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We are pleased to welcome you to this “National Football Body Licensing Standard”. It 
defines the activities by which the national associations or affiliated leagues (licensors) will 
manage the UEFA club licensing system.  

The “UEFA club licensing manual” defines the criteria that clubs have to fulfil to enter 
UEFA club competitions for the first time from the 2004/2005 season.  

This “National Football Body Licensing Standard” defines the minimum requirements 
which licensors have to comply with to assess the clubs qualified on sporting merit for 
UEFA club competitions. The first assessments of clubs will therefore be made in 
2003/2004 season (winter championship) or 2003 seasons (summer championship). 
Compliance with the standard requirements is therefore required for the first time from the 
2003 or 2003/2004 season respectively and will be assessed on an annual basis by an 
independent certification body. 

The Standard provides for equal treatment of all clubs at European level and is the basis 
for ensuring credibility and transparency of the UEFA club licensing system. The minimum 
requirements to be met by the licensors are explained one by one. 

In this way, the Standard aims to help licensors to 

• evaluate in a consistent and equitable manner applicant clubs all over Europe. 

• constantly optimise the efficiency of the UEFA club licensing procdure and the 
quality of the services provided.  

We invite all member associations and leagues responsible for running the licensing 
system to comply with the minimum requirements defined in this Standard, which have 
been designed to contribute towards continual improvement for the benefit of football. 

Finally, we would like to thank all those involved in the development of this Standard. We 
are sure that a solid basis has been established for the future management of the club 
licensing system.  

�

 

 

 

Lennart Johansson 

UEFA President 
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�	�- First instance body 

��- Licensor’s administration 

��- Licensing manager within licensor 


�- National association 

��- Senior manager of licensor 

����-  Union of European Football Associations 

������.��- UEFA Executive Committee 

�

���� ��������
���
�

�""&# �������-� The accreditation procedure is the procedure whereby 
UEFA approves the final version of the “National club 
licensing manual” prepared by the licensor, in which all 
exceptions approved by UEFA and national specificities 
and objectives are taken into account. 

�

�//#��$��� !� Decision-making body independent of the first instance 
body. It shall decide on appeals from licence applicants and 
take the final decision as to whether a licence should be 
granted. Its decisions are binding. 

�

�0�(�&��!-� Permission given to a person or body to enable that person 
or body to effectively carry out a particular task. 

 

�����&�����- Comparison between a calibrated device and a non-
calibrated device to make sure that the latter is in 
accordance with the original specification (e.g.: light-meter 
for floodlighting).. 

 

�#&��'�"�������0 ��-� External control performed by the certification body in order 
to verify the compliance of the national football body’s 
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services with the National Football Body Licensing 
Standard and giving raise to a service certification, which 
has a 3 years validity. 

 

�#&��'�"�������� !-  The body conducting independent assessment of the 
licensor and which is authorised to issue a service 
certificate on the basis of the National Football Body 
Licensing Standard with regard to the results of the audit.  

 

 

��&#�/&�"#$$-� The core process as described in chapter 5 of the UEFA 
Club licensing manual V1.0. It describes the minimum 
requirements (core steps) that each licensor will complete 
during the licensing activity to control the issue of a licence 
to a licence applicant. So long as the licensor provides 
proof that the minimum requirements of each step are met, 
the licensor can make local adaptations, providing they are 
documented and communicated to UEFA. 

 

��&#�$�#/$-� Minimum requirements defined by the core process. 

 

�&��#&��-� Minimum requirements defined within the UEFA club 
licensing manual which licence applicants have to meet in 
order to obtain a licence to enter UEFA club competitions. 
The licence will be issued through the national association. 

 

�0$��1#&- In this case the customers are: 

• Clubs 

• UEFA 

• Other licensors�

 

�#"�$����1�2��%��� �#$-�� These are the first instance body and the appeals body 
established by the licensor for club licensing.  

 

��"01#��-� Information and any supporting medium. (Documents can 
be in any form, e.g. hard copy on paper, electronic). 

 

�3/#&�-� This will be a person who has appropriate knowledge to 
assess the criteria in their particular field of expertise. 

�
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�3�&��#�-� An IT network accessible to authorised users to ensure 
communication between the licensor and UEFA. 

 

	��#&����"���&����� Regular�control to determine whether activities and related  
���#&�����0 ��-�� results comply with planned arrangements and whether 

these arrangements are implemented effectively and are 
able to achieve the objectives. The internal control (or 
internal audit) typically applies to, but is not limited to, the 
quality system or other elements, such as processes, 
products or services.  

 

4��� #$"&�/����-� A document that describes the purpose of the job and the 
tasks that the jobholder has to perform, within the licensing 
scheme.�

 

��"#�"#��//��"���-  Member of national association or affiliated league who 
requires a licence for the purpose of participation in UEFA 
club competitions.  

 

��"#�$##-  The legal entity being granted a licence, which is 
responsible for all football related matters according to the 
UEFA club licensing manual (chapter 4). 

 

��"#�$�&-  The legal entity authorised to issue the national club licence 
in accordance with UEFA (national association or its 
affiliated league). 

 

��"����0�(�&��!-� This is a body that has responsibility for the local area, and 
has the authority to approve certain aspects of the football 
club. The local authority can include: 

• Police 

• Mayors office 

• Fire services 

• Health services 

• Environment services 

• Transport services 

• Construction services 

• All other administrative services of the local 
community 



 �

 

© UEFA 2003 GLOSSARY 
Version 1.0 Page 8 

�����������	��
�	
���
������������
�����������


��	�
���������������
��	��
�	
�����
�����

 


�������� �"01#��-� A document or series of documents that contain the criteria 
which clubs have to meet in order to obtain a licence to 
take part in European or national competitions and which 
have been accredited by UEFA (see also UEFA club 
licensing manual). 

 


��������'���������� !-� Will be the licensor accredited by UEFA (see also 
Licensor). 

 

+&�"# 0&#-�� Specified way to perform an activity or a process. 

 

�#50�&#1#��$- Minimum conditions defined within the National Football 
Body Licensing Standard which licensors have to meet in 
order to assess licence applicants wishing to take part in 
UEFA club competitions. 

�#$/��$������!-� A task for which one is responsible. 

 

�#6�#7- Formal assessment held by the licensor at least once a 
year on the status of the club licensing process regarding 
the objectives and commitments. 

 

�#�'8�$$#$$1#��-�� Activity carried out by the licensor to determine if the 
relevant requirements are fulfilled. 

 

�#���&�1���%#&- The most senior person within the licensor with 
responsibility for the running of the administration; e.g. 
General Secretary, Board of Directors. (This must be 
shown through an organisation chart of the administration). 

 

�#&6�"#�"#&��'�"�����-�� The service certification is a voluntary step that enables 
each service provider to have its services certified by a 
third party organisation (certification body). This body gives 
the evidence that the provider’s services are in accordance 
with the requirements described in a service standard. 

 

 

�#&6�"#$�$��� �& -�� Technical document including the detailed service 
characteristics - which shall be specific, measurable, 
accurate and feasible at all times – and the necessary 
resources to be implemented, prepared by the applicant for  
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the service certification standard and validated by the 
Standardisation Committee.   

���� �& - See above (Services standard) 

�#&6�"#$� See “Requirements”�

�

���2#(�� #&-� An organisation or person with an interest in the club 
licensing scheme. 

 

�0&6#�����"#�"���&��- External control carried out by the certification body to 
insure that the national football body that holds the service 
certification is still in compliance with the standard (cf. 
certification audit) 

 

�&�"#�����!-� The ability to trace the history, application or location of 
documents that apply to an application for a licence. 

 

����� The Union des Associations Européennes de Football is 
together with the Asian Football Confederation (AFC), the 
African Football Confederation (CAF), the Confederation of 
North, Central American & Caribbean Association Football 
(CONCACAF), the Confederación Sudamericana de Fútbol 
(CONMEBOL) and the Oceania Football Confederation 
(OFC) one of the six continental confederations of the world 
football’s governing body FIFA.  

UEFA acts on behalf of Europe’s national football 
associations to promote football in a spirit of peace, 
understanding and fair play without any discrimination as to 
politics, gender, religion or race. UEFA is the European 
football authority, which does not have the powers of a 
government; it represents 52 European national football 
associations, and can only act in accordance with the 
wishes of these associations. 

 

 

 

�����"�0����"#�$��%��
1��0��-� Document published by UEFA including criteria 

specification that licensors have to integrate in to a national 
document(s) and that clubs have to meet to enter UEFA 
club competitions. (see also national document(s)) 
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Why club licensing? 

With the arrival of additional income into the game, new competition formats have been 
successfully introduced and the game’s infrastructure has been improved in many areas. 

However, the cost pressures on clubs have also increased dramatically, wealth has 
become much more concentrated in a few markets and youth development has suffered in 
the wake of the Bosman judgment. 

The intensity of the challenges presented by these different trends is, if anything, 
increasing.  

Many clubs face turbulent times ahead, particularly as the rising tide of income from 
television and commercial partners is likely to turn while at the same time players’ salaries 
seem to be in an endless upward spiral. 

The expectations placed on a football club by supporters, members, players, coaches, 
sponsors, the media, the general public and civil authorities/governments are no longer of 
a purely sporting nature. The activities of the clubs involved in top-class football are 
moving increasingly in the direction of service enterprises.  It is the interest of all these 
different stakeholders that clubs comply with certain standards and compete on an equal 
basis. 

UEFA is concerned with supporting the member associations in achieving higher 
standards for all people connected with the football family. To deal with the above UEFA 
decided to introduce a club licensing system (starting in the season 2004-2005) that is 
designed to provide solid foundations for European football’s wellbeing. 

The objectives of the UEFA club licensing system are: 

• promoting and improving sporting standards in European football 

• increasing the focus on the training and care of young players in each club 

• strengthening the economic and financial capacity of clubs, increasing their 
transparency and credibility, and placing the necessary importance on the 
protection of creditors 

• adapting sporting infrastructures to future requirements so that spectators and the 
media can visit well-appointed, well-equipped and safe stadia 

• improving the quality of the administration in club football; and providing the 
necessary help, support and education to the national associations, leagues and 
clubs operating the licensing system.  
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To achieve these aims UEFA has adopted and approved the UEFA club licensing Manual, 
which describes the minimum criteria to be met by the clubs entering in UEFA club 
competitions and the minimum requirements (core process) to be followed by the national 
associations and affiliated leagues to assess the clubs.  

The minimum criteria to be met by the clubs are categorised as follows: sporting, 
infrastructural, personnel and administrative, and legal and financial. 

To ensure that the clubs meet the criteria laid down by UEFA in the club licensing manual 
the national associations or affiliated leagues have been charged with the responsibility for 
assessing clubs to determine their compliance with the club licensing criteria. 

To ensure that the system is applied consistently, national associations and affiliated 
leagues will have to introduce the core process for the assessment and issuing of licences 
to the clubs to enable them to enter UEFA club competitions. 

To support national associations and affiliated Leagues in the introduction and 
management of the UEFA club licensing procedure, this standard specifies the 
requirements in terms of verification, assessment and issue of licenses to clubs, to be 
complied with by the national associations and their affiliated leagues.  

To ensure consistency in the methods of assessing the clubs, the national associations 
and affiliated leagues will be audited against this standard by an independent certification 
body, authorised to issue a service certificate attesting the accordance with the 
requirements on  the basis of the results of the audit. 

Whilst the requirements (services) specified must be met by all licensors, UEFA recognise 
the variety in size and nature of the licensors and understand that the way in which the 
requirements are met may differ accordingly e.g., one person will carry out several jobs in 
smaller licensors. 

The “National Football Body Licensing Standard” is aimed at the following customers: 

• UEFA: it is in the interests of UEFA as organizer of European club competitions 
that the UEFA club licensing system should be applied consistently within all 
members associations from the 2004/2005 season. 

• Licensees: it is in the interests of the licensees (clubs) taking part in UEFA club 
competitions that clubs against which they compete should have undergone an 
equitable and transparent assessment processes. 

• Licensors: it is in the interests of those bodies assessing licence applicants for 
entry in UEFA club competitions that other licensors should consistently comply 
with the same licensing rules at European level. 

The relationship is illustrated by the following chart: 
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Relationship chart

Level of evaluation

UEFA

Licensor

UEFA published a document (UEFA club licensing manual) that
includes the criteria specification that clubs have to fulfil to enter
UEFA club competitions.

UEFA receives yearly from licensors the list of licensed football
clubs (licensees) eligible to enter UEFA club competions.

To enter UEFA club competitions, football clubs are subject to,
UEFA club competition regulations and have to comply with the
UEFA club licensing minimum criteria as described in the UEFA
club licensing manual.

The UEFA mandatory criteria described in the UEFA club
licensing manual have to be integrated by national associations or
affiliated leagues (licensors) into a national document. Licensors
are free to set higher standards or to add new criteria to their
national document in accordance with UEFA. The national
document is subject to accreditation by UEFA.

The national association or its affiliated league is the licensor; i.e.
it is responsible for assessing the clubs for compliance with the
mandatory criteria described in the national document and thus to
the issue of the licence.

UEFA Club
Licensing  Manual

National
document

Licensee

To enter UEFA club competittions football clubs (licensees) have
to demonstrate to the licensor that they meet the mandatory
requirements described in the national document for club
licensing.

national football
body licensing

standard
To ensure that clubs (licensee) are assessed consistently with the
same assessment principles and methods, this "National football
body licensing standard" has been developed. Licensors have to
fulfil the requirements included in the National Football Body
licensing standard.
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The purpose of the present standard is to provide licensors with: 

• a management framework or structure in order to carry out the UEFA club 
licensing system,  

• a set of requirements against which licensors can be independently assessed for 
compliance, 

• a framework by which they can continually improve their services to licensees. 

The present standard is structured in two parts: 

1. The management processes, which support and maintain effective operation of the 
core process defined below. The management principles upon which these are 
based have been taken from internationally recognised quality management 
standards and frameworks. 

2. The core process, which defines the specific steps that the licensor has to follow 
and the documents that the licensor has to collect to assess licence applicants. 

This is expressed in the diagram below: 

INPUTS are:  

• UEFA club licensing criteria 
• National Football Body Licensing 

requirements 
• Licence application 

OUTPUTS are: 

• Licensed clubs 

• Licence application feedback to UEFA 

���������������

RESOURCES

MANAGEMENT
COMMITTMENT

DOCUMENTATION AND
RECORDS

INTERNAL
CONTROL PLAN

OUTPUTINPUT
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The objectives for the present “National Football Body Licensing Standard” are: 

• to specify the requirements that the licensor has to comply with to issue to the clubs 
concerned the licence necessary for entering UEFA club competitions,  

• transparency and independence of the decision-making process, 

• that the decision-making bodies receive adequate support from the licensing 
administration of the licensor, 

• commitment at all levels of the licensor management, 

• commitment to quality and continual improvement, 

• that the club assessment is conducted by people with the right skills and 
competencies, 

• that all clubs entering in UEFA club competitions have been assessed following the 
same principles and methods, 

• clear communication between national associations and/or affiliated leagues, clubs 
and UEFA. 

 

���� �����	

�

The minimum requirements described in this standard are objective measures to ensure 
the future development and success of European football.  

The benefits of introducing this standard are as follows: 

• it encourages focus on the customer’s expectations 

• it outlines a clear assessment process that will help to provide benefits to the 
licensee 

• it describes a management system that will help the licensor to operate the club 
licensing system 

• it provides the licensor with the foundations for extending good management 
practices to the whole of the licensor administration 

• it guarantees an independent and transparent final decision with regard to the 
issue of licences in every UEFA member association or affiliated league 

• it contributes towards continual improvement of customer satisfaction 
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The aim of the service certification refers to the issuing of club licences by the national 
entities with respect of the minimum requirements defined in the National Football Body 
Licensing Standard. 

 

The service certification allows the verifying and securing of a correct application of the 
minimum requirements described in the present standard within the 52 licensors by the 
means of predefined methods. If the  minimum requirements are respected, a certificate 
will be issued. 

 

 

���� ������������	��
	���

The certification will cover all national entities (licensors) of football clubs with regard to 
national licensing schemes approved by UEFA. 

This standard does not cover the assessment of the criteria that licence applicants (clubs) 
have to comply with to enter UEFA club competitions. The assessment of licence 
applicants (clubs) is regulated by the National licensing document(s) that incorporate the 
minimum criteria described in the UEFA club licensing manual. 

 

���� 	���	��
	��
����
���	������
	�	��
	���

Service certification, a sign of quality issued by an independent third party organisation, 
enables customers to identify and differentiate organisations offering recognised and 
certified services in accordance with pre-defined commitments. 

It enables: 

- A relationship of trust to be established between the licensor and the licence 
applicant/licensee on all matters relating to the issue of the licence to enter UEFA 
club competitions. 

- A relationship of trust to be established between the licensors and UEFA on all 
matters relating to the issue of the licence to enter UEFA club competitions. 

- Customers are given guarantees as to the quality of the service offered by 
licensors. 

- The image of football to be enhanced vis-à-vis all stakeholders. 
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To enter UEFA club competitions, in addition to the relevant UEFA club competition 
regulations, football clubs are subject to compliance with the UEFA club licensing 
minimum criteria as described in the UEFA club licensing manual. 

Every football club must have a licence, issued by the licensor, to enter UEFA club 
competitions. This licence is based on the fulfilment of five categories of criteria (sporting, 
infrastructure, administrative and personnel, legal and financial). In this regard every 
licence applicant (club) is subject to the national licensing system (that incorporates the 
UEFA minimum licensing criteria) and to the control of the licensor responsible for running 
the licensing scheme and the issue of the licence. 

The aim of the certification scheme is to make the assessment procedures of all licensors 
more uniform Europe-wide, by placing particular emphasis on the sensitive points 
developed within this Standard. 

 

Other reference documents: 

• UEFA club licensing manual 

• National association statutes and regulations 

• League statutes and regulations 

• Licensor’s own rules and regulations 

• UEFA competition regulations 

• The relevant national laws that relate to: 

• Accounting standards 

• Data protection 

• Football ground safety  

• Health and safety  

• Child protection 

• Employment law 

�

�

�

�

�
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By way of introduction, this table lists all the requirements (characteristics): 
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5.2. 
Management 
commitment 

1 M01 The licensor communicates commitment to the UEFA licensing scheme. 

 2 M02 The licensor produces (a) national document(s), containing at least the UEFA 
mandatory criteria described in the club licensing manual and a known point of contact 
(manager responsible for club licensing). 

 3 M03 The licensor ensures that the exceptions list is reviewed annually. 
 

 4 M04 The licensor has documented policies and objectives in relation to club licensing.   

 5 M05 The licensor shows the licensing administration in an organisation chart. 
 

 6 M06 The licensor has, as a minimum, clear job descriptions for the following staff or 
external advisers: 

• LM 
• FIB members 

• Appeals body members 
• Experts for: 

• Financial criteria 
• Infrastructure criteria 
• Sporting criteria 
• Personnel and administrative criteria 
• Legal criteria 

• Manager responsible for communication to media, clubs and staff. 

 7 M07 A deputy is available to take over the tasks of the jobholder  in case of absence. 

 8 M08 The licensor establishes a two-step decision-making procedure to decide on the 
granting of the licence, involving two bodies. 

The establishment of these bodies needs to be approved by the Executive Committee 
(national association) or General Assembly (league) of the licensor- according to their 
statutes. 

 9 M09 The licensor conducts reviews of the club licensing system at least once a year. 

 10 M10 The licensor communicates on the club licensing scheme within and outside the 
licensor. 
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5.3. Resources 11 R01 Every person involved in the club licensing scheme engaged by the licensor or working 

for the licensor on a voluntary or contractual basis signs a confidentiality agreement 
before starting his or her tasks. 

 12 R02 All people involved in the licensing scheme sign an agreement which covers 
independence.  

 13 R03 The licensor issues a report to the Executive Committee (national association) or 
Board of Directors (league) on the independence of the decision-making bodies. 

 14 R04 The licensor checks the independence of the members of the decision-making bodies 
at each meeting.  

 15 R05 The licensor must ensure that all those involved in the club licensing scheme 
understand their duties and how they contribute to the overall scheme. 

 16 R06 The licensor assesses annually the competencies of the staff involved in the scheme. 
 17 R07 The licensor assesses annually the training needs for all persons involved in the club 

licensing scheme.  
 18 R08 The licensor evaluates any training or development action taken for its effectiveness. 
 19 R09 The licensor maintains records of actions such as training. 
 20 R10 The licensor has access to the UEFA extranet for communication and access to 

information.  
 21 R11 The licensor maintains and updates regularly a list of external organisations or people 

to be called upon for the assessment of compliance with technical criteria. 
5.4. Documenta-  22 D01 The licensor maintains and updates a master list of all procedures. 

tion and records 23 D02 The licensor has a procedure for filing and archiving of the documents. 
 24 D03 The licensor must have a filing system containing a file for each club with at least the 

following: 

• The application. 

• Correspondence. 

• All records and certificates identified in the core process. 

• Reference to where evidence is held in the Licensor if not in the club’s file. 

• Confirmation of licence decision. 
 25 D04 The licensor ensures that all documents used for the club licensing scheme show an 

issue status. 
 26 D05 The licensor ensures that original documents provided by clubs as part of the 

application are returned in the same condition that they were received. 
5.5. Internal 
control plan 

27 ICP01 The licensor obtains feedback on the effectiveness of the system from licensees. 

 28 ICP02 The licensor evaluates through internal audits the effectiveness of his procedures for 
the club licensing system, i.e.: the achievement of the stated objectives. 
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 29 ICP03 The licensor has a method of collecting, analysing and reviewing all data from the club 

licensing system in order to increase its efficiency taking into accoutn the policies and 
objectives. 

30 ICP04 The licensor conducts risk assessment against the scheme and core process to see 
where problems may arise.  

31 ICP05 The licensor establishes a record of all criteria that require calibration together with 
calibration test results. 

5.6. Core 
process  

32 CP01 There is a club licensing process including the minimum requirements defined in the 
core process. 

 33 CP02 The licensor produces documents for distribution to licence applicants. 
 34 CP03 The licensor distributes documents to licence applicants. 
 35 CP04 The licensor receives application from licence applicants in return. 
 36 CP05 The licensor checks the documents received from the licence applicant. 
 37 CP06 The LM decides whether the documents received from the licence applicants shall be 

allocated to the experts or whether additional information must be given by the licence 
applicants. 

 38 CP07 The LM sorts the documents and allocates them to the experts. 
 39 CP08 The experts check the documents from licence applicants 
 40 CP09 The experts evaluate the necessity to get more information from the licence applicants 

and communicate their report to the LM. 
 41 CP10 The LM reviews the reports and the opinions of the experts. 
 42 CP11 The LM prepares a report for the FIB on the outcome of the assessment. 
 43 CP12 The FIB decides on granting of the licence 
 44 CP13 The LM informs the appeals body about refusal of the licence. 
 45 CP14 The LM dispatches the FIB’s decision to the appeals body. 
 46 CP15 The appeals body decides on granting of the licence. 
 47 CP16 The licensor issues the licence. 
 48 CP17 The licensor refuses the issue of the licence. 
 49 CP18 The licensor notifies UEFA of the list of licensed clubs within the agreed deadline set 

by UEFA. 
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n 
on

 n
at

io
na

l 
le

ve
l. 

