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Ensure that you have a copy of the Provider Questionnaire (E1) and the Prepared by Provider Document (E3) with you for the planning meeting.
	1. Provider details

	Main contact with the provider:
	

	Telephone number:
	

	Email address:
	

	2. Points for discussion

	Provide details of the assurance team:
· Assignment manager
· Lead auditor
· Auditors
	

	Outline visit schedule:
· Number of days on site
· Accommodation requirements  
· Debriefing arrangements
	

	Confirm the dates for substantive testing.
	

	Agreed date by which the provider will return an ILR to the SFA.
If the provider is going to upload the file to the Hub, agree what time on the agreed date the file will be available to download.
	

	Discuss the need for the provider to maintain a clear audit trail for any adjustments made to the ILR once it has been returned to the SFA.
	

	Provider Questionnaire (E1)
Run through the Provider Questionnaire (E1) and ask the provider to supply details of any other sources of funding by an agreed date.
Also, ask the provider to supply lists of learners for each funding stream, consortium arrangements, full cost courses and subcontractors used where applicable
During the planning visit, make a note of those funding streams that the provider does not receive or administer.  
(This will help with the planning and identify which funding streams will need to be tested during the visit and where additional samples are required.)
	

	Prepared by Provider Document (E3)
Discuss the Prepared by Provider Document (E3) and talk through each of the areas where information is required.  Consider asking the provider to show you examples of the following, or ask that copies be sent to the lead auditor in advance of the visit:
· Learning agreements
· Enrolment forms
· Registers/evidence used to support participation
	

	PDSAT (E3: Section 4)
Ask if the provider runs the PDSAT frequently and on a regular basis.  If not, ask whether it uses a similar tool in its routine data cleansing.
Confirm that the PDSAT reports will be issued to the provider prior to the visit and it will need to consider our review of the reports and provide us either with:
· Evidence/documentation for the learners listed during the visit, or
· Explanations for any data anomalies identified within each of the reports.
	

	Additional Notes.


	Prepared by:
	Date:



	
	
	Page 2 of 4



image1.png
Skllls Funding
Agency




