
Document & Reporting Patterns (Current State) 
The Water & Waste Department currently addresses internal and external reporting requirements 

through 7 reporting patterns.  Most reports are addressed with the use of Microsoft Office tools Word, 

Excel and Access.  Data can be summarized, sorted, designed and/or manipulated using Microsoft tools’ 

formula and illustration/charts functionality.  

Document & Reporting Pattern 1 – Pre-Printed Forms 
With this pattern, internal paper-based forms are pre-printed from established templates.  IWS has 

complete control over the templates.  Documents have duplicate carbon copies and IWS staff completes 

the forms manually (pen) in prescribed blank fields.  Once the document is completed, the IWS copy is 

scanned into a PDF document and stored on an internal file share using an internal file naming 

convention.  Duplicate copies of the form can be provided to the waste generator and/or a paper copy 

can be filed. 

The following is an example of a pre-printed form: 

 



Document & Reporting Pattern 2 – External Forms 
With this pattern, external paper-based forms are provided by an external agency and utilized by IWS.  

IWS does not have control over the form.  Documents may have duplicate copies and IWS staff 

completes the forms manually (pen) in prescribed blank fields.  Once the document is completed, the 

IWS copy is scanned into a PDF document and stored on an internal file share using an internal file 

naming convention.  Duplicate copies of the form can be provided to the waste generator, another City 

of Winnipeg department, a regulator and/or a paper copy can be filed. 

The following is an example of an external form: 

 

 



Document & Reporting Pattern 3 – Microsoft Word Templates 
This is one of the most common patterns used by IWS.  With this pattern, IWS staff create a template 

using Microsoft Word functionality.  This is a standard form letter, notice, etc. where information is 

dynamically populated ( document ID#, name, mailing address).  Once the document is completed, the 

IWS copy is either saved or scanned (if signatures required or manually completed) into a PDF document 

and stored on an internal file share using an internal file naming convention.  Duplicate copies of the 

form can be provided to the waste generator, another City of Winnipeg department, a regulator and/or 

a paper copy can be filed.  Note: an electronic copy of the document (PDF) can be shared in some 

instances and usually distributed by email. 

The following is an example of an internal Microsoft Word Template: 

 

Document & Reporting Pattern 4 – Microsoft Excel 
This is another common pattern used by IWS.  With this pattern, IWS staff either export data from an 

external source (i.e. transaction file or Access database) or manually enter data into Microsoft Excel and 

format accordingly.  Common tasks within Excel include summarizing, sorting, calculating and formatting 

data.  Once the document is completed, the formatting may be saved as a macro for reuse.   Once the 



document is completed, the IWS copy is either saved or scanned (if signatures are required or manually 

completed) into a PDF or xls/xlsx document and stored on an internal file share using an internal file 

naming convention.  Duplicate copies of the form can be provided to the waste generator, another City 

of Winnipeg department, a regulator and/or a paper copy can be filed.  Note: an electronic copy of the 

document (PDF) can be shared in some instances and usually distributed by email. 

The following is an example of an internal Microsoft Excel document: 

 

Document & Reporting Pattern 5 – Microsoft Access Queries 
This technique is commonly used to retrieve operational data for analysis or reporting purposes.  If 

additional formatting of the data is required, it can be imported into Microsoft Excel.  See pattern 4 

above. 

The following is an example of an internal Microsoft Access query output: 

  



Document & Reporting Pattern 6 – Fillable PDF 
A less common technique used for reporting is a fillable PDF document.  With this pattern, IWS staff 

create a template using Adobe Acrobat.  Users can either complete the PDF form with individual/event 

specific information in prescribed sections of the document or complete a paper copy of the form 

manually (pen) in prescribed blank fields.  Once the document is completed, the IWS copy is either 

saved or scanned (if signatures required or manually completed) into PDF format and stored on an 

internal file share using an internal file naming convention.  Duplicate copies of the form can be 

provided to the waste generator, another City of Winnipeg department, a regulator and/or a paper copy 

can be filed.  Note: an electronic copy of the document (PDF) can be shared in some instances and 

usually distributed by email. 

The following is an example of an internal Fillable PDF document: 

 



Document & Reporting Pattern 7 – Comma Delimited Data Files 
Data that is currently exchanged between the ClearSCADA waste water treatment plant as noted in 

Appendix D Waste Hauler PIN load and Waste Hauler Disposal Event.   

 

Document & Reporting – Other Considerations 
 

Signature Considerations 
Currently all signatures are captured manually for IWS documents and forms.  Signed documents are 

manually scanned in PDF format and stored on an internal file share using an internal file naming 

convention.  A paper copy may be filed manually.   