 

S
M

 
N

at
io

na
l d

oc
um

en
t(

s)
 

th
at

 c
on

ta
in

(s
) 

th
e 

m
an

da
to

ry
 c

rit
er

ia
 

de
sc

rib
ed

 in
 th

e 
U

E
F

A
 

cl
ub

 li
ce

ns
in

g 
m

an
ua

l. 

A
pp

ro
va

l 
(a

cc
re

di
ta

tio
n)

 le
tte

r 
fr

om
 U

E
F

A
 r

ef
er

rin
g 

to
 

th
e 

la
st

 v
er

si
on

 o
f t

he
 

na
tio

na
l d

oc
um

en
t(

s)
. 

 

V
is

ua
l c

he
ck

 o
f c

ur
re

nt
 

m
an

da
to

ry
 n

at
io

na
l c

rit
er

ia
 

an
d 

la
te

st
 a

cc
re

di
ta

tio
n 

le
tte

r 
(a

pp
ro

va
l) 

fr
om

 U
E

F
A

. 
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3 
T

he
 li

ce
ns

or
 e

ns
ur

es
 

th
at

 th
e 

ex
ce

pt
io

ns
 li

st
 

is
 r

ev
ie

w
ed

 a
nn

ua
lly

. 

 

T
he

 U
E

F
A

 c
lu

b 
lic

en
si

ng
 s

ys
te

m
 

al
lo

w
s 

th
er

e 
to

 b
e 

na
tio

na
l 

ex
ce

pt
io

ns
 to

 th
e 

cr
ite

ria
 c

on
ta

in
ed

 
w

ith
 th

e 
U

E
F

A
 c

lu
b 

lic
en

si
ng

 m
an

ua
l. 

T
he

 li
ce

ns
or

 r
ev

ie
w

s 
its

 c
lu

b 
lic

en
si

ng
 s

ch
em

e 
an

nu
al

ly
 to

 e
ns

ur
e 

th
at

, w
he

re
 e

xc
ep

tio
ns

 h
av

e 
be

en
 

gr
an

te
d,

 th
es

e 
ar

e 
st

ill
 a

pp
lic

ab
le

 
an

d,
 if

 th
er

e 
ar

e 
ch

an
ge

s,
 th

es
e 

ar
e 

su
bm

itt
ed

 to
 U

E
F

A
 fo

r 
ap

pr
ov

al
 b

y 
th

e 
ag

re
ed

 d
at

e.
 

T
he

 d
ur

at
io

n 
of

 th
e 

ex
ce

pt
io

n 
gr

an
te

d 
is

 li
m

ite
d 

to
 a

 s
in

gl
e 

fo
ot

ba
ll 

se
as

on
. 

T
he

 e
xc

ep
tio

n 
ca

n 
be

 r
en

ew
ed

 o
n 

co
nd

iti
on

 th
at

 a
 n

ew
 a

pp
lic

at
io

n 
to

 
th

at
 e

ff
ec

t h
as

 b
ee

n 
m

ad
e.

 

E
ac

h 
ex

ce
pt

io
n 

gi
ve

s 
ris

e 
to

 a
n 

im
pr

ov
em

en
t p

la
n 

(e
xc

ep
t i

n 
ca

se
s 

w
he

re
 n

at
io

na
l r

eg
ul

at
io

ns
 p

re
va

il)
. 

T
hi

s 
m

us
t b

e 
re

vi
se

d 
an

d 
va

lid
at

ed
 

ev
er

y 
ye

ar
 in

as
m

uc
h 

as
 a

 r
en

ew
al

 o
f 

th
e 

ex
ce

pt
io

n 
is

 g
ra

nt
ed

. 

S
M

 
Li

st
 o

f e
xc

ep
tio

ns
.  

A
pp

ro
va

l l
et

te
r 

fr
om

 
U

E
F

A
. 

Im
pr

ov
em

en
t p

la
n.

 

C
he

ck
 to

 s
ee

 th
at

 th
er

e 
is

 a
 

lis
t o

f a
pp

ro
ve

d 
ex

ce
pt

io
ns

 
an

d 
th

at
 th

is
 is

 r
ev

ie
w

ed
 a

nd
 

ac
te

d 
up

on
 a

nn
ua

lly
. 

C
he

ck
 th

at
 e

ac
h 

ex
ce

pt
io

n 
is

 
un

de
rp

in
ne

d 
b

y 
an

 
im

pr
ov

em
en

t p
la

n 
(e

xc
ep

t 
w

he
re

 n
at

io
na

l l
eg

is
la

tio
n 

pr
ev

ai
ls

).
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4 
T

he
 li

ce
ns

or
 h

as
 

do
cu

m
en

te
d 

po
lic

ie
s 

an
d 

ob
je

ct
iv

es
 in

 
re

la
tio

n 
to

 c
lu

b 
lic

en
si

ng
.  

 

 

T
he

 li
ce

ns
or

 p
ro

du
ce

s 
a 

po
lic

y 
do

cu
m

en
t (

e.
g.

 m
is

si
on

 s
ta

te
m

en
t)

 
th

at
 in

cl
ud

es
 th

e 
fo

llo
w

in
g 

re
qu

ire
m

en
ts

: 

• 
a 

co
m

m
itm

en
t t

o 
co

m
pl

y 
w

ith
 th

e 
re

qu
ire

m
en

ts
 o

f t
he

 U
E

F
A

 c
lu

b 
lic

en
si

ng
 s

ch
em

e.
 

• 
co

m
m

itm
en

t t
o 

th
e 

ai
m

s 
an

d 
ob

je
ct

iv
es

 o
f c

lu
b 

lic
en

si
ng

. 

• 
ob

je
ct

iv
es

 b
y 

w
hi

ch
 th

e 
lic

en
so

r 
ca

n 
re

vi
ew

 it
s 

pe
rf

or
m

an
ce

. 

 T
ha

t t
he

 p
ol

ic
y 

is
 c

om
m

un
ic

at
ed

 to
 

al
l t

ho
se

 in
vo

lv
ed

 in
 th

e 
cl

ub
 

lic
en

si
ng

 s
ch

em
e.

 

S
M

 
D

oc
um

en
t d

ef
in

in
g 

th
e 

na
tio

na
l c

lu
b 

lic
en

si
ng

 
po

lic
y 

an
d 

se
tti

ng
 o

ut
 

th
e 

st
at

ed
 

re
qu

ire
m

en
ts

 
co

m
m

un
ic

at
ed

 to
 th

e 
pe

rs
on

s 
in

vo
lv

ed
 in

 
th

e 
lic

en
si

ng
 s

ch
em

e.
 

C
he

ck
 to

 s
ee

 th
at

 th
er

e 
is

 a
 

po
lic

y 
do

cu
m

en
t t

ha
t 

co
nt

ai
ns

 th
e 

st
at

ed
 

re
qu

ire
m

en
ts
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5 
T

he
 li

ce
ns

or
 s

ho
w

s 
th

e 
cl

ub
 li

ce
ns

in
g 

ad
m

in
is

tr
at

io
n 

in
 a

n 
or

ga
ni

sa
tio

n 
ch

ar
t 

 

T
he

 li
ce

ns
or

 s
ho

w
s 

its
 o

rg
an

is
at

io
n 

fo
r 

ha
nd

lin
g 

th
e 

cl
ub

 li
ce

ns
in

g 
sc

he
m

e 
in

 th
e 

fo
rm

 o
f a

n 
or

ga
ni

sa
tio

n 
ch

ar
t i

llu
st

ra
tin

g 
th

e 
m

an
ag

em
en

t s
tr

uc
tu

re
 a

nd
 

id
en

tif
yi

ng
 th

e 
pe

op
le

th
at

 h
av

e 
be

en
 

ap
po

in
te

d 
to

 th
e 

po
si

tio
ns

 b
el

ow
. 

T
he

 o
rg

an
is

at
io

n 
ch

ar
t m

us
t s

ho
w

 a
t 

le
as

t t
he

 r
ol

es
 o

f: 

• 
Li

ce
ns

in
g 

m
an

ag
er

 

• 
F

IB
 m

em
be

rs
 

• 
A

pp
ea

l b
od

y 
m

em
be

rs
 

• 
E

xp
er

ts
 fo

r:
 

• 
F

in
an

ci
al

 c
rit

er
ia

 

• 
In

fr
as

tr
uc

tu
re

 c
rit

er
ia

 

• 
S

po
rt

in
g 

cr
ite

ria
 

• 
P

er
so

nn
el

 a
nd

 a
dm

in
is

tr
at

iv
e 

cr
ite

ria
 

• 
Le

ga
l c

rit
er

ia
 

• 
M

an
ag

er
 r

es
po

ns
ib

le
 fo

r 
co

m
m

un
ic

at
io

n 
to

 m
ed

ia
, c

lu
bs

 
an

d 
st

af
f. 

 

S
M

 
O

rg
an

is
at

io
n 

ch
ar

t 
sh

ow
in

g 
cl

ea
rl

y 
th

e 
st

ru
ct

ur
e 

of
 th

e 
lic

en
so

r,
 a

nd
 w

ho
 is

 
re

sp
on

si
bl

e 
fo

r 
di

ff
er

en
t a

ct
iv

iti
es

 in
 

th
e 

im
pl

em
en

ta
tio

n 
of

 
th

e 
pr

oc
ed

ur
e.

 

T
he

 a
ud

ito
r 

sh
al

l v
er

ify
, a

s 
a 

m
in

im
um

, t
ha

t t
he

 c
ha

rt
 

ex
is

ts
 a

nd
  m

ak
e 

su
re

 th
at

 
al

l o
f t

ho
se

 a
t l

ea
st

 
ex

pr
es

sl
y 

in
vo

lv
ed

 a
re

 
id

en
tif

ie
d 

on
 th

e 
ch

ar
t. 
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6 
T

he
 li

ce
ns

or
 h

as
, a

s 
a 

m
in

im
um

, c
le

ar
 jo

b 
de

sc
rip

tio
ns

 fo
r 

th
e 

fo
llo

w
in

g 
st

af
f o

r 
ex

te
rn

al
 a

dv
is

er
s:

 
• 

LM
 

• 
F

IB
 m

em
be

rs
 

• 
A

pp
ea

ls
 b

od
y 

m
em

be
rs

 
• 

E
xp

er
ts

 fo
r:

 
• 

F
in

an
ci

al
 

cr
ite

ria
 

• 
In

fr
as

tr
uc

tu
re

 
cr

ite
ria

 
• 

S
po

rt
in

g 
cr

ite
ria

 
• 

P
er

so
nn

el
 a

nd
 

ad
m

in
is

tr
at

iv
e 

cr
ite

ria
 

• 
Le

ga
l c

rit
er

ia
 

• 
M

an
ag

er
 

re
sp

on
si

bl
e 

fo
r 

co
m

m
un

ic
at

io
n 

to
 

m
ed

ia
, c

lu
bs

 a
nd

 
st

af
f. 

T
he

 li
ce

ns
or

 h
as

 jo
b 

de
sc

rip
tio

ns
 fo

r 
ke

y 
po

si
tio

ns
.  

A
s 

a 
m

in
im

um
 s

ta
ff

 o
r 

ex
te

rn
al

 
ad

vi
se

r 
ha

ve
 to

 c
om

pl
y 

w
ith

 th
e 

re
qu

ire
m

en
ts

 li
st

ed
 b

el
ow

: 

Li
ce

ns
in

g 
A

dm
in

is
tr

at
io

n 

• 
F

in
an

ci
al

 e
xp

er
t: 

a 
re

co
gn

is
ed

 
di

pl
om

a 
in

 a
cc

ou
nt

an
cy

 o
r 

au
di

tin
g 

or
 m

us
t h

av
e 

th
re

e 
ye

ar
s 

ex
pe

rie
nc

e 
in

 th
es

e 
m

at
te

rs
 (

fin
an

ci
al

 c
rit

er
ia

).
 

• 
Le

ga
l e

xp
er

t: 
a 

re
co

gn
is

ed
 la

w
 

di
pl

om
a 

fr
om

 a
 r

ec
og

ni
se

d 
un

iv
er

si
ty

 a
nd

 m
us

t h
av

e 
at

 le
as

t 
th

re
e 

ye
ar

s 
ex

pe
rie

nc
e 

(n
ot

 
ne

ce
ss

ar
ily

 w
ith

in
 th

e 
lic

en
so

r)
. 

D
ec

is
io

n-
m

ak
in

g 
bo

di
es

 

• 
F

IB
: h

as
 a

t l
ea

st
 o

ne
 q

ua
lif

ie
d 

la
w

ye
r 

an
d 

ac
co

un
ta

nt
 

re
co

gn
is

ed
 b

y 
th

e 
ap

pr
op

ria
te

 
na

tio
na

l b
od

y.
 

• 
A

pp
ea

ls
 b

od
y:

 h
as

 a
t l

ea
st

 o
ne

 
qu

al
ifi

ed
 la

w
ye

r 
an

d 
ac

co
un

ta
nt

 
re

co
gn

is
ed

 b
y 

th
e 

ap
pr

op
ria

te
 

na
tio

na
l b

od
y.

   

 

S
M

 
A

 c
le

ar
 jo

b 
de

sc
rip

tio
n 

th
at

 s
ta

te
s 

co
m

pe
te

nc
ie

s,
 

re
sp

on
si

bi
lit

ie
s 

an
d 

au
th

or
iti

es
 fo

r 
th

os
e 

lis
te

d 
an

d 
w

hi
ch

 
id

en
tif

ie
s 

th
e 

pe
rs

on
 to

 
w

ho
m

 th
e 

ta
sk

 m
ay

 b
e 

de
le

ga
te

d.
 

 

T
he

 a
ud

ito
r 

sh
al

l c
he

ck
 to

 
se

e 
th

at
 th

er
e 

is
: 

• 
a 

cl
ea

r 
jo

b 
de

sc
rip

tio
n 

fo
r 

ea
ch

 
of

 th
os

e 
lis

te
d 

in
 th

e 
pr

es
en

t s
er

vi
ce

 
re

qu
ire

m
en

t. 

• 
do

cu
m

en
ta

ry
 

ev
id

en
ce

 o
f t

he
 

re
qu

ire
d 

qu
al

ifi
ca

tio
ns

 a
nd

 
co

m
pe

te
nc

ie
s.

 

T
he

 a
ud

ito
r 

sh
al

l a
ls

o 
ca

rr
y 

ou
t a

 c
he

ck
 b

y 
in

te
rv

ie
w

s 
w

ith
 th

e 
st

af
f c

on
ce

rn
ed

 a
nd

 
th

e 
m

an
ag

em
en

t. 

 



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: M

A
N

A
G

E
M

E
N

T
 C

O
M

M
IT

T
M

E
N

T
 

V
er

si
on

 1
.0

 
P

ag
e 

29
 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�



�

��
�

 !
"#

$�
%�

%"
&

'
 %

"(
"#

)�
�

"$
!%

 *
) 

�
#

��
+�

,
�

-
�)

,
"�

%"
&

'
 %

"(
"#

)�
(

'
$)

�.
"�

(
")

�
�

"$
*

�
#

$ 
.

 / 
)0

�
�

1 
2

"#
!"

�
�

3)
"%

#
4/

�!
�

#
)%

�
/�*

/4
#

�

�

�
"(

4%
5$

�4
#

2
�

%"
+"

%"
#

!"
$�

   

 
T

he
 s

ta
ff 

m
em

be
rs

 r
es

po
ns

ib
le

 fo
r 

th
e 

va
rio

us
 ta

sk
s 

ha
ve

 th
e 

ne
ce

ss
ar

y 
tim

e 
to

 p
er

fo
rm

 th
ei

r 
fu

nc
tio

ns
. 

 
 

 
 

M
.0

7 

    

A
 d

ep
ut

y 
is

 a
va

ila
bl

e 
to

 ta
ke

 o
ve

r 
th

e 
ta

sk
s 

of
 th

e 
jo

bh
ol

de
r 

 in
 

ca
se

 o
f a

bs
en

ce
. 

W
he

re
 fo

r 
an

y 
re

as
on

 (
ill

ne
ss

, 
ho

lid
a

y,
 e

tc
.)

 th
e 

jo
bh

ol
de

r 
is

 u
na

bl
e 

to
 p

er
fo

rm
 h

is
/h

er
 ta

sk
s,

 h
e/

sh
e 

ca
n 

de
le

ga
te

 th
em

 to
 a

no
th

er
 p

er
so

n 
in

vo
lv

ed
 in

 th
e 

lic
en

si
ng

 s
ch

em
e.

 

S
M

 
C

om
m

un
ic

at
io

n 
of

 
de

le
ga

tio
n 

(e
.g

. l
et

te
r,

 
e-

m
ai

l, 
pl

an
ni

ng
, j

ob
 

de
sc

rip
tio

n,
 e

tc
.)

 

C
he

ck
 d

oc
um

en
ta

ry
 

ev
id

en
ce

. 
 

M
.0

8 
T

he
 li

ce
ns

or
 

es
ta

bl
is

he
s 

a 
tw

o-
st

ep
 

de
ci

si
on

-m
ak

in
g 

pr
oc

ed
ur

e 
to

 d
ec

id
e 

on
 th

e 
gr

an
tin

g 
of

 th
e 

lic
en

ce
, i

nv
ol

vi
ng

 tw
o 

bo
di

es
. 

T
he

 e
st

ab
lis

hm
en

t o
f 

th
es

e 
bo

di
es

 n
ee

ds
 to

 
be

 a
pp

ro
ve

d 
b

y 
th

e 
E

xe
cu

tiv
e 

C
om

m
itt

ee
 

(n
at

io
na

l a
ss

oc
ia

tio
n)

 
or

 G
en

er
al

 A
ss

em
bl

y 
(le

ag
ue

) 
of

 th
e 

lic
en

so
r,

 a
cc

or
di

ng
 to

 
its

 s
ta

tu
te

s.
 

T
he

 li
ce

ns
or

 m
us

t e
st

ab
lis

h 
tw

o 
de

ci
si

on
 m

ak
in

g 
bo

di
es

, t
he

 n
am

es
 

of
 w

hi
ch

 it
 m

us
t d

et
er

m
in

e:
 

• 
F

IB
 

• 
A

pp
ea

ls
 b

od
y 

 

S
M

 
O

rg
an

is
at

io
n 

ch
ar

t 
sh

ow
in

g 
de

ci
si

on
-

m
ak

in
g 

bo
di

es
 a

nd
 

ho
w

 th
e

y 
fit

 w
ith

in
 th

e 
st

ru
ct

ur
e 

of
 th

e 
lic

en
so

r,
 to

ge
th

er
 w

ith
 

th
ei

r 
re

sp
on

si
bi

lit
ie

s 
an

d 
au

th
or

iti
es

. 

A
pp

ro
va

l b
y 

th
e 

E
xe

cu
tiv

e 
C

om
m

itt
ee

 
(n

at
io

na
l a

ss
oc

ia
tio

n)
 

or
 G

en
er

al
 A

ss
em

bl
y 

(le
ag

ue
) 

 

T
he

 a
ud

ito
r 

sh
al

l c
he

ck
 th

at
 

th
e 

or
ga

ni
sa

tio
n 

ch
ar

t i
s 

in
 

pl
ac

e.
 

H
e 

sh
al

l a
ls

o 
ch

ec
k 

th
e 

m
in

ut
es

 o
f t

he
 E

xe
cu

tiv
e 

C
om

m
itt

ee
 o

r 
G

en
er

al
 

A
ss

em
bl

y 
co

ve
rin

g 
th

e 
ap

po
in

tm
en

t o
f t

he
 d

ec
is

io
n-

m
ak

in
g 

bo
di

es
. 

 

 



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: M

A
N

A
G

E
M

E
N

T
 C

O
M

M
IT

T
M

E
N

T
 

V
er

si
on

 1
.0

 
P

ag
e 

30
 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�



�

��
�

 !
"#

$�
%�

%"
&

'
 %

"(
"#

)�
�

"$
!%

 *
) 

�
#

��
+�

,
�

-
�)

,
"�

%"
&

'
 %

"(
"#

)�
(

'
$)

�.
"�

(
")

�
�

"$
*

�
#

$ 
.

 / 
)0

�
�

1 
2

"#
!"

�
�

3)
"%

#
4/

�!
�

#
)%

�
/�*

/4
#

�

�

�
"(

4%
5$

�4
#

2
�

%"
+"

%"
#

!"
$�

M
.0

9 
T

he
 li

ce
ns

or
 c

on
du

ct
s 

re
vi

ew
s 

of
 th

e 
cl

ub
 

lic
en

si
ng

 s
ys

te
m

 a
t 

le
as

t o
nc

e 
a 

ye
ar

. 

 

T
he

 li
ce

ns
or

 h
ol

ds
 a

 r
ev

ie
w

 m
ee

tin
g 

at
 le

as
t o

nc
e 

a 
ye

ar
 to

 d
is

cu
ss

 th
e 

ef
fe

ct
iv

en
es

s 
of

 th
e 

sy
st

em
 th

ro
ug

h 
au

di
ts

 a
nd

 fe
ed

ba
ck

 o
bt

ai
ne

d 
fr

om
 

th
e 

cl
ub

s.
  

 A
s 

a 
m

in
im

um
 th

e 
ag

en
da

 m
us

t 
co

ve
r:

 

• 
R

ev
ie

w
 o

f t
he

 li
ce

ns
in

g 
se

as
on

. 

• 
U

E
F

A
 c

lu
b 

lic
en

si
ng

 
re

qu
ire

m
en

ts
. 

   

S
M

 
A

ge
nd

as
 a

nd
 m

in
ut

es
 

of
 m

ee
tin

gs
. 

 

C
he

ck
 a

ge
nd

as
 a

nd
 m

in
ut

es
 

of
 m

ee
tin

gs
 a

s 
w

el
l a

s 
th

e 
ac

tio
ns

 th
at

 w
er

e 
de

ci
de

d 
on

 
th

is
 o

cc
as

io
n.

 

 

 



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: M

A
N

A
G

E
M

E
N

T
 C

O
M

M
IT

T
M

E
N

T
 

V
er

si
on

 1
.0

 
P

ag
e 

31
 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�



�

��
�

 !
"#

$�
%�

%"
&

'
 %

"(
"#

)�
�

"$
!%

 *
) 

�
#

��
+�

,
�

-
�)

,
"�

%"
&

'
 %

"(
"#

)�
(

'
$)

�.
"�

(
")

�
�

"$
*

�
#

$ 
.

 / 
)0

�
�

1 
2

"#
!"

�
�

3)
"%

#
4/

�!
�

#
)%

�
/�*

/4
#

�

�

�
"(

4%
5$

�4
#

2
�

%"
+"

%"
#

!"
$�

M
.1

0 
T

he
 li

ce
ns

or
 

co
m

m
un

ic
at

es
 o

n 
th

e 
cl

ub
 li

ce
ns

in
g 

sc
he

m
e 

w
ith

in
 a

nd
 o

ut
si

de
 th

e 
lic

en
so

r.
 

 

T
he

 li
ce

ns
or

 c
om

m
un

ic
at

es
 in

te
rn

al
ly

 
an

d 
ex

te
rn

al
ly

 o
n 

th
e 

cl
ub

 li
ce

ns
in

g 
sc

he
m

e.
 

M
at

te
rs

 w
hi

ch
 m

us
t b

e 
co

m
m

un
ic

at
ed

 in
cl

ud
e 

at
 le

as
t: 

• 
A

pp
oi

nt
m

en
t o

f p
er

so
nn

el
 

in
vo

lv
ed

 in
 c

lu
b 

lic
en

si
ng

. 

