	Duly Making Checklist - Transfers

	
	

	
	



The following checklist is a tool to aid duly making by Permitting Officers / Technical Support Officer and should be used alongside the relevant guidance.
This checklist should be used for Transfer and Part Transfer applications only. 
The Permitting Officer should mark sections of the checklist that don't apply as 'N/A'. Guidance notes (pink text) have been included to help officers determine requirements, these can be deleted and replaced by your own notes relating the application.
	Guidance 

	OGN 252: Duly Making Permit Applications 

	Regulatory Guidance Note 3: Deciding applications are duly made and requests for further information 

	Application Form Guidance Notes Part A 

	Application Form Guidance Notes Part D2 

	Application Form Guidance Notes Part F1



	Dates

	Officer name 
	 Elliott Lamond

	Date application received 
	31/10/2025

	Date application allocated 
	05/12/2025

	Duly made decision date 
	17/12/2025 

	Not duly made date 
	

	Duly made date 
	31/10/2025



	Application Information 

	Site / Facility Name 
	 Eco Technology Limited

	Applicant Name 
	  Eco Technology Limited

	Application reference (PAN)
	 PAN-030813

	Variation number 
	 

	DMS Link 
	 EPR-AB3698ZE



	Process Checklist
	Completed?
	Guidance / Notes 

	1
	Allocate the application to yourself on Permitting and Licencing System (PALS)
	 Yes
	PALS

	2
	Notify the Applicant that the application has been allocated to a PO/TSO
	 Yes
	 

	3
	Notify the relevant Regulation Team and Site Officer that the application has been allocated to a PO/TSO

	 Yes
	 

	4

	Familiarise yourself with the application to understand the proposal 
	 Yes
	 

	5
	Check if there has been any pre-application correspondence and discuss with Site Officer if required 
	 No
	 

	6
	Complete duly making checklist (see below)
	 Yes
	 

	7
	If the application can be Duly Made, draft Duly Made Letter 
	 Yes
	

	8
	If further information is required, draft a ‘Not Duly Made Letter - Request for Further Information’ Letter. 

If you decide the application needs to be returned, draft a Return Letter.
	 N/A
	

	10
	Arrange for a Duly Making peer review if required
	Yes
	

	11
	Send Letter to Applicant 
	 Yes
	 

	12
	Update PALS / DMS 
	 Yes
	  

	13
	Review additional information submitted 
	N/A
	

	14
	If additional information received is not adequate or the information is not received by the deadline specified, return the application by drafting and sending a ‘Return Letter’. Update PALS.

If additional information is sufficient, duly make the application following steps 7, 11 and 12. 
	 N/A
	 




	Duly Making Checks  
	Yes / No / N/A
	Comments / Guidance Notes

	Has the correct application fee been paid? 
	Yes
	


	Have the correct application forms been used?
	 Yes
	

	Are all relevant parts of the application forms completed?
	 Yes
	

	Have the details of the transfer been provided in the application forms clearly? 
	 Yes
	

	For whole transfers claiming, “limited change of management”, have details of the management structure following the transfer been provided? 
	Yes
	 

	For part transfers, is it clear as to what parts of the permit are being transferred?
	N/A
	

	For part transfers, have two site plans been provided showing the respective areas of control from the existing and new permit holders?
	N/A
	 

	Has the applicant applied for commercially confidentiality in respect of the application?
	No
	

	If commercial confidentiality has been applied for, has the Applicant clearly identified what parts of the application they wish to be considered as commercially confidential and have they provided clear justification?
	N/A
	

	Has the applicant claimed national security for the application?
	 No
	

	If national security has been claimed, has the Applicant included a letter with the application stating they have written to Welsh Ministers to claim national security?
	 N/A
	

	Has the declaration been signed by an appropriate person?
	 Yes
	



	Operator Competence 
	Yes / No / N/A
	Comments / Guidance Notes

	Has the 'Operator' been identified correctly and is the 'legal entity' correct?
	 Yes
	

	Has a summary of (or updated summary) the Environmental Management System (EMS) been submitted and is it sufficient?
	 No
	No but the site has only recently been granted a variation of the Environmental Permit from a Waste Permit to an Installation Permit. All policies and procedures were fully reviewed for this variation and remain current.


	Have relevant offences been declared on the application form?
	 No
	




	
	
	

	Has sufficient evidence of the Applicant's technical competence been provided with the application?
	 Yes
	 

	If the applicant (or any relevant persons) declared that they have current or past bankruptcy or insolvency proceedings against them, have they provided details of these proceedings?
	 N/A
	

	Has the Applicant confirmed how financial provision will be made and has an expenditure plan been submitted?
	 N/A
	



