
2013 LEPC Online 
Reporting Tutorial 

Local Emergency  
Planning Committees 

 
Step-by-step approach to 

submitting compliance 
documents online 

 
Ian Ewusi 

IERC Field Representative 
2/16/13 

1 



Landing  
Page 

Select “Begin” if 
you have your  
log-in info  
 
 
 
Select “Request”  
if you don’t have 
your log-in info  
 

2 



Log-In Page 

Enter 
user id 
and 

password 

Use recovery 
password to 

retrieve log-in info  
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Your County Page 

Select “View LEPC” 
for compliance 
submission list 
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COMPLIANCE 
STEP 1: 
Legal Notice 

UPLOAD LEGAL NOTICES 
(newspaper clippings or legal 
affidavit only) 
 
 

ENTER MEETING SCHEDULE 
(dates, times & locations for 
the entire year) 
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Legal Notices − Due January 31  
Online Upload 

Dos... 
 Provide a copy of the publisher’s affidavit 
 Submit newspaper clipping of the notice  
 

Don’ts… 
 Submit a letter sent to media stating 

meeting dates, times and location 
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Upload Document 
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Upload Document 

9 Selection 1 
Selection 3 

Selection 2 



Sample  

Legal 

Notice  

Affidavit 

Online 

Upload 
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Annual Meeting Schedule  
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Sample Meeting Schedule 

 Add new meetings 

 Update meetings 

 View meetings 

 Send schedule to 

roster members 

 Print meeting schedule 
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COMPLIANCE 
STEP 2: 
Roster 

1. Enter ethics training date. 
2. Enter proxies for qualified members only.  

ONLY FEDERAL/STATE/LOCAL GOVERNMENT EMPLOYEES CAN HAVE PROXIES  
3. Change representative designation from “Emergency Management” to 

appropriate designation. 
4. All representative categories must be assigned to at least 1 but not more than 

9 members. 
5. Roster will not be approved if all representative categories are not assigned. 
6. Update roster anytime during the year. 
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Update Roster with current LEPC and member information.  
A minimum of 13 members are required.   
 



Roster Entry 
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Roster Representative Entry 
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Roster Representative Entry  
Member Type 
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COMPLIANCE STEP 3: 
Fiscal Report 

UPLOAD COUNTY 
AUDITOR’S REPORT  
 
 
 
ENTER ANNUAL 
FISCAL 
DISBURSEMENTS 
TO UPDATE REPORT  
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 Previous year’s expenditures (Online entry) 
County treasurer’s report (Online upload) 

Fiscal Report − Due March 1  

All conditions below apply to the fiscal report: 

 Must be approved at a legal meeting 

 Must be approved at meeting with quorum of 
members 

 Must be approved by an LEPC majority vote 
18 



Fiscal Report Entry 
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State entry only 
State entry only 
 



Fiscal Report―Disbursement Type  
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Select Disbursement Type  



Fiscal Report — Sample  
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State entry only 
State entry only 
 

Select “Save Fiscal Report” 
after disbursement entry to 

update account balance 



COMPLIANCE STEP 4: Plan Updates 

UPLOAD  
UPDATED  

PLAN  
DOCUMENT 
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LEPC Plan Updates − Due December 31 
Online Upload  

Dos...  

 Use the 9 planning elements in the plan evaluation/review 

 Submit either plan updates or entire updated plan 

 Provide actual text/maps as they appear in the plan 

 Submit all items requiring annual updates (denoted by * in 
your plan evaluation/review document) 

Don’ts... 
 Submit notice indicating “no changes to the plan” 
 Submit notice stating changes without uploading electronic files 
 Submit plans not addressing hazardous materials and/or the 

9 planning elements 
 Submit the plan review with your changes/comments on it 23 



COMPLIANCE STEP 5: Bylaws  

UPLOAD  
SIGNED 
UPDATED  
BYLAWS   

DOCUMENT 
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Bylaws − Due December 31 

Online Upload  
Dos... 
 Provide copies to all members 
 Review bylaws at a committee meeting 
 Address quorum and proxy issues 
 Address absenteeism 
 Evaluate membership stipend payments 

Don’ts… 
 Adopt the IERC template or another 

LEPC’s bylaws without review 
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COMPLIANCE STEP 6: Exercise Proposal 

INPUT 
EXERCISE 
PROPOSAL 

SEND NOTICE 30 DAYS 
PRIOR TO EXERCISE 
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PLEASE READ INPUT 

INSTRUCTIONS 
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Exercise Proposal Entry 

 
 
Select Exercise Type: Full Scale, Functional or Table Top 
   

Enter HSEEP Number 
 
Enter Start Date 
 
Enter Start Time 
    

Enter End Date 
 
Enter End Time 
Enter Location Information 
   
Select County 

Enter Exercise Scenario   
 
Select Fixed Facility or Transportation Incident 



AGENCY 

SELECTION 

 Key Agencies: A minimum of four (4) of the key 

response agencies must be ON THE EXERCISE SCENE. 

 Support Agencies: A minimum of four (4) of the support 

agencies must be ON THE EXERCISE SCENE. 
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CHEMICAL SELECTION 

SELECT CHEMICAL(S) 
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 Fields will be populated after chemical selection. 

 Amount of chemical released must be more than reportable quantity (RQ).   

You cannot proceed if amount released is less than RQ. 

ENTER AMOUNT HERE 
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Compliance Step 7: Exercise Report  

Select Exercise Type: Actual,  Full Scale,  Functional or Table Top 
 

Enter HSEEP Number 
 

Enter Start Date 
 

Enter Start Time 
 
Enter End Date 
 

Enter End Time 
 
Enter Location Information 
 
Select County 

Enter Exercise Scenario 
 
Select Fixed Facility or Transportation Incident 
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PLEASE READ INPUT 

INSTRUCTIONS 
 
 



Exercise Report − Due December 31 

Online Entry  
Dos… 
 Submit proposal 30 days before exercise 
 Conduct tabletop, functional, full-scale or actual event 
 Use EHS/HS in the prescribed reportable quantities in 

the exercise 
 Partner with other county response agencies for the 

exercise 
 Submit exercise report within 30 days after exercise 

completion 
 
Don’ts… 
 Submit EMA/CEM exercise reports in lieu of LEPC 

exercise reports 
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COMPLIANCE STEP 8:  
Meeting Minutes with Sign-In Sheets 

SIGN-IN 

SHEETS MUST 

BE SUBMITTED 

TO VALIDATE 

ALL MEETINGS 

UPLOAD  
MEETING 
MINUTES  

& 
ACCOMPANYING 

SIGN-IN 
SHEETS  
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Upload Documents 

34 



Meeting Minutes − Due December 31 

Online Upload  
Dos... 
 Publish/post meeting announcement, agenda 

and minutes in accordance with “open door law” 
 Have a quorum present 
 Hold 2 meetings every 6 months 
 Submit minutes with date and time 
 Submit attendee sign-in sheets 
Don’ts… 
 Submit county executive/council meeting minutes 
 Submit EMA/LEPC joint meeting minutes 
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Contact Information 
John Steel, LEPC Coordinator  

Indiana Department of Homeland Security 
302 West Washington Street, Room E208 

Indianapolis, IN 46204 
Office: (317) (317) 233-6519 

Fax: (317) 233-5006 
jsteel@dhs.in.gov 

 
 
 

Ian Ewusi,  IERC Representative  
Indiana Department of Homeland Security 
302 West Washington Street, Room E208 

Indianapolis, IN 46204 
Mobile: (317) 695-2119 
Fax: (317) 233-5006 

iewusi@dhs.in.gov 
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