All New Applications Checklist

Application No – PAN-014931					Contact: Melissa Mahavar-Snow
PALS LICENCE No – n/a						Tel: 07468742849
Pre-app Licence No – check DMS file					
						
Name & Address: 	Natural Resources Wales				

Source/Site name: River Loughour (Ammanford) / Tir y Dail
NGR: SN 62316 12649 (existing weir)	
	
NRW Area – South west			
CAMS Area: Carmarthen Bay_Gower & Loughor
Catchment Number: 059/0002
								
Licence required: Impoundment

All Operational Guidance Notes here on the DMS
All applicable Operational Instructions can be identified here (including a list of favourites), and  found here on the DMS.
These documents should be used to help guide you though all elements of any type of  application.
	
	
	Date action completed

	1
	App. Forms & Cheque Received at PRC
	10/08/2021
	
	Application allocated to PO & PALS updated
Quick Guide here

	24/08/2021
	
	NRP informed & customer acknowledged by PO
Contact spreadsheet here

	

	2
	Complete technical checks
Checklists for this can be found here for Non-HEP and within the ‘Technical Checks’ tab of the GADPack here for HEP.

	

	
	· Invalidated
Invalid letter template here
	31/08/2021
	
	· Further information received 
	25/10/2021
	
	· Valid letter sent 
Valid letter template here	
	03/11/2021
	
	· PALS updated 
Quick Guide here
*Remember to plot your application point on MyMap for Permitting once valid 
	03/11/2021
	
	· Update NRP on validation (within 14 days of Rel Date)
	10/11/2021
	
	· Update DMS with all correspondence
PR Guidance here

	10/11/2021
	
	
	

	
	Relevant date:
	10/11/2021
	
	Determination date:
	08/03/2022
	
	Extension date:
	Click or tap to enter a date.
	
	
	

	
	Sections 3 - 9 to be completed within 21 days.
	21 day deadline
____/_____/____

	3
	Screening
· Check whether screening with Archaeological Trusts is needed              ____/_____/____   
· If required, send screening request to Archaeological Trusts                   ____/_____/____
· My Map Screening run                                                                     ____/_____/____
My Map Sreening Desktop Instruction here
· Complete WFD Stage 1 Screening                                                            ____/_____/____               


	

	
	Initial meeting with mentor (if required)
	____/_____/____

	4
	Advertising
Advertising OI,guidance and Templates here
	


	
	Make a decision on whether advertising is required. If advertising not required:
· Update PALS (check that the ‘advertising required’ box is ticked/unticked) to set the correct determination date.
· Update applicant of advertising decision.
· Update applicant, mentor and TL of new determination date if advertising is not required
	____/_____/____

	
	Dispensation with public notice signed (if not advertised)
OR
	____/_____/____

	
	Prepare for advertising
	

	
	· Draft notice
	____/_____/____

	
	· Send notice for QA within team	
	____/_____/____

	
	· Send notice for translation
	____/_____/____

	
	· Send notice to Permitting service mailbox (include a request for t a voucher copy (scan of ad) to be sent once received)
	____/_____/____

	
	
	

	
	Date advertising period opens (published in paper):
	____/_____/____

	
	Date advertising period closes:
	____/_____/____

	
	
	

	5
	On edition date – check press notice on website (Welsh & English)
	____/_____/____

	
	
	

	6
	Send letter to relevant Notifiable Bodies:
*please note that if the applicant is the notifiable body,no notification needs to be sent*
Statutory Notification Letter here, Staturoty Notification Letter for NRW own applications here.
	

	
	· Statutory Water Undertaker (SWU) e.g. Dŵr Cymru
	____/_____/____

	
	· Internal Drainage Board (IDB) 
	____/_____/____

	
	· Navigation Authority (NA) e.g. British Waterways
	____/_____/____

	
	· Harbour Authority (HA) e.g. Cardiff Harbour Authority
	____/_____/____

	
	· Conservancy Authority (CA) responsible for coastal navigation so similar to HAs
	____/_____/____

	
	
	

	7
	External circulation sent:
Check 226_10 here for who to consult re. screening outputs
	____/_____/____

	
	Responses due: 28 day deadline
	____/_____/____

	
	Reply received:
	

