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1. Evidence
 -proof of identity and address is presented and sufficient

2. Check INFOSYS
 – does a PPS No. already exist?

4. PPS No. exists 3. PPS No. exists 
but

5. PPS No. doesn’t exist
 – take ID documents and issue a REG1 for completion

6. Review ID documentation

Does the photo match the person? 

Compare date of issue with the stated age of person-are they consistent?

Check digit calculator

Consult Document Examination Manual

Check documents for evidence of forgery or tampering-Use UV lamp

Check relevant websites  

Check “Alerts” ,“Hotlist” and stolen blanks list

Concern/issue 
around original 
registration – 
go to 
step 10 below

     7. Photocopy ID documents 
while       Customer completes Form REG1

Can Reg1 be completed without 3rd party assistance?

Can applicant complete language questionnaire?

Do signature and personal details on REG1 

match those on ID documents?

Check REG1 for errors in 

spelling of name, date of birth etc.

Ensure that signature is witnessed.

8. Everything in order
Return original ID documents

Advise customer that number will issue by post within 7-10 days

Attach copies of ID and address documents to REG1

Register case by close of business on date of application

9. Post registration

Reconcile numbers allocated 

with REG1s

Enter PPS No on REG1

File in date order 

10. Problem Cases

Consult and seek advice from your line manager

Retain identity documentation if considered appropriate

Issue a receipt for original documentation

Give copies of retained documentation to the customer

Contact CIS Control if necessary.

Disclose PPS 
No. where 
satisfied with 
ID presented
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	Check relevant websites  