• 
C

ha
ng

es
 in

 n
at

io
na

l c
rit

er
ia

 

• 
A

pp
ro

ve
d 

lic
en

se
es

 

• 
C

ha
ng

e 
of

 r
es

po
ns

ib
ili

tie
s 

• 
A

 li
st

 o
f c

on
ta

ct
 p

oi
nt

s 
fo

r 
th

e 
lic

en
so

r 
an

d 
th

e 
cl

ub
s.

 

 

S
M

 

 

In
te

rn
al

 a
nd

 e
xt

er
na

l 
co

m
m

un
ic

at
io

ns
 w

hi
ch

 
m

ay
 in

cl
ud

e:
 

• 
In

fo
rm

at
io

n 
pa

ck
 

fo
r 

cl
ub

s.
 

• 
R

ec
or

ds
 o

f 
co

rr
es

po
nd

en
ce

. 

• 
B

ro
ch

ur
es

. 

• 
E

m
ai

ls
. 

• 
N

ew
sl

et
te

rs
. 

• 
C

om
m

un
ic

at
io

ns
 

w
ith

 th
e 

co
m

m
un

ity
. 

• 
In

te
rn

et
 a

nd
 

ex
tr

an
et

. 

 

Lo
ok

 fo
r 

ev
id

en
ce

 o
f i

nt
er

na
l 

an
d 

ex
te

rn
al

 
co

m
m

un
ic

at
io

ns
 th

at
 c

ov
er

 
th

e 
m

at
te

rs
 li

st
ed

 in
 th

e 
de

sc
rip

tio
n.

  

 



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: R

E
S

O
U

R
C

E
S

 
V

er
si

on
 1

.0
 

P
ag

e 
32

 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�

��
��

�
	
�
�
�
�
�
	
�
��

��
��

��
	


�
�

�
�

�
�

�
	�



�

F
or

 t
he

 l
ic

en
so

r 
to

 o
pe

ra
te

 t
he

 c
lu

b 
lic

en
si

ng
 s

ch
em

e 
ef

fe
ct

iv
el

y 
th

er
e 

ha
ve

 t
o 

be
 a

de
qu

at
e 

re
so

ur
ce

s 
in

 t
er

m
s 

of
 p

eo
pl

e,
 e

qu
ip

m
en

t 
an

d 
in

fr
as

tr
uc

tu
re

.  

 ��
��

��
�

�
��

�
�

	�
�

�
�

T
he

re
 n

ee
ds

 t
o 

be
 a

 r
ev

ie
w

 o
f 

th
e 

re
so

ur
ce

s 
re

qu
ire

d 
to

 o
pe

ra
te

 t
he

 c
lu

b 
lic

en
si

ng
 s

ch
em

e.
 O

n 
th

e 
ba

si
s 

of
 t

hi
s 

re
vi

ew
, 

th
e 

re
so

ur
ce

s 
re

qu
ire

d 
fo

r 
th

e 
sc

he
m

e 
sh

ou
ld

 b
e 

ef
fe

ct
iv

el
y 

in
tr

od
uc

ed
 a

nd
 m

on
ito

re
d.

 

 ��
��

��
�

�



�
�

	�
�
�

T
he

 b
en

ef
its

 a
re

 a
s 

fo
llo

w
s:

 

• 
H

av
in

g 
ad

eq
ua

te
 r

es
ou

rc
es

 in
 p

la
ce

 w
ill

 e
ns

ur
e 

th
at

 th
e 

sc
he

m
e 

is
 e

ffe
ct

iv
el

y 
op

er
at

ed
. 

• 
T

he
 p

eo
pl

e 
w

ith
in

 th
e 

lic
en

so
r 

w
ill

 h
av

e 
th

e 
co

rr
ec

t s
ki

lls
 a

nd
 th

er
ef

or
e 

be
 a

bl
e 

to
 o

pe
ra

te
 m

or
e 

ef
fe

ct
iv

el
y.

 

• 
H

av
in

g 
th

e 
co

rr
ec

t 
in

fr
as

tr
uc

tu
re

 w
ill

 a
llo

w
 t

he
 c

lu
bs

 a
nd

 o
th

er
 r

el
ev

an
t 

pa
rt

ie
s 

to
 c

om
m

un
ic

at
e 

ef
fe

ct
iv

el
y 

w
ith

 t
he

 l
ic

en
so

r 
an

d 
vi

ce
 

ve
rs

a.
 

 



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: R

E
S

O
U

R
C

E
S

 
V

er
si

on
 1

.0
 

P
ag

e 
33

 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�

��
��

��
�

�
�

�
	�

�
�

�



�
�
�

�

 



�

��
�

 !
"#

$�
%�

%"
&

'
 %

"(
"#

)�
�

"$
!%

 *
) 

�
#

��
+�

,
�

-
�)

,
"�

%"
&

'
 %

"(
"#

)�
(

'
$)

�.
"�

(
")

�
�

"$
*

�
#

$ 
.

 / 
)0

�
�

1 
2

"#
!"

�
�

3)
"%

#
4/

�!
�

#
)%

�
/�*

/4
#

�

�

�
"(

4%
5$

�4
#

2
�

%"
+"

%"
#

!"
$�

R
.0

1 
E

ve
ry

 p
er

so
n 

in
vo

lv
ed

 in
 th

e 
cl

ub
 

lic
en

si
ng

 s
ch

em
e 

en
ga

ge
d 

b
y 

th
e 

lic
en

so
r 

or
 w

or
ki

ng
 

fo
r 

th
e 

lic
en

so
r 

on
 a

 
vo

lu
nt

ar
y 

or
 

co
nt

ra
ct

ua
l b

as
is

 
si

gn
s 

a 
co

nf
id

en
tia

lit
y 

ag
re

em
en

t b
ef

or
e 

st
ar

tin
g 

hi
s 

or
 h

er
 

ta
sk

s.
 

 

A
n

yo
ne

 in
vo

lv
ed

 in
 th

e 
cl

ub
 li

ce
ns

in
g 

sc
he

m
e 

in
cl

ud
in

g 
th

e 
m

em
be

rs
 o

f t
he

 
de

ci
si

on
 m

ak
in

g 
bo

di
es

 s
ig

ns
: 

• 
a 

co
nf

id
en

tia
lit

y 
ag

re
em

en
t 

be
fo

re
 s

ta
rt

in
g 

hi
s 

or
 h

er
 ta

sk
s 

or
 

• 
th

is
 c

an
 b

e 
in

cl
ud

ed
 in

 th
e 

in
di

vi
du

al
 c

on
tr

ac
t o

f 
em

pl
oy

m
en

t (
fo

r 
in

te
rn

al
 

pe
op

le
) 

or
 m

an
da

te
 c

on
tr

ac
t 

(f
or

 e
xt

er
na

l p
eo

pl
e)

. 

T
he

 c
on

fid
en

tia
lit

y 
ag

re
em

en
ts

 a
re

 to
 

be
 r

ev
ie

w
ed

 o
nc

e 
a 

ye
ar

 in
 o

rd
er

 to
 

in
te

gr
at

e 
po

ss
ib

le
 c

ha
ng

es
 h

av
in

g 
oc

cu
rr

ed
 in

 th
e 

m
ea

nt
im

e.
 

S
M

 
C

on
fid

en
tia

lit
y 

ag
re

em
en

t. 
C

he
ck

 th
at

 th
er

e 
is

 a
 

co
nf

id
en

tia
lit

y 
ag

re
em

en
t 

si
gn

ed
 b

y 
ev

er
yo

ne
 in

vo
lv

ed
 

in
 th

e 
lic

en
si

ng
 s

ch
em

e 

T
hi

s 
m

ay
 b

e 
in

co
rp

or
at

ed
 in

 
a 

co
nt

ra
ct

 o
f e

m
pl

oy
m

en
t o

r 
m

an
da

te
 c

on
tr

ac
t 

 V
er

ify
 th

at
 th

e 
co

nf
id

en
tia

lit
y 

ag
re

em
en

ts
 a

re
 r

ev
ie

w
ed

 
an

nu
al

ly
 fo

r 
ac

cu
ra

cy
 a

nd
 

on
go

in
g 

re
le

va
nc

e.
 

 



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: R

E
S

O
U

R
C

E
S

 
V

er
si

on
 1

.0
 

P
ag

e 
34

 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�



�

��
�

 !
"#

$�
%�

%"
&

'
 %

"(
"#

)�
�

"$
!%

 *
) 

�
#

��
+�

,
�

-
�)

,
"�

%"
&

'
 %

"(
"#

)�
(

'
$)

�.
"�

(
")

�
�

"$
*

�
#

$ 
.

 / 
)0

�
�

1 
2

"#
!"

�
�

3)
"%

#
4/

�!
�

#
)%

�
/�*

/4
#

�

�

�
"(

4%
5$

�4
#

2
�

%"
+"

%"
#

!"
$�

R
.0

2 
A

ll 
pe

op
le

 in
vo

lv
ed

 
in

 th
e 

cl
ub

 li
ce

ns
in

g 
sc

he
m

e 
si

gn
 a

n 
ag

re
em

en
t w

hi
ch

 
co

ve
rs

 
in

de
pe

nd
en

ce
.  

T
he

 in
de

pe
nd

en
ce

 o
f  

a 
pe

rs
on

 *
 

in
vo

lv
ed

 in
 th

e 
cl

ub
 li

ce
ns

in
g 

sc
he

m
e 

m
ay

 n
ot

 b
e 

gu
ar

an
te

ed
 if

 h
e 

or
 s

he
 o

r 
an

y 
m

em
be

r 
of

 h
is

 o
r 

he
r 

fa
m

ily
 

(s
po

us
e,

 c
hi

ld
re

n,
 p

ar
en

ts
, s

ib
lin

gs
) 

is
 a

 

• 
M

em
be

r 

• 
S

ha
re

ho
ld

er
 

• 
B

us
in

es
s 

pa
rt

ne
r 

• 
S

po
ns

or
 

• 
C

on
su

lta
nt

 

of
 th

e 
lic

en
ce

 a
pp

lic
an

t. 

If 
he

 o
r 

sh
e 

ho
ld

s 
or

 tr
ad

es
 s

ha
re

s 
w

ith
in

 th
e 

as
se

ss
ed

 c
lu

b.
  

T
hi

s 
de

cl
ar

at
io

n 
of

 in
de

pe
nd

en
ce

 m
us

t 
m

en
tio

n 
th

e 
na

m
es

 o
f c

lu
bs

 in
 w

hi
ch

 
th

e
y 

ha
ve

 a
n 

in
te

re
st

. 

 *
T

hi
s 

co
ve

rs
: 

• 
Li

ce
ns

or
 e

m
pl

oy
ee

s.
 

• 
E

xt
er

na
l e

xp
er

ts
 

• 
F

IB
 a

nd
 A

pp
ea

ls
 b

od
y 

m
em

be
rs

. 

T
hi

s 
de

cl
ar

at
io

n 
of

 in
de

pe
nd

en
ce

 is
 

re
vi

ew
ed

 a
nn

ua
lly

. 

S
M

 
D

ec
la

ra
tio

n 
of

 
in

de
pe

nd
en

ce
 s

ig
ne

d 
by

 th
e 

pe
rs

on
 in

vo
lv

ed
 

in
 th

e 
cl

ub
 li

ce
ns

in
g 

sc
he

m
e.

 

  

C
he

ck
 th

at
 fo

r 
pe

op
le

 
in

vo
lv

ed
 in

 th
e 

cl
ub

 li
ce

ns
in

g 
sc

he
m

e 
th

er
e 

is
 a

n 
in

de
pe

nd
en

ce
 a

gr
ee

m
en

t. 

C
he

ck
 th

at
 th

er
e 

is
 a

n 
an

nu
al

 r
ev

ie
w

 o
f t

he
 

ag
re

em
en

ts
.  

 

 



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: R

E
S

O
U

R
C

E
S

 
V

er
si

on
 1

.0
 

P
ag

e 
35

 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�



�

��
�

 !
"#

$�
%�

%"
&

'
 %

"(
"#

)�
�

"$
!%

 *
) 

�
#

��
+�

,
�

-
�)

,
"�

%"
&

'
 %

"(
"#

)�
(

'
$)

�.
"�

(
")

�
�

"$
*

�
#

$ 
.

 / 
)0

�
�

1 
2

"#
!"

�
�

3)
"%

#
4/

�!
�

#
)%

�
/�*

/4
#

�

�

�
"(

4%
5$

�4
#

2
�

%"
+"

%"
#

!"
$�

R
.0

3 
T

he
 li

ce
ns

or
 is

su
es

 
a 

re
po

rt
 to

 th
e 

E
xe

cu
tiv

e 
C

om
m

itt
ee

 (
na

tio
na

l 
as

so
ci

at
io

n)
 o

r 
B

oa
rd

 o
f D

ire
ct

or
s 

(le
ag

ue
) 

on
 th

e 
in

de
pe

nd
en

ce
 o

f t
he

 
de

ci
si

on
-m

ak
in

g 
bo

di
es

. 

A
n 

an
nu

al
 r

ep
or

t t
o 

th
e 

E
xe

cu
tiv

e 
C

om
m

itt
ee

 o
r 

B
oa

rd
 o

f D
ire

ct
or

s 
si

gn
ed

 
by

 th
e 

S
M

. 

S
M

 
R

ep
or

t t
o 

th
e 

E
xe

cu
tiv

e 
C

om
m

itt
ee

 
(n

at
io

na
l a

ss
oc

ia
tio

n)
 

or
 B

oa
rd

 o
f D

ire
ct

or
s 

(le
ag

ue
).

 

A
pp

ro
va

l b
y 

th
e 

E
xe

cu
tiv

e 
C

om
m

itt
ee

 
(n

at
io

na
l a

ss
oc

ia
tio

n)
 

or
 B

oa
rd

 o
f D

ire
ct

or
s 

(le
ag

ue
).

 

 

C
he

ck
 th

e 
re

po
rt

 a
nd

 
ap

pr
ov

al
. 

 

R
.0

4 
T

he
 li

ce
ns

or
 c

he
ck

s 
th

e 
in

de
pe

nd
en

ce
 o

f 
th

e 
m

em
be

rs
 o

f t
he

 
de

ci
si

on
-m

ak
in

g 
bo

di
es

 a
t e

ac
h 

m
ee

tin
g.

 

 

T
he

 li
ce

ns
or

 p
ro

vi
de

s 
th

e 
ch

ai
rm

an
 o

f 
th

e 
de

ci
si

on
-m

ak
in

g 
bo

d
y 

(F
IB

 o
r 

ap
pe

al
s 

bo
d

y)
 w

ith
 a

 c
le

ar
 jo

b 
de

sc
rip

tio
n 

th
at

 in
cl

ud
es

 th
e 

ob
lig

at
io

n 
to

 r
ev

ie
w

 th
e 

in
de

pe
nd

en
ce

 o
f t

he
 

m
em

be
rs

 w
he

n 
op

en
in

g 
a 

m
ee

tin
g.

  

 

S
M

 
T

er
m

s 
of

 r
ef

er
en

ce
 o

f 
th

e 
ch

ai
rm

an
 a

nd
 

m
in

ut
es

 o
f t

he
 

m
ee

tin
g.

 

R
ev

ie
w

 m
in

ut
es

 to
 e

ns
ur

e 
th

at
 th

e 
pr

oc
ee

di
ng

s 
w

er
e 

in
 

lin
e 

w
ith

 th
e 

pr
oc

ed
ur

e.
 

 



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: R

E
S

O
U

R
C

E
S

 
V

er
si

on
 1

.0
 

P
ag

e 
36

 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�



�

��
�

 !
"#

$�
%�

%"
&

'
 %

"(
"#

)�
�

"$
!%

 *
) 

�
#

��
+�

,
�

-
�)

,
"�

%"
&

'
 %

"(
"#

)�
(

'
$)

�.
"�

(
")

�
�

"$
*

�
#

$ 
.

 / 
)0

�
�

1 
2

"#
!"

�
�

3)
"%

#
4/

�!
�

#
)%

�
/�*

/4
#

�

�

�
"(

4%
5$

�4
#

2
�

%"
+"

%"
#

!"
$�

R
.0

5 
T

he
 li

ce
ns

or
 m

us
t 

en
su

re
 th

at
 a

ll 
th

os
e 

in
vo

lv
ed

 in
 th

e 
cl

ub
 

lic
en

si
ng

 s
ch

em
e 

un
de

rs
ta

nd
 th

ei
r 

du
tie

s 
an

d 
ho

w
 th

ey
 

co
nt

rib
ut

e 
to

 th
e 

ov
er

al
l s

ch
em

e.
 

 T
ho

se
 in

vo
lv

ed
 in

 th
e 

cl
ub

 li
ce

ns
in

g 
sc

he
m

e 
m

us
t b

e 
aw

ar
e 

of
 th

e 
re

le
va

nc
e 

an
d 

im
po

rt
an

ce
 o

f t
he

ir 
ac

tiv
iti

es
 a

nd
 

ho
w

 th
e

y 
co

nt
rib

ut
e 

to
 th

e 
ac

hi
ev

em
en

t 
of

 m
ee

tin
g 

th
e 

ob
je

ct
iv

es
. 

S
M

 

  

C
om

m
un

ic
at

io
n 

of
: 

• 
po

lic
y 

do
cu

m
en

t a
s 

un
de

r 
M

.0
4 

 

• 
or

ga
ni

sa
tio

n 
ch

ar
t a

s 
un

de
r 

M
.0

5 

C
he

ck
 r

ec
or

ds
 to

 e
ns

ur
e 

th
at

 th
e 

po
lic

y 
do

cu
m

en
t a

nd
 

th
e 

or
ga

ni
sa

tio
n 

ch
ar

t h
av

e 
be

en
 c

om
m

un
ic

at
ed

 to
 th

e 
pe

rs
on

s 
in

vo
lv

ed
 in

 th
e 

sc
he

m
e.

 

E
vi

de
nc

e 
of

 th
e 

di
st

iru
bt

io
n 

of
 th

es
e 

do
cu

m
en

ts
. 

T
he

 a
ud

ito
r 

sh
al

l a
ls

o 
ch

ec
k 

by
 in

te
rv

ie
w

 w
ith

 th
e 

st
af

f 
m

em
be

rs
 c

on
ce

rn
ed

 a
nd

 th
e 

m
an

ag
em

en
t. 

R
ef

. M
.0

4 

R
ef

. M
.0

5 

R
.0

6 
T

he
 li

ce
ns

or
 

as
se

ss
es

 a
nn

ua
lly

 
th

e 
co

m
pe

te
nc

ie
s 

of
 

th
e 

st
af

f i
nv

ol
ve

d 
in

 
th

e 
cl

ub
 li

ce
ns

in
g 

sc
he

m
e.

 

T
he

 li
ce

ns
or

 fi
xe

s 
th

e 
co

m
pe

te
nc

ie
s/

sk
ill

s 
fo

r 
or

 e
ac

h 
of

 th
e 

pe
op

le
 in

vo
lv

ed
 in

 th
e 

cl
ub

 li
ce

ns
in

g 
sc

he
m

e.
 T

he
 li

ce
ns

or
 e

ns
ur

es
 th

at
 e

ac
h 

po
st

 h
as

 a
 jo

b 
de

sc
rip

tio
n 

se
tti

ng
 o

ut
 

th
e 

ta
sk

s 
an

d 
re

sp
on

si
bi

lit
ie

s 
(s

ee
 

M
.0

6)
. 

 T
he

 p
eo

pl
e 

in
vo

lv
ed

 in
 th

e 
cl

ub
 

lic
en

si
ng

 s
ch

em
e 

fu
lfi

l c
er

ta
in

 
co

m
pe

te
nc

ie
s/

sk
ill

s.
 T

he
 p

er
so

ns
 

in
vo

lv
ed

 a
re

 a
t l

ea
st

 th
e 

fo
llo

w
in

g:
 

 

S
M

 
A

s 
a 

m
in

im
um

, 
re

co
rd

s 
of

 e
va

lu
at

io
ns

 
ca

rr
ie

d 
ou

t f
or

 a
ll 

th
os

e 
in

vo
lv

ed
. 

E
vi

de
nc

e 
of

 th
e 

ac
tio

ns
 ta

ke
n.

 

   

R
ec

or
ds

 o
f p

er
fo

rm
an

ce
 

ev
al

ua
tio

ns
 c

ar
rie

d 
ou

t f
or

 a
ll 

th
os

e 
in

vo
lv

ed
, a

s 
a 

m
in

im
um

. 

R
ef

. M
.0

6 



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: R

E
S

O
U

R
C

E
S

 
V

er
si

on
 1

.0
 

P
ag

e 
37

 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�



�

��
�

 !
"#

$�
%�

%"
&

'
 %

"(
"#

)�
�

"$
!%

 *
) 

�
#

��
+�

,
�

-
�)

,
"�

%"
&

'
 %

"(
"#

)�
(

'
$)

�.
"�

(
")

�
�

"$
*

�
#

$ 
.

 / 
)0

�
�

1 
2

"#
!"

�
�

3)
"%

#
4/

�!
�

#
)%

�
/�*

/4
#

�

�

�
"(

4%
5$

�4
#

2
�

%"
+"

%"
#

!"
$�

• 
LM

 

• 
E

xp
er

ts
 fo

r 
th

e 
fo

llo
w

in
g 

cr
ite

ria
: 

• 
F

in
an

ci
al

  

• 
In

fr
as

tr
uc

tu
re

  

• 
S

po
rt

in
g 

 

• 
P

er
so

nn
el

 a
nd

 a
dm

in
is

tr
at

iv
e 

 

• 
Le

ga
l  

• 
P

er
so

n 
re

sp
on

si
bl

e 
fo

r 
in

te
rn

al
 a

nd
 

ex
te

rn
al

 c
om

m
un

ic
at

io
n 

W
ith

in
 th

e 
de

ci
si

on
-m

ak
in

g 
bo

di
es

: 

• 
F

IB
 m

em
be

rs
 

• 
A

pp
ea

l b
od

y 
m

em
be

rs
 

  



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: R

E
S

O
U

R
C

E
S

 
V

er
si

on
 1

.0
 

P
ag

e 
38

 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�



�

��
�

 !
"#

$�
%�

%"
&

'
 %

"(
"#

)�
�

"$
!%

 *
) 

�
#

��
+�

,
�

-
�)

,
"�

%"
&

'
 %

"(
"#

)�
(

'
$)

�.
"�

(
")

�
�

"$
*

�
#

$ 
.

 / 
)0

�
�

1 
2

"#
!"

�
�

3)
"%

#
4/

�!
�

#
)%

�
/�*

/4
#

�

�

�
"(

4%
5$

�4
#

2
�

%"
+"

%"
#

!"
$�

R
.0

7 
T

he
 li

ce
ns

or
 

as
se

ss
es

 a
nn

ua
lly

 
th

e 
tr

ai
ni

ng
 n

ee
ds

 
fo

r 
al

l p
er

so
ns

 
in

vo
lv

ed
 in

 th
e 

cl
ub

 
lic

en
si

ng
 s

ch
em

e.
  

