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[bookmark: Start]Please find enclosed with this letter a copy of our draft report containing the findings and opinions arising from the visit of the Skills Funding Agency’s PFA Team to [provider name] [in/between] [month(s) and year].  We would like to thank you and your colleagues for the time, consideration and help afforded to us during our visit.
[Either]
We have issued a draft report because although all funding errors have been agreed, you have not corrected your data by the agreed monthly return date.  Details of all funding errors and the action required to correct them was left with you at the final feedback meeting on [date].  Section 6 of the report provides more information on the action required to address any errors identified during the course of the visit.
I should be most grateful if you would ensure that you take action to correct your data by [insert next ILR data return date], the next monthly return date.  Should the corrections not be made by this date, we will bring the matter to the attention of the Agency’s Relationship Management.
If you wish to discuss this further, please contact [name] on [number], or me on the number below.
[Or]
Annex A to the report details the funding errors identified during our visit and Section 6 explains how these errors will be corrected.  The errors currently consist of both actual and estimated errors.  An estimated error has arisen because the error rate exceeds our 5% materiality threshold.  We have extrapolated our sample error percentage across the population as a whole to arrive at a value of estimated errors.
In order that we can arrive at an agreed value of the errors that exist, you are required to undertake a review of relevant documentation supporting Skills Funding Agency funding, maintaining a full audit trail to support your findings and your calculation of the value of any errors.  You should process data amendments where necessary as soon as possible.  Our final report will refer to the actual errors we agree need to be corrected.
Annex B to the report contains the Action Plan/Recommendations.  I should be obliged if you would respond to our recommendations, describing the action to be taken, the person responsible for taking the required action and, if applicable, an implementation date.  Once we have received your responses, and assuming we consider them to be adequate, we will incorporate them into the Action Plan, which will be attached as an annex to our final report.
If you wish to discuss anything in this report, please contact [name] on [number], or me on the number below.
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	The 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
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