
1 
 

Participant User Guide: 
for Letter of Authorisation Process  

 
 
 
 

Here you will find useful information on 
how to complete forms needed to join 
the Renewable Heat Incentive (RHI) 

Scheme Closure. 
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What is a Letter of Authorisation? 

A Letter of Authorisation is a form that allows the owner of an installation to nominate 

themselves, or formally authorise someone else, to act on their behalf in relation to the 

RHI Scheme Closure. 

The nominated person will be known as the Authorised Signatory. 

Once a Letter of Authorisation is in place, the Department can share information with 

the Authorised Signatory and accept information from them about the RHI account.  

Why do I need a Letter of Authorisation? 

We need a Letter of Authorisation to ensure that: 

• We only share your information with people you have clearly authorised 

• Decisions about your RHI account are based on information provided by you or 

someone you trust 

• The process is secure and complies with data protection requirements 

We will not proceed without the completion of the Letter of Authorisation process. 

 

Who can give authorisation? 

The Letter of Authorisation must be completed and signed by: 

• The owner of the installation or someone of significant authority within the 

business who is authorised to complete the letter of authorisation. 

We cannot accept a Letter of Authorisation signed by a third party on your behalf. 

 

What does the Letter of Authorisation allow the Department to do? 

Once the Letter of Authorisation process has been completed, this allows the 

Department to: 

• Share information about your RHI account with the Authorised Signatory 

• Accept information and documents submitted by the Authorised Signatory 

• Correspond directly with the Authorised Signatory about your RHI account  
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What does the Letter of Authorisation allow the Authorised Signatory to do? 

Once the Authorised Signatory has been confirmed, the Letter of Authorisation allows 

the Authorised Signatory to: 

• Complete and submit an Annual Declaration to the Department to ensure 

ongoing eligibility to receive payments 

• Notify the Department of changes of circumstances 

• Change bank details   

• Voluntarily withdraw from the RHI Scheme Closure, ending all eligibility to receive 

further payments. 

IMPORTANT - Please make sure that you and the person you nominate to be the 

Authorised Signatory understand the full remit of the Authorised Signatory role. The 

owner of the installation remains responsible for actions that the Authorised Signatory 

does, or does not, takes on their behalf. 

The Letter of Authorisation does not: 

• Transfer ownership of the RHI account 

• Remove your responsibility for compliance with scheme rules 

 

How do I complete the Letter of Authorisation process? 

• A Letter of Authorisation will comprise of two parts: 

Letter of Authorisation 1 for the owner to nominate an Authorised Signatory, and  

Letter of Authorisation 2 for the nominated Authorised Signatory to complete. 

 

This information is submitted via Gov.UK Forms and is a secure method of submitting 

your details. 

• Complete and return the Letter of Authorisation Forms via the QR code or link 

provided in the letter that the Department for the Economy (the Department) RHI 

Management team has sent you.   

• See steps below for guidance 
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Before you start - The Northern Ireland Identity Assurance (NIDA) service verifies your 

identity for using government services online.   

 

Further information on NIDA is available at Identity assurance | nidirect 
 

The nominated person (authorised signatory) will need an active NI Direct 

Account to use the DfE Non Domestic RHI Register.  

 

If the authorised signatory does not have an active NI Direct Account, please see 

Annex A at the end of this document for instructions on how to set one up. 

  

https://www.nidirect.gov.uk/articles/identity-assurance


6 
 

PART 1 – Letter of Authorisation 1 

This part explains what you need to do as the owner of the installation who is 

nominating an Authorised Signatory.   

You will be required to complete a form called a Letter of Authorisation 1.  

The Letter of Authorisation is an online form which can be accessed via the QR code or 
the link provided in the letter received from the Department.  

You will be guided to Gov.UK Forms where you must complete the online form within 
28 days of the date of the letter received from the Department. 

 
When you scan the QR code or click on the link, follow the steps below to complete the 
Gov.UK Form. 

 

 

Step 1: Complete the Letter of Authorisation 1 form 

 

You will be asked to provide your unique ID - this is in the letter received from the 

Department. 

• Enter the unique ID number from the letter issued to you by the Department. 

