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The sponsor change of  circumstances form should only be used to report changes that cannot be 
reported via the Sponsor Management System. The following changes may be reported on this form:

change of  authorising officer;•	

replace the level 1 user when there is no other SMS user who can do this using the sponsorship •	
management system. (For example when the previous level 1 user was the only SMS user and that 
person has left the organisation.);

replace the key contact when there is no other SMS user who can do this using the sponsorship •	
management system. (For example when the previous key contact user was the only SMS user and that 
person has left the organisation.);

appoint or remove a representative;•	

withdraw an application for a sponsor licence; or•	

surrender a sponsor licence.•	

1. Indicate the changes/notifications you wish to make below: (Tick box for each option)

Replacing an authorising officer. Please note that only the New Authorising Officer or 
Key Contact can make this request.  (complete Q2, 3, 4, 5, 6, 7, & 14)

Replacing a level 1 user (complete Q2, 3, 4, 5, 6, 7, 8 & 14)

Replacing the Key Contact (complete Q2, 3, 4, 5, 6, 7, 8 & 14)

Removing an existing representative and/or appointing a new representative. Please note that only the 
Authorising Officer or Key Contact can make this request.  (complete Q2, 3, 4, 9, 10, 14 & Annex A)

Request to withdraw your application for a sponsor licence (complete Q2, 3, 4, 11 & 14)

Request to surrender an existing sponsor licence or a tier and/or category of  an existing 
sponsor licence. Please note that only the Authorising Officer or Key Contact can make this 
request. (complete Q2, 3, 4, 12, 13 & 14)

2. Who are you? (Tick box for each option)

Authorising officer Level 1 user

Key contact Representative

New Authorising Officer 

3. Insert your Sponsor Licence Number or your application number:

4. Name of  your Sponsor organisation



5. If  you are replacing the authorising officer or level 1 user or key contact, give details of  the new 
appointment. (If  you wish to replace more than one user, please use a separate sheet for each 
individual).

Which role are you replacing? (Tick box for each option)

Authorising Officer Level 1 User Key contact

Give new details:

Title: Mr Mrs Miss Ms Dr

Other (please enter title in the box)

First name(s):

Last name:

Previously known as: (if  applicable)

Address where employed:

Postcode:

Telephone number:

Email:

Date of  Birth D D M M Y Y Y Y

Nationality:

NI number

Position within the organisation:
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6. If  he/she is a non-EEA National and under immigration control, give details: 

Immigration Status:

Home Office reference number (if  known):

Expiry date of  their current leave to enter or remain: D D M M Y Y Y Y

Passport number:

7. Has he/she been:

convicted of  an offence in the list of  immigration offences which undermine immigration control (Appendix •	
B of  the guidance). (Convictions that are ‘spent’ under the Rehabilitation of  Offenders Act 1974 will not be 
taken into account); or

convicted of  any other offence which is still ‘unspent’; or•	

issued with a fixed or civil penalty five years before the date of  this application in the list of  civil penalties •	
(Appendix C of  the guidance), unless that penalty was withdrawn by us or cancelled on appeal; or

an un-discharged bankrupt, or is legally prevented from becoming or acting as a company director. •	

Yes  (give details of  the conviction or penalty and the date it was given in the box below)

No
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8. If  you are replacing the existing level 1 user or key contact, indicate whether the new level 1 user or 
key contact is an employee of  the sponsor organisation or a representative. (Tick box for each option)

Employee

Representative

9. Indicate if  you are removing an existing legal representative and/or appointing a new legal 
representative. 

Removing a representative (Tick box)

Confirm their details:

Name of  the representative’s organisation:

Name of  contact:

Address:

Postcode:

Email:

Telephone number:

Representative’s OISC registration number or details of  exemption:
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Appointing a new representative (Tick box)

Give new details:

Name of  the representative’s organisation:

Name of  contact:

Address:

Postcode:

Email:

Telephone number:

Representative’s OISC registration number or details of  exemption:

10. If  you are appointing a new legal representative, please tick the box to confirm 
that you have completed and enclosed a sponsor declaration of  appointment and the 
relevant representative declaration (see Annex A)

Go to question 14
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11. Give reasons for withdrawing your application for a sponsor licence:

Go to question 14

12. Give reasons for surrendering your sponsor licence.  If  you are currently licensed for more than 
one tier or category, indicate which tiers, categories or sub-categories you wish to surrender the 
licence. 

13. If  you are surrendering your sponsor licence, are you currently employing any migrants, or do you 
have any outstanding certificates of  sponsorship assigned to a migrant application? If  yes, give full 
details:

14. Declaration

I hereby declare the above information is, to the best of  my knowledge and belief, true and correct.

Name: Name of  organisation:

Position within the organisation:

Signature: Date:
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ANNEX A

The newly appointed legal representative who is dealing with all matters on behalf  of  a licensed 
sponsor must complete the following declaration. Read the declaration and confirm acceptance by 
signing below.

I have been appointed by the organisation to act on their behalf.•	

I confirm that the organisation has successfully submitted their application for a sponsor licence, •	
and any information I provide will be, to the best of  my knowledge and belief, true and correct.

I will provide the organisation with all correspondence from UK Border Agency relating to their •	
licensed sponsor status.

I declare that I am permitted to provide immigration advice and immigration services by section 84 •	
of  the Immigration and Asylum Act 1999.

I am aware that it is an offence under the Immigration Act 1971, as amended by the Immigration •	
and Asylum Act 1999 and the Nationality, Immigration and Asylum Act 2002, to do an act which 
facilitates the commission of  a breach of  immigration law by an individual who is not a citizen of  
the European Union, knowing or having reasonable cause to believe that the act has this effect.

Name: Name of  representative organisation:

Position within the organisation:

Signature: Date:

The sponsor organisation must complete the following declaration and provide an original signature 
to confirm the appointment of  the representative.

I hereby declare that the above representative has been appointed to act on our behalf  in all matters 
concerning our licensed sponsor status under the Points Based System.

Name: Name of  organisation:

Position within the organisation:

Signature: Date:


