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Checklist to Claim your WDF (Formerly TSI)
Last year SCA experienced many rejected claims due to significant information / evidence being missed off. We have decided to introduce this checklist for each claim which needs to be submitted with evidence when claiming.
· You have completed a new partnership form for 2011/12 with an SCA eligibility requirement form and have sent to Jenni Turner for each establishment.                      Please note the key to the completion of partnership forms is the NMDS number. If a multi sited organization only has one NMDS and therefore 1 NMDS number then they will only need 1 partnership form completed. If however each site has their own NMDS account and ID number then they will need to complete a separate partnership form.
· The NMDS organisation and employee requirements have been met as outlined on the simple guide.
· The national insurance number (if required) is on the relevant claim form. Please note that if your employee has changed their name due to marriage/divorce etc and has not notified HMRC then they must use the name that is registered otherwise it will be rejected. You can submit a letter advising of the change with the claim.
· The ULN (Unique Learner Number) is included in the relevant place.

· The internal verifier and assessor have both signed the unit summary sheets required for NVQ / QCF claims. Please note both signatures need to be within the claim period 1st Jan 2011 to March 2012.

· All evidence required is enclosed in order for the claims to be processed.

· Claims will only be processed by unit or a minimum of 8 credits to minimize administrative work and costs. Note: Discussions regarding the admin charge are underway with Surrey County Council, East Sussex County Council and Brighton & Hove to establish if a ????? No more text was written!
For further information or if you have any questions then please contact Jenni Turner on 01372 825116 or on jenni.turner@surreycare.co.uk  
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