Authorising Officers Checklist 

1.

	Date Application/ Supporting
Documents Received
	Details Complete

Y/N

	
	

	Date Returned to Trader
	Date Returned to LCO

	
	


2.  Additional Information to be obtained from the applicant
Security

If the trader has indicated on his application form that a single guarantee to act as security is required then a C&E 250 (available from NIDAC) requires completion by the applicant and a guarantor. The level of security should be verified to ensure it is sufficient to cover the authorised traders actual duty and VAT liability for one calendar month. For Indirect Representatives this means that all declarations made through simplified procedures on behalf of themselves and their clients must be covered by this security.

	Date C&E 250 sent 
	Details Complete

                        Y/N

	to trader
	

	
	

	Date Returned to Trader
	Date Returned to LCO

	
	

	
	


Aggregation across the tax points

Does the trader wish to apply for aggregation across tax points for:

SDP frontier/ warehousing (in and out)                                 

	YES
	NO

	
	


LCP into/ removals.                                                                                                            

	YES
	NO

	
	


If yes, then ensure the trader can comply with the following:

· Awareness of the relevant aggregation periods, ie
For Customs goods: 

· first - tenth of month, message to be submitted within four working days of aggregation period end
· eleventh - twentieth of month, message to be submitted within four working days of aggregation period end
· twenty first - calendar month end, message to be submitted within four working days of aggregation period end.

 For excise goods:

· first - fourteenth Month, message to be submitted within four working days of aggregation period end
· fifteenth - month end, message to be submitted within four working days of aggregation period end.

· There is a procedure in place to ensure the aggregated messages do not exceed 3Mb in size.

· The aggregated messages across the tax point fulfils the rules published in the aggregation document (see section CFSP06000).

· The tax point date shown on the aggregated message will be the last date in the aggregation period.

· How will the trader ensure they are aware of  information changes (i.e. ADD, r.o.e., duty rates) in order to generate a new message.

· Use of this facility is dependant upon continuing stringent checks and controls being exercised within the system to ensure the aggregated declarations are fully auditable.

· The trader must be able to demonstrate a robust audit trail to your satisfaction prior to commencing aggregation across the tax point. This audit trail must be sufficient to show both the accumulation of declarations into the aggregated message and be able to break down a declaration for audit purposes.

	
	Y/N

	Utilisation Of Anti Smuggling Net 

See section CFSP14700 for further details.
	


Simplified Procedures Applied For
As the application form requires only basic information as to the procedures applied for the information listed below should be obtained from the applicant by any method deemed suitable to the circumstances eg letter, phone, visit.

It is important to establish the types of goods to be covered by the application to ensure none are excluded from Simplified Procedures in their entirety or from the procedures applied for below. 

Simplified Declaration Procedure
The applicant must hold a current authorisation to declare goods to a Customs procedure other than free circulation. If they do not currently hold the required authorisation(s) they must apply for them. If the applicant is a indirect representative they must hold evidence from their customers that they hold authorisations for Customs procedures

Simplified Declarations to Other Customs Procedures (ie IPR, OPR, TI, and PCC)

	YES
	NO

	
	


	
	Authorisation
Required on Authorisation number if currently held

	IPR (Inward Processing Relief)
	

	OPR (Outward Processing Relief)
	

	    End-Use
	

	TI (Temporary Importation)
	

	PCC (Processing under Customs Control)
	

	     Other Customs procedures
	

	
	

	
	


Simplified Declaration Procedure including entry to Customs/ Excise Warehousing for controlled goods                                                                                                         

	YES
	NO

	
	


Local Clearance Procedure

	YES
	NO

	
	


If yes, the following details are required:

National Transit will be used (goods arriving in UK direct from a third country)

	YES
	NO

	
	


If yes, the applicant must be an authorised consignee and hold either an individual or a comprehensive guarantee. Authorised consignee status and a comprehensive guarantee are applied for on a C1343. 