 

T
he

 li
ce

ns
or

 m
us

t s
et

 u
p 

a 
sy

st
em

 
w

he
re

b
y 

ea
ch

 p
er

so
n,

 in
te

rn
al

 o
r 

ex
te

rn
al

, w
ho

 is
 in

vo
lv

ed
 in

 th
e 

cl
ub

 
lic

en
si

ng
 p

ro
ce

du
re

 m
us

t h
av

e 
hi

s 
or

 
he

r 
tr

ai
ni

ng
 n

ee
ds

 e
va

lu
at

ed
 a

cc
or

di
ng

 
to

 h
is

 o
r 

he
rt

as
ks

. O
ne

 p
os

si
bl

e 
m

et
ho

d 
is

 th
ro

ug
h 

pe
rf

or
m

an
ce

 r
ev

ie
w

s.
  

R
ec

or
ds

 o
f t

he
se

 e
va

lu
at

io
ns

 m
us

t b
e 

ke
pt

 

S
M

 
R

ec
or

ds
 o

f r
ev

ie
w

s 
 

ca
rr

ie
d 

ou
t. 

C
he

ck
 to

 s
ee

 th
at

 th
er

e 
is

 a
 

sy
st

em
 in

 p
la

ce
 to

 e
ns

ur
e 

th
at

 e
va

lu
at

io
ns

 a
re

 c
ar

rie
d 

ou
t a

nd
 th

at
 , 

w
he

re
 tr

ai
ni

ng
 

ne
ed

s 
ar

e 
id

en
tif

ie
d,

 th
e 

ap
pr

op
ria

te
 tr

ai
ni

ng
 is

 
pl

an
ne

d 
an

d 
th

en
 

im
pl

em
en

te
d.

 

 

R
.0

8 
T

he
 li

ce
ns

or
 

ev
al

ua
te

s 
an

y 
tr

ai
ni

ng
 o

r 
de

ve
lo

pm
en

t a
ct

io
n 

ta
ke

n 
fo

r 
its

 
ef

fe
ct

iv
en

es
s.

 

 

W
he

re
 a

ct
io

n 
ha

s 
be

en
 ta

ke
n 

to
 m

ee
t 

co
m

pe
te

nc
y 

ne
ed

s,
 a

n 
ev

al
ua

tio
n 

m
us

t 
be

 m
ad

e 
re

gu
la

rl
y 

(a
t l

ea
st

 o
nc

e 
a 

ye
ar

) 
to

 e
ns

ur
e 

th
at

 it
 h

as
 b

ee
n 

ef
fe

ct
iv

e.
 

LM
 

 

R
ec

or
ds

 o
f r

ev
ie

w
s 

ca
rr

ie
d 

ou
t a

nd
 

di
sc

us
si

on
s 

w
ith

 
in

di
vi

du
al

s.
 

C
he

ck
 to

 s
ee

 th
at

 th
er

e 
is

 a
 

sy
st

em
 w

he
re

b
y 

tr
ai

ni
ng

 
re

su
lts

 a
re

 v
er

ifi
ed

. 

 

R
.0

9 
T

he
 li

ce
ns

or
 

m
ai

nt
ai

ns
 r

ec
or

ds
 o

f 
ac

tio
ns

 s
uc

h 
as

 
tr

ai
ni

ng
. 

 

E
ac

h 
pe

rs
on

 in
vo

lv
ed

 in
 th

e 
sc

he
m

e 
m

us
t h

av
e 

a 
re

co
rd

 o
f t

ra
in

in
g 

un
de

rt
ak

en
. 

S
M

 
P

er
so

nn
el

 fi
le

s 
av

ai
la

bl
e.

 
P

er
so

nn
el

 fi
le

s 
av

ai
la

bl
e.

 
C

he
ck

 w
ith

 th
e 

pe
rs

on
 

in
vo

lv
ed

 th
at

 th
e

y 
ha

ve
 

no
 o

bj
ec

tio
n 

to
 th

e 
as

se
ss

or
 lo

ok
in

g 
at

 th
ei

r 
pe

rs
on

ne
l f

ile
. 



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: R

E
S

O
U

R
C

E
S

 
V

er
si

on
 1

.0
 

P
ag

e 
39

 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�



�

��
�

 !
"#

$�
%�

%"
&

'
 %

"(
"#

)�
�

"$
!%

 *
) 

�
#

��
+�

,
�

-
�)

,
"�

%"
&

'
 %

"(
"#

)�
(

'
$)

�.
"�

(
")

�
�

"$
*

�
#

$ 
.

 / 
)0

�
�

1 
2

"#
!"

�
�

3)
"%

#
4/

�!
�

#
)%

�
/�*

/4
#

�

�

�
"(

4%
5$

�4
#

2
�

%"
+"

%"
#

!"
$�

R
.1

0 
T

he
 li

ce
ns

or
 h

as
 

ac
ce

ss
 to

 th
e 

U
E

F
A

 
ex

tr
an

et
 fo

r 
co

m
m

un
ic

at
io

n 
an

d 
ac

ce
ss

 to
 

in
fo

rm
at

io
n.

  

U
E

F
A

 e
xt

ra
ne

t a
gr

ee
m

en
t a

nd
 a

cc
es

s 
ar

e 
in

 p
la

ce
. T

he
 L

M
 c

he
ck

s 
th

e 
ex

tr
an

et
 fo

r 
ne

w
 in

fo
rm

at
io

n.
 

 

LM
 

U
E

F
A

 e
xt

ra
ne

t i
n 

pl
ac

e.
  

 

C
he

ck
 th

at
 th

e 
LM

 c
an

 
ac

ce
ss

 th
e 

ex
tr

an
et

 a
nd

 th
at

 
he

 u
nd

er
st

an
ds

 th
e 

pr
ot

oc
ol

s.
 

 

 

R
.1

1 
T

he
 li

ce
ns

or
 

m
ai

nt
ai

ns
 a

nd
 

up
da

te
s 

re
gu

la
rl

y 
al

is
t o

f e
xt

er
na

l 
or

ga
ni

sa
tio

ns
 o

r 
pe

op
le

 to
 b

e 
ca

lle
d 

up
on

 fo
r 

th
e 

as
se

ss
m

en
t o

f 
co

m
pl

ia
nc

e 
w

ith
 

te
ch

ni
ca

l c
rit

er
ia

.  

 W
he

re
 e

xt
er

na
l s

up
pl

ie
rs

 a
re

 u
se

d 
fo

r 
th

e 
as

se
ss

m
en

t o
f a

n 
ap

pl
ic

an
t’s

 
co

m
pl

ia
nc

e 
w

ith
 th

e 
cr

ite
ria

 in
 th

e 
cl

ub
 

lic
en

si
ng

 m
an

ua
l o

r 
na

tio
na

l 
do

cu
m

en
t(

s)
 th

en
 th

ey
 m

us
t b

e 
ch

os
en

 
fr

om
 a

 li
st

 m
ai

nt
ai

ne
d 

by
 th

e 
lic

en
so

r.
 

E
xa

m
pl

e:
 th

e 
te

ch
ni

ca
l e

xp
er

t i
n 

ch
ar

ge
 

of
 c

al
ib

ra
tio

n.
  

LM
 

U
p-

to
-d

at
e 

lis
t o

f 
ex

te
rn

al
 s

up
pl

ie
rs

 fo
r 

th
e 

ca
lib

ra
tio

n.
 

Lo
ok

 to
 s

ee
 th

at
 e

xt
er

na
l 

su
pp

lie
rs

 o
f s

er
vi

ce
s 

us
ed

 in
 

th
e 

as
se

ss
m

en
t o

f a
 c

lu
b 

ap
pe

ar
 o

n 
th

e 
lis

t. 

A
ls

o 
ta

ke
 in

to
 a

cc
ou

nt
 

IC
P

.0
5 

    



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: D

O
C

U
M

E
N

T
A

T
IO

N
 A

N
D

 R
E

C
O

R
D

S
 

V
er

si
on

 1
.0

 
P

ag
e 

40
 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�

��
��

�
�
�
�
�
	
�


�



�

�
��
�
�
��

	
�
�
�
�
�
�

��
��

��
	


�
�

�
�

�
�

�
	�



�

F
or

 th
e 

cl
ub

 li
ce

ns
in

g 
sc

he
m

e 
to

 o
pe

ra
te

 th
er

e 
ne

ed
s 

to
 b

e 
co

nt
ro

l o
ve

r 
th

e 
do

cu
m

en
ts

 a
nd

 r
ec

or
ds

 u
se

d 
by

 th
e 

lic
en

so
r.

 

 ��
��

��
�

�
��

�
�

	�
�

�
�

A
ll 

do
cu

m
en

ts
 m

us
t 

ha
ve

 a
n 

id
en

tit
y 

an
d 

is
su

e 
st

at
us

 s
o 

th
at

 o
nl

y 
th

e 
m

os
t 

up
 t

o 
da

te
 d

oc
um

en
ts

 a
re

 u
se

d.
 F

or
 t

he
 s

ch
em

e 
to

 b
e 

op
er

at
ed

 
ef

fe
ct

iv
el

y 
al

l t
he

 r
ec

or
ds

 g
en

er
at

ed
 m

us
t b

e 
ad

eq
ua

te
ly

 fi
le

d 
an

d 
st

or
ed

. 

 ��
��

��
�

�



�
�

	�
�
�

B
en

ef
its

 a
re

: 

• 
S

ta
ff 

ha
ve

 th
e 

co
nf

id
en

ce
 th

at
 th

ey
 a

re
 n

ot
 w

or
ki

ng
 w

ith
 o

ut
 o

f d
at

e 
an

d 
ob

so
le

te
 d

oc
um

en
ta

tio
n.

 

• 
R

ec
or

ds
 a

re
 e

as
y 

to
 lo

ca
te

 a
nd

 a
re

 le
gi

bl
e 

an
d 

tr
ac

ea
bl

e.
 



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: D

O
C

U
M

E
N

T
A

T
IO

N
 A

N
D

 R
E

C
O

R
D

S
 

V
er

si
on

 1
.0

 
P

ag
e 

41
 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�

��
��

��
�

�
�

�
	�

�
�

�



�
�
�

�



�

��
�

 !
"#

$�
%�

%"
&

'
 %

"(
"#

)�
�

"$
!%

 *
) 

�
#

��
+�

,
�

-
�)

,
"�

%"
&

'
 %

"(
"#

)�
(

'
$)

�.
"�

(
")

�
�

"$
*

�
#

$ 
.

 / 
)0

�
�

1 
2

"#
!"

�
�

3)
"%

#
4/

�!
�

#
)%

�
/�*

/4
#

�

�

�
"(

4%
5$

�4
#

2
�

%"
+"

%"
#

!"
$�

D
.0

1 
T

he
 li

ce
ns

or
 m

ai
nt

ai
ns

 
an

d 
up

da
te

s 
a 

m
as

te
r 

lis
t o

f a
ll 

pr
oc

ed
ur

es
. 

 

Lo
ca

l p
ro

ce
ss

es
, w

or
k 

in
st

ru
ct

io
ns

 a
nd

 
pr

oc
ed

ur
es

 r
el

at
in

g 
to

 c
lu

b 
lic

en
si

ng
 a

re
 

es
ta

bl
is

he
d 

an
d 

co
nt

ro
lle

d 
to

 e
ns

ur
e 

th
at

 th
e 

la
te

st
 is

su
e 

is
 a

va
ila

bl
e 

an
d 

va
lid

at
ed

. 

A
s 

a 
m

in
im

um
 th

e 
fo

llo
w

in
g 

pr
oc

ed
ur

es
 

ar
e 

do
cu

m
en

te
d:

 

• 
P

ro
ce

du
re

 fo
r 

re
vi

ew
in

g 
of

 li
ce

ns
in

g 
sy

st
em

 (
M

.0
9)

. 

• 
P

ro
ce

du
re

 fo
r 

co
m

m
un

ic
at

in
g 

in
te

rn
al

ly
 a

nd
 e

xt
er

na
lly

 (
M

.1
0)

. 

• 
P

ro
ce

du
re

 fo
r 

re
ga

rd
in

g 
th

e 
co

nf
id

en
tia

lit
y 

ag
re

em
en

ts
 (

R
.0

1)
. 

• 
P

ro
ce

du
re

 fo
r 

re
vi

ew
in

g 
in

de
pe

nd
en

ce
 (

R
.0

2,
 R

.0
3)

.  

• 
P

ro
ce

du
re

 fo
r 

F
IB

 a
nd

 a
pp

ea
ls

 
bo

d
y 

m
an

ag
em

en
t (

R
.0

4)
. 

• 
P

ro
ce

du
re

 fo
r 

jo
b 

de
sc

rip
tio

ns
 

(R
.0

6)
. 

• 
P

ro
ce

du
re

 fo
r 

tr
ai

ni
ng

 (
R

.0
7,

 R
.0

8,
 

R
.0

9)
.  

LM
 

C
on

tr
ol

le
d 

m
as

te
r 

lis
t 

of
 a

ll 
pr

oc
ed

ur
es

 a
nd

 
w

or
k 

in
st

ru
ct

io
ns

 u
se

d 
in

 th
e 

sc
he

m
e.

  

Li
st

ed
 p

ro
ce

du
re

s 
an

d 
ev

id
en

ce
 o

f t
he

ir 
fo

rm
al

 v
al

id
at

io
n 

(m
in

ut
es

, s
ig

na
tu

re
 o

n 
th

e 
or

ig
in

al
 p

ro
ce

du
re

, 
va

lid
at

io
n 

da
te

, e
tc

.)
 

R
ev

ie
w

 o
f p

ro
ce

du
re

 m
as

te
r 

lis
t a

nd
 r

an
do

m
 c

he
ck

 o
f 

lo
ca

l p
ro

ce
du

re
s.

 C
he

ck
 to

 
se

e 
if 

th
e 

do
cu

m
en

ts
 u

se
d 

by
 th

e 
co

lla
bo

ra
to

rs
 a

gr
ee

 
w

ith
 th

e 
th

e 
co

nt
en

t f
ig

ur
in

g 
on

 th
e 

m
as

te
r 

lis
t 

 



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: D

O
C

U
M

E
N

T
A

T
IO

N
 A

N
D

 R
E

C
O

R
D

S
 

V
er

si
on

 1
.0

 
P

ag
e 

42
 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�



�

��
�

 !
"#

$�
%�

%"
&

'
 %

"(
"#

)�
�

"$
!%

 *
) 

�
#

��
+�

,
�

-
�)

,
"�

%"
&

'
 %

"(
"#

)�
(

'
$)

�.
"�

(
")

�
�

"$
*

�
#

$ 
.

 / 
)0

�
�

1 
2

"#
!"

�
�

3)
"%

#
4/

�!
�

#
)%

�
/�*

/4
#

�

�

�
"(

4%
5$

�4
#

2
�

%"
+"

%"
#

!"
$�

 
 

• 
P

ro
ce

du
re

 fo
r 

fil
in

g 
an

d 
tr

ac
in

g 
lic

en
ce

 a
pp

lic
at

io
n 

do
cu

m
en

ts
 

(D
.0

2,
 D

.0
3)

. 

• 
P

ro
ce

du
re

 fo
r 

re
vi

ew
 o

f 
pe

rf
or

m
an

ce
 a

nd
 fo

r 
de

al
in

g 
w

ith
 

sy
st

em
 p

ro
bl

em
s 

(I
C

P
.0

1,
 IC

P
.0

2,
 

IC
P

.0
3)

. 

 
 

 
 

D
.0

2 
T

he
 li

ce
ns

or
 h

as
 a

 
pr

oc
ed

ur
e 

fo
r 

fil
in

g 
an

d 
ar

ch
iv

in
g 

of
 d

oc
um

en
ts

. 

T
he

re
 is

 r
eg

ul
ar

 c
on

tr
ol

 o
f t

he
 r

ec
or

ds
 o

f 
th

e 
cl

ub
-li

ce
ns

in
g 

sc
he

m
e.

 T
he

se
 

re
co

rd
s 

ar
e 

ke
pt

 in
 a

cc
or

da
nc

e 
w

ith
 

ea
ch

 c
ou

nt
ry

’s
 r

eq
ui

re
m

en
ts

. T
hi

s 
m

us
t 

be
 fo

r 
a 

m
in

im
um

 o
f 3

 y
ea

rs
. 

 T
he

 d
ec

is
io

ns
 ta

ke
n 

by
 th

e 
F

IB
 o

r 
ap

pe
al

s 
bo

d
y 

ar
e 

ke
pt

 fo
r 

10
 y

ea
rs

 

LM
 

 

E
vi

de
nc

e 
th

at
 r

ec
or

ds
 

ar
e 

ke
pt

 in
 li

ne
 w

ith
 

th
e 

pr
oc

ed
ur

e 
fo

r 
fil

in
g 

an
d 

ar
ch

iv
in

g.
 

A
ll 

do
cu

m
en

ts
 r

el
at

in
g 

to
 a

n 
ap

pl
ic

at
io

n 
ar

e 
ke

pt
 fo

r 
a 

m
in

im
um

 o
f 

3 
ye

ar
s 

or
 lo

ng
er

 if
 s

o 
re

qu
ire

d 
b

y 
lo

ca
l 

le
gi

sl
at

io
n.

 

A
ll 

de
ci

si
on

s 
by

 th
e 

de
ci

si
on

-m
ak

in
g 

bo
di

es
 a

re
 k

ep
t f

or
 1

0 
ye

ar
s 

as
 a

 m
in

im
um

. 

C
he

ck
 fo

r 
ev

id
en

ce
 th

at
 

re
co

rd
s 

ar
e 

ke
pt

 in
 li

ne
 w

ith
 

th
e 

pr
oc

ed
ur

e 
fo

r 
fil

in
g 

an
d 

ar
ch

iv
in

g.
 

 C
he

ck
 b

y 
in

te
rv

ie
w

 w
ith

 th
e 

st
af

f m
em

be
rs

 c
on

ce
rn

ed
 

an
d 

th
e 

m
an

ag
em

en
t o

f t
he

 
na

tio
na

l e
nt

ity
. 

 



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: D

O
C

U
M

E
N

T
A

T
IO

N
 A

N
D

 R
E

C
O

R
D

S
 

V
er

si
on

 1
.0

 
P

ag
e 

43
 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�



�

��
�

 !
"#

$�
%�

%"
&

'
 %

"(
"#

)�
�

"$
!%

 *
) 

�
#

��
+�

,
�

-
�)

,
"�

%"
&

'
 %

"(
"#

)�
(

'
$)

�.
"�

(
")

�
�

"$
*

�
#

$ 
.

 / 
)0

�
�

1 
2

"#
!"

�
�

3)
"%

#
4/

�!
�

#
)%

�
/�*

/4
#

�

�

�
"(

4%
5$

�4
#

2
�

%"
+"

%"
#

!"
$�

D
.0

3 
T

he
 li

ce
ns

or
 m

us
t h

av
e 

a 
fil

in
g 

sy
st

em
 

co
nt

ai
ni

ng
 a

 fi
le

 fo
r 

ea
ch

 
cl

ub
 w

ith
 a

t l
ea

st
 th

e 
fo

llo
w

in
g:

 

• 
T

he
 a

pp
lic

at
io

n.
 

• 
C

or
re

sp
on

de
nc

e.
 

• 
A

ll 
re

co
rd

s 
an

d 
ce

rt
ifi

ca
te

s 
id

en
tif

ie
d 

in
 th

e 
co

re
 p

ro
ce

ss
. 

• 
R

ef
er

en
ce

 to
 w

he
re

 
ev

id
en

ce
 is

 h
el

d 
in

 
th

e 
Li

ce
ns

or
 if

 n
ot

 in
 

th
e 

cl
ub

’s
 fi

le
. 

• 
C

on
fir

m
at

io
n 

of
 

lic
en

ce
 d

ec
is

io
n.

 

 

E
st

ab
lis

h 
m

et
ho

ds
 fo

r 
id

en
tif

yi
ng

 a
nd

 
w

he
re

 a
pp

lic
ab

le
 e

ns
ur

in
g 

tr
ac

ea
bi

lty
 o

f 
do

cu
m

en
ta

tio
n 

th
ro

ug
h 

th
e 

re
co

rd
in

g 
an

d 
st

or
in

g 
of

 d
oc

um
en

ta
tio

n 
re

la
tin

g 
to

 
lic

en
se

d 
cl

ub
s.

  

C
us

to
m

er
 fi

le
s 

an
d 

do
cu

m
en

ts
 m

us
t 

sh
ow

: 

• 
N

am
e 

of
 li

ce
nc

e 
ap

pl
ic

an
t. 

• 
D

at
e 

or
 v

er
si

on
.  

 

LM
 

 

C
he

ck
 fi

le
s 

fo
r:

 

• 
T

he
 a

pp
lic

at
io

n.
 

• 
C

or
re

sp
on

de
nc

e.
 

• 
A

ll 
re

co
rd

s 
an

d 
ce

rt
ifi

ca
te

s 
id

en
tif

ie
d 

in
 th

e 
co

re
 p

ro
ce

ss
. 

• 
R

ef
er

en
ce

 to
 

w
he

re
 e

vi
de

nc
e 

is
 

he
ld

 in
 th

e 
lic

en
so

r 
if 

no
t i

n 
th

e 
fil

e.
 

• 
C

on
fir

m
at

io
n 

of
 

lic
en

ce
 d

ec
is

io
n.

 

 

R
an

do
m

 s
el

ec
tio

n 
of

 tw
o 

do
ss

ie
rs

 o
f a

pp
lic

an
t c

lu
bs

 
an

d 
ch

ec
k 

if 
th

ey
 a

re
 

co
m

pl
et

e.
 

F
ol

lo
w

 th
ro

ug
h 

an
 

ap
pl

ic
at

io
n 

to
 li

ce
nc

e 
is

su
e 

or
 r

ej
ec

tio
n 

to
 s

ee
 if

 a
ll 

th
e 

re
le

va
nt

 d
oc

um
en

ta
tio

n 
is

 
id

en
tif

ie
d 

an
d 

w
he

re
 

ap
pl

ic
ab

le
 tr

ac
ea

bl
e.

 

 C
he

ck
 th

at
 a

pp
lic

at
io

ns
 

m
ad

e 
du

rin
g 

th
e 

la
st

 th
re

e 
ye

ar
s 

ar
e 

av
ai

la
bl

e 
an

d 
co

m
pl

et
e.

 

 



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: D

O
C

U
M

E
N

T
A

T
IO

N
 A

N
D

 R
E

C
O

R
D

S
 

V
er

si
on

 1
.0

 
P

ag
e 

44
 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�



�

��
�

 !
"#

$�
%�

%"
&

'
 %

"(
"#

)�
�

"$
!%

 *
) 

�
#

��
+�

,
�

-
�)

,
"�

%"
&

'
 %

"(
"#

)�
(

'
$)

�.
"�

(
")

�
�

"$
*

�
#

$ 
.

 / 
)0

�
�

1 
2

"#
!"

�
�

3)
"%

#
4/

�!
�

#
)%

�
/�*

/4
#

�

�

�
"(

4%
5$

�4
#

2
�

%"
+"

%"
#

!"
$�

D
.0

4 
T

he
 li

ce
ns

or
 e

ns
ur

es
 

th
at

 a
ll 

do
cu

m
en

ts
 u

se
d 

fo
r 

th
e 

cl
ub

 li
ce

ns
in

g 
sc

he
m

e 
sh

ow
 a

n 
is

su
e 

st
at

us
. 

 

E
ac

h 
do

cu
m

en
t i

n 
th

e 
sy

st
em

 m
us

t b
e 

m
ar

ke
d 

ei
th

er
 w

ith
 a

n 
is

su
e 

st
at

us
 

an
d/

or
 d

at
e 

of
 is

su
e.

