Texas Commission on Environmental Quality
How to Use Central File Room Online

CFR Overview

Introduction

Central File Room Online (aka. CFR Online or TCEQ Records Online), allows you to perform
the following functions by using basic information on the many facilities, organizations, and
people regulated by the TCEQ.

Search the Central File Room inventory
Access available electronic records
Request Copies of Records

CFR Online reflects records managed by the TCEQ’s Central File Room. All publicly
available physical records are displayed as well as TCEQ’s growing volume of publicly
available electronic records.

Some records are directly managed by TCEQ’s program areas and are not available through
CFR Online. If you are unable to locate information or need to know what the Primary,
Secondary, and additional I1Ds represent for a specific Record Series, contact the Central File
Room for guidance at 512-239-2900.
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I. General Definitions

Address: The address for the entity as identified within Central Registry.

CFR Online: The TCEQ's online portal which allows the public to search, request
copies, and access the Central File Room’s inventory of publicly available records.

Central Registry RN: The Regulated Entity Number.

Document Type: A subset to records series, grouping similar types of documents;
some common examples being Correspondence, Permits, Maps, and Reports.

Media: The medium that the record is available in; for example: Paper, Microfilm,
Microfiche, or Electronic.

Primary ID: A unique program identifier specific to the record series.

Please contact the Central File Room at 512-239-2900 to determine what IDs are
used by a specific Record Series and what those IDs represent for that Record Series.
Examples:
Registration Facility ID number for the series

Permit Number for AIR Permits
See the Air Permits Quick Guide for more details.

WST / Petroleum Storage Tank Registrations
Record Series: A set of records grouped and maintained together as they are
relevant to a particular TCEQ subject or function.

Examples:

AIR / New Source Review Permit

OCE / On-Site Sewage Facilities
Regulated Entity Name: The site name where the regulated business activity
for the entity occurs.

Secondary ID: A second unique program identifier that is specific to the
record series.

Examples:
Project number for AIR / New Source Review Permit
PST Number for WST / Leaking Petroleum Storage Tank
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Il. Search Guidance

Prior to conducting a search, the Central File Room recommends obtaining as much
metadata on the records being sought by first accessing the TCEQ’s Central Registry
(CR). Doing so will provide metadata, such as Regulated Entity numbers and other
specific ID numbers, that can then be searched for within CFR Online.

The Additional ID in Central Registry is not always the Primary ID. Please contact
the Central File Room at 512-239-2900 to determine what IDs are used by a
specific Record Series and what those I1Ds represent.

Accessing Central File Room Online

Access CFER Online from the webpage: https://www.tceq.texas.gov/agency/data

Initiating a Search

The most accurate way to obtain information from CFR Online is to conduct searches
by using the subject’s specific metadata, such as the Record Series, Central Registry
RN, Primary ID, Secondary ID, etc.

Record Series (top section)

Search results can be narrowed considerably by first identifying a record series in the
top section, then using the search criteria fields in the middle section. Note that only
one record series can be selected at a time.

Select the desired Record Series.

TEXAS COMMISSION ;
R e Welcome to the TCEQ Records Online

(

This application wil allow you to search and view publicly available electronic records
and information on many of the facilities regulated by the agency.

Select one or more search criteria below, and click on Search to view results.

Record Series Document Type Media
— Select — [+] I—Se\ect—E I—Se\ect—E
—- Select — ol
AIR / Air Emnissions & Inspection Fees L
AIR / Clean Air Interstate Rule (CAIR) 1
AIR / Discrete Emissions Reduction Credit (DERC) __
AIR / Emissions Banking and Trading of Allowances (EBTA)
AIR / Emissions Reduction Credit (ERC)
AIR / Federal Operating Permit
AIR / HRVOC Emissions Cap and Trade (HECT)
AIR / Mass Emissions Cap and Trade (MECT) i .
AIR [ Mew Source Review Permit County General
CCO / Commission Meetings, Agenda, and Work Sessions
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Search Criteria (middle section)

Generally, it is advised to search using the Primary ID, Secondary ID, or the Central
Registry RN, or a combination of those search criteria to help you pinpoint your
desired results. Results from searches by Address or Regulated Entity Name may not
be as reliable. Only one Search Criteria field is necessary. You can use up to four fields
using a multiple search criteria approach to narrow your results.

