ANNUAL TRAINING REPORT 2022 AND WORKPLACE SKILLS PLAN 2023 TEMPLATES

DHET Registered Name:
	Registered Name:
	

	Company Size:
	

	SDL Number:
	

	SDF Name:
	

	Submission Date: 
	

	Registered Name:
	




PLEASE NOTE 
1. IT IS IMPORTANT TO COMPLETE ALL THE SECTIONS OF THE REPORTS. 
2. WHERE A SECTION IS NOT RELEVANT, PLEASE INDICATE SO IN YOUR REPORT. THE INFORMATION REQUIRED IS IMPORTANT FOR THE SETA'S REPORTING TO THE DEPARTMENT OF HIGHER EDUCATION AND TRAINING FOR COMPILATION OF THE SECTOR SKILLS PLAN. 
3. FOR SUBMISSION TO THE INSETA, THESE REPORTS MUST BE COMPLETED ON THE INSETA WSP AUTOMATED SYSTEM. 
4. THE PURPOSE OF THESE GUIDELINES IS TO ASSIST WITH THE COMPLETION OF THE WSP & ATR REPORTS. PLEASE NOTE THAT NO REPORTS MUST BE COMPLETED ON THESE GUIDELINES FOR SUBMISSION TO THE INSETA 
5. AFTER OBTAINING THE REQUIRED SIGNATURES, THE AUTHORISATION FORM AS WELL AS BANK DOCUMENTS SHOULD BE UPLOADED ON THE SYSTEM UNDER THE WSP/ATR DOCUMENTS UPLOAD TAB. 
6. PLEASE NOTE: IF THE NAME OF THE COMPANY APPEARING ON THE DEPARTMENT OF HIGHER EDUCATION AND TRAINING SIDE DIFFERS FROM THE NAME ON THE BANK DOCUMENTS, THEN YOU NEED TO UPLOAD BOTH DOCUMENTS (BANK DOCUMENTS AND CIPRO DOCUMENTS) TO SHOW PROOF OF REGISTERED COMPANY NAME AND TRADING NAME BEFORE PAYMENT CAN BE MADE. IF THE DEPARTMENT OF HIGHER EDUCATION AND TRAINING REGISTERED NAME IS INCORRECT THEN YOU NEED TO CONTACT SARS TO CHANGE THE COMPANY’S REGISTERED NAME 
DEADLINE DATE: 31 May 2023
PLEASE NOTE THAT EXTENSIONS WILL ONLY BE GRANTED FOR THE SUBMISSON OF THE ATR AND WSP REPORTS ON WRITTEN REQUEST TO THE INSETA COUNCIL AND AT THE COUNCIL’S DISCRETION - REQUESTS TO BE HANDED TO THE SKILLS DIVISION. PLEASE REFER TO THE GOVERNMENT GAZETTE No. 29583 REGULATIONS (Regulation No. 713. Section 5.2 (a, b) & Section 5.5). 




	Authorisation 

	
We, the undersigned, submit this information in fulfilment of this entity’s legal obligation in terms of the skills development legislation and regulations. We declare that, to the best of our knowledge, the information contained in this WSP /ATR /Pivotal Report is accurate and up to date. We recognise that any inaccurate statement in this document may constitute fraud and be subject to the full penalty of the law. 


	*FULL NAME
	DESIGNATION
	*DATE SIGNED
	*SIGNATURE 

	
	Primary Skills Development Facilitator*#
	

	



	
	Training Committee Chairperson*
	

	



	
	Employer Representative*
	

	



	
	Employee Representative*
	

	



	
	Company Executive*#
	


	

	
	Other (Please specify)
	

	




	· It is Compulsory to fill in the full names of the persons signing this report. 
· Compulsory signatures i.e., these persons must authorize this Report. (Medium and large firms: * and small firms: #)
· It is imperative for companies with more than 50 employees to have a Training Committee. 
· Employer & Employee representatives must be two different people. 

	After Successful Submission: 
· The INSETA intends sending Approval Letters for all fully completed, duly signed, correct submissions within the month of July. 2023 
· Beginning of 1st Disbursement - September 2023 
· Beginning of 2nd Disbursement - December 2023 
· Beginning of 3rd Disbursement - March 2024
· Beginning of 4th Disbursement - June 2024