	
	National Park Authority (NPA)
	____/_____/____

	
	English Heritage/CADW (SAMs)
	____/_____/____

	
	Local Authority
	____/_____/____

	
	Environment Agency (if cross-border)
	____/_____/____

	
	Other 
	____/_____/____

	
	
	

	8
	Internal consultation sent: 
Consultation templates here, OGN 241 here
	____/_____/____

	
	Responses due: 10 working day deadline (Diary Mark for you and TL):
	____/_____/____

	
	Reply received:
	____/_____/____

	
	· Natural Resources Planning
	____/_____/____

	
	· Natural Resources Management
	____/_____/____

	
	· Biodiversity
	____/_____/____

	
	· Designated Sites/Conservation Officers
	____/_____/____

	
	· Fisheries
	____/_____/____

	
	· Hydrology
	____/_____/____

	
	· Geomorphology
	____/_____/____

	
	· Development & Flood Risk (D&FR)
	____/_____/____

	
	· Reservoirs
	____/_____/____

	
	· Planning Liaison
	____/_____/____

	
	· Recreation

	____/_____/____

	
	Check ICEPack no later than 3 days after consultation deadline - confirm all responses have been received or chase up remaining responses.  Identify issues and resolve with consultees and customer.  Setting reasonable but strict deadlines with the customer of extra information changes are required (set diary reminder on incoming information).
	

	
	· Meet with mentor / R.O to discuss responses if issues raised
	____/_____/____

	
	
	

	9
	Complete technical assessments

	____/_____/____
____/_____/____

	
	· HRA Form 1 
Form 1 here, OGN 200 here
	____/_____/____

	
	· Appendix 4 (CRoW Sites)
· Appendix 4 here
	____/_____/____

	
	· Appendix 5 (AONB)
· Appendix 5 here
	____/_____/____

	
	· WFD Appraisal
· WFD Appraisal here, OGN here, team guidance here
	____/_____/____

	
	
	

	
	Technical assessments sent:
	____/_____/____

	
	Responses due:
	____/_____/____

	
	
	

	10
	Representation(s) received:
	Yes / No

	
	If received:
	

	
	· Acknowledge representation(s)
Letter templates here, OI here
	____/_____/____

	
	· Meet with mentor / R.O to discuss
	____/_____/____

	
	· Send further consultation if required
	____/_____/____

	
	
	

	
	
	

	11
	Draft Licence document(s)
Licence templates here
	____/_____/____

	12
	Draft determination report
Report templates here, guidance here
	____/_____/____

	13
	Save all correspondence to the DMS
PR Guidance here
	____/_____/____

	14
	Update PALS
Quick guides here
	____/_____/____

	15
	Complete QA checklist
Checklist here
	____/_____/____

	16
	Send for QA
	____/_____/____

	17
	Send to TL for sign off
· Remember to save sign off email to DMS 
	____/_____/____

	18
	Update Time Tracking and issue on PALS (to get licence number if new licence)
	____/_____/____

	19
	Complete issue letter and PDF	Comment by Allcorn, Emma: Until the PALS templates are updated – please remember to amend the Brexit wording in the current template in line with the email from me on 02/02/21 at 16.58. And also add the Biosecurity wording from the DMS template. 
Issue letter template (chargeable) here, issue letter (non-chargeable) here
	____/_____/____

	20
	PDF licence(s) and determination report – remove signatures from word docs
	____/_____/____

	21
	Send letter and licence(s) to both the Licence Holder and agent (if applicable) 
	____/_____/____

	22
	Notify representors of decision
Notification letter (licence granted) here,  Notification letter (licence refused) here, OI here
	____/_____/____

	
	
	

	
	
	

	23
	If not already complete -  update Time Tracking and issue on PALS
	____/_____/____

	24
	Change DMS file name from PAN number to the licence number
	____/_____/____

	25
	Email NRP and NRM on Licence Issue
	____/_____/____

	26
	Update DMS with any correspondence post-issue of licence
	____/_____/____

	27
	Publish decision statement (within 14 days post-determination)
	____/_____/____

	28
	Notify Henry Forrest, Stephen Attwood and Rhiannon Hardman on issue of a variation with a charge component which has an effective date after the effective date of the licence           
	____/_____/____



Checklist completed by:

