
•Proforma filled out by ECO 

•Supporting material scanned & attached (except BCU)

•Email to show area of HO request is for in subject line

•If urgent, cc to ECO Support mailbox with “Urgent HO 

referral”, case type and applicants details in subject line

•Forward to HOreferralsLon mailbox

HOReferralsLon check email correctly titled and 

proforma fully completed

Send to appropriate MM mailbox

Return to post

Can request be dealt with inside service level agreement?

Deal with request and return via HOreferralsLon with 

“Decision notification” section of proforma

Send holding response via

HOreferralsLon. 

If needed, make request for 

further information from post 

or UK  Sponsor

Send “Acknowledgement from UKBA” section of 

proforma  via HoreferralsLon

Return to post via HO 

referrals Lon or request 

further information. Note

“clock” remains stopped

If no

If yes

Check request complete and able to be processed

If yes

If no

If no

On receipt of decision or documents post sends 

“Acknowledgment to UKBA” section of

proforma to MM via HOreferralsLon 

REVISED REFERRAL / DEFERRAL PROCESS MAP