Searching by Central Registry RN

Select Central Registry RN using the drop-down menu and then enter the ID
information in the corresponding field to the right of the selection.

Example of an AIR / New Source Review search for
Central Registry RN 123456789.

Select one or more search criteria below, and click on Search to view results.
Record Series Document Type Media

IAIR/ New Source Review Permit Ifse\ectfm |75e\e:t7|3
Select one or more search criteria below and enter full text to refine search, and click on Search to view results.
Central Registry RN : 123456789
- Select —
Address
Central Registry RN
Prirmary ID ~ ~
i @ anND © OR
Regulated Entity Name
Secondary ID

The Central Registry RN may change over time with changes of ownership and other
changes for a particular entity. Check with Central Registry to make sure that you are

using all RNs that apply.

Searching by Primary ID or Secondary 1D

The Primary ID and Secondary I1Ds represent different categories for different Record
Series. Please contact the Central File Room at 512-239-2900 to determine what IDs
are used by a specific Record Series and what those IDs represent.

Select either Primary ID or Secondary ID using the drop-down menus, and then
enter the ID information in the corresponding field.

Example of an AIR / Federal Operating Permit search for
Primary ID (Permit) 1234.

Select one or more search aiteria below, and dick on Search to view results.

Record Series Document Type Media

| AIR. [ Federal Operating Permit El | — Select — El | — Select — El

Select one or more search criteria below and enter full text to refine search, and dick on Search to view results,

prmary >
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Do not enter any zeros, or the letter O at the beginning of Air permit numbers.

Searching with Multiple Search Criteria
Using only a single search criteria field may yield too many results.

Example: Entering the search criteria 123 yields results of anything that
contains 123 including 123456, 56123.

CFR Online will only allow you to navigate 2,000 records (up to 100 pages, 20 results
per page) within a single search. If the search yields greater than 2,000 results, or
simply more results than you need, refine the initial search using multiple search
criteria fields as explained in this section.

Example: When searching for low permit number such as 123 for the AIR
Permit Series, use both the Central Registry RN, and the Primary 1D

search criteria and select the and button to the lower right of the
search criteriafields.

Select one or more search criteria below and enter full text to refine search, and dick on Search to view results,

|Central Regstry RN [+ 123456789
| Primary ID EI 123

| — Select — [=]

| — Select -— E|

Searching by Regulated Entity Name

Because Regulated Entity Names often change over time, searching by the name is
not always a reliable method.

On the Basic Search Screen choose the Regulated Entity Name option from the
Search Criteria drop-down menu and then enter the name, or part of the name, of the
Regulated Entity in the corresponding field.

Select one or more search criceria below, and dick on Search to view results.

Record Series Document Type Media

— Select — [=]  [—seec—[+] [—select—[]

Select one or more search criteria below and enter full text to refine search, and dick on Search to view results.

— Select — E

— Select —
Address
Central Registry RN

Primary 1D

] @ AND ©) OR
Regulated Entity Name

Secondary 1D

Search

Reset
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This search is not case sensitive. You don't have to capitalize the name correctly.

If decimal points, ampersands, or hyphens appear in the name, try searching with
and without them.

When information cannot be found try using common abbreviations:

CO for Company

LTD for Limited

INC for Incorporated

N for North
Your search results will include all names that include the text you entered.
For example, if you enter XYZ then your search results could include:

XYZ CO

XYZ DRY CLEANING

ZIGGYS XYZ MART

Searching by Address or Location

This search is not case sensitive. You do not have to capitalize the name of the
street correctly.

Do not enter periods, commas, other punctuation marks, or special characters,
even if they do appear in the address.