 

M
ak

e 
su

re
 th

at
 w

he
re

 d
oc

um
en

ts
 th

at
 

ar
e 

ou
t o

f d
at

e 
or

 n
o 

lo
ng

er
 v

al
id

 a
re

 
ke

pt
, t

ha
t t

he
y 

ar
e 

id
en

tif
ie

d 
as

 b
ei

ng
 

ou
t o

f d
at

e.
 

LM
 

T
he

 d
oc

um
en

ts
 u

se
d 

in
 th

e 
cl

ub
 li

ce
ns

in
g 

sc
he

m
e.

 

 

C
he

ck
 to

 s
ee

 th
at

 th
e 

do
cu

m
en

ts
 s

ho
w

 a
n 

is
su

e 
st

at
us

 a
nd

 th
at

 p
os

si
bl

e 
ou

t-
of

-d
at

e 
do

cu
m

en
ts

 A
re

 
cl

ea
rl

y 
id

en
tif

ie
d 

as
 s

uc
h 

an
d 

th
at

 th
er

e 
is

 n
o 

ris
k 

of
 

th
em

 b
ei

ng
 u

se
d 

in
 th

e 
cl

ub
 

lic
en

si
ng

 s
ch

em
e.

 

 

 

D
.0

5 
T

he
 li

ce
ns

or
 e

ns
ur

es
 

th
at

 o
rig

in
al

 d
oc

um
en

ts
 

pr
ov

id
ed

 b
y 

cl
ub

s 
as

 
pa

rt
 o

f t
he

 a
pp

lic
at

io
n 

ar
e 

re
tu

rn
ed

 in
 th

e 
sa

m
e 

co
nd

iti
on

 th
at

 th
ey

 w
er

e 
re

ce
iv

ed
. 

T
he

 li
ce

ns
or

 c
re

at
es

 a
nd

 r
eg

ul
ar

ly
 

up
da

te
s 

a 
lis

t o
f o

rig
in

al
 d

oc
um

en
ts

 
re

ce
iv

ed
, c

op
ie

s 
th

em
 (

w
ith

 m
en

tio
ni

ng
 

of
 th

e 
da

te
 o

n 
w

hi
ch

 th
e 

co
py

 h
as

 b
ee

n 
m

ad
e)

 a
nd

 r
et

ur
ns

 th
e 

or
ig

in
al

s 
b

y 
a 

se
cu

re
 m

et
ho

d 
su

ch
 a

s 
re

gi
st

er
ed

 m
ai

l. 
T

he
 d

at
e 

on
 w

hi
ch

 th
e

y 
ha

ve
 b

ee
n 

re
tu

rn
ed

 m
us

t b
e 

re
gi

st
er

ed
. C

op
ie

s 
re

ta
in

ed
 a

re
 id

en
tif

ie
d 

on
 th

e 
do

ss
ie

r 
th

at
 th

e 
or

ig
in

al
 w

as
 s

ee
n.

  

LM
 

D
oc

um
en

t l
is

t  

C
op

ie
s 

of
 d

oc
um

en
ts

 
ar

e 
id

en
tif

ie
d 

as
 s

uc
h 

 R
ec

or
d 

of
 th

e 
da

te
s 

of
 

re
ce

ip
t a

nd
 r

et
ur

n 
of

 
th

e 
or

ig
in

al
s.

 

 R
ev

ie
w

 th
e 

di
ff

er
en

t 
ap

pl
ic

an
t f

ile
s 

an
d 

ch
ec

k 
th

at
 c

op
y 

do
cu

m
en

ts
 a

re
 

id
en

tif
ie

d 
as

 s
uc

h.
 i.

e.
 d

at
e 

of
 c

op
yi

ng
 s

ho
w

n.
 

R
ec

or
d 

of
 r

et
ur

n 
of

 o
rig

in
al

s 
to

 th
e 

ap
pl

ic
an

t c
lu

bs
 to

 b
e 

on
 th

ei
r 

re
sp

ec
tiv

e 
fil

e.
 

 



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: I

N
T

E
R

N
A

L 
C

O
N

T
R

O
L 

P
LA

N
 

V
er

si
on

 1
.0

 
P

ag
e 

45
 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�

��
��


�


	
�
�
�
�
��

�
�


�
�
�
��

�
�
�
�

��
��

��
	


�
�

�
�

�
�

�
	�



�

In
 o

rd
er

 fo
r 

th
e 

cl
ub

 li
ce

ns
in

g 
to

 b
e 

ef
fe

ct
iv

e 
ch

ec
ks

 a
s 

to
 it

s 
ef

fe
ct

iv
en

es
s 

an
d 

ef
fic

ie
nc

y 
m

us
t b

e 
m

ad
e 

re
gu

la
rly

. 

 ��
��

��
��

�
��

�
�

	�
�

�
�

T
o 

ch
ec

k 
pe

rio
di

ca
lly

 t
o 

se
e 

if 
th

e 
sy

st
em

 i
s 

op
er

at
in

g 
co

rr
ec

tly
 a

nd
 t

ak
e 

ac
tio

n 
ne

ce
ss

ar
y 

to
 e

ns
ur

e 
th

at
 t

he
 r

eq
ui

re
m

en
ts

 o
f 

th
e 

pr
es

en
t 

st
an

da
rd

 a
re

 m
et

.  

T
he

re
 is

 a
ls

o 
a 

ne
ed

 to
 lo

ok
 a

t t
he

 r
is

ks
 th

at
 th

e 
cl

ub
 li

ce
ns

in
g 

sy
st

em
 m

ay
 e

nc
ou

nt
er

 a
nd

 e
ns

ur
e 

th
at

 th
es

e 
ris

ks
 a

re
 k

ep
t t

o 
a 

m
in

im
um

 w
ith

 
re

ga
rd

 to
 th

e 
ob

je
ct

iv
es

. 

 ��
��

��
�

�



�
�

	�
�
�

B
en

ef
its

 a
re

: 

• 
P

er
io

di
c 

ch
ec

ks
 o

n 
th

e 
sy

st
em

 to
 e

ns
ur

e 
th

at
 th

e 
th

er
e 

is
 n

o 
ga

p 
be

tw
ee

n 
th

e 
co

nd
iti

on
s 

of
 is

su
in

g 
lic

en
ce

s 
to

 th
e 

cl
ub

s 
an

d 
th

e 
m

in
im

um
 

re
qu

ire
m

en
ts

 d
ef

in
ed

 in
 th

e 
pr

es
en

t s
ta

nd
ar

d.
 

• 
O

n 
th

e 
ba

si
s 

of
 th

e 
fin

di
ng

s 
of

 th
e 

ch
ec

ks
, i

m
pr

ov
em

en
ts

 c
an

 b
e 

m
ad

e.
 

• 
A

 c
le

ar
 u

nd
er

st
an

di
ng

 o
f t

he
 c

lu
bs

’ s
at

is
fa

ct
io

n 
w

ith
 th

e 
sc

he
m

e 
an

d 
an

 e
ffi

ci
en

t b
as

is
 fo

r 
im

pr
ov

in
g 

th
ei

r 
sa

tis
fa

ct
io

n 
w

he
re

 a
pp

ro
pr

ia
te

. 

 	#
)"

%#
4/

�!
�

#
)%

�
/$

�4
$�

-
"/

/�
4$

�)
,

"�
+�

//�
-

6'
*

��
+�

!�
%%

"!
) 

1"
�4

#
2

�*
%"

1"
#

) 
1"

�4
!)

 �
#

$�
4%

"�
"3

4(
 #

"2
�4

#
2

�)
45

"#
� 

#
)�

�!
�

#
$ 

2
"%

4)
 �

#
�.

0�
),

"�
!"

%)
 +

0 
#

7
�.

�
2

0�
2

'
% 

#
7

�)
,

"�
0"

4%
/0

�1
"%

 +
 !

4)
 �

#
���

,
"0

�4
%"

�)
�

�.
"�

 (
*

/"
(

"#
)"

2
�.

"+
�

%"
�)

,
"�

!"
%)

 +
0 

#
7

�.
�

2
0�

!�
(

"$
�4

#
2

�)
�

�.
"�

*
%"

$"
#

)"
2

�)
�

�
,

 (
��



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: I

N
T

E
R

N
A

L 
C

O
N

T
R

O
L 

P
LA

N
 

V
er

si
on

 1
.0

 
P

ag
e 

46
 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�

��
��

��
�

�
�

�
	�

�
�

�



�
�
�

 



�

��
�

 !
"#

$�
%�

%"
&

'
 %

"(
"#

)�
�

"$
!%

 *
) 

�
#

��
#

�,
�

-
�)

,
"�

%"
&

'
 %

"(
"#

)�
(

'
$)

�.
"�

(
")

�
�

"$
*

�
#

$ 
.

 / 
)0

�
�

1 
2

"#
!"

�
�

3)
"%

#
4/

�!
�

#
)%

�
/�*

/4
#

�

�

�
"(

4%
5$

�4
#

2
�

%"
+"

%"
#

!"
$�

IC
P

.0
1 

T
he

 li
ce

ns
or

 o
bt

ai
ns

 
fe

ed
ba

ck
 o

n 
th

e 
ef

fe
ct

iv
en

es
s 

of
 th

e 
sy

st
em

 fr
om

 th
e 

lic
en

se
es

. 

E
st

ab
lis

h 
a 

m
et

ho
d 

fo
r 

ob
ta

in
in

g 
pe

rio
di

c 
fe

ed
ba

ck
 fr

om
 li

ce
ns

ee
s.

 

T
hi

s 
m

us
t i

nc
lu

de
 a

 m
et

ho
d 

of
 r

ec
or

di
ng

 
an

d 
re

so
lv

in
g 

co
m

pl
ai

nt
s.

 

LM
 

 

E
vi

de
nc

e 
of

 g
at

he
rin

g 
of

 fe
ed

ba
ck

 fr
om

 th
e 

lic
en

se
es

 a
nd

 d
at

a 
on

 
co

m
pl

ai
nt

s 
e.

g.
: 

• 
Q

ue
st

io
nn

ai
re

 

• 
C

or
re

sp
on

de
nc

e 
fr

om
 th

e 
cl

ub
s 

(o
r 

ot
he

r 
re

le
va

nt
 

pa
rt

ie
s)

 r
eg

ar
di

ng
 

th
ei

r 
fe

ed
ba

ck
 

(p
os

iti
ve

 o
r 

ne
ga

tiv
e)

 

• 
M

in
ut

es
 a

nd
/o

r 
ac

tio
n 

lis
ts

 o
f 

m
ee

tin
gs

.  

 

R
ev

ie
w

 o
f e

vi
de

nc
e 

an
d 

sa
m

pl
e 

co
m

pl
ai

nt
s 

as
 w

el
l 

as
 h

ow
 th

e
y 

ar
e 

de
al

t w
ith

. 

 

 



 �

 ©
 U

E
F

A
 2

00
3 

R
E

Q
U

IR
E

M
E

N
T

S
: I

N
T

E
R

N
A

L 
C

O
N

T
R

O
L 

P
LA

N
 

V
er

si
on

 1
.0

 
P

ag
e 

47
 

�
�

�
�

��
�

�
�

��
	�

�



�
	


�
��



�

�
�

�
�

��
�

�
�

�



��
��

��
��

��
�



�

�
	�



�

�
��

�
�

�
�

�
�

�
��

�
�



��

	�
�



�

	

�

��
�

�



�
�

�
�

�



�

��
�

 !
"#

$�
%�

%"
&

'
 %

"(
"#

)�
�

"$
!%

 *
) 

�
#

��
#

�,
�

-
�)

,
"�

%"
&

'
 %

"(
"#

)�
(

'
$)

�.
"�

(
")

�
�

"$
*

�
#

$ 
.

 / 
)0

�
�

1 
2

"#
!"

�
�

3)
"%

#
4/

�!
�

#
)%

�
/�*

/4
#

�

�

�
"(

4%
5$

�4
#

2
�

%"
+"

%"
#

!"
$�

IC
P

.0
2 

  T
he

 li
ce

ns
or

 
ev

al
ua

te
s 

th
ro

ug
h 

in
te

rn
al

 a
ud

its
 th

e 
ef

fe
ct

iv
en

es
s 

of
 h

is
 

pr
oc

ed
ur

es
 fo

r 
th

e 
cl

ub
 li

ce
ns

in
g 

sy
st

em
, 

i.e
.: 

th
e 

ac
hi

ev
em

en
t 

of
 th

e 
st

at
ed

 
ob

je
ct

iv
es

. 

E
st

ab
lis

h 
a 

pl
an

 fo
r 

ca
rr

yi
ng

 o
ut

 in
te

rn
al

 
au

di
ts

 fo
r 

th
e 

co
m

pl
et

e 
cl

ub
 li

ce
ns

in
g 

sy
st

em
. P

ro
vi

de
 tr

ai
ni

ng
 fo

r 
th

e 
au

di
to

rs
 

on
 h

ow
 to

 c
on

du
ct

 th
e 

au
di

ts
 a

nd
 e

ns
ur

e 
th

at
 th

er
e 

is
 a

 s
ys

te
m

 fo
r 

de
al

in
g 

w
ith

 
pr

ob
le

m
s 

ar
is

in
g 

fr
om

 th
e 

au
di

ts
, i

n 
or

de
r 

to
 e

ns
ur

e 
th

at
, w

he
re

 th
er

e 
ar

e 
pr

ob
le

m
s,

 th
es

e 
ar

e 
ad

eq
ua

te
ly

 
re

so
lv

ed
.  

T
he

 a
ud

ito
rs

 m
us

t n
ot

 r
ev

ie
w

 th
ei

r 
ow

n 
w

or
k.

 

F
or

 g
ui

da
nc

e 
re

fe
r 

to
 ”

E
xt

er
na

l c
on

tr
ol

 
pl

an
” 

he
ad

in
g.

 

S
ee

 a
ls

o 
re

qu
ire

m
en

t M
.0

9:
 “

T
he

 
lic

en
so

r 
m

us
t c

on
du

ct
 r

ev
ie

w
s 

of
 th

e 
cl

ub
 li

ce
ns

in
g 

sy
st

em
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e 
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A
ud

it 
pl

an
. 

A
ud

it 
re

co
rd

s.
 

A
ct

io
ns

 ta
ke

n 
fr

om
 

au
di

t r
ec

or
ds

. 

C
he

ck
 th

at
 th

er
e 

is
 a

n 
au

di
t 

pl
an

. C
he

ck
 r

ec
or

ds
 o

f t
he

 
au

di
ts

 to
 s

ee
 th

at
 th

ey
 a

re
 

on
 s

ch
ed

ul
e 

an
d 

th
at

 w
he

re
 

pr
ob

le
m

s 
ha

ve
 b

ee
n 

id
en

tif
ie

d 
b

y 
th

is
 o

cc
as

io
n,

 
th

e 
la

tte
r 

w
er

e 
th

or
ou

gh
ly

 
an

al
ys

ed
 a

nd
 a

ct
io

ns
 fo

r 
im

pr
ov

in
g 

or
 r

es
ol

vi
ng

 h
av

e 
be

en
 d

ec
id

ed
.  

C
on

tr
ol

 th
e 

fo
llo

w
-u

p 
on

 
po

ss
ib

le
 a

ct
io

ns
 o

f 
im

pr
ov

em
en

t. 
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T
he

 li
ce

ns
or

 h
as

 a
 

m
et

ho
d 

of
 c

ol
le

ct
in

g,
 

an
al

ys
in

g 
an

d 
re

vi
ew

in
g 

al
l d

at
a 

fr
om

 th
e 

cl
ub

 
lic

en
si

ng
 s

ys
te

m
 in

 
or

de
r 

to
 in

cr
ea

se
 it

s 
ef

fic
ie

nc
y 

ta
ki

ng
 in

to
 

ac
co

un
t t

he
 p

ol
ic

ie
s 

an
d 

ob
je

ct
iv

es
.  

T
he

 d
at

a 
th

at
 is

 c
ol

le
ct

ed
 th

ro
ug

h 
au

di
ts

, 
lic

en
se

e 
fe

ed
ba

ck
 a

nd
 in

 r
es

po
ns

e 
to

 
pr

ob
le

m
s 

m
us

t b
e 

an
al

ys
ed

 a
nd

 
ev

al
ua

te
d 

to
 e

st
ab

lis
h 

th
e 

ef
fe

ct
iv

en
es

s 
of

 th
e 

sy
st

em
s 

an
d 

w
ith

 a
 v

ie
w

 to
 

co
nt

in
ua

l i
m

pr
ov

em
en

ts
. 

S
ee

 a
ls
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T

he
 li

ce
ns

or
 m

us
t 

co
nd

uc
t r

ev
ie

w
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of
 th

e 
cl

ub
 li

ce
ns

in
g 

sy
st

em
 a

t l
ea

st
 o

nc
e 

a 
ye

ar
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E
vi

de
nc

e 
of

 th
e 

an
al

ys
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 c
ar

rie
d 

ou
t 

an
d 

an
y 

im
pr

ov
em

en
ts

  
m

ad
e.

 

C
he

ck
 to

 s
ee

 th
at

 th
er

e 
is

 
ev

id
en

ce
 o

f t
he

 a
na

ly
si

s 
ca

rr
ie

d 
ou
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nd

 a
ny

 
im

pr
ov

em
en
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ad
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T
he

 li
ce

ns
or

 c
on

du
ct

s 
ris

k 
as

se
ss

m
en

t 
ag

ai
ns

t t
he

 s
ch

em
e 

an
d 

co
re

 p
ro

ce
ss

 to
 

se
e 

w
he

re
 p

ro
bl

em
s 

m
ay

 a
ris

e.
  

T
he

 li
ce

ns
or

 m
us

t p
ro

vi
de

 e
vi

de
nc

e 
of

 
th

at
 a

 r
is

k 
as

se
ss

m
en

t h
as

 b
ee

n 
ca

rr
ie

d 
ou

t o
n 

th
e 

cl
ub

 li
ce

ns
in

g 
sc

he
m

e 
an

d 
th

at
m

iti
ga

tin
g 

ac
tio

n 
to

 r
ed

uc
e 

to
 a

n 
ac

ce
pt

ab
le

 le
ve

l t
he

 li
ke

lih
oo

d 
of

 th
e 

id
en

tif
ie

d 
ris

k 
oc

cu
rr

in
g 

w
as

 ta
ke

n.
 

O
n 

th
e 

ba
si

s 
of

 th
is

 a
na

ly
si

s,
 a

ct
io

n 
is

 to
 

be
 ta

ke
n 

to
 m

ak
e 

su
re

 th
at

 th
e 

id
en

tif
ie

d 
ris

ks
 a

re
 u

nd
er

 c
on

tr
ol

 a
nd

/o
r 

re
m

ai
n 

on
 

an
 a

cc
ep

ta
bl

e 
le

ve
l..
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R
ep

or
ts

 o
f b

ot
h 

 r
is

k 
as

se
ss

m
en

t a
nd

 
ac

tio
ns

 ta
ke

n 
on

 th
e 

ba
si

s 
of

 th
e 

ris
k 

as
se

ss
m

en
t. 

 

C
he

ck
 r

is
k 

as
se

ss
m

en
t 

ou
tp

ut
 a

nd
 e

st
ab

lis
h 

w
he

th
er

 
ac

tio
ns

 h
av

e 
be

en
 ta

ke
n.

 

 C
he

ck
 th

at
 th

e 
la

tte
r 

w
er

e 
re

co
rd

ed
 a

nd
 fo

llo
w

ed
-u

p.
 

R
em

ar
ks

: 

• 
R

is
k 

of
 fa

ilu
re

. 

• 
M

is
us

e 
of

 
po

w
er

. 

• 
B

rib
er

y.
 

IC
P

.0
5 

T
he

 li
ce

ns
or

 
es

ta
bl

is
he

s 
a 

re
co

rd
 

of
 a

ll 
cr

ite
ria

 th
at

 
re

qu
ire

 c
al

ib
ra

tio
n 

to
ge

th
er

 w
ith

 
ca

lib
ra

tio
n 

te
st

 r
es

ul
ts

 
(e

.g
. t

ap
e 

m
ea

su
re

s 
an

d 
lig

ht
 m

et
er

s)
. 

T
he

 li
ce

ns
or

 e
ns

ur
es

 th
at

 m
ea

su
rin

g 
de

vi
ce

s 
ar

e 
ca

lib
ra

te
d 

to
 n

at
io

na
l 

st
an

da
rd

s 
an

d 
re

co
rd

s 
ke

pt
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R
ec

or
ds

 o
f c

al
ib

ra
tio

n 
co

ve
rin

g 
ite

m
s 

to
ge

th
er

 w
ith

 
re

ca
lib

ra
tio

n 
tim

es
. 

Li
st

 o
f e

xt
er

na
l 

ca
lib

ra
tio

n 
de

liv
er

er
s.

 

R
ev

ie
w

 o
f r

ec
or

ds
 o

f  
ca

lib
ra

tio
n 

an
d 

m
ea

su
rin

g 
de

vi
ce

s.
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T
he
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or

e 
pr

oc
es

s 
la

ys
 d

ow
n 

th
e 

m
in

im
um

 r
eq

ui
re

m
en

ts
 fo

r 
th

e 
lic

en
so

r 
to

 o
pe

ra
te

 th
e 

cl
ub

 li
ce

ns
in

g 
sc

he
m

e.
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F
or

 a
ll 

lic
en

so
rs

 to
 h

av
e 

a 
ba

se
 p

ro
ce

ss
 to

 w
or

k 
fr

om
 w

ill
 g

iv
e 

th
e 

cl
ub

s 
co

nf
id

en
ce

 th
at

 th
ey

 a
re

 a
ll 

be
in

g 
de

al
t w

ith
 in

 a
n 

eq
ui

ta
bl

e 
w

ay
. 

 ��
8�

��
�

�



�
�

	�
�
�

B
en
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its

 a
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C

on
si

st
en

cy
 a

nd
 tr

an
sp

ar
en

cy
 a

cr
os

s 
al

l l
ic

en
so

rs
 c

on
ce

rn
in

g 
th

e 
m

in
im

um
 r

eq
ui

re
m

en
ts

 fo
r 

th
e 

cl
ub

 li
ce

ns
in

g 
pr

oc
es

s.
 

• 
A

 f
le

xi
bl

e 
pr

oc
es

s 
th

at
 t

he
 li

ce
ns

or
 c

an
 e

as
ily

 a
da

pt
 a

nd
 s

up
pl

em
en

t 
w

ith
in

 t
he

 f
ra

m
ew

or
k 

of
 it

s 
na

tio
na

l c
lu

b 
lic

en
si

ng
 m

an
ua

l, 
in

te
rn

al
 

or
ga

ni
sa

tio
n 

an
d 

ne
ed

s,
 i

n 
or

de
r 

to
 r

un
 i

t 
as

 a
 s

ys
te

m
 t

ha
t 

pr
ov

id
es

 l
ic

en
ce

 a
pp

lic
an

ts
 w

ith
 e

ffi
ci

en
t 

an
d 

va
lu

e-
ad

de
d 

se
rv

ic
es

 (
e.

g.
 

be
nc

hm
ar

ki
ng

).
 

• 
P

ro
ce

ss
 a

lre
ad

y 
ag

re
ed

 o
n 

by
 a

ll 
pa

rt
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T
he

re
 is

 a
 c

lu
b 

lic
en

si
ng

 p
ro

ce
ss

 
in

cl
ud

in
g 

th
e 

m
in

im
um

 
re

qu
ire

m
en

ts
 d

ef
in

ed
 in

 
th

e 
co

re
 p

ro
ce

ss
. 

