and 

supporting documents. 

Additionally, if the project must 

submit a Notice of Intent (NOI) to 

NYS DEC, information must be 

consistent with inputs into the 

eNOI. 

 

 

 

 

 

Navigate to different pages of the 

Application form by either 

clicking on the tabs in the left 

pane or clicking on the left and 

right arrows at the bottom of the 

page. 

 

Make sure to save your work 

often by clicking on the æSave 

Draftç button! 
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For projects that have a Borough-

Block-Lot (BBL) (i.e. On-Site 

projects), complete the BBL & 

NYC Zoning tab.  

 

Click æCreate New BBLç to input 

information for all BBLs 

associated with the project. 

 

If the BBL at the time of 

submission is not final, click the 

æPlaceholder?ç checkbox. You will 

be able to update the BBL data 

with final information at the end 

of construction, during the Close-

Out process outlined in Draft 

Close-Out Request (CR).  

 

Complete the Project Information 

tab.  

 

Guidance on specific questions is 

provided below.  
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Question 2.13 is intended to 

identify the receiving system for 

the project.  

 

 

Question 2.14 must be answered 

when the project drains to an 

outfall or through a separate 

sewer that is not owned by the 

City of New York, in which case 

the Owner or Operator of the 

system should be listed. If the 

project drains entirely to City-

owned sewers, this field may be 

left blank.  

 

 

 

 

 

 

 

 

 

Troubleshooting Tips 

 

Responses should be consistent with the response to the 

Question æWithin MS4?ç in the Project Location tab. 

 

In Question 2.17, identify the 

waterbodies to which the site will 

discharge. 

 

If the project drains to a 

Municipal Separate Storm Sewer 

System (MS4), follow the 

instructions within Question 2.17. 

 

 

 

If the project drains to a 

Combined Sewer System (CSS), 

click on the Magnifying glass 

near the æReceiving Waterbody 

(#1)ç and click æCombined Sewer 

Service Areaç. This will auto-

populate the fields as shown on 

the right.  
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Step 3. Input Erosion and Sediment Control and Post Construction Criteria into the 

Application Form 

May be Performed by: SWPPP Preparer, Owner, Developer, Applicant 

Complete the Erosion and 

Sediment Control Practices tab. 

 

Questions 3.01 and 3.02 are 

intended to ensure that all 

projects have ESC measures and 

a construction sequence plan in 

place. 

 

Standard projects will click æYesç 

on both questions and select the 

subsequent applicable ESC 

measures.  

 

Projects proposing non-

conforming ESC practices will 

click æNoç on 3.01 and must 

provide additional detail 

showing equivalence to the 

technical standard.  

 

In the Post Construction Criteria 

tab, Question 4.01 is intended to 

determine if the project requires 

only Erosion and Sediment 

Controls (ESC-Only Project) or 

both ESCs and post-construction 

Stormwater Management 

Practices (ESC&SMP Project). 

 

If the project is ESC&SMP, click 

æYesç and complete Questions 

4.02 ä 4.15, which are found in 

the next four tabs. See Step 4 for 

additional instructions. 

 

If the project is ESC-Only, click 

æNoç. The non-applicable 

questions and tabs will 

disappear. Skip to Step 5.  
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Step 4. Input Stormwater Management Practice Information into the Application Form  

May be Performed by: SWPPP Preparer, Owner, Developer, Applicant 

ESC&SMP projects must 

complete the Table 1 ä Site 

Planning Practices. 

 

 

 

 

 

 

 

 

 

ESC&SMP projects must 

complete the SMPs 

Information tab.  

 

To add an SMP, click on the 

æNew SMPç and make the 

appropriate selections. The 

listed SMP types will depend 

on the selected Sewershed & 

Area Type. Your selection will 

automatically populate the 

SMP Classification input.  

 

All proposed SMPs must have 

individual entries, with the 

following exceptions: 

¶ Green roofs may be 

grouped if they are located 

on the same floor of the 

same building, and have 

equivalent depths 

¶ Drywells may be grouped if 

they are interconnected. 
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Complete the Post 

Construction Summary tab.  

 

In Question 4.05, list the Total 

WQv Required.  

 

In Question 4.06, list the Total 

RRv Provided (volume 

managed by retention).  