Try using common abbreviations:
HWY for Highway
ST for Street
S for South
Search results will include all physical addresses that include the information

you entered. For example, if Lamar is entered for the street address and Austin
for the city name, the search results could include:

8130 N LAMAR BLVD
11000 N LAMAR BLVD
4708 S LAMAR BLVD
400 S LAMAR BLVD
This query will also search for the street address field within the physical

location description. When this happens resultsoutside the original search
criteria would appear.
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Quick Search (lower section)

First try the basic search methods described in the previous sections using the Record
Series, Primary ID, Secondary ID, the Central Registry RN, or Multiple Search
Criteria methods to help pinpoint the results you are seeking. If you are unable to find
what you are looking for using those methods, you can use the Quick Search feature.
This method will search both file room metadata and text within electronic
documents for specific key search word(s). The Quick Search feature is more effective
when used with at least one other search criteria.

Example of a Quick Search using the Record Series AIR / New
Source Review Permit County General and the Quick Search criteria
of Webb County.

Select one or more search criteria below, and dlick on Search to view results.

Record Series

AIR / MNew Source Review Permit County General |Z|

Select one or more search criteria below and enter full text to refine search, and click on Search to view results.

[sdect—  [<]
[seec—  [5]
[seec—  [5]
[seec—  [5]

Quick Search, enter full text to refine search, and click on Search to view results.

T

The Quick Search feature’s ability to search within documents is limited by the
quality of the scanned image. Images cannot always be converted to recognizable
characters and groups of characters within electronic documents. Although many
words and numbers can be recognized, many will be missed. Contents of non-
electronic documents cannot be searched.

When using this feature, the number of results can be quite extensive andcan take a
longer time to process. The results will not indicate whether the search word was
found in a metadata field or within the document.

Reading Search Results
When the search results display, look at the top of the page for the total number of

records found.
e €
[Saaron wann | Use P R bo namow search resubs
il By Catice

parth form -3 Saarch Remds
E_Hd'i.'-*l{‘,lfr, v G v Dhangs View v Saderh detees Beouet Tep Rimeel Tay Bieord Tagged Pl Saare
SR Seiec Corcast D Racord St - et T

[ likEN AR, | Fadtral Opaanng | I0011990 Crl243

S5 AR, | Faderal Opacaning | 500751503 Cr1243
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Use the navigation links that appear above the list to navigate through the pages
of results.

Search Results  Fowreal nevs 120 of 478
Sasech Within | Uss tha Sasrck Within functian & narrow search reslts.
St Sttt s e e Er——
St Forrr — 3 Saderh Rimdts
ragal [wlcf 2 D
gk Shages v Seer v Change'Vees v Seach Across Ragues Tag  Raemeve T Racosds Tagped  Full Seaeh
e TR Lomet it Rircorsl Saries Pomacy 10 Sacacchey I Csureed Tugy e Eeon Qucy

[+1irdd AIR [ Fadersl Jparating | 1002311903 CLMI Parvriny
AR Ppderal Spartng | 1011900 LM Pyt Kdniriatrativs AT T

32072 AR Federal Gparating | 100231303 Wy Py

Search Within

CFR Online will only allow you to navigate 2,000 records (up to 100 pages, 20 results
per page) within a single search; if the search yields greater than 2,000 results, you
may need to either refine the initial search or use the Search Within function of the

application. Search Within filters results by using additional search criteria within
the current search results.

Using the Multiple Search Criteria method is a more straightforward way to
narrow results unless you are searching for criteria that are not available in
the initial screen’s Search Criteria drop-down menus such as the Tertiary ID.

Before you begin, review the Search Within definitions below to understand which
options are appropriate for your search.

Search Within Definitions

Contains: This searches for a term contained within the field when the field contains
more than one term, such as an organization’s name; a space in the metadata field
would be present either before or after the metadata for the information to be found.

Example: Searching the term Corp will yield results where “corp” is a whole
term within the metadata field (e.g. XYZ Corp), but will not yield

results with any additional or fewer characters (e.g. Corporation, or
Co).

Example: Searching for a permit number 123 will not yield results of permits
that were entered into the system preceded with the number zeroor
preceded by letters such as O. For those searches, use the substring
option as described below, or do an initial search using both the
Central Registry RN and the permit number.

Matches: This searches for exact matches of the search criteria entered.