T
he

 li
ce

ns
or

 p
ro

du
ce

s 
a 

de
sc

rip
tio

n 
an

d/
or

 a
 c

ha
rt

 (
flo

w
ch

ar
t)

 e
xp

la
in

in
g 

ho
w

 th
e 

lic
en

si
ng

 p
ro

ce
ss

 is
 

m
an

ag
ed

. T
he

 li
ce

ns
in

g 
pr

oc
es

s 
in

cl
ud

es
 th

e 
m

in
im

um
 r

eq
ui

re
m

en
ts

 o
f 

th
e 

U
E

F
A

 c
or

e 
pr

oc
es

s 
 s

ho
w

n 
in

 th
e 

ta
bl

e 
of

 th
e 

co
re

 p
ro

ce
ss

( 
se

e 
A

pp
en

di
x 

II)
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Li
ce

ns
in

g 
pr

oc
es

s 
de

sc
rip

tio
n 

an
d/

or
 

ch
ar

t s
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w
in

g 
th

e 
m

od
al

iti
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 o
f r

un
ni

ng
 

of
 th

e 
cl

ub
 li

ce
ns

in
g 

sc
he

m
e.
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C
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ck
 th

at
 th

e 
na

tio
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l 
en

tit
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s 

a 
de

sc
rip

tio
n 

an
d/
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 c
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w
in

g 
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m
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T
he

 li
ce

ns
or

 p
ro

du
ce

s 
do

cu
m

en
ts

 fo
r 

di
st

rib
ut

io
n 

to
 li

ce
nc

e 
ap

pl
ic

an
ts

. 

1)
 T

he
 li

ce
ns

or
 p

re
pa

re
s 

do
cu

m
en

ts
 

fo
r 

di
st

rib
ut

io
n 

w
hi

ch
 in

cl
ud

e 
as

 a
 

m
in

im
um

: 

• 
T

he
 n

at
io

na
l a

cc
re

di
te

d 
cl

ub
 

cr
ite

ria
. 

• 
G

ui
da

nc
e 

no
te

s 
in

cl
ud

in
g 

ch
ec

kl
is

ts
 fo

r 
th

e 
cl

ub
s 

on
 h

ow
 to

 
m

ee
t t

he
 c

rit
er

ia
.  

• 
P

er
so

n 
fo

r 
th

e 
cl

ub
s 

to
 c

on
ta

ct
 

(L
M

).
 

• 
C

on
fid

en
tia

lit
y 

co
m

m
itm

en
t f

ro
m

 
th

e 
lic

en
so

r 
to

 th
e 

lic
en

se
e.

 

• 
T

im
et

ab
le

 a
cc

or
di

ng
 to

 w
hi

ch
 

cl
ub

s 
m

us
t p

ro
vi

de
 e

vi
de

nc
e 

w
ith

 
cr

ite
ria

 (
se

e 
A

pp
en

di
x 

I)
 

 
D

oc
um

en
ts

 fo
r 

di
st

rib
ut

io
n 

in
cl

ud
in

g 
as

 a
 m

in
im

um
:  

• 
T

he
 n

at
io

na
l 

ac
cr

ed
ite

d 
cl

ub
 

cr
ite

ria
. 

• 
G

ui
da

nc
e 

no
te

s 
in

cl
ud

in
g 

ch
ec

kl
is

ts
 fo

r 
th

e 
cl

ub
s 

on
 h

ow
 to

 
m

ee
t t

he
 c

rit
er

ia
.  

• 
P

er
so

n 
fo

r 
th

e 
cl

ub
s 

to
 c

on
ta

ct
 

(L
M

).
 

• 
C

on
fid

en
tia

lit
y 

co
m

m
itm

en
t f

ro
m

 
th

e 
lic

en
so

r 
to

 th
e 

lic
en

se
e.

 

• 
T

im
et

ab
le

 b
y 

w
hi

ch
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lu
bs

 m
us

t 
pr

ov
id

e 
ev

id
en

ce
 

w
ith

 c
rit

er
ia

 (
se

e 
A

pp
en

di
x 

I)
 

C
he

ck
 th

e 
ex

is
te

nc
e 

of
 th

e 
re

le
va

nt
 d

oc
um

en
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 a
nd

 th
e 

da
te

 o
n 

w
hi

ch
 th

e
y 

w
er

e 
re

al
ly

 s
en

t t
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th
e 

ap
pl

ic
an

t 
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ub
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T
he

 li
ce

ns
or

 d
is

tr
ib

ut
es

 
do

cu
m

en
ts

 to
 li

ce
nc

e 
ap

pl
ic

an
ts

. 

2)
 T

he
 li

ce
ns

or
 s

en
ds

 p
re

pa
re

d 
do

cu
m

en
ts

 to
 li

ce
nc

e 
ap

pl
ic

an
ts

. 

T
he

 c
op

y 
of

 w
ha

t h
as

 b
ee

n 
se

nt
 to

 
ea

ch
 li

ce
nc

e 
ap

pl
ic

an
t i

s 
ke

pt
 to

ge
th

er
 

w
ith

 th
e 

na
m

e,
 th

e 
da

te
 a

nd
 th

e 
m

et
ho

d 
of

 tr
an

sm
itt

al
 a

s 
w

el
l a

s 
th

e 
ac

kn
ow

le
dg

m
en

t o
f r

ec
ei

pt
 f

ro
m

 th
e 

cl
ub

. 

 

LM
 

C
op

y 
of

 d
oc

um
en

ts
 

th
at

 w
er

e 
se

nt
 to

 th
e 

ap
pl

ic
an

ts
, s

ta
tin

g 
na

m
e,

 d
at

e 
an

d 
m

et
ho

d 
of

 tr
an

sm
itt

al
 

th
e 

ac
kn

ow
le

dg
em

en
t 

of
 r

ec
ei

pt
 fr

om
 th

e 
cl

ub
. 

Lo
ok

 fo
r 

co
py

 o
f 

co
m

m
un

ic
at

io
n 

w
ith

 th
e 

co
rr

ec
t c

on
te

nt
. 
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T
he

 li
ce

ns
or

 r
ec

ei
ve

s 
ap

pl
ic

at
io

n 
fr

om
 li

ce
nc

e 
ap

pl
ic

an
t i

n 
re

tu
rn

. 

3)
 L

ic
en

ce
 a

pp
lic

an
t c

om
pl

et
es

 a
nd

 
re

tu
rn

s 
ap

pl
ic

at
io

n 
to

ge
th

er
 w

ith
 th

e 
ev

id
en

ce
. 

• 
LM

 r
ec

or
ds

 d
at

e 
of

 r
ec

ei
pt

. 

LM
  

C
or

re
ct

ly
 c

om
pl

et
ed

 
ap

pl
ic

at
io

n 
an

d 
da

te
 o

f 
re

ce
ip

t. 

C
he

ck
 fo

r 
co

rr
ec

tly
 

co
m

pl
et

ed
 a

pp
lic

at
io

n 
an

d 
da

te
 o

f r
ec

ei
pt

. 

C
he

ck
 if

 d
at

e 
of

 r
ec

ei
pt

 is
 in

 
lin

e 
w

ith
 c

om
m

un
ic

at
ed

 
tim

et
ab

le
. 
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T
he

 li
ce

ns
or

 c
he

ck
s 

th
e 

do
cu

m
en

ts
 r

ec
ei

ve
d 

fr
om

 th
e 

lic
en

ce
 

ap
pl

ic
an

t. 

4)
 L

M
 c

he
ck

s 
th

at
 d

oc
um

en
ts

 a
re

 
co

m
pl

et
e 

ac
co

rd
in

g 
to

 th
e 

“t
ab

le
 o

f 
cl

ub
 e

vi
de

nc
e”

 (
se

e 
A

pp
en

di
x 

I)
 

LM
 

C
om

pl
et

e 
se

t o
f 

do
cu

m
en

ta
tio

n 
in

 
ac

co
rd

an
ce

 w
ith

 th
e 

“t
ab

le
 o

f c
lu

b 
ev

id
en

ce
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(s
ee

 
A

pp
en

di
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Lo
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 fo
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co
nf

irm
at

io
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of
 th
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et
en
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 th
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do

cu
m

en
ta
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T
he

 L
M

 d
ec

id
es

 
w

he
th

er
 th

e 
do

cu
m

en
ts

 
re

ce
iv

ed
 fr

om
 th

e 
lic

en
ce

 a
pp

lic
an

ts
 s

ha
ll 

be
 a

llo
ca

te
d 

to
 th

e 
ex

pe
rt

s 
or

 w
he

th
er

 
ad

di
tio

na
l i

nf
or

m
at

io
n 

m
us

t b
e 

gi
ve

n 
b

y 
th

e 
lic

en
ce

 a
pp

lic
an

ts
. 

5)
 T

he
 L

M
 d

oc
um

en
ts

 th
e 

ou
tc

om
e 

of
 

th
e 

de
ci

si
on

 a
nd

 th
e 

ac
tio

ns
 ta

ke
n.

 
LM

 
D

oc
um

en
te

d 
ou

tc
om

e.
 

Lo
ok

 fo
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ev
id

en
ce

 o
f a

 
do

cu
m

en
te

d 
ou

tc
om

e.
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T
he

 L
M

 s
or

ts
 th

e 
do

cu
m

en
ts

 a
nd

 
al

lo
ca

te
s 

th
em

 to
 th

e 
ex

pe
rt

s.
 

6)
 D

oc
um

en
ts

 r
ec

ei
ve

d 
fr

om
 li

ce
nc

e 
ap

pl
ic

an
ts

 a
re

 s
or

te
d 

an
d 

al
lo

ca
te

d 
to

 
th

e 
di

ff
er

en
t e

xp
er

ts
. E

xp
er

ts
 w

ith
 th

e 
ne

ce
ss

ar
y 

co
m

pe
te

nc
ie

s 
ar

e 
al

lo
ca

te
d 

th
e 

do
cu

m
en

ts
 th

at
 a

pp
ly

 t
o 

th
ei

r 
ex

pe
rt

is
e.

 

C
he

ck
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om
pe

te
nc

ie
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as
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ov
er

ed
 

un
de
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LM
 a

nd
/o

r 
ex

pe
rt

s 
w

ith
 th

e 
ne

ce
ss

ar
y 

co
m

pe
te

nc
ie

s.
 

R
ec

or
ds

 o
f d

oc
um

en
t 

lo
gg

in
g.

 S
ta

ff
 w

ith
 th

e 
ne

ce
ss

ar
y 

co
m

pe
te

nc
ie

s 
ar

e 
al

lo
ca

te
d 

th
e 

do
cu

m
en

ts
 th

at
 

re
qu

ire
 th

ei
r 

ex
pe

rt
is

e.
 

A
llo

ca
tio

n 
lis

t 

 

C
he

ck
 r

ec
or

ds
 o

f d
oc

um
en

t 
lo

gg
in

g.
 C

he
ck

 to
 w

ho
m

 th
e 

do
cu

m
en

ts
 h

av
e 

be
en

 
al

lo
ca

te
d.

 D
o 

th
es

e 
pe

op
le

 
ha

ve
 th

e 
ne

ce
ss

ar
y 

co
m

pe
te

nc
ie

s 
to

 c
ar

ry
 o

ut
 

th
e 

ch
ec

ki
ng

 ta
sk

? 
If 

th
ey

 d
o 

no
t, 

w
ha

t a
ct

io
n 

ha
s 

be
en

 
ta

ke
n 

to
 e

na
bl

e 
th

em
 to

 
ha

ve
 th

e 
ne

ce
ss

ar
y 

co
m

pe
te

nc
ie

s?
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T
he

 e
xp

er
ts

 c
he

ck
 th

e 
do

cu
m

en
ts

 fr
om

 li
ce

nc
e 

ap
pl

ic
an

ts
 

7)
 T

he
 n

om
in

at
ed

 e
xp

er
ts

 r
ec

ei
ve

 th
e 

lic
en

ce
 a

pp
lic

an
ts

’ d
oc

um
en

ts
 fr

om
 

th
e 

LM
, r

ev
ie

w
 th

e 
do

cu
m

en
ts

, c
he

ck
 

co
m

pl
ia

nc
e 

w
ith

  t
he

 c
rit

er
ia

 a
nd

 th
en

 
re

po
rt

 b
ac

k 
to

 th
e 

LM
 w

ith
in

 th
e 

ag
re

ed
 d

ea
dl

in
e 

an
d 

ac
co

rd
in

g 
to

 
pr

ep
ar

ed
 fo

rm
s 

(c
he

ck
lis

ts
, r

ep
or

ts
 

et
c.

).
 T

he
 c

he
ck

s 
ha

ve
 to

 b
e 

ju
st

ifi
ed

 
by

 s
up

po
rt

in
g 

ev
id

en
ce

. E
xp

er
ts

 m
us

t 
pe

rf
or

m
 s

ite
 v

is
its

 to
 c

or
ro

bo
ra

te
 th

e 
cl

ub
s’

 in
fo

rm
at

io
n 

an
d 

co
lle

ct
 

ev
id

en
ce

 th
at

 th
e 

cr
ite

ria
 h

av
e 

be
en

 
m

et
. 

R
ec

or
d 

th
e 

ou
tc

om
e 

fr
om

 th
e 

re
po

rt
s 

fr
om

 th
e 

ex
pe

rt
s 

sh
ow

in
g 

th
ei

r 
re

as
on

s 
fo

r 
th

e 
ou

tc
om

e.
 

E
xp

er
ts

 
R

ec
or

ds
 o

f r
ep

or
ts

 
fr

om
 th

e 
ex

pe
rt

s 
sh

ow
in

g 
th

ei
r 

re
as

on
s 

fo
r 

th
e 

ou
tc

om
e.

 

S
ite

 v
is

it 
re

po
rt

 s
ig

ne
d 

by
 li

ce
ns

or
 a

nd
 

lic
en

ce
 a

pp
lic

an
t. 

C
he

ck
 th

e 
re

po
rt

s 
fr

om
 th

e 
ex

pe
rt

s 
an

d 
th

e 
ou

tc
om

e.
 

C
he

ck
 th

e 
re

po
rt

 fr
om

 th
e 

si
te

 v
is

it 
an

d 
ve

rif
y 

th
at

 it
 

co
nt

ai
ns

 th
e 

ne
ce

ss
ar

y 
si

gn
at

ur
es

. 
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T
he

 e
xp

er
ts

 e
va

lu
at

e 
th

e 
ne

ce
ss

ity
 to

 g
et

 
m

or
e 

in
fo

rm
at

io
n 

fr
om

 
th

e 
lic

en
ce

 a
pp

lic
an

ts
 

an
d 

co
m

m
un

ic
at

e 
th

ei
r 

re
po

rt
 to

 th
e 

LM
. 

8)
 T

he
 e

xp
er

ts
 d

oc
um

en
t t

he
 r

es
ul

t o
f 

th
e 

de
ci

si
on

 a
nd

 c
om

m
un

ic
at

e 
it 

to
 th

e 
LM

. A
ct

io
ns

 ta
ke

n 
on

 th
e 

ou
tc

om
e 

of
 

th
e 

de
ci

si
on

 in
 a

cc
or

da
nc

e 
w

ith
 th

e 
co

re
 p

ro
ce

ss
. 

E
xp

er
ts

 
D

oc
um

en
te

d 
de

ci
si

on
.  

C
he

ck
 th

e 
re

su
lt 

of
 th

e 
de

ci
si

on
. 

C
he

ck
 th

at
 th

e 
re

su
lt 

of
 th

e 
de

ci
si

on
 is

 r
ec

or
de

d 
on

 th
e 

do
ss

ie
r.
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T
he

 L
M

 r
ev

ie
w

s 
th

e 
re

po
rt

s 
an

d 
th

e 
op

in
io

ns
 o

f t
he

 e
xp

er
ts

. 

9,
 1

0,
 1

1)
 T

he
 L

M
 v

er
ifi

es
 th

at
 th

e 
re

po
rt

s 
of

 th
e 

ex
pe

rt
s 

ar
e 

co
m

pl
et

e 
an

d 
re

tu
rn

ed
 w

ith
in

 th
e 

ag
re

ed
 

de
ad

lin
e.

  

T
he

 L
M

 a
ss

es
se

s 
th

e 
lic

en
ce

 
ap

pl
ic

an
t. 

O
n 

th
e 

ba
si

s 
of

 th
e 

re
po

rt
s 

of
 th

e 
ex

pe
rt

s 
he

 m
ay

 id
en

tif
y 

ar
ea

s 
of

 
co

nc
er

n 
th

at
 r

eq
ui

re
 fu

rt
he

r 
in

ve
st

ig
at

io
n.

�

  

LM
 

R
ep

or
ts

 o
f t

he
 e

xp
er

t 
an

d 
ap

pr
ov

al
 b

y 
LM

 

A
ss

es
sm

en
t r

ep
or

t 
pr

ep
ar

ed
 b

y 
th

e 
LM

.  

W
he

re
 a

dv
er

se
 

fin
di

ng
s 

ha
ve

 b
ee

n 
no

te
d,

 r
ea

so
ns

 fo
r 

th
is

 
de

ci
si

on
 s

ho
ul

d 
be

 
cl

ea
rl

y 
gi

ve
n.

 

R
ep

or
t t

o 
th

e 
cl

ub
 

in
cl

ud
in

g 
su

gg
es

tio
n 

fo
r 

im
pr

ov
em

en
t (

if 
re

qu
ire

d)
 

O
n 

th
e 

ba
si

s 
of

 s
am

pl
e 

se
le

ct
io

n 
of

 tw
o 

do
ss

ie
rs

: 

C
he

ck
 th

at
 th

e 
as

se
ss

m
en

t 
re

co
rd

s 
fr

om
 th

e 
ex

pe
rt

s 
ar

e 
ap

pr
ov

ed
 b

y 
th

e 
LM

. C
he

ck
 

fo
r 

th
e 

re
co

rd
s 

of
 th

e 
as

se
ss

m
en

t a
nd

 th
e 

de
ci

si
on

 m
ad

e 
an

d 
of

 
di

sc
us

si
on

s 
w

ith
 th

e 
cl

ub
 if

 
an

y.
 

 

 

C
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T
he

 L
M

 p
re

pa
re

s 
a 

re
po

rt
 fo

r 
F

IB
 o

n 
th

e 
ou

tc
om

e 
of

 th
e 

as
se

ss
m

en
t. 

12
) 

T
he

 L
M

 p
re

pa
re

s 
fo

r 
ea

ch
 li

ce
nc

e 
ap

pl
ic

an
t a

 fi
le

 in
cl

ud
in

g 
th

e 
re

po
rt

s 
an

d 
op

in
io

ns
 o

f t
he

 e
xp

er
ts

, a
nd

 a
 

re
co

m
m

en
da

tio
n 

as
 to

 w
he

th
er

 o
r 

no
t 

to
 g

ra
nt

 th
e 

lic
en

ce
. T

he
 fi

le
 is

 
di

st
rib

ut
ed

 to
 th

e 
F

IB
 . 

 

LM
 

R
ep

or
t a

va
ila

bl
e 

fr
om

 
as

se
ss

m
en

t, 
or

 a
ct

io
n 

pl
an

.  

C
op

y 
of

 
co

m
m

un
ic

at
io

n,
 

st
at

in
g 

na
m

e 
da

te
 a

nd
 

m
et

ho
d 

of
 tr

an
sm

itt
al

, 
to

 b
e 

co
ns

er
ve

d 
 

to
ge

th
er

 w
ith

 
ac

kn
ow

le
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Note: Be aware that the absence of an annual review will be considered as major 
nonconformity during the surveillance audits. 

�

� ����� � ��!"�	
���
IMPLEMENTATION OF THE ANNUAL 
REVIEW 

 

 

RESULT CHECK AND FOLLOW-UP 
OF CORRECTIVE ACTIONS 

 

The national football bodies in charge 
of issuing club licences check at least 
once a year that they respect the 
requirements. 
This review is registered in an audit 
report which is established, dated and 
signed before the audit conducted by 
the certification body authorised to 
issue a service certificate takes place. 

 

Should gaps been discovered between 
the defined requirements and the 
service really being offered by the 
national football bodies in charge of 
issuing club licences, the national 
football body implements actions in 
order to be in accordance with the 
standard. 

These gaps are being checked by the 
certifying body during their annual 
surveillance audits. 
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The present external control plan falls within the framework of the «Certification of non-food 
services and products» provided for by articles R 115-1 to R 115-12 and L 115-27 to L 115- 
33 of the French Consumer Code. 

Its purpose is to define the verification methods used by the certification body for the 
certification audit and the annual verification of the national football bodies in charge of 
issuing club licences on the basis of the National Football Body Licensing Standard. 

The audit and the annual verification consist in checking the certified characteristics defined 
in the National Football Body Licensing Standard. 


�: the applicant national football body must comply with the rules and regulations in force 
that apply to it. The auditor’s mission is to verify compliance with the characteristics certified 
by reference to the certification standard «National Football Body Licensing Standard». 
Nevertheless, if, on the occasion of such verifications, he observes a failure to comply with 
the rules and regulations, he records this compliance gap in his audit report.  
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The certificate is issued at the end of a documented certification procedure which comprises 
the following steps:  

�%&'()&*(+)�+,�*-.�&//0(1&*(+)�,2+'�*-.�)&*(+)&0�,++*3&00�3+45�&//05()6�,+2�*-.�7.28(1.�
1.2*(,(1&*(+)�+)�*-.�3&7(7�+,�*-.�1.2*(,(1&*(+)�7*&)4&24�« National Football Body Licensing 
Standard », 

�+)491*� +,� &)� &94(*� in order to verify the compliance of the services with the entire 
certification standard «National Football Body Licensing Standard »  and giving rise to an 
audit report, 

�� 4.1(7(+)� 35� *-.� �.28(1.� �.2*(,(1&*(+)� �90*(7.1*+2� �+''(**..: in the light of the 
application, the audit report, the auditors’ opinion and the reporters’ opinion. 

 

7.2.1 EXAMINATION OF THE APPLICATION  
Any national football body applying for a service certification must lodge with the certification 
body an application made up of a letter of application and an information sheet providing 
administrative information on the applicant national body.   
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Following record and validation of the elements contained in the application, the certification 
body offers the applicant an audit date.  

	'/+2*&)*: On the date of the audit, the applicant national football body must be in a position 
to adduce evidence that it complies since at least 3 months with all the conditions defined in 
the standard, e.g.: by the means of records that must be accessible during this audit period..  

