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	This form should be used by organisations seeking SQA Endorsement of Resources which support SQA Qualifications and Awards.

Please complete in black ink or typescript.

For advice on how to complete this form, please see the Endorsement Guidance or contact SQA on 0845 213 5246.



	SECTION 1: GENERAL INFORMATION

	1.1
	Organisation’s full name and acronym
	

	1.2
	Name of main contact in submitting

organisation
	

	1.3
	Job title of contact
	

	1.4a
	Address (including post code)
	

	1.4b
	Invoice address
(if different from above)
	

	1.5
	Telephone number
	

	1.6
	e-mail address
	

	1.7
	Company website address
	


	SECTION 2: ABOUT YOUR ORGANISATION

Please give a brief summary of your organisation under each of the headings.

	2.1
Organisation background/history.

	

	2.2
Main products and/or services provided by the organisation.

	

	2.3
Main customers for these products or services.

	

	2.4
Organisation structure and number of employees.

	

	2.5
Please provide any additional information on your organisation not covered by the above.

	

	SECTION 3: RESOURCE INFORMATION

Please refer to the SQA Submission guidance document when completing this form

	3.1
	Please answer the following questions by selecting the appropriate option.



	
	Is the resource subject to Quality Assurance?
	Yes / No

	
	Is the resource content accurate and up to date?
	Yes / No

	
	Does the resource support a current SQA Qualification?
	Yes / No

	If you have answered ‘No’ to any of the above questions, do not complete this form. Please contact SQA’s Endorsement Service (0845 213 5246)


	3.2
Please confirm the title of the SQA qualification(s) which the resource supports.

	

	3.3
Please describe in what format the product is produced

	

	3.4
Please provide a description of the resource

	

	3.5 
Please describe why there is a need for the resource and what you hope to 
achieve?

	

	3.6
Has this resource been issued to learners?


(If yes, please provide details)
	Yes / No



	

	3.7
Has this resource previously been endorsed by an Awarding Body or Professional Body? (If yes, please provide details)
	Yes / No



	

	SECTION 4: QUALITY ASSURANCE

	4.1
Who was involved in writing the resource and what is their experience?

	

	4.2
Please provide details for approving and reviewing the resource.

	

	4.3
What mechanism do you have in place for updating the resource, if required?

	

	4.4
Please indicate how the quality assurance of the resource is managed

	


	SECTION 5: ENDORSEMENT SUBMISSION CHECKLIST

	Please ensure that you have provided us with two hard copies of the resource materials in addition to any electronic copies sent.
Below are suggestions of the information we will wish to see during the site visit. Please add to this as necessary.



	
	Please tick if

available

	Organisation Chart
	

	Quality assurance manual
	

	Resource Materials
	

	Sample Assessments
	

	Resource maintenance and review policy
	

	Author profiles/database
	

	Internal/External quality assurance policy
	

	SECTION 6: DECLARATION

	I declare all information in this form to be accurate

	Signature:
	Date:


	Name (please print):
	

	Position (please print):
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