
ACTION TO TAKE ON RECEIPT OF P11DX/LETTER                                  
	· Check Employer Compliance System (ECS)/EBS/46 file (if in existence) or dispensation file to identify if employer already has dispensation in place. 

· Check ECS and other systems to see if employer

·  has a CRM

·  is currently subject to an EC compliance check    
and if so liaise with the caseworker.  This will avoid duplication of work at this stage.

· Check ECS/ETMP/EBS RTI View to ensure employer complying with pay and tax obligations

· Prepare sub folder headed Dispensation. (To retain correspondence relating to application). 

· Note registered file and any local recording system with application details.

· Note ECS.
	
	· Select ECS icon with Interim Single Sign On

· Enter reference

· Click related, select Dispensations

· Click ECR button with select employer held

· Highlight review, click details

· caseworker name will be located under officer

· EIM 30090

· Select employer, click related, select Dispensations.  This allows you to record and control the Dispensation applications (ECSM 45110).

· Select add, note the items requested (ECSM 45210).

· Consider if there is sufficient information to issue the Dispensation at this stage, and if so, follow the guidance below headed “accepted & issued”.

· If not, write for further information but limit this to area(s) of concern.  One possible approach is to telephone the employer in order to obtain further details (EIM 30055).