Considerations will be made for a solution that can address the functionality of managing electronic 

signatures.   

Document Distribution Considerations 
Reports and documents are currently distributed using the following means: 

 Manually through traditional mail 

 Electronically through email 

 Manually copying files from file share location to file share location 

 ftp/sftp files from file share location to file share location 

 Paper copies are handed to recipient  

Current Document & Reporting List 

Form/Document Format Signature 

P2 Inspection Form Excel/PDF N 

P2 Plan Grading Form Word N 

P2 Progress Update Grading Form Word N 

P2 Welcome Letter Word Y 

P2 Plan Not Required (sample) Word Y 

P2 Plan Not Required (no sample) Word Y 

P2 Plan Required Word Y 

P2 Plan Approved (<1 YR) Word Y 

P2 Plan Approved (>1 YR) Word Y 

P2 Plan No Longer Required (sample) Word Y 

P2 Plan No Longer Required (no sample) Word Y 

P2 Progress Update Approved (<1 YR) Word Y 

P2 Progress Approved (>1 YR) Word Y 



P2 Progress Update Required Word Y 

Notice - P2 Inspection Required (sample) Word Y 

Notice - P2 Inspection Required (no sample) Word Y 

Order - P2 Plan Required (past due) Word Y 

Order - P2 Plan Required (82) Word Y 

Order - P2 Plan Required (79) Word Y 

Order - P2 Plan Rejected Word Y 

Order - P2 Progress Update Rejected Word Y 

Order - P2 Progress Update Required Word Y 

Sample Report (WW) Word N 

Sample Report (LDS) Word N 

P2 Extension Granted Word Y 

Sampling Log Sheet - Manual Excel/PDF N 

Sampling Log Sheet - Automatic Excel/PDF N 

Sampling Log Sheet - QC Data Excel/PDF N 

Schedule B Kit Checklist Excel/PDF N 

Affidavit of Service Word Y 

Affidavit of Attempted Service Word Y 

Common Offence Notice MB Document Y 

P2 Plan Template Fillable PDF Y 

Progress Update Template Fillable PDF Y 

Home Business Declaration Form Fillable PDF Y 

P2 Stats Update - Totals Excel/PDF N 

P2 Stats Update -  Documents Excel/PDF N 

P2 Stats Update - Annual Excel/PDF N 

Company Lists Excel N 

Enforcement Documents Due Report N 

Plan Due Dates Report N 

Industry Inspection Program Update - 2017 (Overstrength Program) Access N 

Overstrength Wastewater Summary Word Y 

Wastewater Sampling Results for (Industry Name) Access N 

Overstrength Wastewater Surcharge Summary Word Y 

2016-2020 Overstrength Discharge License Sewer By-law No. 92/2010 Word Y 

2016-2020 Overstrength Discharge License Application Word N 

2016-2020 Overstrength Discharge License Word Y 

Overstrength Discharge License Required Sewer By-law No. 92/2010 Word Y 

Overstrength Wastewater Surcharge Adjustment Word Y 

 Removal from the Overstrength Wastewater Monitoring Program Word Y 

OSD Site Inspection Form Word N 

Site Inspection Results Licence Not Required Word Y 

Site Inspection Results remove from program Word Y 



Site inspection results non-OS Word Y 

Site Inspection results OS Word Y 

Site inspection results notice Word Y 

Template licence cancelled not required Word Y 

Template OSD Licence required and Surcharges Word Y 

Template Sampling Location Word Y 

Template Surcharges will be assessed Word Y 

Template Current OS remover from surcharges Word Y 

Template New OS Leachate Sludge Cover Letters Word Y 

Violation Notice Restricted Materials  Word Y 

Quarterly Report Managers Summary Access N 

Quarterly Report Internal Comments Access N 

Quarterly Report cover letter Access N 

Yearly rate increase notice for OSD rates Word Y 

Surcharges will be applied template Word Y 

Licence renewal notice Word Y 

licence expired notice Word Y 

Licence application overdue Word Y 

Licence expiry notice  Word Y 

Licenece renewal Word Y 

Licence Renewal reminder Word Y 

Licence renewal late reminder Word Y 

Notice Licence suspension for non renewal Word Y 

Notice Licence cancellation for non renewal  Word Y 

Violation Notice pH Word Y 

Tempate Order to correct Word Y 

Affidavit of Service Word Y 

Frequently Asked Questions About Grease Traps Word N 

Sewer By-law 92/2010 Grease Trap Inspection Form IWSB/GT Word N 

Grease Trap Maintenance Log Word N 

Notice of By-Law Violation - Sewer By-Law 92/2010 (Grease Trap) Word Y 

Order to Correct By-Law Violation - Sewer By-Law 92/2010 Registered Mail (Grease Trap) Word Y 