Select continue 
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• Enter the correct RHI number for the installation - this will be in the letter issued 

by the Department  

Unique IDs and RHI number combinations are unique – if you have more than 

one installation please ensure you use the correct unique ID and RHI number 

combination.  
• Select continue 

 

 
 

• Enter your full name 

• Select continue 

 

 
 

• Enter your telephone number 

• Select continue 

• Add more telephone numbers if required 

• Select continue 

 

 
• Enter your email address 

• Select continue 
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• Enter the installation name associated with this RHI number 

• Select continue 

 

• Enter the full address of the business relating to the RHI Number 

• Select continue 
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• Select which category applies to you. 

Depending on which option is selected, different screens apply. If selecting “I am 

the sole owner of the installation and am nominating myself or someone else as 

the authorised signatory” the go to page 13 to continue this guide. 

 

 

 

 

• Select which category applies to you. 

Depending on which option is selected, different screens apply.  

If selecting “I am applying on behalf of an organisation and I have authorisation to 

nominate an authorised signatory” the following applies. 

 

If selecting “I am the joint owner of the installation and have consent from all the 

other joint owners to nominate an authorised signatory”, go to page 11 
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• Evidence of Authorisation to Nominate (if nominating an Authorised Signatory) 

• Upload the requested document 

• Select continue 
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• Select which category applies to you. 

• Select continue 

 

 

 
 

 

• Attach completed Joint Owners Consent Form (if there are joint owners) 

• Select continue 
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• This is to be completed for sole owner or Authorised Signatory 

• Enter the full name of the person being nominated as the authorised signatory  

• Select continue 

 

 

• Enter the email address of the person being nominated as the authorised 

signatory  

• Select continue  
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• Company bank account name (as appears on bank statement) 

• Select continue 

 

 

 

• Bank sort code this should be 6 digits 

• Select continue 
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• Bank account number this should be 8 digits 

• Select continue 

 

 

 
 

• Building society roll number if applicable 

• Select continue 

 
 

 
 
 
• Select Yes or No 

• Select continue 
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• Select Yes or No 

• Select continue 

 

Submitting the Form 

Prior to submitting your form, please take the opportunity to review all of your answers 
and confirm that all required documentation has been uploaded successfully. 

You are also requested to select Yes or No in relation to receiving confirmation that your 
answers have been successfully submitted.  

Finally read the declaration and select the Agree and Submit button. 

The responses you submitted will be forwarded to the Department for processing 
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Department review 

Upon receiving your email from Gov.UK Forms, the Department will: 

• Check that the form has been fully completed and signed 

• Confirm that the person giving authorisation is entitled to do so 

• Contact you by e-mail if anything is unclear or missing 
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Part 2 – Letter of Authorisation 2 

This part explains what you need to do as the Authorised Signatory of the installation 

You will need to complete and return the Letter of Authorisation 2 Form. This is an 
online form which is accessed via the QR code or link provided in the letter that the 
Department sent you. Please complete the online form within 28 days of the date of the 
letter received from the Department. 
 
When you scan the QR code or use the link follow the steps below to complete the 
Gov.UK Form.   
 
 
 

• Complete the Letter of Authorisation 2 form 

 

• Complete and return the Letter of Authorisation 2 Form via the QR code or link 

provided in the letter that the Department sent you. 

 

 
• Enter the unique ID provided in the letter from the Department 

• Select continue 
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• Enter the RHI number provided in the letter from the Department 

• Select continue 

 

 
 

• Enter your full name 

• Select continue 

 
 

 
 

• Enter your date of birth 

• Select continue 
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• Enter your post code 

• Select continue 

 

 
• Enter your telephone number 

• Select continue 

 

 
 

• Select Yes if you need to add another telephone number 

• Select continue 
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• Enter your email address 

• Select continue 

 

 
• Enter the name of the business that owns the installation 

• Select continue 
 

 
 

• Select choose file and upload a recent bank statement (dated within 3 

months) showing owner’s name 

• Select continue 
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• Check if you have uploaded the correct file; you can remove and upload 

again if necessary 

• Select continue 

 

 

Prior to submitting your form, please take the opportunity to review all your answers and 
confirm that all required documentation has been uploaded successfully. 

You are also requested to select Yes or No in relation to receiving confirmation that your 
answers have been successfully submitted.  

Finally read the declaration and select the Agree and Submit button. 

