TO ALL PUBLISHERS: REMINDER

WINDOW PERIOD FOR CORRECTIONS TO DATA ON REGISTERED SUBMISSIONS

Publishers are reminded that the period from Monday 23 January 2012 to Friday 27 January 2012 has been allocated as the Window Period for correcting data on registered submissions. Publishers are urged to use this time to check all their entries carefully and correct any errors. Please note that this is the last opportunity publishers will have to correct their data for the catalogue. There will be no chance to make corrections or alterations after 27 January 2012. 

The system allows publishers whose registered submissions are in the “Pack Registered” category to make the corrections themselves. To do so a publisher will need to delete the incorrect component and then re-enter the correct data. Publishers wishing to make corrections to registered submissions in the “Registered Pack Accepted” category must send an email requesting the LTSM Support Team to cancel acceptance and return the pack to the “Pack Registered” category. In the case of registered submissions in the “Registered Pack Rejected” category publishers wishing to amend their registered submission in line with the department’s requirements must send an email requesting the LTSM Support Team to return the pack to the “Pack Registered” category.
ERRORS IN DATA ON REGISTERED SUBMISSIONS

A number of publishers’ entries have not been accepted due to errors in the data and they are therefore still sitting in the “Pack Registered” category. Common errors include:

· Incomplete component titles for packs containing a text book and a teacher’s guide
· A component title must include the pack (series) name, the subject, the grade and the type of component e.g. Teacher’s Guide, Learner’s Book, Reader;

· In the case of a English or Afrikaans Language series the language level must also be included i.e. Home Language, First Additional Language or Second Additional Language. In the case of isiZulu First Additional Language material the language level must also be included.

Note that these are not requirements for graded readers.

· The system allows publishers to make these corrections themselves. To do so a publisher will need to delete the incorrect component and then re-enter the correct data.

· Incorrect pack title

· A pack contains at least two different components. Consequently the pack title must not include reference to one specific component. For example, a pack title such as Bright Sun Mathematics Teacher’s Guide is not acceptable.
· In the Intermediate Phase a pack includes components for ALL three grades – grades 4, 5 and 6. Hence a pack title cannot refer to a specific grade, e.g. only Grade 4.
· The system does not allow publishers to make these corrections themselves. Instead they must send an email requesting the Technical Team to make the corrections. 
· Grade 11 Accounting Exercise Books 

· The department has invited publishers to submit an exercise book to accompany the Grade 11 textbook and teacher’s guide. This must be reflected as such in the catalogue – not as a workbook. 
· Authors

· The Invitation indicates that the names of all authors must be provided. It is not sufficient to provide a group name such as Master Panel. 
