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1. Submit Asset Transfer 

 

2. Agreeing to Asset Transfer 

 

3. Receipt of dutyholder response and submission of Material Change 

 

 

IMPORANT NOTE  

 

• Asset Transfer submission via the CAP should be at least three months ahead of the transfer.  If, however, you consider the 

circumstances do not warrant this timeline eg if still the same organisation but a name change you should discuss the timeline 

with your respective Inspection Management Team Focal Point Inspector. 

• The incoming dutyholder initiates the Asset Transfer request via the CAP.  The current dutyholder must however ensure that the 

current controlled copy of the Safety Case is already on the CAP.  The incoming dutyholder is responsible for the submission of 

the Material Change as required by Regulation 24 of The Offshore Installations (Offshore Safety Directive) (Safety Case etc.) 

Regulations 2015.   

If you are not registered on the Competent Authority Portal this can be undertaken by request via  this link  Register here for access 
rights to CAP  

  

https://itportal.energysecurity.gov.uk/accounts/register
https://itportal.energysecurity.gov.uk/accounts/register
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1.  SUBMIT ASSET TRANSFER REQUEST  

 

The incoming dutyholder should access the Asset Transfer via the CAP Dashboard.  From your  workbasket this can be accessed via the 

left-hand column (Figure 1.1). 

 
Figure 1.1 

 

Select Start an Asset Transfer (Figure 1.2) 

 
Figure 1.2 

 

Populate the name of the current dutyholder and the name of the installation or search just under dutyholder and select the relevant 

installation from the installations listed.  Then select Search (Figure 1.3).   

 

 
Figure 1.3 

 

A further screen pops up with the details associated with the current dutyholder.  Select Start Asset Transfer (Figure 1.4) 

 
Figure 1.4 

 

This takes you to  to the screen where you require to populate the proposed dutyholder, the anticipated execution date and upload of any 

documents of relevance.  Select ‘Submit Asset Transfer Request’ (Figure 1.5). 
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Figure 1.5 

 

Your workbasket will show the request has been sent and an email alert will be sent to the current dutyholder advising that a response is 

required.  (Figure 1.6).   

 

 
Figure 1.6 
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2.  AGREEING TO ASSET TRANSFER 

 

The current dutyholder will receive an email alert advising that there is an asset transfer request.  Details will be available via the workbasket 

(Figure 2.1) 

 
Figure 2.1 

 

On selection of ‘Take Ownership’ you will be taken to the screen where you can view the details and any uploaded documentation.  You 

progress via the Submit transfer response (Figure 2.2). 

 
Figure 2.2 

 

You require to either Accept or Reject the Transfer.  If you are not the responsible person for this decision there is the option to Reassign 

the request to an alternative user via the Reassign tab on the left-hand column (Figure 2.3) 

 

 
Figure 2.3 

 

On completion the Asset Transfer will then be removed from your workbasket 
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3.  RECEIPT OF DUTYHOLDER RESPONSE AND SUBMISSION OF MATERIAL CHANGE 

 

The Incoming dutyholder will receive an email alert that there is a response from the current dutyholder.  This can be viewed via your 

workbasket.  The system will generate an automated Material Change in your workbasket.  You will be responsible for the submission of 

the Material Change (Figure 3.1) 

 

Note: if the current dutyholder rejects the asset transfer you will be notified. 

 

 
Figure 3.1 

 

To view the response, click on the View transfer response (Figure 3.2). 

 
 

This will then take you to the detailed return from the current dutyholder (Figure 3.3) 

 

 
Figure 3.3 
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MATERIAL CHANGE SUBMISSION 

 

The system will automatically generate the basic detail for the submission of a Material Change (Figure 3.4) 

 
Figure 3.4 

 

On progression from the workbasket you will be required to select the relevant regulation and then select the Submission Form Tab (Figure 

3.5) 

 
Figure 3.5 

 

The system will have self populated the detail which you should check for accuracy then select the Documents tab to progress (Figure 3.6) 

 
Figure 3.6 

 

You should then upload the material change (Figure 3.7) 

 
Figure 3.7 
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Submit a declaration (Figure 3.8) 

 

 
Figure 3.8 

 

You then receive an alert that this has been sent to the regulator (Figure 3.9) 

 
Figure 3.9 

 

The process beyond this will be that as described in the CAP Industry User Guidance for safety cases 

http://www.hse.gov.uk/osdr/assets/docs/cap-industry-user-guidance.pdf . 

 

 