Grease Trap Inspection Program Update Access N 

Grease Trap Waiver Application Form Word Y 

Grease Trap Waiver   Word Y 

Notice of By-Law Violation Sewer By-Law 92/2010 Waiver Cancelled Word Y 

Notice of By-Law Violation Sewer By-Law 92/2010 Waiver Denied Word Y 

Wastewater Disposal Vehicle Contact Application Form Sewer Bylaw 92/2010 Word Y 

Hauled Wastewater Disposal Vehicle Load Summary Access N 

Hauled Wastewater Program - Frequently Asked Questions Word N 

Definition of Terms - Hauled Wastewater Program Word N 



Frequently Asked Question Tracking System for Hauled Wastewater Word N 

Barcode Stickers (Form Letter) Word Y 

Wastewater Disposal Vehicle Barcode Stickers (Form Letter) Word Y 

Supply of Barcodes For Locations (Form Letter) Word Y 

Hauled Wastewater Program Tracking Requirements (Form Letter) Word Y 

Hauled Wastewater Program Tracking Requirements - Non-household Water (Form Letter) Word Y 

Hauled Wastewater Program Tracking Requirements - Non-household Water (Form Letter) Word Y 

Wastewater Disposal Vehicle License Application Sewer By-Law 92/2010 Word Y 

Wastewater Hauling Licenses (Form Letter) Word Y 

Update License Information (Form Letter) Word Y 

Wastewater Disposal Vehicle License (Form Letter) Word Y 

2011-2015 Wastewater Disposal Vehicle License Sewer By-law 92/2010 Word Y 

Wastewater Generator Inspection Form Word N 

2011-2015 Wastewater Hauler's License Sewer By-law 92/2010 Word Y 

Unacceptable Load Ticket Summary ? N 

Notice of By-Law Violation - Sewer By-Law 92/2010 Word Y 

Enforcement Procedure Incomplete Load Tickets Word N 

Second Notice of By-law Violation Sewer By-law No.92/2010 Word Y 

Fourth Notice of By-Law Violation - Notice of License Suspension Sewer By-law No. 92/2010 Waste 
Hauler's License Word Y 

Sewer By-law No.92/2010 Environmental Record Search Word Y 

2011-2015 Wastewater Discharge License Sewer By-law No. 92/2010 Word Y 

2011-2015 Land Drainage Discharge License Sewer By-law No. 92/2010 Word Y 

Inter-Office Memorandum - Re: Environmental Record Search Fees and Cross-Connection Search Fees Word N 

Spill Notification Part 9 - Sewer By-law 92/2010 Print N 

Brady Road Landfill Hazardous Waste Disposal Confirmation Print N 

Carrier Permit Application Print N 

Re: Wastewater Discharge License (form letter) Word Y 

Bio-Medical Waste Sharps Carrier Permit (form letter) Word Y 

Re: Temporary Discharge Permit (form letter) Word Y 

Industry Inspection Program Update - 2015 Access N 

Site Inspection Form Word N 

Land Drainage Discharge License Application Form Sewer By-law 92/2010 Word N 

Wastewater Discharge License Word Y 

Re: Land Drainage Discharge License (form letter) Word Y 

Inter-Office Memorandum - Re: XXXX License Renewal Fees Word N 

Land Drainage Discharge License (form letter) Word Y 

Order to Correct By-Law Violation - Sewer By-Law 92/2010 Registered Mail Word Y 

Notice of By-Law Violation - Sewer By-Law 92/2010 Hand Delivered Word Y 

Notice to Pool Contractors Reminder About Requirements for Draining Pool Water Word N 

2011-2015 Bio-Medical Waste Sharps Carrier Permit Biomedical Waste Sharps By-law 6001/92 Word Y 

Brady Road Landfill Certificate of Treated Biomedical Waste Sharps Print Y 



Special Waste Disposal Authorization - Brady Road Landfill - Fax Transmittal Word Y 

Notice to Pool Contractors Important Information About Draining Pool Water Word N 

Notice to Pool Owners Important Information About Draining Pool Water Word N 

2015 Temporary Discharge Permit Sewer By-law 92/2010 Word Y 

Wastewater Discharge License Application Form Sewer By-law 92/2010 Word N 

Wastewater Discharge License Renewal (Inter office memo) Word N 

Waste Discharge Options (form letter) Word Y 

Wastewater License Application Form Word N 

Wastewater Discharge License - Well Water to Land Drainage Discharge Fee Word Y 

XXXX Well Water Discharge Fee Summary Word Y 

 

 


