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[bookmark: _Toc187755627]Introduction
This application form initiates the process for an Applicant to be registered to provide Bacs Facilities Management Provider services to their clients in accordance with The Service User’s Guide & Rules to the Direct Debit Scheme, as updated from time to time. 
The completed Application Form provides confirmation from the sponsoring Payment Service Provider (sponsoring PSP) to Pay.UK Limited (Bacs) that the Applicant is acting as a Facilities Management Provider (FM Provider)* and is in scope for registration** .
Completion of this application form does not create any obligation on the part of Pay.UK to enter into contractual relations with the Applicant.
*Definition of a FM provider: A service user (the Facilities Management (FM) Provider) collecting and possibly also administering Direct Debits on behalf of another organisation (the FM Client), whether or not that other organisation is a service user in its own right.
 **FM providers who are also a PSP (Payment Service Provider) as defined specifically by section 42 of the Act† where their primary focus is payment provision, including Direct Debit Facilities Management services, to other organisations(s) who are not part of the same business entity or group, are required to be registered with Pay.UK and to annually attest compliance to using the Bulk Change Process when requested to do so.
†Definition of Payment Service Provider from section 42 (point 5) of the Financial Service (Banking Reform) Act 2013: 
Payment service provider in relation to a payment system, means any person who provides services to persons who are not participants in the system for the purposes of enabling the transfer of funds using the payment system.

This Application Form is divided into three parts:
Part 1 – To be completed by the Applicant. The whole Application Form is to then be returned to the Applicant’s sponsoring PSP.
Part 2 – To be completed by the Applicant’s sponsoring PSP. The whole Application Form is to then be returned to Pay.UK (Bacs).
In addition to completing this Application Form, once Pay.UK (Bacs) has received it from the Applicant’s sponsoring PSP, the Applicant will be required to complete a standard Bacs Facilities Management  Registration Agreement and a Direct Debit Instruction.
Part 3 – A process flow overview of the registration process.


[bookmark: _Toc187755628]Part 1- Applicant 
0. [bookmark: _Toc187755629]Applicant Details (please complete electronically in the fields provided) 

	[bookmark: _Hlk57716055]Organisation Name:
	 
Click here to enter text.
	Company Registration Number (enter ‘N/A’ if not applicable):
	Click here to enter text.

	Organisation Registered Company Address:
	Click here to enter text.
	Organisation Postal Contact Address (if different from above): 
	Click here to enter text.
	Organisation Invoicing Address for registration fee (if different from Postal Contact address):
	Click here to enter text.
	Organisation email address:
	Click here to enter text.
	Organisation Website:
	Click here to enter text.
	Organisation Contacts:
i.e., Persons to contact regarding FM Registration and FM BAU operational matters.
Minimum of two contacts required. Add more contact fields if necessary.
 At least one of the contacts should have sufficient authority to sign documentation on behalf of the company.
	Name:
E-mail address:
Telephone Number:
Name:
E-mail address:
Telephone Number:
	Commercial Bureau Number(s): 
If you also operate as a Bacs Commercial Bureau under the same entity, please advise number(s), otherwise mark as ‘N/A’
	Click here to enter text.
	Please provide a list in the below box of all the Service User Numbers (SUNs) that you currently use/intend to use for Facilities Management Provider purposes. 
If the number of SUNs makes listing in the box impractical, please annotate as ‘See schedule accompanying this form’ and ensure that a document listing the SUNs is returned together with this form to your sponsoring Payment Service Provider (sponsoring PSP).

	Click here to enter text.
	How many FM Clients/customers use your FM Provider services to collect Direct Debits through Bacs? 

	Click here to enter text.
	Upon successful registration as a Facilities Management Provider your organisation will be listed in a directory of sponsored Facilities Management Providers on the Bacs website. By default, the listing will contain the organisation name and organisation website address provided earlier in this form.  
In place of the website address you may instead provide a web address linking directly to the relevant product page of your organisation’s website. Please provide the web address/link in the below box.

	Click here to enter text.

[bookmark: _Toc187755630]Applicant Declarations 
[bookmark: _Hlk57908891]
Please read and acknowledge the following declarations by completing the checkbox against each one. By completing this form, you attest that the declarations made are up-to-date and accurate.

	Declarations:
	Acknowledged

	I/We acknowledge that it is a requirement of the Direct Debit Scheme that for our organisation to operate as a Facilities Management Provider, it must be registered.
	☐
	I/We understand that this Application Form must be completed in full and returned to our sponsoring PSP who will in turn submit it to Pay.UK (Bacs).
	☐
	To proceed with the registration process I/we understand that Pay.UK (Bacs) will provide us with a copy of the standard Bacs Facilities Management Registration Agreement and a Direct Debit Instruction, both of which we must complete and return to Pay.UK (Bacs).
	☐
	I/We have understood and agreed with our sponsoring Payment Service Provider that our organisation meets the criteria requiring our registration as a Bacs Facilities Management Provider. 
	☐
	I/We understand that once registered, our organisation will subsequently be required every 12 months to complete an Annual Compliance Statement. As part of this statement, we will be required to declare in writing that during the previous 12 months we have complied with the terms and conditions of the Bacs Facilities Management Registration Agreement between us and Pay.UK in all respects and in particular with our obligations under the agreement to use the Bulk Change Process.
	☐
	I/We confirm that I am/we are authorised by the above-mentioned organisation to make this application on its behalf.
	☐


	Details of individual(s) completing this form:
Guidance:  only one person is required by Pay.UK to attest to the declarations and make this application. However, fields for two are provided to accommodate FM Providers whose internal governance requires multiple individuals. No signatures are required.

