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Issuing Checklist 
This checklist is for use by Permitting Officer when an application has been determined and we are issuing a new/varied permit. 
	Action 
	Guidance Notes 
	Complete? 

	Ensure all reviews / consultations have been carried out
	This can include peer reviews, operator reviews, site officer reviews and draft decision consultations depending on the application type.
	Y

	Update your decision document to change paragraphs that are relating to a draft decision so that they reflect our finalised decision 
	e.g. Draft consultation sections
	Y

	Prepare Pollution Inventory Letter and Regulation 61 Notice if you have not already done so
	Pollution Inventory Notice are only required for new permits, transfers or where an installation is being added to a permit for the first time. 
Not required for standalone MCP/SG, DAA permits, and low impacts installations. Refer to guidance for more information.  (OGN 226)
	N/A

	Save finalised draft word copies of permits, decision documents and any notices etc to DMS
	Save documents with a public register status of ‘Draft’ for the purpose of sign off.
	Y

	Team Leader sign off 
	Email team leader with DMS links to any permits or notices (including Regulation 61 Notices) that require sign off. Also include link to Decision Document.
	Y

	Issue on PALS 
	Complete a final check of PALS before issuing the permit on the system. It is difficult to make any changes once permit is used. For new permits this will generate a permit number.
	

	Update all documents with permit number (for new bespokes) and effective and issue dates
Remove any ‘DRAFT’ watermarks from documents
	Ensure all dates on the permit have been updated e.g. status log, ICs, reporting form references.
	Y

	Prepare issue letter 
	See templates here: Letter and Notice Templates - NRW View
	Y

	PDF all permits, notices, letters etc.
	
	Y

	Send permit and/or notices to applicant via email
	Include issue letter, finalised decision document, Reg 61 docs and any reporting forms. 
If the applicant is a consultant, ensure the operator is also included in the email. 
CC in Site Officer, Compliance Team Leader and Compliance Technical Support Officer 
Use a read receipt to confirm the permit is received. 
	Y

	Save all finalised documentation to DMS
	For new bespoke permits, change the DMS file name from the PAN number to the permit number. This must be done before saving the final copies of the permits in order for the public register to pull through the documents correctly. You also need to:
(1) identify all application documents already saved with a Public Register disclosure
(2) check-out each relevant document on the DMS and then check them back in. 
(3) do not make any changes to the document while checked out (especially the name) –
(4) wait for the next hourly update and check the Online Portal
You do not need to do the above for any other application type. 
PDFs of permit and/or notices and decision documents should be saved under ‘licence supervision’ with a disclosure status of public register and a prefix of the permit number. Any relevant Operating Techniques that are part of the permit should be saved here also.
Sign off email and issue email to be saved under ‘licence application’ or ‘licence variation’ as ‘public register’. Finalised word copies of permits, notices and reporting forms can be saved here also but as ‘not public register’.
For stand-alone MCP/SG, documents should be saved under the ’18. Medium Combustion Plant’ activity category on DMS.
See OGN 027 Regulatory Public Register for further guidance on public register status.
If you are surrendering a whole permit, update the DMS file meta data (surrendered/expired fields).
For variations, check and update the disclosure status of historic application documents.  
	Y

	Delete WIP folder
	Make sure all relevant documents have been saved to the DMS before deleting. 
	Y

	Archive Time Recording Spreadsheet 
	Move your spreadsheet into the ‘completed timesheets’ folder
	Y

	Update pre-op, IC and Schedule 5 Notice library 
	If you determination included and good pre-ops, ICs or Schedule 5 Notice examples, add these to the relevant tabs on the ‘How Do I’ spreadsheet (these are an important resource)
	N/A

	Update Phase 2 MCP tracker (if relevant)
	If you have noticed the site has a MCP between 1-5MWth thermal (or have early permitted one at the request of the applicant), update the Phase 3 MCP spreadsheet. 
	N/A

	Update MCP relevant spreadsheets (for standalone MCP or MCP on installations) 
	1. Complete the MCP / SG Application Tracker
All fields need to be filled in, ensure status is set to ‘issued’ with issue date listed. ‘Variations’ tab should be filled in for variations to existing MCP/SG permits and variations to add MCP / SG to an Installations permit.
2. Complete the MCP Registry 
This spreadsheet contains the MCPD Annex 1 information which is reported to Government / European Commission. It is very important it is filled in completely and accurately, the information within directly relates to the information provided in Appendix 8 of the application forms (highlighting the need for complete and accurate Appendix 8 from Operators).
Must be updated for new bespoke and new SRP MCP/SG standalone permit applications and new MCP/SG on installations.
If there is a variation to MCP/SG that changes the information in the Annex 1 spreadsheet then the existing row should be amended NOT a new line added – add a comment to the cell where the information has changed.
*If MCP/SG on existing installation then need to use permit number and put a comment stating ‘on an installation’ – see previous examples on spreadsheet.
3. Complete the MCPD Billing 2019 - 2026 - NRW View
The billing spreadsheet is how we bill subsistence for standalone MCP/SG and those on installations due to the PALS billing engine not being connected for MCP/SG. DAA permits are charged DAA subsistence fees.
Spreadsheet only needs to be updated for new bespoke permits OR variations to existing permits where the subsistence fee changes (i.e. the number of MCPs/SGs changes)
Does need to be filled in for MCP/SG on installations as we have two charges (OPRA subsistence for installation activity + fixed MCP charge for MCP/SG: the Operator will be issued with two invoices) – make sure ‘EPR permit number’ column is filled in
Table F14c (Page 60 of Charging Scheme) contains the subsistence fess. For number of MCPs greater than 1, the figure is  taken to mean ‘up to 3 MCP/generators’ therefore if there were two complex bespoke MCPs the subsistence would be £979.
Email joanne.costello@cyfoethnaturiolcymru.gov.uk to let her know a new line has been added to the MCP Billing Spreadsheet. 
4. When adding existing Phase II MCPs to an installation
Complete Column Y of the Reg 61 Notice Tracker to record any existing Phase II MCPs you’ve added to an installation.
	N/A
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