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A.  Current Capabilities of ePermits
ePermits
APHIS Program participants
Available applications forms

Slides 4-9
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ePermits
ePermits is a Web-based tool that allows 
applicants to:

fill out and submit permit application forms 
online
check application status online
receive APHIS permits online
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Who is participating?
The following APHIS Programs:

PPQ
BRS
VS
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What applications are available?
PPQ

PPQ 526 – for Permit to Move Live Plant Pests 
and Noxious weeds
PPQ 585 – for Permit to Import Timber and 
Timber Products
PPQ 587 – for Permit to Import Plants or Plant 
Products
PPQ 588 – for Permit to Import Plants or Plant 
Products for Experimental Purposes
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What applications are available?
PPQ continued

PPQ 621 – for Application for General Permit to 
Engage in the Business of Importing, Exporting, 
or Re-exporting Terrestrial Plants
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What applications are available?
BRS

BRS Notification to Move, Import or Field Test a 
Genetically Engineered Organism
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What applications are available?
VS

VS 16-3 – for Permit to Import Controlled 
Material/Import or Transport Organisms or 
Vectors
VS 16-7 – Additional Information for Cell 
Cultures and Their Products
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B.  Applicant’s Point of View
ePermits Screen Details
Home Page
Create an Application
PPQ 526 Example

Slides 11-57
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What does ePermits look like?
User-friendly screen
Easy-to-follow prompts
Features change slightly depending on 
user and his/her degree of access

Applicant
PPQ HQ Permit Staff
SPHD and PPQ field staff
SPRO
DHS, CBP, AI staff
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Applicant Home Page
First the applicant logs into the system 
through the  eAuthentication process
The applicant home page is automatically 
displayed
The applicant starts the application 
process by accessing the Home Page and 
clicking on the “Create Application” line in 
the ePermits box
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Applicant Home Page
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Create Application
The applicant will be prompted to choose 
the permit application type
ePermits will then prompt the applicant 
for information about themselves
This step in the process is called the 
Applicant Information page
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Example:  PPQ 526
Follow the work flow of the PPQ 526 
application
See the point of view of the:

Applicant
PPQ Permit Staff

Other PPQ applications look similar but 
the workflow will vary depending on the 
application
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Applicant Information
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Applicant Information Cont’d
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Article Summary
Next the applicant is prompted to enter 
information about the article he/she is 
proposing to import

A pop-up box appears with lists of 
regulated articles by category
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Article Summary Screen
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Article Detail



March 2006 21

Regulated Article Pop-up
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Article Detail Cont’d
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Origination Point
The applicant is first prompted to choose 
one of the following movement types:

Importation
Interstate movement
Intrastate movement
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Movement Type
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Importation
Articles can be from multiple countries or 
a single location

A drop-down list of countries is provided

Method of shipment is also requested
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Importation Summary Screen
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Importation Multiple Countries
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Importation Multiple Countries Cont’d
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Importation Single Location
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Importation Single Location Cont’d
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Interstate Movement
Articles can be from multiple states or a 
single state with one address

Note that U.S. Territories are included 
with the list of States
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Interstate Movement
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Interstate Movement Multiple States
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Interstate Movement Multiple States 
Cont’d
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Interstate Movement Single State



March 2006 36

Interstate Movement Single State Cont’d
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Intrastate Movement
A single option is offered: Add Origination 
Point

Method of Shipment is also requested 
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Intrastate Movement
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Intrastate Movement Detail
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Intrastate Movement Detail Cont’d
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Inspection Stations
Imported articles are required to go 
through a Plant Inspection Station
When an article is imported the 
Inspection Stations step is added to the 
work flow
One or more inspection stations can be 
chosen
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Inspection Stations
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Destination
Destination and mailing addresses are 
requested for all articles

For interstate and intrastate movement 
the applicant is prompted to enter the 
release site address if applicable
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Importation Destination
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Inter/Intrastate Movement Destination



March 2006 46

Interstate/Intrastate Movement 
Destination Continued
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Proposed Measures
Proposed Measures fall into two 
categories:

Escape Prevention
Final Disposition Method

The ePermits system allows the applicant 
to enter proposed measures for each  
article separately, or for all articles at 
once if the measures are identical
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Proposed Measures Summary
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Proposed Measures Detail
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Attachments
Supporting documentation can be 
attached to the application