Name: 
Position /Title: 
Date:
Email Address:
Telephone number:  

Name: 
Position /Title: 
Date:
Email Address:
Telephone number:  









[bookmark: _Toc187755631]Part2 – Sponsoring PSP
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The application form is to be submitted to Pay.UK (Bacs) only once the sponsoring PSP has:
· Registered the relevant SUN(s) on the Payment Services Website (PSW). 
· Opened the supporting bank account(s). 
· Reviewed and approved for use the Applicant's Direct Debit Instructions (DDIs) and all other relevant Direct Debit documentation/communications literature, templates, scripts and internet portal screens. This includes, but is not limited to, communications encouraging payers to sign a DDI, Advance Notices, Letters to Payers advising changes, Direct Debit confirmations, Paperless Direct Debit scripts for telesales / automated keypads / internet portal screens. 
In the case where an Applicant is seeking sponsorship as a FM provider, as opposed to an existing Service User already operating as one, the sponsoring PSP must ensure that the relevant SUNs are not set to a live status and are not allowed to submit files until registration has been completed. 
If there is any doubt as to which entities require registration, please contact Pay.UK for guidance before submitting any applications.
The application form will be rejected and require resubmission if found to be incomplete or containing erroneous information.
[bookmark: _Toc187755633]2.1     Background information

	Q1
	Has the Applicant been nominated by an Agency Payment Service Provider (Agency PSP) for sponsorship as a Bacs Facilities Management Provider? Y/N

	A1
	Click here to enter text.

	Q2
	If reply is ‘Yes’ to the previous question, please advise which Agency PSP, put forward the nomination.

	A2
	Click here to enter text.


[bookmark: _Toc187755634]2.2    Sponsoring PSP Declarations:
[bookmark: _Hlk57968433]The sponsoring PSP is required to read and acknowledge the following declarations by completing the checkbox against each one. By completing this form, you attest that the declarations made are up-to-date and accurate.

	Declarations:
	Acknowledged

	We confirm that the individual(s) that has/have completed the form in Part 1 of this Application Form is/are known to us as a person/persons authorised to sign on behalf of the Applicant.
	☐
	We confirm that we have agreed to sponsor the Bacs Facilities Management Registration of the Applicant.
	☐
	We confirm that, in accordance with Section 1.2.3 of the Sponsoring Payment Service Provider’s Guide and Rules to the Direct Debit Scheme, we have assessed the suitability of the Applicant as a Service User operating as a Facilities Management Provider.
	☐
	We have validated the organisation details supplied by the Applicant in Section 1.1 and can confirm that they are complete and accurate.
	☐
	We have validated the list of SUNs in scope supplied by the Applicant in Section 1.1 and confirm that it is accurate and that the SUNs are in the name of the Applicant.
	☐
	[bookmark: _Hlk99113702][bookmark: _Hlk99113668]We confirm that the accounts used/to be used for the collection of Facilities Management Direct Debit proceeds under the relevant Applicant SUN(s) have been reviewed and verified as being compliant in all respects with the relevant requirements detailed in The Service User’s Guide and Rules to the Direct Debit Scheme regarding the segregated collection of Facilities Management client funds.
	☐
	[bookmark: _Hlk99113147][bookmark: _Hlk99113510]We have reviewed and approved for use the Applicant’s Direct Debit Instructions (DDIs) and all other relevant Direct Debit documentation/communications literature, templates, scripts and internet portal screens and confirm it is compliant with the relevant requirements detailed in The Service User’s Guide and Rules to the Direct Debit Scheme.
	☐
	We confirm that we have made the Applicant aware of their responsibilities and obligations to ensure appropriate KYC checks are undertaken on all FM clients prior to allowing them to collect DD’s, irrespective of the FM model adopted by the Applicant (see - Service User’s Guide and Rules to the Direct Debit Scheme, Section 11B.1).
	☐
	Where the Applicant has been nominated by an Agency PSP for sponsorship, we confirm that the Agency PSP detailed in section 2.1 is aware of its responsibilities to ensure that the Applicant adheres to all the Scheme Rules, including those specific to Facilities Management Providers. In support of General Principle 1.1.2 of the Sponsoring Payment Service Provider’s Guide and Rules to the Direct Debit Scheme we have undertaken all necessary enquiries with the Agency PSP to support all of the preceding declarations.
	If not applicable, due to no Agency PSP involvement, check this box: 
☐

	
	If applicable, due to nomination by Agency PSP, check this box:
☐

	If the sponsoring PSP is unable at the time of submission to acknowledge any of the above declarations, please, in the below reply box or in a covering email:
· Indicate which declaration(s) you are unable to acknowledge.
· The reason(s) why.
Provide a description of the actions being taken, with a target date for completion, to enable you to provide the missing declaration(s) at a later stage of the registration process.

	








	Please note that:
· Registration will not be granted to the Applicant until all sponsoring PSP declarations have been received.
· If any outstanding declarations have not been received within 3 months of the application submission date, the registration process may be terminated and a resubmission of all paperwork by both the sponsoring PSP and the applicant will be required.

	Submitted for and on behalf of:                               
                                             (Insert Name of sponsoring PSP here)

By:
Name:  

Position / Title:  

Date:

Guidance: No signature required. Submitter must be an officer of sufficient seniority and responsibility for Bacs sponsorship services to be authorised to submit on behalf of the sponsoring PSP and known to Pay.UK as a contact for Facilities Management Provider matters. This form should be sent by them from their business email address with the sponsoring PSP or by them via a shared team email address recognised by Pay.UK as valid for Facilities Management Provider matters. If in any doubt as to the suitability of the submitter, please contact us before emailing the form.
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