 

In Question 4.07, list the 

Minimum RRv Required. 

 

In Question 4.08, list the Total 

WQv Provided Excluding 

Retention Volume. If the entire 

WQv Required was reduced by 

retention, mark this field as 0.  

 

In Question 4.09, list the units 

used for the above fields. 

Square Feet must be used for 

all projects disturbing less than 

5 acres. If Question 4.08 is 

greater than 0, explain why 

managing the entire WQv by 

retention was not possible.  

 

 

 

Troubleshooting Tips 

Total RRv Provided must always be equal to or greater 

than Minimum RRv Required (that is, Question 4.06 ̮ 

Question 4.07). 

 

The sum of retention and non-retention WQv 

Provided must always be equal to the WQv Required 

([Question 4.06 + Question 4.08] = Question 4.05).  

 

All volumes must be provided in square feet unless 

the project disturbs more than 5 acres.  

 

Complete the Channel 

Protection & Flood Control 

tab. 
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Step 5. Input Other Permit Information into the Application Form 

May be Performed by: SWPPP Preparer,  Owner, Developer, Applicant 

Complete the Other Permits tab. 
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Step 6. Input Stakeholders into the Application Form 

May be Performed by: SWPPP Preparer,  Owner, Developer, Applicant 

Complete the Stakeholders tab. 

 

Enter the email addresses of the 

Owner, Developer, and SWPPP 

Preparer. 

 

Troubleshooting Tips 

All Stakeholder emails must be 

associated with registered SWPTS 

accounts prior to submitting the 

Application. Additionally, the 

SWPPP Preparer must also be 

registered and approved as a 

SWPTS Professional User. 

 

For more information on user 

registration, refer to the ÖƚĲƖШ
ÅŸũĲƚШċŰĬШÅĲŊŔƚƣƖċƣŔŸŰ section 

of this manual.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Troubleshooting Tips 

The Stakeholders listed on this tab will need to provide 

Application Acknowledgement in SWPTS. All Stakeholder 

acknowledgments are required at each SWPPP submission, 

including initial submissions, submissions after reverting to 

draft, and amendments.  

For MS4 Projects, select the 

Stakeholder that will be signing 

the NYSDEC NOI.  

 

This selection determine which 

Stakeholder will be listed as the 

Owner/Operator on the SWPPP 

Acceptance Form and the eNOT 

MS4 Acceptance Form (see an 

example of these forms under 

Facility Documents).  

 

For projects in the CSS area, 

either the Owner or Developer 

may be listed. 
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In the Stakeholdersé Information 

tab, fields will automatically 

populate with the information 

associated with existing user 

accounts.  
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Step 7. Upload the SWPPP and Supporting Documents into the Stormwater Construction 

Permit Application Form 

May be Performed by:Ш SWPPP Preparer, Owner, Developer, Applicant 

In the Notes & Attachments tab, 

upload the complete SWPPP and 

any other supporting 

documentation. Click on the 

æChoose Filesç button and select 

the files to upload. Then click on 

the æSave Draftç button to 

complete the upload.  

 

Multiple files can be selected, but 

the total file size must not exceed 

20 MB in a single upload. If the 

total file size exceeds 20 MB, 

upload files in smaller batches. 

Click on the Notes & 

Attachments tab to make the 

æChoose Filesç button reappear.  

 

Note: only image and PDF files 

can be uploaded. 

 

 

 

 

Troubleshooting Tips 

All project documents, including the SWPPP and supporting documents, must be submitted 

with each Application.  

If a document was uploaded in error and is not intended to be included in the submission, please 

attach a signed letter with the specific file name that you would like DEP to delete from the 

submission.  
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Step 8. Send Application for Stakeholder Acknowledgement 

May be Performed by: SWPPP Preparer, Owner, Developer, Applicant 

In the Terms & Conditions tab, 

confirm that required information 

has been provided by clicking on 

the dropdown menu and 

selecting æYesç.  

 

Then click on the æSend for 

Acknowledgmentç button.  

 

 

If there are errors in your form, 

they will appear at the top of the 

page similar to what is shown on 

the image.  

 

Make the necessary corrections 

then re-attempt to Send for 

Acknowledgment. 

 

 

Once successful, you will be re-

directed to Bubble 2 of the 

SWPTS Dashboard and see the 

pop-up shown on the right. 

