Notice to publishers: the submission of “Registered Packs Accepted” for screening

Publishers are urged to take note of the following: 

1. The department will screen complete submissions only. A submission is deemed “complete” when it complies with all the following requirements: 

· Each box must have an “Exterior Identification Sheet”* attached to the exterior, indicating how many boxes comprise the submission. If this is not adhered to, the box or set of boxes will not be accepted when delivered at the Warehouse.  
Note that the boxes used must be anonymous. They may not reflect the name of a publisher or the name of a series. 
· Inside each box, an “Interior Identification Sheet”* must be attached to EACH ‘set’ of copies, e.g. Text Book and Teacher Guide – one Text Book and one copy of the accompanying Teacher Guide must be held together with an elastic with the Interior Identification Sheet on top. In the case of Intermediate Phase Language submissions the core reader must also be included. For Grade 11 Accounting the exercise book must be included. There will then be the required number of ‘sets’, each containing all the components of a registered pack and each will have an Interior Identification Sheet. 
· Proof of Payment and a copy of the tax clearance certificate must be submitted in an envelope labeled with its contents (Proof of payment and a copy of the tax clearance certificate) inside the box (in box number 1 if there are multiple boxes) – see details in point 2 below. 
· Registered components with their ISBN numbers.  The ISBN number on a component MUST match that given at registration. Failure to comply will result in the books not being screened.
· Correct number of copies as set out in the 2012: Invitation to Submit LTSM (Invitation). 

* The Identification Sheets can be downloaded from the LTSM site as follows: After logging in, the Home Page will be loaded. Expand “3. Registered Packs - Accepted” and select “Print Cover” for a pack that has been accepted. Print the required number of Exterior and Interior Identification sheets. 

2. In addition to point 1 above, please take note of the following requirements for Packaging as well as what should be enclosed with the submissions: 

· Adhere to the requirements of the 2012 Invitation and Terms of Reference when submitting your materials. 
· Package each “Registered Pack – Accepted” per box or set of boxes (if more than one box is required) as explained in the confirmation letter available on the LTSM site via the “Print Cover” link. A box or set of boxes will therefore only contain material for only one pack.  The department will not prescribe box size this year. 
· Enclose a copy of the proof of payment with each pack submitted by highlighting the relevant Pack ID. The enclosed proof of payment must consist of two parts: (a) A copy of the receipt provided by the Cashier. (b) A copy of the stamped printout provided by the Cashier which indicates the packs paid for. The relevant Pack ID that is contained inside the box or set of boxes must be highlighted on this copy of the stamped printout. (If payment was made via post or courier, the receipt and accompanying stamped printout will be e-mailed to the Publisher.) 
· All submissions must be anonymous. The book cover must include the Pack ID (pack code) provided on registration, in addition to stating the subject, grade, language and ISBN number. Book covers must be white with black print. Authors’ names, title, publisher imprint and publisher details must not appear at all in the material submitted for evaluation. This includes inserts which might be included in a book, such as compact discs.

· In regard to sets of readers the title of a story may appear both on the cover and in the book itself, providing that it makes no reference to the name of a publisher, series or author. 
3. Furthermore, note that:
· Submission fees are non-refundable.
· Materials reaching the warehouse later than the published deadline will not be accepted.
· Materials that have not been paid for will not be screened and these will be considered “rejected”.
· If submitted material is found not to be “core material” as communicated in the Invitation and/or titles submitted do not correspond with the packs registered, it will not be screened.
· Incomplete materials will not be screened.
· Publishers who submit incomplete materials will do so to their own detriment, as no extension will be granted for the resubmission. A missing component of the submission should reach the warehouse no later than the published time of closure for receipt of submissions, failing which, the incomplete pack/s will not be screened.
· Publishers will be notified by email immediately after their materials have been received and checked for completeness. The system will send an e-mail confirmation for each pack submitted indicating whether the submission is complete or incomplete.
· Please ensure that the email address supplied on the “Publisher Details” screen of the LTSM site is correct and up-to-date, because this e-mail address will be used for the e-mail notifications. It is your responsibility to check and correct this via the aforementioned screen as the Department will not be held responsible for messages that fail to reach you.
· Only “Registered Packs - Accepted” must be submitted. Under no circumstances should “Registered Packs - Rejected” be submitted.