Currently all paper applications are 
scanned and made part of the 
appropriate application file folder in the 
Attachments section
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Attachments
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Certify and Submit
By clicking on the “Certify and Submit” 
button the applicant electronically signs 
his/her application
An application number is generated at 
this point
The applicant can use the application 
number to check the status of the 
application online
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Certify and Submit
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Application Submitted
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Printable Application
After the application is certified and 
submitted ePermits makes a printable 
application available to the applicant
See the next slide for an example
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Printable Application



March 2006 57

Application
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C.  PPQ Permit Staff’s Point of View
Application Receipt and Processing
PPQ 526 Application Processing Example
State’s Response
Decision to Issue or Deny
Search for Application
My Profile

Slides 59-102
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What happens after the application is 
submitted?

Applications are received by PPQ Permit 
HQ staff
Each step in the processing of the permit 
is assigned to a staff member
The entire process is captured by the 
following flow diagrams 
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Application Processing
The next group of slides will demonstrate 
how a PPQ 526 application is processed

As each step in the process is completed 
the application is transferred to the Staff 
member assigned to the next step

PPQ Staff will first access the ePermits 
Home Page
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PPQ Staff Home Page
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Folder
Each application has a folder

The Staff member will access the folder 
through the ePermits Home Page

The folder can be accessed in many ways
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Folder
It is available from:

Inbox
Waiting Tasks
Completed Tasks
Tracking Sheet
Search
Every Workflow Task
Messages



March 2006 68

Folder
The Folder allows PPQ Staff to:

Edit Application
View the Tracking Sheet
View the Messages
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Folder
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Inside the Folder:
The Folder contains a variety of ways to 
navigate through the system and 
complete tasks
These navigational tools are called 
Workflow Tools
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Workflow Tools
Folder
Edit Application
Tracking Sheet
Add Note
Collaborate
Reassign Task
Attachment
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Edit Application
PPQ Permit Staff can alter the application 
without having the applicant resubmit
The Edited Printable Version will be 
updated
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Edit Application
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Tracking Sheet
The Tracking Sheet lists all of the possible 
workflow tasks for an application
The tasks assigned to the Staff member 
will be in blue type
Completed tasks are check-marked
Open tasks are in bold face
The PPQ 526 has 44 tasks
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Tracking Sheet
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Add Note
At any step in the process the PPQ Staff 
member can enter a note
The Add Note feature provides a 
comment area to capture analysis or 
comments
Task Notes appear on the Folder page
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Add Note
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Collaborate
The collaboration feature allows PPQ Staff 
to request information from another Staff 
member before completing a task
The application number/folder appears in 
the ePermits Home Page Inbox
When the folder is accessed the 
collaboration message will appear under 
Collaboration Tasks
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Collaborate
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Reassign Task
Provides a way for the PPQ Staff to re-
assign the application to another staff 
member

This tool is available from every workflow 
task
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Reassign Task
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Attachment
The Attachment tool provides a way to 
attach supporting documents or graphics 
to the application record

This tool is available from every workflow 
task
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Attachment
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My Messages
Provides the applicant a message area 
used to correspond with PPQ.

Used when more information is requested from 
the applicant
Used when the applicant is requested to review 
and consent to the permit conditions
Used when the applicant is sent a message from 
the permit staff
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My Messages
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Conditions
One of the final permit processing tasks is 
to apply conditions to the application

Each PPQ Permit Staff Scientist is 
responsible for creating a list of conditions 
that pertains to his/her article group –
this is called a Condition Group
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Condition Group Example
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State’s Response
After the conditions are added, the 
application is forwarded to the State Plant 
Regulatory Official (SPRO) of the 
destination state for approval

Currently PPQ Permits HQ is planning to 
collaborate with the SPROs to discuss 
usage and access to the ePermits system
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State’s Response
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To Issue or Deny?
After the SPRO responds, a pending 
epermit is issued to the applicant
The applicant must agree to all conditions 
on the permit
The applicant then sends the pending 
epermit back to PPQ Permits HQ
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To Issue or Deny?
After the applicant responds, the final 
decision to issue or deny the permit is 
made
If the application is approved, the permit 
is issued electronically and a permit 
number is assigned to it
If the application is denied, ePermits 
generates a letter of denial
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Letter Generator
The software provides a word processing 
feature to assist in the creation of Letters 
of Denial and Letters of No Jurisdiction



