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[bookmark: Start]The Education & Skills Funding Agency (ESFA) replaced both the Skills Funding Agency (SFA) and the Education Funding Agency (EFA) from 1 April 2017.  Any references to the SFA and the EFA relate to the responsible funding body prior to 1 April 2017.
Further to [our recent telephone conversation / your recent telephone conversation with my colleague, NAME], I am pleased to confirm the arrangements for the ESFA’s Provider Risk & Assurance (PRA) team’s review of your 2016/17 adult apprenticeships, adult education budget & 16 to 18 year old provision.  Also included in our review is provision funded by Advanced Learner Loans. (delete if not applicable)  We will also review EFA funded 16 to 19 provision. (delete if not applicable)
[I / NAME OF AUDITOR] will be carrying out the review [, assisted by {NAMES}].  [I / NAME OF ASSIGNMENT MANAGER] will be the manager responsible for the review and [I/he/she may/will] attend for part of the review.  Our visit will take place from [Day and Date] to [Day and Date], starting at [x]a.m. on the first day.  
To assist with our planning, I would be grateful if you would return to [me / NAME OF AUDITOR] by [Day and Date] the attached questionnaire regarding sources of funding.  I would also welcome receipt of any relevant finalised internal audit reports for the 2016 to 2017 academic year (e.g. MIS systems, subcontracting). (delete if not applicable)
(COLLEGES ONLY, delete paragraph if not applicable) We agreed that you would [provide us with an ILR/upload an ILR to the Hub] by [Date].  This will enable us to commence our review of your 2016/17 funding.  Once you have provided this ILR, please ensure that you maintain a full record of any changes that you make to your data both prior to and during our assurance visit.
(TRAINING ORGANISATIONS ONLY, delete paragraph if not applicable) We have agreed with you that we will base our review of your 2016/17 funding on the most current ILR batch available on the Hub as at [Date and time]. (Note: this date should allow sufficient time for the provider to undertake its normal data cleansing/updating routine.  Ensure that all parties are clear that it is the file that is available at the start of the day, at close of business or at another specified time. Delete before sending)
As part of our review, we will process this ILR through the Provider Data Self-Assessment Toolkit (PDSAT) and review the resulting reports.  You can find the PDSAT v17 software at:
http://www.gov.uk/government/publications/ilr-data-check-that-it-meets-standards-and-quality-requirements.
Where our review of the PDSAT reports identifies any potential errors within the data, we will share this with you as soon as possible in order that you can check your data returns accordingly.  Where necessary, we will also select additional PDSAT samples for review.  We would be grateful if you could provide responses to any issues raised at the start of the visit (or in advance of the visit if you wish).
On [Date], we will send to you the main sample of learners that we will review (Note: allow up to two working weeks and no less than one working week).  This should allow you sufficient time to bring together the learner files and make them available to us on our arrival.
For provision funded by Advanced Learner Loans, we will need to reconcile your ILR data to the data that you have recorded on the Student Loans Company’s Learning Provider Portal facility for the learners in our sample.  To facilitate this, please could you ensure that a member of staff is available to access the Portal during the visit and provide us with the necessary data. (delete paragraph where not applicable)
If you currently administer 16 to 19 Bursary Fund payments on behalf of the ESFA, we will be reviewing these payments during our visit.  We will require a full list of learners in receipt of 16 to 19 Bursary Fund payments in order that we can select a sample of learners for review.  Please provide this list by [Day and Date]. (delete paragraph where not applicable)
You have notified the SFA that you use subcontractors to deliver at least some of your SFA-funded provision.  During our visit, we will also be reviewing some of your subcontracting arrangements.  To facilitate this, please ensure that you make all contracts available to us at the start of our visit. (delete paragraph where not applicable)
The SFA’s 2016/17 contract and funding rules include details of the requirements that you must satisfy should we use your provision as match for the 2014-20 ESF programme.  This means that as part of your contract you must comply with the additional requirements relating to ESF policies, data, learner notification, the use of logos and document retention.  This is required in order that the SFA can fully support its ESF match funding claims.  We will undertake checks to confirm whether you are complying with these requirements. (delete paragraph where not applicable)
During the course of our review on site, we will seek to regularly feedback any findings and queries.  We will meet you and your team for a formal closure meeting at the end of our visit at which we will outline our observations and detail any errors that require amendment.  We will give you the opportunity to provide further evidence in response to our findings.  You may be required to undertake a further review of evidence you hold to support your funding claims in instances where we have identified systematic or significant errors during our review.
(TRAINING ORGANISATIONS ONLY, delete paragraph if not applicable) If, once we have agreed all issues, there is an error rate lower than 5% (monetary value) in our main sample, we will provide you with a satisfactory (unqualified) opinion on your data/funding claim.  However, an error rate at or above 5% will lead to an unsatisfactory (qualified) opinion. 
(TRAINING ORGANISATIONS ONLY, delete paragraph if not applicable) In all cases, you will be required to make the necessary ILR data amendments to correct all identified errors.  You are required to ensure that data returns to the ESFA are accurate and timely.  Consequently, you must make all ILR data amendments by the next monthly return date.  We will check the ILR to confirm that you have made all the data amendments and should we find that you have not made them within the required timescale, this will result in an unsatisfactory (qualified) opinion.
(TRAINING ORGANISATIONS ONLY, delete paragraph if not applicable) We also reserve the right to check data forming your final ILR return for 2016/17 due on 19 October 2017.  If, as a result of a final check of data, we become aware of any anomalies, these will be brought to the attention of the ESFA’s Allocations team and Provider Management and Intervention colleagues.
(COLLEGES ONLY, delete paragraph if not applicable) In all cases, you will be required to make the necessary ILR data amendments to correct all identified errors.  You are required to ensure that data returns to the ESFA are accurate and timely.  Consequently, you must make all ILR data amendments in time to enable us to check data forming your final ILR data return and funding claim for 2016/17, due on 19 October 2017.  We will check the ILR to confirm that you have made all the data amendments and should we find that you have not made them within the required timescale or sufficient time has not been given for these amendments to be part of the assurance review process, this may result in an unsatisfactory (qualified) opinion.
An unsatisfactory (qualified) opinion is likely to result in another review in the following year.
Please note that all officially classified information that we send to and receive from you, including samples and reports, must be encrypted in line with HM Government’s Security Policy Framework.  In order that you can both create and open encrypted files, you will need to ensure that you have the appropriate software (Winzip v10 or later).
If you have any queries, please contact [AUDITOR NAME] on [NUMBER], or me on the number below.
	Yours sincerely

	

	

	

	<Name of assignment manager>
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	The Education & Skills Funding Agency is working with the European Social Fund (ESF), which is responsible for promoting employment opportunities for all, to deliver this project/initiative. For further information on the ESF, visit its website at www.esf.gov.uk








The purpose of this document is to collect relevant information in respect of other funding streams received.
	
Other sources of public funding
	Details to be completed by provider
(please answer in the space provided, or reference to supplementary information as necessary)

	Source of funding
	Funding received or administered by organisation
(Yes/No)
	Funding value
£

	16 to 19 Bursary Fund
	
	

	Free Meals in FE
	
	

	ESF (ESFA contract(s))
	
	

	HEFCE funding
	
	

	Franchised-in HE provision (funding received from HE institutions)
	
	

	Overseas learners
	
	

	Full cost provision
	
	

	Other funding (please list):
	
	


Once you have completed the provider questionnaire, please sign and date the document below.  Please check that any additional attachments you may wish to provide to support your answers are complete before return.
	Prepared by:
	Date:

	Name:

	Position:
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