Type Approval Certification
[image: ]  Letter of Authorisation Policy
                                      

Introduction
This policy document defines the requirement for approval holder / manufacturer representatives, agents or consultants (referred to here and in the letter template [TAC-E-WE-04] as a ‘representative’) to be authorised to act on behalf of the approval holder / manufacturer. 
Scope and Intention of the Letter of Authorisation (LoA)
The intention of the LoA is to evidence the authorisation between the approval holder / manufacturer and the representative, if the representative is not the approval holder / manufacturer. For confidentiality and data privacy reasons, only authorised representatives can apply on behalf of the approval holder / manufacturer.
Criteria for the Letter of Authorisation
The criteria for a LoA include:
1) The approval holder must authorise the representative to apply for Type Approval on their behalf which includes a defined list of activities including submission of approval applications, access to approval holder VCA digital portal, CoP applications, and answering queries relating to approval applications and issued approvals.
(See TAC-E-WE-04 for the full list.)
2) If desired, the approval holder must authorise the representative to be responsible for the payment of invoices for approval work carried out.
3) The approval holder must notify VCA if they no longer authorise a representative to continue on their behalf.
4) The representative will upload the LoA against the customer or work order when applying on behalf of the approval holder for the first time. VCA will then store the LoA within the representative’s account documents for future use and review. If a LoA is not included within the VCA database, then VCA staff will not accept a third party’s involvement with the Type Approval process.
5) VCA will review new requests for authorised representation at DCM and the agreed instruction will be recorded in writing back to the requestor.
6) VCA reserves the right to reject a letter. This will be considered on a case-by-case basis. Whilst a reason for rejection should be provided as a matter of course, VCA can opt not to provide a reason (e.g. if it’s of a commercially sensitive nature, or it could cause professional or reputational embarrassment).
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