	Action
	Date completed

	Ensure Area Review carried out

	12/10/2020

	Obtain operator / consultant sign off 
	07/10/2020

	Update permit number, effective and issue dates on permit and decision document 
Permit number update only relevant to NEW permits
	15/10/2020

	Permitting Team Leader sign off complete

	15/10/2020

	Convert permit document to .pdf format

	15/10/2020

	Prepare issue letter

	15/10/2020

	Prepare Pollution Inventory letter, Reg 61 notice and Schedule of substances
Only applied to New permits.  Transfers and for permits where an Installation is added to a permit for the first time.

	N/A

	Send Issue letter, Permit and Pollution Inventory letter, Reg 61 notice and schedule of substances (if relevant) to Operator by e-mail.
NOTE THAT: Compliance Officer, Compliance Team Leader and Compliance Technical Support Officer should be copied on this e-mail.

	15/10/2020

	Send Issue Letter and Permit to the Company Secretary at the Registered Office address by post.

	N/A

	Ensure all relevant charging component(s) are entered into PALS

	19/10/2020

	Arrange for a PALS QA
	N/A

	Issue on PALS
	19/10/2020

	Save final documentation on to DMS, including all approval e-mails.
Signed permit and final version of DD should be stored in Licence Supervision folder

	15/10/2020

	Review WIP folder, delete documents as necessary.
Documents that are already on DMS or those that were not pertinent to our decision making should be deleted.

	15/10/2020

	Ask one of the team DMS Super Users to update DMS folder name from PAN number to base permit number
Only for NEW permits

	N/A

	Transfer all remaining documents in WIP folder to the relevant DMS folders, with appropriate disclosure status.

	N/A

	Update the appropriate spreadsheet/s if the site is IF, MCP or waste incineration. 
For IF sites it is the master spreadsheet, for MCP’s it is the two spreadsheets (billing and tracking) and for waste incineration it is the listing spreadsheet both internal and the published list.
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	Review documents in DMS folder and update status to ‘Public Register’ where needed.

	N/A

	Delete WIP folder

	19/10/2020