 

7.2.2 CONDUCT OF THE CERTIFICATION AUDIT 
- The certification audit is carried out by an�&94(*+2 authorised to conduct audits on the 

basis of the certification standard « National football body club licensing services 
standard» by means of a 7/.1(,(1�&94(*�;9.7*(+))&(2. in which the elements appearing 
in the present “External Control Plan” are reflected. The audit of the applicant national 
football body consists in verifying that all the requirements of the standard are met. This 
phase consists of:  

• ()*.28(.<7�<(*-�*-.�/.27+)).0�()�1-&26.�+,�(779()6�0(1.)1.7�*+�10937�and 
involved in the proper implementation of the service in accordance with the 
standard 

• 8(79&0�8.2(,(1&*(+)7, 

• 4+19'.)*&25� 8.2(,(1&*(+)7, concerning the documents and records 
necessary to demonstrate the proper respect of the standard by the national 
football body applying for the certificate. 
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The monitoring is carried out by the certification body so as to ensure that the national 
football body that holds the service certification is still in compliance with the standard. It 
consists of &�'()('9'�+,���&94(*7� �7928.(00&)1.�&94(*7��+,� *-.�)&*(+)&0� ,++*3&00�.)*(*5�
+8.2�*-.�/.2(+4�+,�8&0(4(*5�+,�*-.�1.2*(,(1&*.��=�5.&27����

 

The audit is carried out by an� &94(*+2 authorised to conduct audits on the basis of the 
certification standard « National Football Body Licensing Standard » on the basis of a 
7/.1(,(1� &94(*� ;9.7*(+))&(2. in which the elements appearing in the present ”External 
Control Plan” are reflected. 

As with the certification audit, the audit consists of interviews with the personnel involved in 
the proper implementation of the service in accordance with the standard, visual verifications 
and documentary verifications. 

The audit is more particularly focused on those elements or documents that are likely to have 
evolved since the certification audit or the previous audit.  
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In addition to verifying compliance with the certified services, the audit also covers the 
following points: 

('/0.'.)*&*(+)� &)4� .,,(1&15� +,� *-.� ()*.2)&0� 1+)*2+00()6 set up in accordance with the 
modalities set out in the chapter 5.5 of the standard entitled «Annual Review», and the 
corresponding corrective measures,  

1+'/0(&)1.�<(*-�*-.�1+''9)(1&*(+)�290.7 relating to service certification and indicated in 
the certification standard  « National Football Body Licensing Standard», 

where appropriate, 8.2(,(1&*(+)� +,� *-.� ('/0.'.)*&*(+)� +,� *-.� 1+22.1*(8.� '.&792.7 
decided on to remedy compliance gaps detected by ���>	�� on the occasion of the 
certification audit or the previous audit.  

 

In addition to the 2 audits provided for during the period of validity of the certificate (3 years), 
the certification body may ask for an additional audit to be conducted with a view to verifying 
the implementation of corrective measures to remedy compliance gaps detected during the 
previous audit or following complaints received by the  SGS-ICS. 

An annual synthesis of the results of the audits carried out on the basis of the certification 
standard «National Football Body Licensing Standard» is presented to the Service 
Certification Multisector Committee. 
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The rules below are derived from article 10 of Decree n° 95-354 of 30 March 1995 (article 
R 115-10 of the French Consumer Code). The rules concerning optional communication 
supports are applicable subject to the positive opinion of the National Consumer Affairs 
Council on the certification of services (France). 

The purpose of this set of rules is to ensure the clarity of the information concerning the 
scope of the service certification, which translates into rules to be complied with by the 
certified bodies in terms of their communication regarding the certified characteristics. 

���� 	�����
����	������	�
����
�����

�

Note: Be aware that the disrespect of the communication rules hereafter will be 
considered as major nonconformity during the surveillance audits. 
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1. The Qualicert certificate: it must be 
visibly displayed in the offices of the 
national football body. This 
document is prepared by the 
certification body. 

 

2. An information document on the 
service certification : this is 
conveyed to all applicants for a 
licence (clubs) and any other 
persons or bodies wishing to inform 
themselves about service 
certification.   

 

• �-.�4.*&(07�+,� *-.�-+04.2�+,� *-.�7.28(1.�
1.2*(,(1&*(+) ,+2� *-.� 2.;9(2.'.)*7�
1+8.2.4�35�*-.�7*&)4&24�

 

• �-.�1+00.1*(8.�1.2*(,(1&*(+)�'&2@, namely: 
A���	���� and its logotype: 

  

• �-.� 4.*&(07� +,� ���>	�� : 191, Avenue 
Aristide Briand, FR-94237 Cachan cedex 

 

• �-.� /2.1(7.� (4.)*(,(1&*(+)� +,� *-.�
7*&)4&24, namely: 
Qualicert codification indicated on the 
standard (RE/OLC/01) or « National 
Football Body Licensing Standard», 
in such a way as to avoid any confusion as 
to the scope of the certification  

 

• �-.� 0(7*� +,� 2.;9(2.'.)*7� �� 1.2*(,(.4�
1-&2&1*.2(7*(17�1+''9)(1&*.4��

�
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Advertising, commercial and 
contractual documents, 

any communication support intended 
for distribution (examples: calling 
cards, national guidelines, headed 
paper, invoices, Internet,...) 

 

• �-.�4.*&(07�+,� *-.�-+04.2�+,� *-.�7.28(1.�
1.2*(,(1&*(+)� ,+2� *-.� 2.;9(2.'.)*7�
1+8.2.4�35�*-.�7*&)4&24�

 

• �-.�1+00.1*(8.�1.2*(,(1&*(+)�'&2@, namely: 
A���	���� and its logotype, 

 

• �-.� 4.*&(07� +,� ���>	�� : either the full 
address: 191, Avenue Aristide Briand, FR-
94237 Cachan cedex – France) or as a 
minimum requirement the short form of the 
address (F-94237 Cachan cdx) or the 
telephone number (++33-(0)1-41-24-87-
94). 

 

• �-.� /2.1(7.� (4.)*(,(1&*(+)� +,� *-.�
7*&)4&24, namely: 
« National Football Body Licensing 
Standard» or “RE/OLC/01” 
in such a way as to avoid any confusion as 
to the scope of the certification 
 

• An indication of the type:  «*-.�.77.)*(&0�
2.;9(2.'.)*7� �� 1.2*(,(.4� 1-&2&1*.2(7*(17�
<(00�3.�/2+8(4.4�+)�2.;9.7*». 

 
 

 

Important: No communication must give rise to the supposition that the body is certified for 
an activity other than the one for which the certification is granted.  
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Of the 49 requirements identified in the present standard, the main requirements delivered 
by the national football associations are: 
M01 The licensor communicates commitment to the UEFA licensing scheme. 

M02 The licensor produces (a) national document(s), containing at least the UEFA 
mandatory criteria described in the club licensing manual and a known point of contact 
(manager responsible for club licensing). 

M03 The licensor ensures that the exceptions list is reviewed annually. 
 

M04 The licensor has documented policies and objectives in relation to club licensing.   

M05 The licensor shows the licensing administration in an organisation chart 
 

M08 The licensor establishes a two-step decision-making procedure to decide on the 
granting of the licence.  

The establishment of these bodies needs to be approved by the Executive Committee 
(national association) or General Assembly (league) of the licensor, according to its 
statutes. 

R01 Every person involved in the club licensing scheme engaged by the licensor or working 
for the licensor on a voluntary or contractual basis signs a confidentiality agreement 
before starting his or her tasks. 

R02 All people involved in the club licensing scheme sign an agreement which covers 
independence.  

R03 The licensor issues a report to the Executive Committee (national association) or 
Board of Directors (league) on the independence of the decision-making bodies. 

R04 The licensor checks the independence of the members of the decision-making bodies 
at each meeting.  

R10 The licensor has access to the UEFA extranet for communication and access to 
information.  

D02 The licensor has a procedure for filing and archiving of the documents. 

ICP02 The licensor evaluates through internal audits the effectiveness of his procedures for 
the club licensing system, i.e.: the achievement of the stated objectives. 

CP01 There is a club licensing process including the minimum requirements defined in the 
core process.. 

CP18 The licensor notifies UEFA of the list of licensed clubs within the agreed deadline set 
by UEFA 
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ac
ua

tin
g 

th
e 

gr
ou

nd
 

in
 

an
 

em
er

ge
nc

y 
si

tu
at

io
n.

 

E
va

cu
at

io
n 

pl
an

 (
no

t 
ol

de
r 

th
an

 o
ne

 y
ea

r 
at

 t
he

 b
eg

in
ni

ng
 

of
 t

he
 U

E
F

A
 s

ea
so

n)
 a

pp
ro

ve
d 

by
 a

pp
ro

pr
ia

te
 n

at
io

na
l 

bo
d

y.
 

I.0
4 

S
ta

di
um

 –
 C

on
tr

ol
 r

oo
m

 
A

 
T

he
 

lic
en

so
r 

ch
ec

ks
 

th
e 

st
ad

iu
m

 c
on

tr
ol

 r
oo

m
 

T
hi

s 
re

fe
rs

 
to

 
th

e 
co

nt
ro

l 
fa

ci
lit

ie
s 

av
ai

la
bl

e 
w

ith
in

 
th

e 
gr

ou
nd

 a
s 

a 
m

ea
ns

 o
f 

ad
dr

es
si

ng
 

sa
fe

ty
 

is
su

es
 a

nd
 r

ef
er

s 
w

he
re

 
re

le
va

nt
 t

o 
th

e 
pr

ov
is

io
n 

of
 

a 
co

nt
ro

l 
po

in
t 

or
 

ro
om

. 

S
ite

 v
is

it 
re

po
rt

 a
nd

 v
er

ifi
ca

tio
n 

of
 th

e 
cr

ite
ria

. T
he

 s
ite

 v
is

it 
re

po
rt

 m
us

t 
co

nt
ai

n 
ve

rif
ic

at
io

n 
by

 t
he

 l
ic

en
so

r,
 t

he
 l

oc
al

 
au

th
or

ity
 a

nd
 th

e 
lic

en
se

e.
 



 �

 ©
 U

E
F

A
 2

00
3 

A
P

P
E

N
D

IX
 I 

V
er

si
on

 1
.0

 
 

P
ag

e 
69

 

�
�
�
�
��
�
�
�
��
	�
�


�
	

�
��


�
�
�
�
�
��
�
�
�
�


��
��
��
��
��
�



�
�
	�


�
�
��
�
�
�
�
�
�
�
��
�
�


��
	�
�


�
	

�
��
�
�


�
�
�
�
�

�
��
��
��
��

�
��
�
��

�
��
� 
!"
��
��
#
$
��
�%

� 
��

�
$
��
� 
��
�

�
&�
�
� 
��
�

I.0
5 

S
ta

di
um

 -
 C

ap
ac

ity
 

A
 

T
he

 
lic

en
so

r 
ch

ec
ks

 
th

e 
st

ad
iu

m
 c

ap
ac

ity
. 

T
hi

s 
re

fe
rs

 t
o 

th
e 

se
at

 
ca

pa
ci

ty
 o

f t
he

 s
ta

di
um

. 
S

ite
 v

is
it 

re
po

rt
 a

nd
 v

er
ifi

ca
tio

n 
of

 th
e 

cr
ite

ria
. T

he
 s

ite
 v

is
it 

re
po

rt
 m

us
t 

co
nt

ai
n 

ve
rif

ic
at

io
n 

by
 t

he
 l

ic
en

so
r,

 t
he

 l
oc

al
 

au
th

or
ity

 a
nd

 th
e 

lic
en

se
e.

 

I.0
6 

S
ta

di
um

 
– 

In
di

vi
du

al
 

se
at

s 
A

 
T

he
 

lic
en

so
r 

ch
ec

ks
 

th
e 

st
ad

iu
m

 s
ea

ts
. 

R
ef

er
s 

to
 

th
e 

ar
ra

ng
em

en
t o

f s
ea

tin
g.

 
S

ite
 v

is
it 

re
po

rt
 a

nd
 v

er
ifi

ca
tio

n 
of

 th
e 

cr
ite

ria
. T

he
 s

ite
 v

is
it 

re
po

rt
 m

us
t 

co
nt

ai
n 

ve
rif

ic
at

io
n 

by
 t

he
 l

ic
en

so
r,

 t
he

 l
oc

al
 

au
th

or
ity

 a
nd

 th
e 

lic
en

se
e.

 

I.0
7 

S
ta

di
um

 -
 F

lo
od

lig
ht

in
g 

A
 

T
he

 
lic

en
so

r 
ch

ec
ks

 
th

e 
st

ad
iu

m
 fl

oo
dl

ig
ht

in
g 

R
ef

er
s 

to
 t

he
 p

ro
vi

si
on

 
of

 
flo

od
lig

ht
s 

an
d 

an
y 

ba
ck

-u
p 

sy
st

em
 

w
ith

in
 

th
e 

gr
ou

nd
, 

to
ge

th
er

 
w

ith
 

th
e 

ap
pr

op
ria

te
 

lig
ht

in
g 

le
ve

ls
 

or
 

lu
x 

le
ve

l. 

S
ite

 v
is

it 
re

po
rt

 a
nd

 v
er

ifi
ca

tio
n 

of
 th

e 
cr

ite
ria

. T
he

 s
ite

 v
is

it 
re

po
rt

 m
us

t 
co

nt
ai

n 
ve

rif
ic

at
io

n 
by

 t
he

 l
ic

en
so

r,
 t

he
 l

oc
al

 
ex

pe
rt

 (
e.

g.
 e

le
ct

ric
ia

n)
 a

nd
 th

e 
lic

en
se

e.
 

I.0
8 

S
ta

di
um

 
– 

S
pe

ct
at

or
 

A
re

as
 

A
 

T
he

 
lic

en
so

r 
ch

ec
ks

 
th

e 
sp

ec
ta

to
r 

ar
ea

s 
R

ef
er

s 
to

 
th

e 
ar

ea
s 

w
he

re
 

sp
ec

ta
to

rs
 

ar
e 

ac
co

m
m

od
at

ed
 

du
rin

g 
th

e 
m

at
ch

 a
nd

 in
cl

ud
es

  

th
e 

po
ss

ib
ili

ty
 o

f 
be

in
g 

di
vi

de
d 

in
to

 
se

pa
ra

te
 

se
ct

or
s.

 

S
ite

 v
is

it 
re

po
rt

 a
nd

 v
er

ifi
ca

tio
n 

of
 th

e 
cr

ite
ria

. T
he

 s
ite

 v
is

it 
re

po
rt

 m
us

t 
co

nt
ai

n 
ve

rif
ic

at
io

n 
by

 t
he

 l
ic

en
so

r,
 t

he
 l

oc
al

 
au

th
or

ity
 a

nd
 th

e 
lic

en
se

e.
 

I.0
9 

S
ta

di
um

 
– 

F
irs

t-
A

id
 

ro
om

s 
A

 
T

he
 

lic
en

so
r 

ch
ec

ks
 

th
e 

st
ad

iu
m

 fi
rs

t a
id

 r
oo

m
. 

R
ef

er
s 

to
 

th
e 

m
ed

ic
al

 
as

si
st

an
ce

 
av

ai
la

bl
e 

w
ith

in
 th

e 
st

ad
ia

. 

S
ite

 v
is

it 
re

po
rt

 a
nd

 v
er

ifi
ca

tio
n 

of
 th

e 
cr

ite
ria

. T
he

 s
ite

 v
is

it 
re

po
rt

 m
us

t 
co

nt
ai

n 
ve

rif
ic

at
io

n 
by

 t
he

 l
ic

en
so

r,
 t

he
 l

oc
al

 
au

th
or

ity
 a

nd
 th

e 
lic

en
se
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I.1
0 

S
ta

di
um

 –
 A

va
ila

bi
lit

y 

I.1
3 

T
ra

in
in

g 
fa

ci
lit

ie
s 

-  
A

va
ila

bi
lit

y 

B
 

 T
he

 
lic

en
so

r 
ch

ec
ks

 
th

e 
st

ad
iu

m
 

an
d 

th
e 

tr
ai

ni
ng

 
fa

ci
lit

ie
s 

av
ai

la
bi

lit
y.

 

R
ef

er
s 

to
 

th
e 

ac
t 

of
 

pr
op

er
ty

 a
nd

/o
r 

co
py

 o
f 

th
e 

pr
op

er
ty

 
re

gi
st

er
 

w
hi

ch
 

m
us

t 
be

 
va

lid
 

an
d 

up
-t

o-
da

te
. 

 
Lo

an
 

co
nt

ra
ct

s 
ar

e 
re

vi
ew

ed
 

ye
ar

ly
 b

y 
le

ga
l 

ex
pe

rt
s 

fo
r 

on
go

in
g 

pe
rt

in
en

ce
 

an
d 

va
lid

ity
 

• 
A

ct
 o

f p
ro

pe
rt

y 
/ p

ro
pe

rt
y 

re
gi

st
er

  

or
  

• 
w

rit
te

n 
co

nt
ra

ct
 w

ith
 th

e 
ow

ne
r 

of
 th

e 
gr

ou
nd

. 

I.1
1 

F
ie

ld
 

of
 

pl
a

y 
– 

S
pe

ci
fic

at
io

n 
B

 
T

he
 

lic
en

so
r 

ch
ec

ks
 

th
e 

st
ad

iu
m

 p
la

yi
ng

 fi
el

d.
 

T
hi

s 
cr

ite
ria

 d
ea

ls
 w

ith
 

th
e 

pl
a

yi
ng

 f
ie

ld
 

w
ith

in
 

th
e 

gr
ou

nd
 in

cl
ud

in
g 

 

th
e 

fie
ld

 s
ur

fa
ce

. 

S
ite

 v
is

it 
re

po
rt

 a
nd

 v
er

ifi
ca

tio
n 

of
 th

e 
cr

ite
ria

. T
he

 s
ite

 v
is

it 
re

po
rt

 m
us

t 
co

nt
ai

n 
ve

rif
ic

at
io

n 
by

 t
he

 l
ic

en
so

r 
an

d 
th

e 
lic

en
se

e.
 

I.1
2 

S
iz

e 
of

 fi
el

d 
of

 p
la

y 
B

 
T

he
 

lic
en

so
r 

ch
ec

ks
 

th
e 

st
ad

iu
m

 s
iz

e 
of

 fi
el

d 
of

 p
la

y 
T

hi
s 

cr
ite

ria
 d

ea
ls

 w
ith

 
th

e 
pl

a
yi

ng
 f

ie
ld

 
w

ith
in

 
th

e 
gr

ou
nd

 in
cl

ud
in

g 
 

th
e 

fie
ld

 d
im

en
si

on
s.

 

 

S
ite

 v
is

it 
re

po
rt

 a
nd

 v
er

ifi
ca

tio
n 

of
 th

e 
cr

ite
r ia

. T
he

 s
ite

 v
is

it 
re

po
rt

 m
us

t 
co

nt
ai

n 
ve

rif
ic

at
io

n 
by

 t
he

 l
ic

en
so

r,
 t

he
 l

oc
al

 
ex

pe
rt

 a
nd

 th
e 

lic
en

se
e.

 

I.1
4 

S
ta

di
um

 –
 G

ro
un

d 
ru

le
s 

C
 

T
he

 
lic

en
so

r 
ch

ec
ks

 
th

e 
st

ad
iu

m
 g

ro
un

d 
ru

le
s 

an
d 

ho
w

 
th

es
e 

ar
e 

co
m

m
un

ic
at

ed
 

to
 

sp
ec

ta
to

rs
. 

R
ef

er
s 

to
 

th
e 

re
gu

la
tio

ns
 

ap
pl

ic
ab

le
 

w
ith

in
 

th
e 

gr
ou

nd
 

an
d 

th
e 

m
ea

ns
 b

y 
w

hi
ch

 t
he

 
cl

ub
 

co
m

m
un

ic
at

es
 

th
es

e 
to

 s
pe

ct
at

or
s.

 

S
ite

 v
is

it 
re

po
rt

 a
nd

 v
er

ifi
ca

tio
n 

of
 th

e 
cr

ite
ria

. T
he

 s
ite

 v
is

it 
re

po
rt

 m
us

t 
co

nt
ai

n 
ve

rif
ic

at
io

n 
by

 t
he

 l
ic

en
so

r,
 t

he
 l

oc
al

 
au

th
or

ity
 a

nd
 th

e 
lic

en
se
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I.1
5 

S
ta

di
um

 –
 c

ov
er

ed
 

se
at

s 

I.1
6 

S
ta

di
um

 –
 

ac
co

m
m

od
at

io
n 

of
 v

is
iti

ng
 

su
pp

or
te

rs
 

C
 

 T
he

 li
ce

ns
or

 c
he

ck
s 

if 
nu

m
be

r 
of

 
co

ve
re

d 
se

at
s 

an
d 

%
 

of
 

st
ad

iu
m

 
ca

pa
ci

ty
 

fo
r 

vi
si

tin
g 

su
pp

or
te

rs
 a

re
 i

n 
ac

co
rd

an
ce

 
w

ith
 li

ce
ns

or
’s

 r
eg

ul
at

io
n 

R
ef

er
s 

to
 

th
e 

ar
ea

s 
w

he
re

 
sp

ec
ta

to
rs

 
ar

e 
ac

co
m

m
od

at
ed

 
du

rin
g 

th
e 

m
at

ch
. 

Li
ce

ns
or

’s
 r

eg
ul

at
io

n 
fix

in
g:

 

• 
nu

m
be

r 
of

 c
ov

er
ed

 s
ea

ts
 

• 
%

 o
f s

ta
di

um
 c

ap
ac

ity
 fo

r 
vi

si
tin

g 
su

pp
or

te
rs

 

S
ite

 v
is

it 
re

po
rt

 a
nd

 v
er

ifi
ca

tio
n 

of
 th

e 
cr

ite
ria

. T
he

 s
ite

 v
is

it 
re

po
rt

 m
us

t 
co

nt
ai

n 
ve

rif
ic

at
io

n 
by

 t
he

 l
ic

en
so

r,
 t

he
 l

oc
al

 
au

th
or

ity
 a

nd
 th

e 
lic

en
se

e.
 

I.1
7 

S
ta

di
um

 
– 

S
an

ita
ry

 
fa

ci
lit

ie
s 

C
 

T
he

 
lic

en
so

r 
ch

ec
ks

 
th

e 
st

ad
iu

m
 s

an
ita

ry
 fa

ci
lit

ie
s 

R
ef

er
s 

to
 t

oi
le

t 
fa

ci
lit

ie
s 

av
ai

la
bl

e 
fo

r 
sp

ec
ta

to
rs

. 
S

ite
 v

is
it 

re
po

rt
 a

nd
 v

er
ifi

ca
tio

n 
of

 th
e 

cr
ite

ria
. T

he
 s

ite
 v

is
it 

re
po

rt
 m

us
t 

co
nt

ai
n 

ve
rif

ic
at

io
n 

by
 t

he
 l

ic
en

so
r,

 t
he

 l
oc

al
 

au
th

or
ity

 a
nd

 th
e 

lic
en

se
e.

 

I.1
8 

S
ta

di
um

 –
 S

ig
np

os
tin

g 
an

d 
di

re
ct

io
ns

 o
n 

tic
ke

ts
 

C
 

T
he

 
lic

en
so

r 
ch

ec
ks

 
th

e 
st

ad
iu

m
 

si
gn

po
st

in
g 

an
d 

di
re

ct
io

ns
 o

n 
tic

ke
ts

 

T
hi

s 
re

fe
rs

 t
o 

di
re

ct
io

ns
 

to
 

th
e 

st
ad

iu
m

 
an

d 
in

fo
rm

at
io

n 
on

 
th

e 
tic

ke
t. 

S
ite

 v
is

it 
re

po
rt

 a
nd

 v
er

ifi
ca

tio
n 

of
 th

e 
cr

ite
ria

. T
he

 s
ite

 v
is

it 
re

po
rt

 m
us

t 
co

nt
ai

n 
ve

rif
ic

at
io

n 
by

 t
he

 l
ic

en
so

r 
an

d 
th

e 
lic

en
se

e.
 

