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TO: Property Owner/ Manager 

RE: Hazardous Materials Reporting Requirements 

The Novi Fire Department is required by Act No. 154, P.A. of 197 4, as 

amended, Act No. 207, P.A. of 1941, and Ml-OSHA to assemble 
information about facilities within the City of Novi that use, produce or 
handle hazardous materials. 

To assist out department in fulfilling its responsibilities under these 
requirements, we are requesting that you perform the following: 

• Complete the enclosed Hazardous Materials Survey form is its
entirety and sign it.

• Complete the Hazardous Materials Inventory Statement for all

chemical categories reported as "Have On Site At or Above

Reportable Quantity".
• Provide a building Floor Plan indicating the locations of the

hazardous materials.
• Complete the enclosed Emergency Contact & Property Information

form.

Important: DO NOT return Material Safety Data Sheets (MSDS) at this time. 

This information is beneficial to our fire fighters when responding to a fire or 
other emergency at your facility. If your firm does not use, produce or 

handle any hazardous materials, you must still complete the Survey and 

Emergency Contact form. Emergency personnel will hold personal 
telephone numbers in strict confidence for emergency use only. 

Please complete the enclosed survey, inventory, and emergency contact 

form including a building floor plan and return them to the Novi Fire 

Department within 30 days. All Surveys, including negative responses, will 

be kept on file to satisfy state and local requirements. 

If there is a change concerning the use, production, or quantity of 
hazardous chemicals at your facility in the future, please contact this 
department so that we may update our files. Questions concerning this 
matter can be directed to the Fire Prevention Division of the Novi Fire 

Department at 248-735-5674 or Ml-OSHA. 

Thank you in advance for your cooperation. 

Sincerely, 

Kevin Pierce

Fire Marshal 



General Procedures for Collecting and 
Reporting Hazardous Materials Data 

START YOUR REPORTING PROCESS BY READING THIS PAGE FIRST. IT 

WILL HELP YOU FILE PROPERLY. QUESTIONS CAN BE DIRECTED TO THE FIRE 

PREVENTION DIVISION OF THE NOVI FIRE DEPARTMENT AT 248-735-5674. 

1. SURVEY YOUR FACILITY:

D Locate and identify the amounts of hazardous materials (HM) within your
facility. Group the HM's by category. 

O Identify all locations where reportable quantities of HM's are stored, used or
manufactured 

D Locate site specific features, including but not limited to:

Natural Gas Shut Off Fire Dept. Connection 

Electrical Shut Off Fire Alarm Control Panel 

Fire Suppression System(s) Knox Box (Key Vault for FD) 

Sprinkler Control Valves Fire Doors 

Inspector Test Valve Exit Doors 

2. COMPILE MATERIAL SAFETY DATA SHEETS FOR ALL HAZARDOUS
MATERIALS LOCATED WITHIN YOUR FACILITY: The Material Safety Data Sheet
(MSDS) will provide you with most of the information you need for this reporting
procedure. DO NOT send MSDS's to the fire department unless specifically requested
to do so. MIOSHA laws require you to have MSDS documents available to your
employees.

3. COMPLETE THE HAZARDOUS MATERIALS SURVEY: Complete all of the
requested information on this form. For each Chemical Type, indicate whether you
have these chemical types either At or Above Reportable Quantity, Below Reportable
Quantity, or Do Not Have On Site. Be sure to sign the bottom of page two before
submitting this form. Note: Household Cleaning Chemicals available to consumers
and utilized for cleaning of your facility are not required to be reported.

4. COMPLETE THE HAZARDOUS MATERIALS INVENTORY STATEMENT (HMIS):
For categories of HM's on site that have quantities At or Above the Reportable
Quantity, an Inventory (Doc. 5) shall be provided. Using the information you have
gathered, complete the HMIS document. Use the "Completing the Inventory
Statement" (Doc. 4) to assist with completing the Inventory.

5. COMPLETE THE EMERGENCY CONTACT & PROPERTY INFORMATION FORM:
This form is self-explanatory. Please be thorough. This information is used in the
event we must contact a facility representative after normal operating hours.

6. RETURN ALL COMPLETED FORMS: Return all completed forms within 30 days to
the Novi Fire Department, 42975 Grand River Ave., Novi, Ml 48375-1731.

Doc 2 - Procedures for Collecting and Reporting Data 

















HAZARDOUS MATERIALS INVENTORY STATEMENT 
FACILITY NAME: ADDRESS (Incl. Street & No., City, State & Zip): 
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