Example: Searching for exact matches of XYZ will not yield results of fields
containing ZIGGYS XYZ.
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Has Word Prefix: Similar to the Contains search, it searches for whole terms, but
only where the term is at the beginning of the field’s values. This will not find
metadata where there is information that proceeds the entered data as it is only
searching for information where the search term is at the beginning of the metadata.

Example: Searching for XYZ will yield results for XYZ Corp, but would not yield
results for ZIGGYS XYZ.

Substring: A wildcard search that will search for any metadata that contains the
input search criteria, no matter if the term contains spaces or is within a value. This
search views the input as a string of characters and will attempt to find that matching
string in any field.

Example: Searching for 1234 will yield search results where fields have 1234;
01234; 001234; 1123465, and 963123496, because the string 1234
appears in all results. Searching for XY will yield results for XY, XYZ,
UVWXYZ, ZIGGYS XYZ, and anything else that has the string as a
part of its value.

The Substring Search is taxing on system resources and, whenever possible,
other search options should be utilized before conducting a substring search.

Conducting a Search Within

Click the Search Within button in the search results screen.
eanch-Resylts Powental items 1-20 of 479
Search Within | Bse the Search Within funchion to narrow search results,

Search form --» Search Resuls

A separate pop up window will be displayed that will allow you to further refine your
search results. All fields are optional. You only need to enter one search criteria.

Drop-down Menus (first five search criteria). For the categories that have drop-
down menus on the far right, select your choice only from the drop-down menu. Your
choice from the drop-down menu will auto-populate the field in the middle. Manually
entering data into the middle field will yield no results. For most searches using these
first five criteria, leave the left-hand drop-down menu set at Matches.

Record Series (third drop-down menu). If you did not select Record Series in your
initial search, you can narrow the results here.
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Select the Record Series from the drop-down menu on the right.

Metadata Search

Type I Matches : | |Z|
Security Group I Matches : I :
|Record Series | Matches [~] 1081 | AIR / New Source Review Permit
Document Type | Matches
Series Title I Matches E AIR / Air Emissions & Inspection Fees
Primary ID m AIR / Clean Air Interstate Rule (CAIR)
AR / Discrete Emissions Reduction Credit (DERC)
Secondary ID I Contains :
AIR / Emissions Banking and Trading of Allowances (EBTA)
Tertiary ID I Contains : - . "
AIR / Emissions Reduction Credit (ERC)
Begin Date From E Teo AR / Federal Operating Permit
Release Date From F  To | AR/ HRVOC Emissions Cap and Trade (HECT)
Regulated Entity Number I Contains : AIR / Mass Emissions Cap and Trade (MECT)
Regulated Entity Name I Contains : AIR / New Source Review Permit
Delivery Text Line 1 m AIR / New Source Review Permit County General
CCO / Commission Meetings, Agenda, and Work Sessions
City Name I Contains :
CCO { Marked Agenda, Work Session, and Marked Executive Director Listings

Note: You can only select one series at a time.

Additional Search Criteria. To use the additional search criteria (starting with
Primary ID), first review the Search Within Definitions to understand which options
are appropriate for your search (Matches, Contains). Make the appropriate selection
from the drop-down menu just to the right of the search criteria you want to use, then
enter search criteria ID information in the corresponding field.

Tertiary ID Example: Filtering results by AIR / New Source Review Permit
and entering the Tertiary ID (Investigation Number for Air Permits
Site Reviews). Contains will yield results that exactly contain 123456
in the Tertiary metadata field.

[ Search Within ] [ Reset ]

Metadata Search

Type [Vatdhes =]
Security Group m
Record Series m 1081 IAIR,." Mews Source Review Permit
Document Type m
Series Title [Matches =]
Primary ID m
secondary > [Contans |2

Tertiary ID | Contains E 123456

sgnone

Matches

Has Word Prefix
Regulated Entity Number R
Substring

Regulated Entity Name [TOMCAITS =]

-

g

To

[l E

Release Date To

Ll el
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Regulated Entity Number (RN) Example: Filtering results by the Central
Registry RN. When searching for the Regulated Entity Number using
the Contains option, it is necessary to add RN at the beginning of the
number with no spaces:

Metadata Search

Type I Matches :
Security Group m
Record series [Watches  [=]
Document Type m

Series Title I Matches :
Primary ID m
Secondary ID m
Tertiary ID m

Begin Date From |
Release Date E

From
Regulated Entity Number | Contains [Ru} 23456780

Full-Text Search. In the bottom section of the Search Within window, you can
search within your results by using keywords. The Full-Text Search feature has
the same limitations as described in the Quick Search section.

