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City of Albuquerque (CABQ)
Environmental Health Department
Air Quality Division (AQD)
Instructions for completing the Asbestos Renovation/Demolition Notification Form


Use the following instructions for completing the Asbestos Renovation/Demolition Notification Form which can be found at the following link: http://www.cabq.gov/airquality/businessapplicationspermitsandforms.html

Once you have opened the Notification Form, please save the form onto your computer desktop. 

Prior to using the form, perform the following steps:

1. Go to the Menu bar above on the Microsoft Word form.  

2. Left click
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 View menu, Scroll down to Toolbars, than Scroll down, and left click Forms (Press Esc key  if already checked, and continue to step 4).
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 3. The Lock Icon Toolbar will appear.   [image: image3.png]abl 7 [





4. Move cursor to Operator Project #:      , shaded field and left click. 
5. Click Lock icon, on the Forms Toolbar, then, enter the required information by using the Tab key.   [image: image4.png]


       


Most of the requested information is self-explanatory.  Please note that the Notification # must be entered   if you select “Revision” for “Type of Notification and Revision Number” enter (i.e. 1, 2, 3….) in Section I.  Enter the AQD issued Tracking Number (i.e. A2010-0001….) that was provided in the AQD Confirmation receipt letter. You must also select the reason for the revision (i.e. project starting date has changed; amount of asbestos to be removed has changed).
6. To use the Asbestos Fee Calculation spreadsheet in Section VI, perform the following steps: 
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a. Go to Forms Toolbar, click Lock Icon to Unlock.      [image: image7.png]abl 7 [





b. Enter the amount of asbestos to be removed in the appropriate table by double left clicking anywhere on the Excel spread sheet.
    (If prompted, please enable macros) by moving your cursor on the Enable button and press it.     
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c. Save the data by moving the cursor out of the Excel spread sheet and left click anywhere outside of the spreadsheet.  

d. When complete, click Lock Icon.      [image: image9.png]



e. Make sure that the RACM asbestos fee and all four tables are completely displayed on the form.  

f. Use the Tab Key to continue entering information.   


g. Save your Asbestos Notification Form.
7. To submit the completed Asbestos Notification Form, you may scan and e-mail (preferred), fax, or mail (see step 9) your signed and dated form to the 
    AQD.  Walk-In is also accepted. Please do not send duplicate copies of the notice to the AQD
8.  To e-mail:  

a. Scan the Asbestos Notification Form as a .pdf file.[image: image11.png]


Make sure that the form is complete and signed.
b. The AQD e-mail address is aqd@cabq.gov.
c. If you have more than one form to submit, scan each form and attach as a separate file into one e-mail. 

d. In the body of the e-mail, enter the facility name, description, and address (if Original) or the AQD issued Tracking Number and Revision Number (if  

     revised).

9. For Original asbestos Notification Forms, AQD will e-mail a Confirmation receipt letter with the Tracking Number. 

To fax or mail, use the following mailing or physical address or fax number: 

Mailing Address:
Environmental Health Department

Air Quality Division
P.O. Box 1293

Albuquerque, NM  87103

Physical Address:
One Civic Plaza N.W. City/County Building, 
Environmental Health Department

Air Quality Division
3rd Floor, Room 3047, Albuquerque, NM 87102,       

Phone: (505) 768-1972   Fax: (505) 768-1977
Picture of a Unlock Forms Toolbar.  Click here to Lock or Unlock.





Picture of a lock Forms Toolbar
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Macros may contain viruses. It s usually safe to disable macros, but f the
macros are legitmate, you might lose some functonaity.

The securiy level s set to High. Therefore, you camnot enable macros
from sources that you do not rust.
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