Transfer QA Checklist
	Has the Transfer form been correctly signed and dated by transferrer and transferee?

	☒
	Do the names provided match Companies House (if a company)?
	☒
	Do the site details on the application form match our records on DMS and PALS?

	☒
	Has the notification form been completed correctly?  (See here for guide to completing the form.)

	☒
	Has the correct ‘T00’ number been used? (V00 for variations)  Check EDRM and relevant DMS folder to see if there are any previous transfers or Variations?  (See here for guide to completing the form).

	☒
	Have the letters to the transferred and transferee been completed correctly? See here for guide to completing the form.

	☒
	Use the track changes function Word to highlight any amendments you have made to the notification form and/or letters.

	☒
	Are all documents saved on PALS accordingly (using the correct naming conventions here)

	☒
	Have correspondence emails been saved to DMS accordingly?
	☒
	Is the Issue date 20 days after notification? (or 20 days after being duly made, when it was previously not duly made) (Not applicable to variations)
	☒
	Check spelling, grammar and punctuation
	☒
	PALS:


	Has the application status been changed to ‘Duly made’?
	☒
	Does the information PALS match the information on DMS and/or EDRM?

	☒
	Has ‘Compliance’ team box been completed?
	☐
	‘Applicant’ needs to change to transferee, create a new record if not found, add

	☒
	Amend billing details-untick old info, click again to drag updated info through to reflect transferee 

	☒
	Has MyMap been updated, check link at top of page
	☒
	Time tracking – have times been entered

	☒


When all of these checks have been done email back the officer highlighting any areas of concern.  The officer then needs to resolve these issues.  Once the issues are resolved the officer can then send the application to the team leader for sign off.