Enter the search term(s) in the Enter search terms field in the Full-Text
Search section at the bottom of the Search Within screen.

Regulated Entity Number ICGnl.ains ﬂ [ |
Regulated Entity Name [Contains v | |
Delivery Text Line 1 [Contains [~ |
City Mame [Contains I | |

Zip Code From | | To | |
Current Lacation [Contains Dl | |

Record Number From | | Ta |

- Full-Text Search

Additional Metadata

Additional metadata fields can be displayed within the search results.

Enter search terms 'L

Data Analysis

Click the Select Columns link to review the available metadata fields that can
be displayed:
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RN | Slact Change View Search &
= o Selact Content 1D
O 1437294
O 1436657
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Select the columns desired to be displayed, and then click the Hide / Show button.
The field Delivery Text Line 1 is for an entity’s address.

Select Columns
E Document Type
RN Number
WMIrRequlated Entity Name
MIMedia
Wlrtem Type

ertiary ID
E‘DESCFiptiDr‘I
[ Legacy Address
DDeIivew Text Line 1
E'Cit'y' Name
Wicounty Code
WMzip Code
[Jcr additional ID
[ Irtem Barcode
EISECLI[I'[}' Group

Exporting to Excel
Select Export Results as XLS from the Search Actions drop-down menu on your main

results page.
¥ Select ¥ Change View I ~ Search Actions I Request
Select I Cl:.‘-l'lt1 Export Results as XLS ! EETiEE

I11.Accessing Electronic Records

Some agency documents are available in electronic format through CFR Online.
These documents will have a Media type of Electronic. Electronic records cannot be
requested through the application since they are available to review through the
TCEQ Records Online Interface.

To open an electronic document, click on its Content ID within the Search Results.

“Select ¥ Actions ™ Change View

Select Content ID Mediz
[ 3099114 Paper
e |
O 1237153 Electronic
e—

A message will appear asking whether you prefer the record to be opened or saved.
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Do you want to open or save AIR EMI_100219351c_Emissio....pdf (231 KE) from trecords.tceq.texas.gov?

Open Save | ~¥ Cancel

l4|Page



V.

Texas Commission on Environmental Quality
4/19/2018

Requesting Records

CFR Online allows you to request hardcopy (paper, microfilm, microfiche, and
optical discs) records from the Central File Room inventory. Electronic records
cannot be requested through the application since they are available to review
through the TCEQ Records Online Interface

Within your search results, select the individual records you wish to request.

voglect v (lwange View ¥ Search Actions Request Tag Remove Tag Records Tagaed Full Search

Select Content ID Record Series Primary ID Secondary ID Document Type
O 1529694 AIR [/ Mew Sourca Ravien | 100640408 0002148 Permits
I 1528633 AIR [ New Source Revien | 100640408 0002148 Permits
| 1405824 AIR [ New Source Revien | 102212925 102982 SOAH
2] 1489185 AIR [ New Source Revien | 103135620 70856 Permits
Il 1409722 AIR. [ New Source Revien | 104104716 105710 SOAH
|:| 1409707 AIR. [ New Source Reviev | 104104716 105710 SOAH
] 1409714 AIR [ New Source Revier | 104104716 105710 SOAH

The application will also allow you to select all records or deselect the chosen
options through the elect drop-down menu.

