Change of Ownership checklist

Change of the Operating Entity
[  ]
Letter of Intent 90 days prior to proposed change.  This document will also identify who the perspective purchaser is; a copy of the before and after organizational chart and number of principals, so that Fingerprint Cards can be mailed.

Fingerprints are required (as per the CGS Section 19a-491b (c)).

Please note that Fingerprints may take as long as 4 months to be processed.

[  ]
Once DPH receives the letter of intent, the application package will be mailed along with the appropriate number of Fingerprint Cards.  At this time, the Building & Fire Safety Unit (BFSU) will also be notified that a change of ownership is pending.  The certification unit will also be notified.  Please note that Fingerprints may take as long as 3 months to be processed.

[  ]
Full Application with required attachments within 30 days of receipt of package.

[  ]
Notification to Local Health Dept. (for Kitchen Insp)

[  ]
DPH will review the materials and follow up in writing with any documents that are lacking.

[  ]
Once all of the required paperwork has been submitted and accepted, DPH Licensure Processing Unit will notify BFSU to schedule the change of ownership inspection.

[  ]
Once the change of ownership inspection has been completed, a copy of the report will be sent to the seller, unless otherwise noted that it should be sent to the perspective purchaser.

[  ]
The entity who receives the change of ownership report, will need to submit an acceptable plan of correction to the BFSU.

[  ]
Once the BFSU accepts the plan of correction, the Consent Order will be drafted.  The Consent Order is to be signed by the perspective purchaser and returned to DPH so that the DPH Section Chief can sign the document.

[  ]
The signed Consent Order will be submitted to the Licensure Processing Unit, who will issue a change of ownership approval letter.  Once this letter is received by the perspective purchaser, the 2 entities can close the transaction.

[  ]
DPH Licensure Processing Unit should be notified Immediately, the day of the closing transaction by telephone and then within 2 weeks of closing the legal documents should be submitted.  At this time, the new license will be issued, with the legal date of the transaction.  Acceptable closing documents are:  Bill of Sale, Warranty Deed or Stock Transfer Certificate.

[  ]
A copy of the Rate Letter from DSS should be submitted as part of the application.

**PLEASE NOTE**:

All paperwork must be in for review at least 4 weeks prior to any proposed closing date.  It will take at least that long to get from the Licensure Processing Unit to the BFSI Unit.

ANY changes to the organizational chart and ownership forms will cause the review process to start at the beginning again, thus adding time to the process.  The structures should be solid prior to submission of the letter of intent.
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