Duly making checklist (Installations and bespoke MCP/SG)
	Aspect
	Satisfactory 
Y, N, N/A
	Comments

	Forms 
(i) Have the correct forms been used?
(ii) Are the forms signed by an appropriate person? (A-1-5, F1-7d)
(iii) Are all relevant parts of the form completed
(iv) Are the support documents suitably referenced (should be able to easily locate the documents relevant to different parts of the form) (F1 – 6)
(v) Does the information on the forms correctly reflect the activity being applied for? (if variation, ensure category of variation applied for is correct)
Appendix 8 of Form B3/C3 must be completed for MCP no exceptions. All boxes must be completed as it is a requirement of the MCPD.
	
Y
Y
Y
Y
Y
	

	Fee
(i) Is the OPRA score correct? (F1-1)
(ii) Is charge calculation in line with our charging scheme? 
(iii) Has the fee been received? 
(iv) Has advertising fee been paid?(for High Public Interest sites only)

	N/A
Y
Y
N/A
	

	Operator
(i) Has the ‘Operator’ been identified correctly?  (A-1-5, F1-7d)
(ii) Is type of ‘legal entity’ correct? (A-1-5)

	Y
Y
	

	Commercial Confidentiality
(i) Has applicant applied for commercial confidentiality in respect of any aspect of the application? (F1-5)
(ii) If yes, has any justification been submitted?
Note: we can only grant commercial confidentiality for specific sections of the application not the application as a whole.  Therefore, the specific areas need to be identified before application is considered ‘duly made’.  Validity of request can be assessed later.

	N
N/A
	



	Aspect
	Satisfactory?
 Y, N, N/A
	Comments

	Site plan
(i) Has a site plan been submitted? (B2-5a)
(ii) Does the site plan clearly show the Installation boundary?
(iii) Does the site plan clearly show the location of all emission points?
(iv) Is there sufficient detail within the site plan to identify location of site?
(v) Is the Installation boundary on the site plan in line with the application?

	N/A for all
	

	Impact assessments
(i) Has modelling been submitted for all aspects that have not ‘screened out’? (a copy of the screening tool should also be provided for all SG applications) (B2-6 identifies if modelling is needed)
(ii) Have all the sensitive receptors been identified correctly for air quality, odour and noise assessments (odour and noise N/A for MCP/SG applications)
(iii) Have all the SACs, SPAs, Ramsar, SSSIs, NNRs, LNRs, LWS and Ancient Woodlands been identified correctly within the air quality report? (only consider SAC, SPA, Ramsar, SSSI for MCP/SG))
(iv) Has the applicant confirmed if the site is in an AQMA? (MCP/SG applications) (B2-4e) (check MyMap for Permitting: Permitting > Monitoring > Air Quality Management Areas)
(v) Does the air quality report identify if the site is within/near an area listed in the Clean Air Plan for Wales? (see here)
(vi) Have all relevant pollutants from the site been identified and assessed?

	N/A for all
	

	Environmental Management System (EMS)
(i) Has a summary of the EMS been submitted? (should include a summary of each section, not just a contents list) (B2 – 3, 3d3)
(ii) Does the EMS include all the sections that we would expect?
(iii) Is the content of each section in line with what is required?
For (ii) and (iii) – should be as a minimum in line with the requirements set out in the relevant ‘How to comply with your Environmental Permit’ document.

	Y
Y
Y
	




	Aspect
	Satisfactory?
 Y, N, N/A
	Comments

	Site Condition Report (SCR)
(i) Has a SCR been submitted (if required)?  (SCR only required for new, variation involving addition of land and surrender applications. Not required for standalone MCP/SG applications) (B2 – 5b)
(ii) Does the SCR include all the section that we would expect?
(iii) Is the content of each section in line with what is required?
For (ii) and (iii) – should be as a minimum in line with the requirements set out in ‘H5 – Site Condition Report’, but not necessarily presented on the template.

	N/A for all
	

	Other documentation
(i) Does the Non-technical summary clearly describe the content of the application in a clear, concise, non-technical manner? (B2 – 5c)
(ii) Does the Operating Techniques section refer to the correct BAT Reference document and appear to include sufficient data for us to be able to assess the potential impact of the activity? (B3 – 3a)

	Y
Y
	

	Financial considerations
(i)  Has the applicant indicated that they have been subject to insolvency proceedings? (B2 – 3c)
(ii) For Landfills only - Has a Financial Provision expenditure plan been submitted? (this should be in an XL spreadsheet form and not a PDF copy)


	N
N/A
	

	Operator competency (Section 5 applications only)

(i) Has the applicant supplied evidence to demonstrate that they have access to a suitably qualified person to run the process?  (this is usually a WAMITAB certificate or demonstration that an individual will gain WAMITAB certification with 12 months if a new facility) (B2 – 3b)

	N/A
	



	Other
	Checked?
Y , N , N/A
	Comments

	
Greenhouse Gas (GHG) Permits
(i) Does the installation hold a GHG permit?  (a change to the EPR permit may mean the operator also needs to update their GHG permit)

Check the list on the DMS in the Duly Making folder and if the installation also holds a GHG permit, notify the climate change team at GHGHelp@cyfoethnaturiolcymru.gov.uk

Assess whether the 20MWth threshold is exceeded – All combustion units with a rated thermal input of 3MW or greater should be aggregated.
· If the total is 20MW or less, the site doesn't qualify for the EU ETS (and doesn’t require GHG permit).
·  If the total is more than 20 MW, then the installation qualifies – Please inform Beth Voice – Carbon Permitting team.


	N
	

	Landfill disposals tax team notification
Notify Jacob Birch (Team leader) at Jacob.Birch@cyfoethnaturiolcymru.gov.uk or the Landfill Disposals Tax team at LDT@cyfoethnaturiolcymru.gov.uk.
Any landfill related application

	N/A
	

	Is the application particularly complex, or high public interest?
Seek advice from team leader if it may be HPI.  
Consider asking for duly making check on complex applications
	N
	

	Check, update and assign status of application Documents on DMS
Are application documents “public register” unless there is a claim for national security or confidentiality, or you think there may need to be one?
Upload any additional information received if not already on public register.

“Normal” disclosure status (informative – Some HPI case documents etc may be escalated to more restricted status – you must assess for every case):
	Document
	Normal status

	Pre-application advice
	To be assessed

	All application documents (unless otherwise indicated e.g. below) – including if confidentiality claim rejected
	Public register

	Application documents awaiting decision on confidentiality claim or national interest claim
	To be assessed

	Formally accepted Confidential application documents
	Approval for access

	Documents confirmed subject to national security
	Not public register

	Banking/finance information e.g. account number – not payment reference
	To be assessed

	Legal advice, potentially sensitive / contentious information 
	Approval for access



Please see Guidance (here) on how to assign the appropriate status of the documents. Do not use the status “To be assessed” by default – make a proper disclosure assessment.
	N/A
	

	Check and update existing status of other Documents on DMS
Any old  outstanding documents on DMS under permit application, variation, surrender, and transfer listed as “To be assessed” or Draft, to be reviewed and reassigned.
Please see Guidance (here) on how to assign the appropriate status of the documents. Do not use the status “To be assessed” by default – make a proper disclosure assessment.
	
	





Key dates
	Action
	Date

	
‘Not duly made’ letter sent to Operator (if applicable)

	

	
Application returned to Operator as not duly made (if applicable)

	

	
Application duly made

	

	
Area plotted on MyMap for Permitting 

	

	
Application publicised on web (if applicable)

	

	
Application advertised in ……………………………….(state name of newspaper)
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