
	Breakdown of Forms to be completed and time required for Variations to Manufacturer’s Licences*



	Variation to:
	Forms to be completed
	Documentation required?
	Time to complete

	Company Name
	1V, 2V
	Certificate of Incorporation
	10 Minutes

	Trading Style
	1V, 2V
	No
	10 Minutes

	
	
	
	

	Company Contact 
	1V, 2V
	No
	10 Minutes

	Company Address plus site address
	1V, 10V
	Multiple Documents required
	10 Minutes

	
	
	
	 

	Communications Contact
	1V, 3V
	No
	10 Minutes

	Communications Address
	1V, 3V
	No
	10 Minutes

	
	
	
	

	Invoicing Contact
	1V, 3V
	No
	10 Minutes

	Invoicing Address
	1V, 3V
	No
	10 Minutes

	
	
	
	

	Add a new site 
	1V, 10V, 15V
	Multiple Documents required
	30 Minutes

	Add a Contract laboratory site 
	1V, 11V
	No
	10 Minutes

	Add a Storage and Handling site
	1V, 13V
	No
	10 Minutes

	Amend a site 
	1V, 9V
	No
	10 Minutes

	Amend a Contract laboratory
	1V, 12V
	No
	10 Minutes

	Amend a storage and handling site
	1V, 14V
	No
	10 Minutes

	Site Name
	1V, 9V (only 1.4)
	No
	5 Minutes

	Site name plus company name
	1V, 2V, 9V (only 1.4)
	Certificate of Incorporation
	10 Minutes

	Addition, deletion, update of Site Functions, Operations or activities.
	1V, 9V
	No
	10 Minutes

	
	
	
	

	Site Contact Person, Qualified Person, Quality Controller, production Manager 
	1V, 15V
	CV and QP certificate 
	10 Minutes

	
	
	
	

	Any - Telephone, e-mail, mobile details
	1V and e-mail:

pcl@mhra.gov.uk

	No
	5 Minutes

	Any - Postcode Changes due to Royal Mail
	
	No
	

	Amend details e.g. due to marriage
	
	Yes
	

	Amend details e.g. update CV
	
	Yes
	

	Deletion of Site(s) or Responsible Person (s)
	
	No
	


	* Excludes Non-Orthodox Practitioners (NOP) Licences 
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