The responses you submitted will be forwarded to the Department for processing 
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• Select Yes or No 

• Select agree and submit 

 

 

After the completed Letter of Authorisation 2 is submitted: 

• The Letter of Authorisation 2 form will be returned to the Department to store 

information provided securely and conduct checks. 
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Department review 

Upon receiving your email from Gov.UK Forms, the Department will: 

• Check that the form has been fully completed and signed 

• Confirm that the person giving authorisation is entitled to do so 

• Contact you by e-mail if anything is unclear or missing 

 

 

When does the Letter of Authorisation become active? 

A Letter of Authorisation only becomes active after the Department has confirmed 

acceptance. After confirmation of acceptance, the Authorised Signatory will receive a 

final email from RHIManagement@economy-ni.gov.uk confirming your login is active 

and an enclosed Statement of Eligibility statement. 

Until you receive confirmation: 

• We may continue to contact you directly 

• We may not be able to discuss your account with the nominated Authorised 

Signatory 

 

 

How long does the Letter of Authorisation last? 

The Letter of Authorisation will remain in place: 

• Until you tell us in writing that you want to withdraw it, or 

• Until the authorised arrangement naturally ends, or 

 

You can withdraw or change the Letter of Authorisation at any time by contacting us. 
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Can I authorise more than one person? 

No, there can only be one Authorised Signatory. However, the Authorised Signatory can 

nominate another person to speak on their behalf or to give information to. 

 

What if my circumstances change? 

You must tell us if: 

• You want to change the Authorised Signatory 

• Contact details for you or the Authorised Signatory change 

Failing to keep this information up to date may delay handling your payments. 

 

How is my data protected? 

The Department will: 

• Use your information only for administering the RHI Closure Scheme 

• Share information only with those you have authorised 

• Manage all personal and scheme data in line with data protection legislation 

Further details are available in the Department’s privacy notice.  

Privacy Notice - Non-Domestic Renewable Heat Incentive (RHI) Scheme | Department for 
the Economy 

 

 

Where can I get help? 

If you need help completing the form or any further information, please contact the RHI 

team providing your RHI number by emailing RHIManagement@economy-ni.gov.uk 

  

https://www.economy-ni.gov.uk/publications/privacy-notice-non-domestic-renewable-heat-incentive-rhi-scheme
https://www.economy-ni.gov.uk/publications/privacy-notice-non-domestic-renewable-heat-incentive-rhi-scheme
mailto:RHIManagement@economy-ni.gov.uk
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ANNEX A. 

 

To create an NI DIRECT ACCOUNT, click link and follow instructions below 

(https://apps.economy-ni.gov.uk/rhi) 

 

 

• Select create account 

 

• Enter your email address 

• Select save and continue 

 

https://apps.economy-ni.gov.uk/rhi
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• Enter the confirmation code you have received from NI Direct in your email 

account 

• Select re-send code if necessary 

• Select save and continue 

 

• Enter your mobile phone number 

• Select save and continue 

 

• Enter the confirmation code you have received from NI Direct to your mobile 

phone 

• Select re-send code if necessary 

• Select save and continue 
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• Select how you would like to receive the confirmation code 

• Select save and continue 

 

 

• Create a password you will remember using the characters as indicated  

• Re-type the same password 

• Tick that you have read and accepted the privacy policy 

• Select save and continue 
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• Enter your name(s) and date of birth 

• Select save and continue 
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• Complete all fields of your address by entering postcode, select the arrow at 

choose address and highlight the correct address or you can enter manually 

• Select save and continue 
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• You now can change name and address details, if necessary, before submitting. 

• Select confirm and send 

 

• Select continue 

 

• Select which option to upload 

• Select save and continue 
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For Driving License 

 

• Select provide image 

• Select the image from your file and press open or upload the image from your 

mobile phone. Ensure the image is of the photo side of your driving licence 

• Select save and continue 
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For Passport 

 

• Press provide image 

• Select the image from your file and press open or upload the image from your 

mobile phone. Ensure the image is of the page with your photo  

• Save and continue 
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No Photo ID 

 

• There may be delays in verifying your account 

• Save and continue 
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• Confirm you are happy with the image or select change image 

• Select the tick boxes 

• Save and continue 
 

 

 

• Select take photo and follow instructions 
• Select save and continue 

 



36 
 

 

• Select save and continue 
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• Confirm you are content with the photo and tick boxes; you will have the 

opportunity to change the image by selecting change image  

• Select save and continue 

 

 

 

• Select Continue to Service 
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