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Guidelines for Incoming Material Transfer

Please follow the steps below to process incoming material transfer:

1. Complete an incoming MTA Request Form which can be downloaded at:

https://www.uclb.com/wp-content/uploads/2018/10/Incoming_Due-diligence-form.docx

Please answer the questions in the forms as fully as possible.
2. Send the completed incoming MTA Request Form and an electronic copy of the MTA to: mtateam@uclb.com 

3. UCLB will review the MTA, negotiate the terms if necessary, and inform you when the terms are agreed. UCLB will endeavour to complete our side of the process as quickly as possible, but if we need to modify the terms of the MTA, finalising the MTA may take longer, several weeks in some cases. When the MTA is fully executed, a notification is sent to you.
4. Where required, mail two signed copies of the MTA to:

UCL Business PLC
The Network Building

97 Tottenham Court Road

London W1T 4TP

Attn: Legal Affairs Officer
5. UCLB will arrange for the MTA to be signed by an authorised UCL signatory, send a scanned copy of the signed MTA to you, and return a fully executed copy to the provider.

6. Contact the provider directly for shipping of the material.

If you have any questions, please contact mtateam@uclb.com.
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