I.1
9 

S
ta

di
um

 –
 M

ed
ia

 a
nd

 
pr

es
s 

fa
ci

lit
ie

s 
C

 
T

he
 

lic
en

so
r 

ch
ec

ks
 

m
ed

ia
 

an
d 

pr
es

s 
fa

ci
lit

ie
s 

w
ith

in
 t

he
 

st
ad

iu
m

. 

T
hi

s 
re

fe
rs

 
to

 
fa

ci
lit

ie
s 

fo
r 

th
e 

m
ed

ia
. 

S
ite

 v
is

it 
re

po
rt

 a
nd

 v
er

ifi
ca

tio
n 

of
 th

e 
cr

ite
ria

. T
he

 s
ite

 v
is

it 
re

po
rt

 m
us

t 
co

nt
ai

n 
ve

rif
ic

at
io

n 
by

 t
he

 l
ic

en
so

r 
an

d 
th

e 
lic

en
se

e.
 

I.2
0 

T
ra

in
in

g 
fa

ci
lit

ie
s 

– 
ap

pr
ov

ed
 in

fr
as

tr
uc

tu
re

 
C

 
T

he
 

lic
en

so
r 

ch
ec

ks
 

th
e 

ap
pl

ic
an

t’s
 tr

ai
ni

ng
 fa

ci
lit

ie
s 

 
R

ef
er

s 
to

 
th

e 
tr

ai
ni

ng
 

fa
ci

lit
ie

s 
av

ai
la

bl
e 

to
 th

e 
cl

ub
. 

Li
ce

ns
or

’s
 a

pp
ro

va
l o

f t
ra

in
in

g 
gr

ou
nd

s.
 

S
ite

 v
is

it 
re

po
rt

 a
nd

 v
er

ifi
ca

tio
n 

of
 th

e 
cr

ite
ria

. T
he

 s
ite

 v
is

it 
re

po
rt

 m
us

t 
co

nt
ai

n 
ve

rif
ic

at
io

n 
by

 t
he

 l
ic

en
so

r 
an

d 
th

e 
lic

en
se

e.
 

I.2
1 

S
ta

di
um

 –
 D

ru
g 

te
st

in
g 

ro
om

 
C

 
T

he
 

lic
en

so
r 

ch
ec

ks
 

th
e 

st
ad

iu
m

 th
e 

dr
ug

 te
st

in
g 

ro
om

 
R

ef
er

s 
to

 a
va

ila
bi

lit
y 

of
 

dr
ug

 te
st

in
g 

fa
ci

lit
ie

s.
 

S
ite

 v
is

it 
re

po
rt

 a
nd

 v
er

ifi
ca

tio
n 

of
 th

e 
cr

ite
ria

. T
he

 s
ite

 v
is

it 
re

po
rt

 m
us

t 
co

nt
ai

n 
ve

rif
ic

at
io

n 
by

 t
he

 l
ic

en
so

r 
an

d 
th

e 
lic

en
se

e.
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I.2
2 

S
ta

di
um

 
– 

S
pe

ct
at

or
s 

w
ith

 d
is

ab
ili

tie
s 

C
 

T
he

 l
ic

en
so

r 
ch

ec
ks

 t
he

 a
re

a 
re

se
rv

ed
 

to
 

sp
ec

ta
to

rs
 

w
ith

 
di

sa
bi

lit
ie

s 

T
hi

s 
re

fe
rs

 
to

 
fa

ci
lit

ie
s 

fo
r 

di
sa

bl
ed

 p
er

so
ns

. 

 

S
ite

 v
is

it 
re

po
rt

 a
nd

 v
er

ifi
ca

tio
n 

of
 th

e 
cr

ite
ria

. T
he

 s
i te

 v
is

it 
re

po
rt

 m
us

t 
co

nt
ai

n 
ve

rif
ic

at
io

n 
by

 t
he

 l
ic

en
so

r,
 t

he
 l

oc
al

 
au

th
or

ity
 a

nd
 th

e 
lic

en
se

e.
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P
.0

1 
A

dm
in

is
tr

at
io

n 
– 

G
en

er
al

 M
an

ag
er

 
A

 
T

he
 

lic
en

so
r 

ch
ec

ks
 

th
at

 
lic

en
ce

 
ap

pl
ic

an
t 

ha
s 

a 
ge

ne
ra

l 
m

an
ag

er
 r

es
po

ns
ib

le
 

fo
r 

th
e 

cl
ub

 a
dm

in
is

tr
at

io
n.

 

D
es

ig
na

te
d 

pe
rs

on
 

w
ith

 
re

sp
on

si
bi

lit
y 

fo
r 

th
e 

m
an

ag
em

en
t 

of
 t

he
 

cl
ub

. 

 

• 
Jo

b 
de

sc
rip

tio
n 

or
 

lic
en

so
r’s

 
co

nf
irm

at
io

n 
th

at
 

jo
b 

de
sc

rip
tio

n 
ha

s 
be

en
 v

er
ifi

ed
. 

• 
Li

st
 o

f 
au

th
or

is
ed

 s
ig

na
tu

re
s 

an
d 

ty
pe

 o
f 

si
gn

at
ur

es
 

re
qu

ire
d 

P
.0

2 
A

dm
in

is
tr

at
io

n 
– 

C
lu

b 
S

ec
re

ta
ria

t 
A

 
 T

he
 

lic
en

so
r 

ch
ec

ks
 

th
at

 
lic

en
ce

 
ap

pl
ic

an
t 

ha
s 

a 
cl

ub
 

se
cr

et
ar

ia
t 

D
es

ig
na

te
d 

pe
rs

on
 

as
 

im
m

ed
ia

te
 

po
in

t 
of

 
co

nt
ac

t 
be

tw
ee

n 
cl

ub
 

an
d 

lic
en

so
r.

 

  

Jo
b 

de
sc

rip
tio

n 
or

 
lic

en
so

r’s
 

co
nf

irm
at

io
n 

th
at

 
jo

b 
de

sc
rip

tio
n 

ha
s 

be
en

 v
er

ifi
ed

. 

P
.0

3 
F

oo
tb

al
l s

ta
ff 

– 
H

ea
d 

of
 

yo
ut

h 
de

ve
lo

pm
en

t p
ro

gr
am

 
A

 
 T

he
 

lic
en

so
r 

ch
ec

ks
 

th
at

 
lic

en
ce

 
ap

pl
ic

an
t 

ap
po

in
ts

 
a 

he
ad

 
of

 
yo

ut
h 

de
ve

lo
pm

en
t 

pr
og

ra
m

 

R
ef

er
s 

to
 

th
e 

ap
po

in
tm

en
t 

of
 h

ea
d 

of
 

yo
ut

h 
de

ve
lo

pm
en

t 
pr

og
ra

m
 

w
ith

 
de

fin
ed

 
du

tie
s.

 

Jo
b 

de
sc

rip
tio

n 
or

 
lic

en
so

r’s
 

co
nf

irm
at

io
n 

th
at

 
jo

b 
de

sc
rip

tio
n 

ha
s 

be
en

 v
er

ifi
ed

. 

P
.0

4 
A

dm
in

is
tr

at
io

n 
– 

F
in

an
ce

 O
ff

ic
er

 
B

 
 T

he
 

lic
en

so
r 

ch
ec

ks
 

th
at

 
lic

en
ce

 
ap

pl
ic

an
t 

ap
po

in
ts

 
a 

fin
an

ce
 o

ff
ic

er
. 

R
ef

er
s 

to
 

th
e 

ap
po

in
tm

en
t 

of
 h

ea
d 

of
 

th
e 

fin
an

ce
 o

ff
ic

er
 w

ith
 

de
fin

ed
 d

ut
ie

s.
 

• 
Jo

b 
de

sc
rip

tio
n 

or
 

lic
en

so
r’s

 
co

nf
irm

at
io

n 
th

at
 

jo
b 

de
sc

rip
tio

n 
ha

s 
be

en
 v

er
ifi

ed
. 

• 
C

er
tif

ic
at

io
n 

of
 e

xp
er

ie
nc

e 
an

d/
or

 W
rit

te
n 

co
nt

ra
ct

 o
r 

lic
en

so
r’s

 c
on

fir
m

at
io

n 
th

at
 c

on
tr

ac
t 

or
 c

er
tif

ic
at

io
n 

of
 

ex
pe

rie
nc

e 
ha

s 
be

en
 v

er
ifi

ed
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P
.0

5 
F

oo
tb

al
l 

st
af

f 
– 

H
ea

d 
C

oa
ch

 

P
.0

8 
F

oo
tb

al
l 

st
af

f 
–  

Y
ou

th
 

co
ac

he
s 

B
 

T
he

 
lic

en
so

r 
ch

ec
ks

 
th

at
 

lic
en

ce
 

ap
pl

ic
an

t 
ap

po
in

ts
 

a 
he

ad
 

co
ac

h 
an

d 
a 

yo
ut

h 
co

ac
h 

fo
r 

ea
ch

 a
ge

 c
at

eg
or

y.
 

R
ef

er
s 

to
 

th
e 

ap
po

in
tm

en
t 

of
 

he
ad

 
an

d 
yo

ut
h 

co
ac

he
s 

w
ith

 d
ef

in
ed

 d
ut

ie
s.

 

• 
Jo

b 
de

sc
rip

tio
n 

or
 

lic
en

so
r’s

 
co

nf
irm

at
io

n 
th

at
 

jo
b 

de
sc

rip
tio

n 
ha

s 
be

en
 v

er
ifi

ed
. 

• 
C

oa
ch

in
g 

ce
rt

ifi
ca

te
 o

r 
lic

en
so

r’s
 c

on
fir

m
at

io
n 

th
at

 t
he

 
co

ac
hi

ng
 c

er
tif

ic
at

e 
ha

s 
be

en
 v

er
ifi

ed
. 

P
.0

6 
S

pe
ci

al
is

ts
 

– 
S

ec
ur

ity
 

of
fic

er
 

B
 

T
he

 
lic

en
so

r 
ch

ec
ks

 
th

at
 

lic
en

ce
 

ap
pl

ic
an

t 
ap

po
in

ts
 

a 
se

cu
rit

y 
of

fic
er

 

R
ef

er
s 

to
 

th
e 

ap
po

in
tm

en
t 

of
 h

ea
d 

of
 

th
e 

se
cu

rit
y 

w
ith

 d
ut

ie
s 

in
 w

rit
in

g.
 

• 
Jo

b 
de

sc
rip

tio
n 

or
 

lic
en

so
r’s

 
co

nf
irm

at
io

n 
th

at
 

jo
b 

de
sc

rip
tio

n 
ha

s 
be

en
 v

er
ifi

ed
. 

• 
W

rit
te

n 
co

nt
ra

ct
 

or
 

lic
en

so
r’s

 
co

nf
irm

at
io

n 
th

at
 

th
e 

co
nt

ra
ct

 h
as

 b
ee

n 
ve

rif
ie

d.
 

P
.0

7 
F

oo
tb

al
l s

ta
ff

 –
 M

ed
ic

al
 

st
af

f 
B

 
 T

he
 

lic
en

so
r 

ch
ec

ks
 

th
at

 
lic

en
ce

 
ap

pl
ic

an
t 

ap
po

in
ts

 
at

 
le

as
t 

on
e 

do
ct

or
 

an
d 

on
e 

ph
ys

io
th

er
ap

is
t. 

R
ef

er
s 

to
 

th
e 

ap
po

in
tm

en
t 

of
 h

ea
d 

of
 

m
ed

ic
al

 
st

af
f 

w
ith

 
du

tie
s 

in
 w

rit
in

g.
 

• 
Jo

b 
de

sc
rip

tio
n 

or
 

lic
en

so
r’s

 
co

nf
irm

at
io

n 
th

at
 

jo
b 

de
sc

rip
tio

n 
ha

s 
be

en
 v

er
ifi

ed
. 

• 
W

rit
te

n 
co

nt
ra

ct
 

or
 

lic
en

so
r’s

 
co

nf
irm

at
io

n 
th

at
 

th
e 

co
nt

ra
ct

 h
as

 b
ee

n 
ve

rif
ie

d.
 

• 
R

ec
og

ni
tio

n 
an

d 
ce

rt
ifi

ca
tio

n 
b

y 
lo

ca
l 

he
al

th
 

au
th

or
iti

es
. 

P
.0

9 
S

pe
ci

al
is

ts
 

– 
M

ed
ia

 
of

fic
er

 
C

 
T

he
 

lic
en

so
r 

ch
ec

ks
 

th
at

 
lic

en
ce

 
ap

pl
ic

an
t 

ap
po

in
ts

 
a 

m
ed

ia
 o

ff
ic

er
. 

 

R
ef

er
s 

to
 

th
e 

ap
po

in
tm

en
t 

of
 h

ea
d 

of
 

m
ed

ia
 

w
ith

 
de

fin
ed

 
du

tie
s 

in
 w

rit
in

g.
 

Jo
b 

de
sc

rip
tio

n 
or

 
lic

en
so

r’s
 

co
nf

irm
at

io
n 

th
at

 
jo

b 
de

sc
rip

tio
n 

ha
s 

be
en

 v
er

ifi
ed

. 

 

P
.1

0 
S

te
w

ar
di

ng
 

C
 

 T
he

 
lic

en
so

r 
ch

ec
ks

 
th

at
 

lic
en

ce
 

ap
pl

ic
an

t 
ap

po
in

ts
 

st
ew

ar
ds

 
or

 
se

cu
rit

y 
pe

rs
on

ne
l 

fo
r 

U
E

F
A

 
ho

m
e 

m
at

ch
es

. 

R
ef

er
s 

to
 

th
e 

ap
po

in
tm

en
t 

of
 

st
ew

ar
ds

. 

Li
st

 o
f 

ap
po

in
te

d 
st

ew
ar

ds
 w

ho
se

 n
um

be
r 

is
 a

pp
ro

ve
d 

by
 

th
e 

lo
ca

l a
ut

ho
rit

y.
 

Lo
ca

l 
au

th
or

ity
 

ru
le

s 
fix

in
g 

th
e 

nu
m

be
r 

of
 

ne
ce

ss
ar

y 
st

ew
ar

ds
. 
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L.
01

 
D

oc
um

en
ts

 
an

d 
co

nf
irm

at
io

ns
 f

ro
m

 th
e 

lic
en

ce
 

ap
pl

ic
an

t 

A
 

T
he

 
lic

en
so

r 
ch

ec
ks

 
lic

en
ce

 
ap

pl
ic

an
ts

 
st

at
ut

es
 

an
d 

fo
llo

w
in

g 
co

nf
irm

at
io

ns
 

fr
om

 
th

e 
lic

en
ce

 a
pp

lic
an

t: 

• 
C

on
fir

m
at

io
n 

to
 a

dh
er

e 
to

 
lic

en
si

ng
 s

ys
te

m
. 

• 
C

on
fir

m
at

io
n 

th
at

 
al

l 
do

cu
m

en
ts

 
su

bm
itt

ed
 

to
 

th
e 

lic
en

so
r 

ar
e 

co
m

pl
et

e 
an

d 
co

rr
ec

t. 

• 
C

on
fir

m
at

io
n 

to
 

au
th

or
is

e 
lic

en
si

ng
 

au
th

or
ity

 
to

 
ex

am
in

e 
lic

en
si

ng
 

do
cu

m
en

ts
. 

R
ef

er
s 

to
 

do
cu

m
en

ts
 

an
d 

co
nf

irm
at

io
ns

 f
ro

m
 

th
e 

cl
ub

. 

• 
C

ur
re

nt
 v

er
si

on
 o

f c
lu

b 
st

at
ut

es
. 

• 
A

pp
lic

an
t c

on
fir

m
at

io
n 

to
 a

dh
er

e 
to

 li
ce

ns
in

g 
sy

st
em

. 

• 
C

on
fir

m
at

io
n 

th
at

 
al

l 
do

cu
m

en
ts

 
su

bm
itt

ed
 

to
 

th
e 

lic
en

so
r 

ar
e 

co
m

pl
et

e 
an

d 
co

rr
ec

t. 

• 
C

on
fir

m
at

io
n 

to
 

au
th

or
is

e 
lic

en
si

ng
 

au
th

or
ity

 
to

 
ex

am
in

e 
lic

en
si

ng
 d

oc
um

en
ts

. 

T
he

 
af

or
em

en
tio

ne
d 

co
nf

irm
at

io
ns

 
m

us
t 

be
 

va
lid

ly
 

ex
ec

ut
ed

 b
y 

an
 a

ut
ho

ris
ed

 s
ig

na
tu

re
 n

ot
 m

or
e 

th
an

 t
hr

ee
 

m
on

th
s 

pr
io

r 
to

 th
e 

da
te

 o
n 

w
hi

ch
 th

e
y 

ar
e 

su
bm

itt
ed

.  

M
em

be
rs

hi
p 

of
 

th
e 

N
.A

 
or

 
le

ag
ue

 
ca

n  
be

 
ta

ke
n 

as
 

ac
ce

pt
an

ce
 o

f t
he

se
 ‘c

on
fir

m
at

io
ns

’. 

L.
02

 
M

em
be

rs
hi

p 
an

d 
co

nd
iti

on
s 

of
 m

em
be

rs
hi

p 
A

 
T

he
 

lic
en

so
r 

ch
ec

ks
 

m
em

be
rs

hi
p 

of
 

lic
en

ce
 

ap
pl

ic
an

t. 

R
ef

er
s 

to
 m

em
be

rs
hi

p 
of

 
th

e 
cl

ub
s 

to
 

th
e 

lic
en

so
r.

 

• 
Li

st
 o

f l
ic

en
ce

 a
pp

lic
an

ts
’ m

em
be

rs
 o

f t
he

 li
ce

ns
or

 

• 
C

on
fir

m
at

io
n 

to
 

ad
he

re
 

to
 

F
IF

A
/U

E
F

A
 

ru
le

s 
an

d 
to

 
lic

en
so

r’s
 r

ul
es

 a
nd

 s
ta

tu
te

s 

L.
03

 
P

ar
tic

ip
at

io
n 

in
 

co
m

pe
tit

io
ns

 
B

 
 T

he
 

lic
en

so
r 

ch
ec

ks
 

lic
en

ce
 

ap
pl

ic
an

ts
’ 

co
nf

irm
at

io
n 

to
 

pl
a

y 
in

 l
ic

en
so

r’s
 c

om
pe

tit
io

ns
 

th
ro

ug
h:

 

R
ef

er
s 

to
 

th
e 

co
nf

irm
at

io
n 

to
 p

la
y 

in
 

lic
en

so
r’s

 c
om

pe
tit

io
ns

.  

Li
ce

nc
e 

ap
pl

ic
an

ts
’ 

co
nf

irm
at

io
n 

to
 

pl
ay

 
in

 
lic

en
so

r’s
 

co
m

pe
tit

io
ns

 th
ro

ug
h:

 

• 
P

ro
vi

si
on

 in
 th

e 
na

tio
na

l a
ss

oc
ia

tio
n 

or
 le

ag
ue

 s
ta

tu
te

s.
 

or
 

• 
A

 w
rit

te
n 

va
lid

 d
ec

la
ra

tio
n.
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L.
04

 R
eg

is
te

r 
E

xt
ra

ct
 

B
 

T
he

 
lic

en
so

r 
ch

ec
ks

 
lic

en
ce

 
ap

pl
ic

an
ts

’ 
pu

bl
ic

 
re

gi
st

er
 

ex
tr

ac
t 

or
 

lic
en

so
r’s

 
cl

ub
 

re
gi

st
er

. 

R
ef

er
s 

to
 

th
e 

pu
bl

ic
 

re
gi

st
ra

tio
n 

of
 

th
e 

lic
en

ce
 a

pp
lic

an
t. 

E
xt

ra
ct

 o
f 

lic
en

ce
 a

pp
lic

an
t 

pu
bl

ic
 r

eg
is

te
r 

or
 L

ic
en

so
r’s

 
cl

ub
 r

eg
is

te
r 

st
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Core Process

5. ok
(A). Contact

applicant and
agree action

8. ok

1

no

yes

no

yes

(A).
- From  step 5: Applicant does not provide all necessary docum ents. LM

contacts applicant to request inform ation that is m issing or

- From  step 8: nom inated staff that review applicant returns identify areas that
require further inform ation and clarification from  the applicant.

1. LM produces pack on club licensing which will include the criteria and a
questionnaire and form s for return.

1. LM prepares
docum ents for

distribution

2. LM distributes docum ents to applicants - these could be posted, placed on
extranet etc.

2. Docum ents
sent to applicants

to com plete

3. LM receives
applicant return
with supporting

docum ents

3. Applicant com pletes and returns inform ation with in the agreed deadlines.

4. LM checks that
docum ents are

com plete

7. Nom inated staff
review and report

back to LM

4. LM checks that docum ents are com plete.

6. Docum ents
sorted, logged and
allocated to staff

6. The LM sorts the inform ation received, records it and forwards to each staff
m em ber with responsibilities for that particular area.

9. LM reviews
report of experts

page 1

7. Nom inated staff reviews applicant subm issions i.e the legal expert checks
the legal criteria, the financial expert checks the financial criteria, etc. The

checks have to be justified by supporting docum ents (evidence that the criteria
have been fulfilled). Decision by LM based upon the opinion of the re levant
experts on whether to proceed to next stage with applicants’ docum ents as

they stand or refer docum ents back to the applicant for im provem ent.

9. The licensing m anager reviews the reports and the opinion of the experts.

licensor’s adm inistration decision-m aking bodies license applicant
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Core Process

yes

no

no

yes

yes

no

no
(D). License

refused

(E). Applicant
appeals

(F). LM prepares
report

(G). Appeals body
review

(H). Decision

15. License issued

14. Decision

(I). License
refused

16. LM submits list of
licensed applicants to

UEFA

1

10. LM assesses
applicant

11. ok

12. Prepare report
to First Instance

body

13. FIB review

(B). Discuss any
concerns with the

applicant.

(E). Applicant lodges an appeal. Appeals Body notified and meeting date
agreed.

(F). LM produces a report and dispatches this to the Appeals Body.

(G). Appeals Body meet and consider club appeal.

(H). Appeal body takes a decision whether to issue the applicant with a
licence or not.

16. LM communicates UEFA the list of the licensed applicants  entering an
UEFA club competitions within the UEFA deadline.

(D).The licence is refused. applicant
is advised with reasons outlined and

given the option of instigating the
appeals process.

14. FIB takes a decision whether to
issue the club with a licence or not.

yes

15. Licence granted which may or
may not detail areas for future

attention of the applicant.

(I). Licence refusal that details areas
to be addressed.

UEFA
dead-
line

page 2

(C). ok

(B).  LM discusses those areas of concern or non-compliance with the
applicant that have been identified. The licensing manger may require further
explanations or supporting documents or may decide to perform a site visit to

perform further investigation. If a site visit is planned the LM and applicant
meet and address the problem areas and potential activities by the applicant

to rectify these areas together with a timescale.

10. The licensing manager assesses the applicant. On the basis of the
reports of the experts and/or the site visits (if necessary) he may identify

areas of concerns that may require further investigation.

13. Review by First Instance. This can either be a committee of external
experts or an internal group of competent staff.

12. LM completes FIB report for
consideration of First Instance Body.
This report will contain aspects of the
visit report and other areas including a

recommendation that a licence is
granted.

(C). The applicant agrees with the
action plan and take the necessary
actions to adress problem areas.
The applicant does not agree with
action plan and does not take the

recommended actions

licensor’s administration decision-making bodies license applicant
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