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Process for uploading of files to the Department of Environment, Forestry and Fisheries:

Please note that as of the 05 June 2020, the Environmental Impact Assessment component within the
Department of Environment, Forestry and Fisheries will not be receiving hard copy documents for processing.
As such, as per the Directions issued by the Minister of Environment, Forestry and Fisheries, dated 05 June
2020, please follow the process as stipulated in said directions to submit applications to the Department. This
document is to assist in the procedure and format for the receipt of applications and reports.

N.B. Please ensure that you attach the document control form to each and every email being sent
whereby a request for an application as outlined in points 1 — 9 below is listed.

1. Submission of a request for pre app meeting;

» Request for pre-application meeting form to be submitted in electronic format via email address:
ElAapplications@environment.gov.za.

» Please ensure that the subject line of the email clearly indicates that it is a request for a pre-application
meeting:

Insert Options Format Text Review
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Subject Request for a Pre-Application meeting for the development of X0{ 20X XX

Attached ;iqsuzétforpre—appIicationmeeting_SeptemberZO‘lB.doc .

2. Submission of a request for a Requlation 3(7) Extension;
» A request for an extension in terms of Regulation 3(7) to be submitted in electronic format via email
address: ElAapplications@environment.gov.za.
» Please ensure that the subject line of the email clearly indicates that it is a request for an extension of a
Regulation 3(7) extension and includes the application reference number:
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Request for a Regulation 3(7) extension for the application 14/12/16/3/3/2/...
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3. Submission of a Notification in terms of Regulation 19(1)(b), 23(1)(b), or 32(1)(b);
» The notification as per the abovementioned Regulations to be submitted in electronic format via email

address: ElAapplications@environment.gov.za.
» Please ensure that the subject line of the email clearly indicates that it is a notification for an extension in

terms or Regulation 19(1)(b), 23(1)(b), or 32(1)(b) and includes the application reference number:

Notification in terms of Regulation 19(1)(b) for the application 14/12/16/3/...
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Options

Submission of application for EA — without a draft report;
> To submit an application, please log onto https:/sfiler.environment.gov.za:8443/

» On the login screen, enter the user name and password as outlined below:

Username: ElAapplications
Password: to be obtained from ElAapplications@environment.gov.za.

4.

User ID: ElAapplications

Passwaord: [ ---------|

Forgot your passwaord?

T—
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» To obtain a password, please send an email to ElAapplications@environment.gov.za. Please make sure
that the subject line states: “Request for Password”

» Please note that the password may change from time to time, and if the password obtained does not
work, you are requested to obtain a new password from the abovementioned email address.

» Please note that the mailbox is used for the proof of submission of applications and reports as well as the
requesting of passwords only. As such, please ensure that each mail sent complies with the required
subject line as outlined below, to ensure that your submission is attended to accordingly. No general EIA
queries to be sent here as these will not be attended to. All general or project specific emails to be sent
to the allocated case officer and/or EIAadmin@environment.gov.za.

» Please ensure that the folder that is going to be uploaded has the following file structure to ensure ease
of reference:

lipboard Organize New Open

M <« Application for Env.. > Application for EA for the Development of the XX XX XX

Name : Date modified Type

01 Application Form.pdf 27-May-20 14:53 Adobe Acrobat D...
02 Appendix 1.pdf 27-May-20 14:54 Adobe Acrobat D...
03 Appendix 2.pdf 27-May-20 14:55 Adobe Acrobat D...

» Once the correct file structure is created, you need to zip the folder into one folder, and that will be the
folder that will be uploaded onto the Novell Filr system.

» Please ensure that each file is named correctly to indicate the contents of the file, e.g. 02 Appendix 1 -
Proof of Payment.

» You can drag the folder from your computer and drop it onto the system. Once it is uploaded, you will see
it on the online system as indicted below:
€ 2 C O # sflerenvironmentgovzat!! 1

i ops % Bookmarks b DSwNow (I Toyoparts [ TojoC

o ome

MyFies ~ SharedwihMe SharedbyMe NetFolders  Public

i Name r Size Modided

U Y

0 B | Appicaton for EAfo e Develpmen 82268 MayZr, 2020 3115PM
* 8]

»  Once the document is loaded, and represented on the system, please tick the file, screenshot the image
and send an email with the screenshot attached, proving that the application has been uploaded on the
system to ElAapplications@environment.gov.za. Please note that this will indicate the date and time the
application was submitted, and will be used as the date of receipt, and for the calculation of all applicable
timeframes. Please note that only documents which correspond to an email being sent will be
downloaded. All other documents will be deleted.
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» Please note that is imperative that you zip the entire application form, its annexures and supporting
documentation into one folder, as only one folder per application will be considered. If multiple zipped

folders are uploaded, only one will be considered for processing.

5. _Submission of application for EA — with draft report;
> To submit an application and/or reports, please log onto https:/sfiler.environment.gov.za:8443/
» On the login screen, enter the user name and password as outlined below:
Username: ElAapplications
Password: to be obtained from ElAapplications@environment.gov.za.

User ID: ElAapplications

Passwaord: [ ---------|

Forgot your passwaord?

Enter as ouest

» To obtain a password, please send an email to EIAapplications@environment.gov.za. Please make sure
that the subject line states: “Request for Password”

» Please note that the password may change from time to time, and if the password obtained does not
work, you are requested to obtain a new password from the abovementioned email address.

