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1.
Objective

This procedure is to record and register the Environmental Impact Assessment (EIA) report received from the Project Proponent or their EIA Consultant.

2.
Scope
This procedure is applicable to all the EIA reports received at the NREB Headquarters.

3.
Definition
EIA REPORT refers to a document on a study for a proposed project having impacts on the environment and natural resources.
EIA CONSULTANT refers to the expert appointed by Project Proponent to conduct EIA study and registered with NREB.
PROJECT PROPONENT refers to the project developer who intend to undertake any development projects and other development activities.

SECTION HEAD refers to a person who is in-charge of a Section. In the absence of Section Head, Secondary Responsible Officer will take charge of the Section.

UNIT HEAD refers to a person who is in-charge of a Unit including their subordinates.

4.
Abbreviation
i. EIA

-

Environmental Impact Assessment

ii. NREB

-

Natural Resources and Environment Board
iii. SAO

-

Senior Administrative Officer

iv. AO

-

Administrative Officer

v. AA(C/O)

-


Administrative Assistant (Clerical/Operation)
vi. AA(F)

-

Administrative Assistant (Finance)
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5.
Details of Procedure
	No.
	Action

	Responsibility

	a.
	· Receive EIA Report and check:
i. Number of copies of EIA report;

ii. Validity and Signatures of EIA Consultant team ; and

iii. Processing fee.

iv. Register the EIA report receive (Appendix II).

	AA(C/O)


	b.
	Forward processing fee to Finance Unit to issue receipt.


	AA(F)



	c.
	· If report not in order, return to Project Proponent/EIA Consultant.
· If report is in order, keep record and proceed with the followings:
i. Stamp the date of receive of the EIA report and cover letter of Project Proponent /EIA Consultant.

ii. Prepare letter of “Acknowledgement Receipt of EIA Report”. 

iii. Prepare “Progress of EIA Report Evaluation Form” (Appendix III).

	AA(C/O)

	d.
	· Forward the letter of Acknowledgement to SAO/AO for signature.
· Forward one copy of the EIA report and Progress of EIA Report Evaluation Form to Section Head for his acknowledgement.


	AA(C/O) /SAO/AO
AA(C/O)/ Section Head


	e.
	· Forward the EIA report to Unit Head for evaluation.


	Section Head
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6.
Quality Record

	No.
	Name of Record
	Retention Time
	Location

	a.
	Registration for EIA Report Received.


	Minimum of 3 Years
	20th Floor (Administration, Human Resource & Finance Section)


	b.
	EIA Report


	
	Resource Centre & 20th Floor (Administration, Human Resource & Finance Section)


	c.
	Project File

i. Cover Letter

ii. Acknowledgement Letter
iii. Receipt of Payment

	
	20th Floor (Administration, Human Resource & Finance Section)



7.
Appendices
i. Appendix I
-
Flow Chart for Receipt and Registration of EIA Report 

ii. Appendix II
-
Registration for Environmental Impact Assessment Report Received
iii. Appendix III
-
Progress of EIA Report Evaluation Form
3