March 2006 93

Letter Generator
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Issued Permit
When the application is approved the 
permit is issued electronically to the 
applicant
A printable version of the permit is also 
available through ePermits
See the next slide for an example
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Issued Permit 
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Permit Cond.
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Search for Application/Permit
PPQ Permits Staff and applicants can use 
ePermits to:

Check the status of an application
Locate an issued permit
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Search for Application/Permit
ePermits can be searched by:

Application Number
Permit Number
Applicant’s Last Name
Permit Issuer’s Last Name
Organization
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Search Results
Lists the application number, the 
applicant, the organization, status, 
responses, issuing staff member, 
expiration date, and the issuance date
Results can be sorted by any of the 
columns
Lists the PDF of the official responses
Provides a Folder Icon to find the detailed 
status of the application
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Search for Application
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Search Results
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My Profile
In addition to application/permit 
information, an applicant can use 
ePermits to update personal information
My Profile allows applicants/permitees to 
change phone number, email address, 
etc. easily
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My Profile
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D.  Future Capabilities of ePermits
Additional Application Forms for PPQ, BRS, and 
VS
Permit Fees
Shipment Labels
State’s Response
Facility Inspection Request
Additional ePermit Functions
Phase 3

Slides 104-117
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Additional APHIS Application Forms
PPQ

PPQ 525 – for Permit to Receive Soil
PPQ 546 – for Agreement for Postentry
Quarantine – State Screening Process
PPQ 586 – for Permit to Transit Plants and/or 
Plant Products into or through the United States
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Additional APHIS Application Forms
BRS

BRS 2000 – Notification to Move, Import or Field 
Test Genetically Engineered Organisms
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Additional APHIS Application Forms
VS

VS 2005 – for US Veterinary Biological Product 
Permit
VS 17 -129 – for Import or In-Transit Permit 
(Animals, Animal Semen, Poultry, and Hatching 
Eggs)
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Permit Fees
In the near future permit fees will be 
imposed, including:

A non-refundable application fee
An issuance fee

The applicant will pay the application fee 
when they “Certify and Submit” their 
application
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Permit Fees
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Permit Fees - Pay.Gov



March 2006 111

Shipment Labels
Many regulated articles are shipped with 
shipment labels
Soon barcodes will be included on 
shipment labels that will:

Track entry of the article into the United States
Tie the shipment to a permit on file
Confirm the validity of the permit
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Shipment Labels
The barcodes will also trigger a 
notification email to SPHDs
SPHDs will have the option to verify 
compliance with permit conditions when 
the shipment arrives at the approved 
facility
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State’s Response
Currently the State’s Response step in the 
process is not available through ePermits
PPQ Permits HQ is planning to collaborate 
with the SPROs to discuss usage and 
access to the ePermits system
The State’s Response step will be made 
available through ePermits after this 
collaborative effort is complete
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Facility Inspection Request
Occasionally a Plant Pest Containment 
Facility Inspection request is made to 
States to approve a destination facility for 
a regulated article
Currently the Facility Inspection Request 
step in the process is not available 
through ePermits
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Facility Inspection Request
PPQ Permits HQ is planning to collaborate 
with the SPHDs to discuss usage and 
access to the ePermits system
The Facility Inspection Request step will 
be made available through ePermits after 
this collaborative effort is complete
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Additional ePermit Functions
Advanced Search Capabilities

Will enable the use to search ePermits with 
multiple criteria

Interview Engine
Will lead the applicant through the application 
process with simple “yes or no” questions
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Additional ePermit Functions
Permit Expiration Notification

Email notification to applicants and SPHDs will 
be sent out six months before the permit 
expires

Other Reminder Emails
Email reminders will be sent to SPHDs about 
pending facility inspections, issued permits, 
permit expiration, and regulated article entry 
notification pertinent to their respective States
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Phase 3
Phase 3 (of 4) is scheduled for release in 
in summer or fall of 2006
Training will be provided to SPHDs about 
how to access and use the ePermits
system 
The first step is eAuthentication – Get 
eAuthenticated today!
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