	
	Y/N

	Applicant currently has authorised consignee status
	

	Applicant needs to have authorised consignee status
	

	Applicant has an individual/comprehensive guarantee 
	

	Applicant needs to apply for an individual/comprehensive guarantee  
	


Full Community Transit will be used (third country goods arriving in UK via other Member States where the transit guarantee is provided by the consignor)

	YES
	NO

	
	


If yes, the applicant must be approved as an authorised consignee                  (application is via a C1343 form). 

	
	Y/N

	Applicant currently has authorised consignee status
	

	Applicant needs to have authorised consignee status
	


If the applicant is applying for release at the frontier to local clearance, they must provide the name (if appropriate) and address of the designated premises they intend to use:

Name of Designated Premises:

Address of Designated Premises:

Required Plan/s of Designated Premises provided

	YES
	NO

	
	


Customs Warehousing 

If the applicant wishes to use simplified procedures for Customs Warehousing you must ensure the customs warehousing authorisation has the appropriate articles inserted to cover the simplified procedures. Please see CFSP03000 and CFSP04000 for further details. If a type ‘A’ warehouse is used, a letter from the warehouse-keeper agreeing the use of simplified procedures must be obtained. The warehouse-keeper must make arrangements to have their authorisation modified, allowing use of simplified procedures to enter / remove goods to the warehousing procedure.

If a type ‘C’ or ‘E’ Warehouse is used, the warehouse authorisation must allow entry to/ removal from warehouse using simplified procedures. The warehouse-keeper must make arrangements to modify the authorisation to allow the use of simplified procedures, where appropriate. 

	
	YES

	Entry to Customs Warehousing using the Simplified Declaration Procedure


	

	Entry to Customs Warehousing using the Local Clearance Procedure
	

	Removals from Customs Warehousing using the Local Clearance Procedure
	

	Customs Warehousing application submitted
	

	Local Clearance Procedure from customs warehousing application submitted
	


3. UCR

Check that trader is aware of requirements regarding use of the UCR in box 44 .

What will the trader use as their UCR ? give details below :

	


4. For traders using LCP

Transit, Temporary Storage and LCP;

Removals from Customs warehouse using LCP;

Removals from PCC using LCP; or

Removals from Freezone using LCP.
Do they have adequate Local Clearance records and at what stage is the tax point created. (required for the authorisation letters) give details below:

	


5.
Checks that must be performed on the applicant’s details

	
	Date Check

Completed / Sent

	CDO1 Form
	

	MSS standing data – to ensure TURN is correct within standing data


	

	CENTAUR


	

	VISION  (VAT and Intrastat compliance)
	

	DMB Banking Southend
	

	Local Office Database
	

	DCIS 


	

	Excluded Goods
	


6.
Application Forms and Notices Requested and Forwarded

	Authorisation /Procedure

Requested
	Date Form & Notice Sent

	
	

	
	

	Date Application Returned
	Date Trader Authorised

	
	

	
	


7.
Testing (referred to in CFSP15000)

	PA1 (e-mailed to CFSP  U of E)
	Date:



	Confirmation received from CFSP U of E  that trader can test. If applicable (dependent upon PA1 option selected) LCO will also be informed of CHIEF role and location
	Date:



	Dependent upon PA1 option, selected Trader informed of their CHIEF role and location/or informed set up on CHIEF to use a badge belonging to someone else
	Date:



	Trader test satisfactory
	Y/N

	If applicable (dependent upon PA1 option selected) email CFSP U of E to inform of Trader’s  ‘go live’ date  
	Date:



	Confirmation from CFSP U of E to LCO that CHIEF is updated
	Date:




8. 
Issue of CFSP authorisation

	Date authorisation letter sent for signature
	Date:



	Date trader goes ‘live’
	Date:


	Signed authorisation letter returned 

NB This is vital as without it we do not have the right to access the trader’s security. Non receipt of signed letters must be actioned.
	Date:




