Templates for covering letters when submitting datasets according to the Minimum Standard for Data Loads

1. Skipping of Step 1 Upload
2. Step 1 Upload Letter
3. Step 3 Upload Letter

Please remember to fill in the information that is specific to your ETQA and your data-load,

and to delete the non-applicable information as indicated in each template.
Send all communication to: dataloads@saqa.org.za
1. Skipping of Step 1 Upload

E-mail Subject: Skipping Step 1: [ETQA Acronym]
Dear Data Loads Team
This letter serves to notify SAQA that [ETQA Acronym] does not have any additional legacy qualifications and/or courses to submit to the NLRD and will as a result not submit data as per Step 1 of the National Learners’ Records Database (NLRD) Minimum Standard for Data Loads. The [ETQA Acronym] NLRD data submission will comply with the Minimum Standard for ETQA Data Loads from Step 3.

Kind regards
[Signature Block]

2. Step 1 Upload Letter
E-mail Subject: Step 1 submission: [ETQA Acronym]
Dear Data Loads Team
Please note that the most recent [ETQA Acronym] data submission has been [saved to the External Staging Area (ESA) / submitted automatically through the Edu.Dex application]*.
The submission [does not contain non-ETQA training providers / contains non-ETQA training providers.] * This letter confirms that the combinations of provider codes and ETQA IDs already exist on the NLRD.

The data submission contains the following number of records:
	Provider
	#

	Qualification/Degree (Legacy)
	#

	Course (Legacy)
	#


Please confirm that you have received the submission in good order once it has been received and validated that this is the case.
Kind regards
[Signature Block]

3. Step 3 Upload Letter
E-mail Subject: Step 3 submission: [ETQA Acronym]
Dear Data Loads Team
Please note that the most recent [ETQA Acronym] data submission has been [saved to the External Staging Area (ESA) / submitted automatically through the Edu.Dex application]*.
This is submission # of # submissions.
The submission [does not contain non-ETQA training providers / contains non-ETQA training providers.]* This letter confirms that the combinations of provider codes and ETQA IDs already exist on the NLRD.

Qualifications/unit standards that fall outside of the [ETQA Acronym]’s scope [are / are not] * included in the submission.  If they are included, the reason is as follows: 

The data submission contains the following number of records:
	Provider
	#

	Provider Accreditation
	#

	Person
	#

	Person Designation
	#

	NQF Designation
	#

	Learnership enrolment/achievement
	#

	Qualification enrolment/achievement
	#

	Unit Standard enrolment/achievement
	#


Please confirm that the NLRD has received the submission in good order once it has been received and validated that this is the case.
Kind regards

[Signature Block]
