Checking whether a variation application is duly made – water discharges and groundwater activities

Complete all dates DD/MM/YY. When all the checks are done update the dates, our IT systems and make sure everything is saved correctly to the DMS. Save the completed document to DMS using the title Duly Making Checklist (public register document). Delete boxes that do not apply to the application.

! Important
We have 21 calendar days from receipt of an application to decide if it is duly made. If we request additional information, the applicant should return it within 10 working days.
The duly made date is either…
(i). the date the application was originally received at Natural Resources Wales in the event of no additional information being requested during the duly make process or
(ii). the date at which the final piece of additional information requested during the duly make process is received.
	Summary

	Application details

	Application Reference
	PAN-004638

	Applicant name
	Mr Gordon Jones

	Facility name
	Land at Hafod

	NRM Area
	

	Local Authority
	

	Dates

	Date arrived in Permit Receipt Centre
	08/02/2019

	Date arrived with Permitting Officer
	19/02/2019

	Date RFI sent
	29/02/2019

	Date duly made 
	26/02/2019

	Date payment made
	n/a

	Date returned to applicant or deemed withdrawn
	n/a

	Date applicant sent duly made letter
	[bookmark: _GoBack]26/02/2019

	If asked to acknowledge a cheque payment date this acknowledgement sent:
	n/a


! Important:  If a customer gives feedback on the form the Permitting Officer should make sure this is passed on to the Permitting Development and Support team.
	Permitting Officer carrying out Duly Made Assessment:
	Date

	Asta Smith
	22/02/2019




	
Initial checks, including payment, confidentiality, national security and declaration - Part F1 or F2 

	Is the form complete and does it contain all the right information….
	Yes
	No

	Has the correct application form (and version of the form) been used?
	X
	

	Is the fee correct based on the activity described?
Fee paid (delete as appropriate): £No fee
Payment type (delete as appropriate): 
	X
	

	Does the application contain notification of national security issues/ or asked for any information to be kept confidential? If yes all officers involved must follow Environmental permitting: dealing with claims for national security
	
	X

	Has the correct person completed the declaration and do we have declarations for each applicant? Check against relevant people.
	X
	



	Variation Application Types
	Forms

	Administrative Variation
	C0.5

	Variation to a WDA/GWA permit for sewage and/or trade (all volumes)
	C2 and C6

	· Variation to a Land Spreading discharge permit (i.e. sheep dip)
	C2 and C7


NB: Make sure there is a section for each type of facility listed in Part C2.
	Location and habitats checks – to complete for all applications

	National Park (SW discharges only)
	SPZ
	Drinking water protected area
	SAC
	SPA
	Ramsar
	SSSI
	Protected species 
	Shellfish or bathing water

	Y/N
	1/2/3/N
	Y/N
	Y / N
	Y/N
	Y / N
	Y / N
	Y/ N
	Y / N

	Application form Part A 

	Is the form complete and does it contain the right information…
	Yes
	No

	Applicant details complete?
	X
	

	Is the applicant a legal person as per definition of ‘operator’? Note: for registered companies and Limited Liability Partnerships check it is registered on Companies House.
	X
	

	Address details complete?
	X
	

	Contact details complete?
	X
	



	Application form Part C0.5  – admin variation

	Is the form complete and does it contain the right information…
	Yes
	No
	N/A

	1. Complete Part A section above
	X
	
	

	2. Are the proposed changes admin only?  See pg 27 of the charging scheme http://www.environment-agency.gov.uk/static/documents/Business/EP_scheme_and_guidance_2011-12.pdf
	
	X
	

	4 – 6. Complete Part F section above 
	X
	
	



	Decision and actions required

	19.02.2019. Originally decided to RFI to check if this was definitely an admin variation following discussion with PO1.
26.02.2019 – informed by SPO that this was an admin variation therefore application was Duly Made as of 26 February 2019 and applicant was informed that they did not need additional information.