» Please note that the mailbox is used for the proof of submission of applications and reports as well as the
requesting of passwords only. As such, please ensure that each mail sent complies with the required
subject line as outlined below, to ensure that your submission is attended to accordingly. No general EIA
queries to be sent here as these will not be attended to. All general or project specific emails to be sent
to the allocated case officer and/or EIAadmin@environment.gov.za.

» Please ensure that the folder that is going to be uploaded has the following file structure to ensure ease
of reference:
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» Once the correct file structure is created, you need to zip the folder into one folder, and that will be the
folder that will be uploaded onto the Novell Filr system.

» Please ensure that each file is named correctly to indicate the contents of the file, e.g. 02 Appendix 1 -
Proof of Payment.

> You can drag the folder from your computer and drop it onto the system. Once it is uploaded, you will see
it on the online system as indicted below:
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EIA Applications

AEARNORN W

MyFiles ~ SharedwithMe  SharedbyMe  NetFolders Public
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NewFolder.. | Share.. | Delete | AddFies.. | Morew & Fiter List @
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0 LE_I Application for EA for the Developmen « _] B2 KB May 27, 2020 3:15 PM

El Appiication for EA and Draft BAR for « D 1244KB  May 27, 20204:05PM

»  Once the document is loaded, and represented on the system, please tick the file, screenshot the image
and send an email with the screenshot attached, proving that the application has been uploaded on the
system to ElAapplications@environment.gov.za. Please note that this will indicate the date and time the
application was submitted, and will be used as the date of receipt, and for the calculation of all applicable
timeframes. Please note that only documents which correspond to an email being sent will be
downloaded. All other documents will be deleted.

FEAon S | Qe O Sl
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Shared by Me Net Folders

c_{'uj My Files
New Folder Share Delete Add Files More ~
1 Name (eom Size A mModified
— E Application for EA for the Developmen -« l‘ ] B22 KB May 27, 2020 3:15 PM

B | Application for EA and Draft BAR for tt ~ 1,244 KB May 27, 2020 4:05 PM

» Please note that is imperative that you zip the entire application form, its annexures and supporting
documentation into one folder, as only one folder per application will be considered. If multiple zipped
folders are uploaded, only one will be considered for processing.

6. Submission of draft report;
» To submit a draft report, please log onto https:/sfiler.environment.gov.za:8443/
» On the login screen, enter the user name and password as outlined below:
Username: ElAapplications
Password: to be obtained from ElAapplications@environment.gov.za.
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User ID: ElAapplications

Password: [ cececcsed ]

Forgot your passwaord?

» To obtain a password, please send an email to EIAapplications@environment.gov.za. Please make sure
that the subject line states: “Request for Password”

» Please note that the password may change from time to time, and if the password obtained does not
work, you are requested to obtain a new password from the abovementioned email address.

» Please note that the mailbox is used for the proof of submission of applications and reports as well as the
requesting of passwords only. As such, please ensure that each mail sent complies with the required
subject line as outlined below, to ensure that your submission is attended to accordingly. No general EIA
queries to be sent here as these will not be attended to. All general or project specific emails to be sent
to the allocated case officer and/or EIAadmin@environment.gov.za.

» Please ensure that the folder that is going to be uploaded has the following file structure to ensure ease

of reference:
n W - | 02 Draft Basic Assessment Report
File Home Share View

== Select all

Application for EA for the development of.. * 02 Draft Basic Ass

Name
o Quick access
01 Draft Basic Assessment Report.pdf
Bo Appendix 1.pdf
Bo Appendix 2.pdf

) Desktop

Downloads

E Documents
= Picture

» Once the correct file structure is created, you need to zip the folder into one folder, and that will be the
folder that will be uploaded onto the Novell Filr system.

» Please ensure that each file is named correctly to indicate the contents of the file, e.g. 02 Appendix 1 —
Proof of Payment.

> You can drag the folder from your computer and drop it onto the system. Once it is uploaded, you will see
it on the online system as indicted below:
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»  Once the document is loaded, and represented on the system, please tick the file, screenshot the image
and send an email with the screenshot attached, proving that the application has been uploaded on the
system to ElAapplications@environment.gov.za. Kindly ensure that the reference number allocated is
used in all references and email. Please note that this will indicate the date and time the application was
submitted, and will be used as the date of receipt, and for the calculation of all applicable timeframes.

Please note that only documents which correspond to an email being sent will be downloaded. All

other documents will be deleted.
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» Please note that is imperative that you zip the entire application form, its annexures and supporting
documentation into one folder, as only one folder per application will be considered. If multiple zipped
folders are uploaded, only one will be considered for processing.

7. Submission of final report;
» The process is the same for submitting a draft report. Please ensure you change the title from draft to
final as well as include the project reference number.

8. Application for amendment to the EA or EMPr;
» The process for applying for an amendment to an EA or EMPr is the same as you would do for applying
foran EA. Please ensure that he folder title as well as the email correctly represents what you are applying
for. For amendments, also include the EA reference number.

9. Request for a Requlation 27(4) correction;
»  Request for correction in terms of Regulation 27(4) to be submitted in electronic format via email address:
ElAapplications@environment.gov.za.
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» Please ensure that the subject line of the email clearly indicates that it is a request correction in terms of
Regulation 27(4):

H © *  Request for correction in terms of Regulation 27(4) for EA 14/12/16/3/3/2/2...

File Insert Options Format Text Review
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N
»

Subject Request for correction in terms of Regulation 27(4) for EA 14/12/16/3/3/2/2225

Request for Correction for 14 12 16 3 3 2 2225.pdf _
175 KB

Attached
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