New P24 and Site Visit Survey Process

1.1. Background

Recent meetings between RoS and Ordnance Survey has resulted in a revised procedure for submitting survey requests. The new procedure allows for electronic transmission of documents between RoS, the Ordnance Survey and the Site Surveyor. This change will result in faster turnaround times and financial savings for both parties. All survey requests (both OS and RoS) surveyor should be submitted electronically on a P24 form. 
1.2. Process
When a Plans Officer wishes to submit a P24 requisition the following procedures should be adopted;-

Complete electronic P24 including RO1 countersignature. 
Scan supporting documentation and name files as below.

Attach electronic copy of P5 Letter (available via the "Print" button on the LRS Application Workdesk).
Create folder containing all appropriate files containing P24 and documents including P5.

Submit folder to generic Mapbase Maintenance mailbox. It is envisaged that Production RO1's will send such email requests as evidence of their approval/countersigning.
The survey should consist of a minimum of 2 attachments: the P24 form and scanned images of the OS Map and deed plan (if appropriate).

The file names should be in the following format: Title number followed by 'P24' or Title number followed by 'images'. E.g. "MID12345 P24" and "MID12345 Images".  Where possible all images should be scanned as a single file, this happens automatically when using the MFD machines and scanning all images together. If this is not possible the file names should add a number to each image file. E.g. "MID12345 Images1" and "MID12345 Images2"

The recent publication from Registration Learning and Development entitled 'Using Optical Character Recognition Software July 2011' provides detailed instructions on how to scan a document on a Multi Functional Device. (See pages 28 - 38) 
1.3.

Mapbase Maintenance Approval

As with current practice final approval for the survey request lies with the Mapbase Maintenance Manager. Any approved survey will be immediately forwarded to the Ordnance Survey for actioning. The Mapbase Maintenance Manager may request additional evidence / further information before authorising the survey and on any such occasion will discuss the requisition fully with the caseworker/countersigning officer.
1.4.

Ordnance Survey Response
Once the Ordnance Survey have completed the survey they will electronically send back the P24 file to Mapbase Maintenance. The updated map should be supplied to RoS as part of the weekly change only updates. Mapbase Maintenance will hold the P24 file until the map update is received and defaulted into the DMS at which time the submitting officer will be emailed the P24 file.

1.5.

Archive the P24 file
The caseworker should ensure all the survey documentation is archived with the application.