* Change View Search Actions Reguest Tag

Content ID Record Series
1529604 AIR / Mew Sourca Revien
¥ 1528633 AIR [ New Source Reviey i
M 1405824 AIR [ New Source Reviey i
= s Ammame RTRL P R Fo B

Choose the Request option on the Search Results screen.

vSeloct v ChangeView v Search Actions | Request I Tag
Select Content ID Record Series f
W 15296594 AIR. / New Source Review
] 1528633 ATR | New Source Revies I
[+ 1405824 AIR | Mew Source Revie i
| 1489185 AIR | New Source Reviey i
i 1409722 AIR. | New Source Reviey [
] 1409707 ATR | New Source Revies I
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The application will immediately open the Document Request page where you will
identify the following information.
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Identify the Delivery Type:

In Person Review: Files are pulled and await review at the Central File Room’s
customer viewing area at the TCEQ Park 35 Complex.

Copy and Send: The files will be copied and sent in paper / electronic format. To
expedite the request please identify which format you prefer.

Please note that if the request is for a large number of documents, or if you need
documents that are stored in the program areas, you may need to make a formal
Public Information Request (PIR).

Each request requires you to enter their contact information dependent on the type of
request. Required information is displayed in red font.

Document Request

Delivery Type: O 1n-person Review () File Return @ Campus Delivery

Documents Requested:) Content ID Record Series Primary ID Secondary ID Media Type Title
1437917 AIR [ Air Emissions & Inspection Fees 123456 Paper Emissions & Inspections A
15398831 AIR | Air Emissions & Inspection Fees 1930015 Faper Emissions & Inspections
1535832 AIR [ Air Emissions & Inspection Fees 1930017 Faper Emissions & Inspections W
1539833 AIR | Air Emissions & Inspection Fees 1930018 Faper Emissions & Inspections

Email*: [stephen.sepulveda@tceq.texas.gov |

First Name": Last Name":

Phone™: 512-239-0752

Building*: Room/Cube #*: |:|

Instructions:

e —

Tagging Records

CFR Online allows you to conduct multiple searches within a session and
Tag records for a request. A session will terminate if the browser is closed
or after one hour of inactivity, clearing all tags.

Select the records you want. Then, after reviewing the selection
choices, select Tag to add the selections to your tagged list. Conduct
additional searches and repeat the process until you have selected all
records you want to request.
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* Gelect % Change View ¥ Search Adtions Request ITag I

Select  ContentID Record Series _

= 1383389 AIR. [ Faderal Oparating | EL

1 1520538 AIR. | Federal Cperating E

[l 1383523 AIR. | Federal Operating E

i 161558 AIR | Federal Operaking E

] 1533241 AIR | Federal Operating E

[ 1470307 AIR. |/ Federal Operating .E

[l 148525 ATR: | Federal Operating "

The number of items that have been tagged will be displayed as Records Tagged on
the menu of the Search Results. To view a list of all items you have tagged, select the
Records Tagged icon.

* Sglect ¥ Chamge View ™ Search Actions Request Tag
Salect Conbent 1D Record Saries Primary ID
R 1383389 AIR. | Federal Operating | BLOD210
R 1520598 IR | Faderal Operating | BLODZ10H
O 1383523 ATR | Faderal Operating | ELOD210
W 1461658 AIR. | Federal Cperating | BLOD210
D‘ 10333 ATE | Fadars] Cmarsbine Bl w21

A list of the tagged items will display. Refine the list to include only the items you
want to request. The list will appear with no items selected. Once you have confirmed
and re-selected the items you want, choose the Request option.

¥ Sglect ¥ Change View  * Search Actions Im Tag Remaove Tag Records Tagged Full Szarch
Select Content ID Recaord Series Primary I = Secondary I Dooument Typs
=] 1539836 AIR. | Air Emissions & Ire | 1930015 Emissions & Inspedtions
E| 1535831 AIR | Air Emissions & Ire | 1530015 Emissions & Inspections
[} 15359832 AIR. | Air Emiscions & Ire | 1930017 Emissions & Inspections
E‘ 1539833 AIR | Air Emissions & Ire | 1930018 Emissions & Inspechions

Some records are directly managed by TCEQ’s program areas and are not available
through CFR Online. If you are unable to locate information or need to know what
the IDs represent for a specific Record Series, contact the Central File Room for
guidance at 512-239-2900.
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