 

All stakeholders will receive an 

email notification to acknowledge 

the Application submission. This 

includes the SWPPP Preparer, 

Owner, and Developer. 

 

The Application cannot advance 

until all stakeholders submit their 

acknowledgement (see next 

sections for more details). 
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Acknowledgment 

Step 1. Identify, Review, and Track Application Acknowledgement   

Must be Performed by: SWPPP Preparer, Owner, Developer 

Each Stakeholder listed on a 

project will receive an email to 

acknowledge a Stormwater 

Construction Permit Application 

after it is sent for 

acknowledgement.  

 

 

To access acknowledgment steps, 

navigate to the æPending My 

Acknowledgementç table by 

clicking on Bubble 2 of your 

Dashboard.  

 

Here, two tables will appear: 
¶ Pending My Acknowledgment table 

will include a list of all records for 

which your acknowledgement is 

outstanding. 

¶ Application Acknowledgment 

Status Tracker table will include all 

Applications which are still in the 

acknowlegements stage, including 

those you have submitted as the 

Applicant, and those you have 

already acknowldged as a 

Stakeholder. In the former case, 

other Stakeholder 

acknowledgments will be marked 

as æYesç under their column header, 

once complete. 
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Prior to providing your 

acknowledgement, review 

Application contents. This can be 

done by clicking on the project 

Request ID, in the 

æApplication Acknowledgments 

Status Trackerç table.  

 

From here, you will have Read-

Only access to the Application. 

Click through the Application 

tabs to review all inputs.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



NYC DEP BEPA STORMWATER PERMITTING PROGRAM 

SWPTS USER MANUAL 

Version 02/16/2026 

 

ΟΠ 
 

Step 2. Revert Application to Draft (as needed)   

Must be Performed by: SWPPP Preparer, Owner,  Developer, Applicant 

If changes to the Application are 

needed, Stakeholders may revert 

the Application to Draft. 

 

To do this, return to the 

æApplication Acknowledgments 

Status Trackerç table under 

Bubble 2, click the down arrow 

under the Actions column, and 

then click æRevert to Draftç. 

 

 

 

 

 

 

 

If changes need to be made to 

the Application after all 

Stakeholders have provided 

acknowledgement, but before 

submitting a payment, click on 

Bubble 3: Payment, and scroll to 

the æApplication Paymentç table 

Click the down arrow under the 

Actions column, and then click 

æRevert to Draftç. 

 

Note that this will return the 

record to Bubble 1: Fill Out the 

Form and require the applicant to 

re-send the Application for 

Stakeholder acknowledgement. 

Any previously provided 

acknowledgements will be lost.  

Once Application corrections 

have been made, return to Step 8 

of Fill Out the Form.  
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Step 3. Provide Acknowledgment 

Must be Performed by: SWPPP Preparer,Ю Owner, Developer 

Once you are ready to provide 

your acknowledgment, return to 

Bubble 2 in the Dashboard, click 

on the project Request ID. 
 

Read the Acknowledgement 

certification and ensure all 

information is correct, then click 

the æAcknowledgeç checkbox and 

click æSubmitç.  
 

Each Stakeholder will have a 

different acknowledgement 

certification statement.  

 

Troubleshooting Tips 

If a Stakeholder is the one that 

submitted the Application (e.g. 

SWPPP Preparer is the person 

who submitted the Stormwater 

Construction Permit Application 

in Step 8 of Fill Out the Form), 

they must still provide their 

acknowledgement as outlined in 

this stepés instructions.  
 

 

Stakeholders can monitor 

Acknowledgments status by 

checking which columns are 

marked æYesç in the æApplication 

Acknowledgments Status 

Trackerç table.  

 

Once all Stakeholders have made 

their acknowledgements, the 

Application will automatically 

move to Bubble 3: Payment. An 

email notification will be sent to 

stakeholders to prompt them to 

make the payment.  
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Payment 
Step 1. Submit Payment  

May be Performed by: SWPPP Preparer, Owner,  Developer, Applicant 

When all Stakeholder 

acknowledgements have been 

submitted, the Application will 

automatically move to Bubble 3: 

Payment. 

 

Click on Bubble 3 of the 

Dashboard to navigate to the 

Payment. Then click on the 

Request ID to access payment 

options.  

