
 
ANNEX 1 Overview of initial and renewal application process  
 
 
 
 
  
 
 
 
 
 

 
No further action 

Enquiry from new applicant 

If beyond 4 month deadline ALU inform 
applicant that further application and full 

fee required 

ALPI reviews info or revisits ALPI recommends issue of licence 

ALPI recommends continued refusal 

If no reply P/A 
to Registry 

Applicant contacts ALPI within 4 months of 
ALU letter - additional fee paid 

ALU sends conditional refusal.     
Copied to ALPI 

If within 4 months of licence expiry 
date applicant retains renewal 
status.  If outwith 4 months of 

licence expiry date applicant reverts 
to new applicant status

Applicant decides not to reapply Applicant reapplies after licence 
expiry date 

ALU send ASB1 plus information to 
applicant 

ALU file papers 

ALU issue new/renewal licence 

ALU considers ALPI's 
recommendations 

ALPI submits ASB4 to ALU to meet 
Service First deadline and records 

assessment on COIN 

ALPI conducts interview (at applicant's location).  
Assessment includes checking ASB1 details, assessing 

knowledge of legislation, ACoPs etc, checking key 
issues re applicant's business 

ALPI prepares interview using local 
records, COIN searches etc 

ALPI confirms visit to applicant in 
writing and states info required at 

assessment interview 

ALPI/inspector arranges 
assessment visit 

No further action 

ALU return fee 

Applicant requests (in writing) to 
withdraw application 

ALU faxes ASB1 to ALPI with any 
relevant information and 

performance record 

ALU check ASB1 details and 
update COIN

ALU acknowledge receipt and 
create file if new applicant 

ASB1 and fee received in ALU 

For renewals ALU B/F 2 months 
prior to licence expiry 