 

 

Click on æPay Nowç and follow 

the payment instructions on the 

next screens. You will leave the  

DEP site and be taken to NYC 

CityPay page to finalize payment. 

After the payment is processed, 

the Application will automatically 

be submitted to DEP for review. 

 

 

 

Troubleshooting Tips 

All Applications must complete 

the payment step, including 

those for which there is no fee, 

such as Minor Amendments. 

When there is no fee, the button 

under the æMake Paymentç page 

will read æSubmit to DEPç. A 

Stakeholder must click on 

æSubmit to DEPç to proceed. If 

this step is not complete, the 

Application will not be sent to 

DEP.  
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Application Status 
Step 1. Monitor the Application Status  

May be Performed by: SWPPP Preparer, Owner, Developer, Applicant  

Click on Bubble 4 of the 

Dashboard to track the status of 

your submitted Application. 

 

After payment, the status will 

change to æProcessing Paymentç. 

Once the system has finished 

processing your payment, and 

the Application has been sent to 

DEP, the status will change to 

æSubmittedç. This may take a few 

days, depending on the payment 

method selected.  
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Amendment 
Step 1. File a Stormwater Construction Permit Application Amendment (as needed)   

May be Performed by: SWPPP Preparer, Owner, Developer, Applicant 

Click on Bubble 4 of the 

Dashboard, and then click æFile 

An Amendmentç 

 

Ш 

Search through your active 

Applications and click the one 

you would like to amend. 

 

Select the changes that need to 

be made. 

 

Then click æSubmitç. 

 

 

Troubleshooting Tips 

Note the distinctions between a 

major and minor amendment. 

Major amendments generally 

include design changes and 

changes of ownership. Minor 

amendments are changes that 

only require administrative 

review; they can be used to 

change the SWPPP Preparer or 

Developer, but not the Owner.  
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Step 2. Edit Amendment and Send for Acknowledgement 

May be Performed by: SWPPP Preparer,Ю Owner, Developer, Applicant 

Click on Bubble 1 of the 

Dashboard to see the 

amendments that have been 

drafted. 

 

Click the amendmentés Request 

ID to access the Stormwater 

Construction Permit Application 

and make the necessary changes. 

 

Refer to the Fill Out the Form 

section for additional guidance 

on navigating the Application.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once the necessary changes have 

been made, navigate to the 

Terms & Conditions tab. Confirm 

that required information has 

been provided by clicking on the 

dropdown menu and selecting 

æYesç.  

 

Then click on the æSend for 

Acknowledgmentç button.  

 

 

If there are errors in your form, 

they will appear at the top of the 

page similar to what is shown on 

the image.  

 

Make the necessary corrections 

then re-attempt to Send for 

Acknowledgment. 
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Once successful, you will be re-

directed to Bubble 2 of the 

SWPTS Dashboard and see the 

pop-up shown on the right. 

 

All stakeholders will receive an 

email notification to acknowledge 

the Application submission. This 

includes the SWPPP Preparer, 

Owner, and Developer. 

 

The Application cannot advance 

until all stakeholders submit their 

acknowledgement (see next 

step). 

 

 

 

 

Troubleshooting Tips 

Selecting the incorrect amendment type may lead to delays in review times or a disapproval. You 

may request a Pre-Application or Determination Meeting with DEP to confirm the appropriate 

amendment type. If requesting a PreƢApplication Meeting, you must specify that it relates to an 

existing project with an Accepted SWPPP.  
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Step 3. Provide Acknowledgment 

Must be Performed by: SWPPP Preparer,Ю Owner, Developer 

Once you are ready to provide 

your acknowledgment, return to 

Bubble 2 in the Dashboard, click 

on the project Request ID. 
 

Read the Acknowledgement 

certification and ensure all 

information is correct, then click 

the æAcknowledgeç checkbox and 

click æSubmitç.  
 

Each Stakeholder will have a 

different acknowledgement 

certification statement.  

 

Troubleshooting Tips 

Minor amendments require only 

the Developer to acknowledge, 

while major amendments require 

acknowledgments from all three 

Stakeholders. 

If a Stakeholder is the one that 

submitted the Amendment, they 

must still provide their 

acknowledgement as outlined in 

this stepés instructions.  
 

 

Stakeholders can monitor 

Acknowledgments status by 

checking which columns are 

marked æYesç in the æApplication 

Acknowledgments Status 

Trackerç table.  

 

Once Stakeholderés have made 

the acknowledgements, the 

Application will automatically 

move to Bubble 3 of the 

Dashboard for Payment. 
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Step 4. Submit Payment  

May be Performed by: SWPPP Preparer, Owner,  Developer, Applicant 

When all Stakeholder 

acknowledgements have been 

submitted, the Application will 

automatically move to the 

Payment bubble. 

 

Click on Bubble 3 of the 

Dashboard to navigate to the 

Payment. Then click on the 

Request ID to access payment 

options.  

 

Click on æPay Nowç and follow 

the payment instructions on the 

next screens. You will leave the  

DEP site and be taken to NYC 

CityPay page to finalize payment. 

After the payment is submitted, 

the Application will automatically 

be submitted to DEP for review. 

 

 

 

 

 

 

 

Troubleshooting Tips 

All Applications must complete 

the payment step, including 

those for which there is no fee, 

such as Minor Amendments. 

When there is no fee, the button 

under the æMake Paymentç page 

will read æSubmit to DEPç. A 

Stakeholder must click on 

æSubmit to DEPç to proceed. If 

this step is not complete, the 

Application will not be sent to 

DEP.  
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Application Extension  
Step 1. File a SWPPP Extension (as needed) 

May be Performed by: SWPPP Preparer, Owner, Developer, Applicant 

A SWPPP Acceptance Form is 

valid for 2 years and may be 

extended once for an additional 

year.  

 

When your SWPPP Acceptance 

Form is 90 days from expiring, 

email reminders will be sent to 

the Owner, Developer, and 

SWPPP Preparer. 

 

You must either pull the 

construction permit before the 

expiration date or follow the 

steps below to extend the 

Accepted SWPPP. 

 

Click on Bubble 4 of the 

Dashboard and scroll down to 

the æSWPPP Extension Reviewç 

table. 

 

Troubleshooting Tips 

Before starting the SWPPP 

Extension process, prepare a 

written justification for the 

SWPPP Extension and save it as a 

PDF file. 

 

Click on æFile Extensionç.Ш 
 
 
 
 
 
 
 

Ш 
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Click on the Application ID  

of the project whose SWPPP 

Acceptance Form you would like 

to Extend.Ш 

 

Upload the PDF of the written 

justification for the SWPPP 

Extension. 

 

Then click æFile Extensionç. 
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Step 2. Monitor the status of a SWPPP Extension  

May be Performed by: SWPPP Preparer, Owner, Developer, Applicant 

The status of all your SWPPP 

Extensions can be monitored in 

the æSWPPP Extension Reviewç 

table.  

¶ Submitted : The request has  

been sent to DEP 

¶ Rejected: The request has  

been rejected by DEP  

¶ Approved: The request has  

been accepted by DEP and  

the fee has been processed. 

 

If DEP accepts the Extension 

request, you will receive an email 

notifying you that the request is 

æPre-Approvedç and ready for 

payment. The email will include 

the required fee amount. 

 

 

 

 

 
 

 

 

Step 3. SWPPP Extension Payment  

May be Performed by: SWPPP Preparer, Owner, Developer, Applicant 

SWPPP Extension Payment is not 

currently available in SWPTS.  

 

To complete the payment, follow 

the instructions in the Pre-

Approval email shown in the 

image on the right.  
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Step 4. Obtain new SWPPP Acceptance Form  

May be Performed by: SWPPP Preparer, Owner, Developer, Applicant 

Once the payment is processed 

and the SWPPP Extension request 

is accepted, all Stakeholders will 

receive an email confirming the 

acceptance. 

 

 

 

A new SWPPP Acceptance Form 

will be available on SWPTS to 

download. 

 

Click on Bubble 4 of the 

Dashboard and click the Request 

ID of the project whose new 

SWPPP Acceptance Form you 

would like to access. 

 

 

 

 

 

 

 

Scroll down to the Notes & 

Attachments tab and download 

the latest SWPPP Acceptance 

Form. 

 

 

 

 

 

 

 

 

 

 

  


























































































































































































