C02031 Timescales 
	Return Date
	31 December 2003

	 
	Institutions are required to send complete and valid data to HESA by 31 December 2003. 

(Please note that the data collection system will be offline from the close of business on Wednesday 24 December until Monday 5 January 2004).

	Data Quality Checking Period
	31 December 2003 - 13 February 2004

	 
	A successful COMMIT will generate reports and queries. Institutions must review the reports and resubmit data in order to resolve data quality issues. Specifically institutions are required to address: 
· Queries highlighted in the check documentation
· Year-on-year checks relating to Tables 1, 4, 5a, 5b and 6
· Use of cost centres across all data streams (Staff, Student and Finance).

	Last Submission of Data Files
	13 February 2004

	 
	In order to meet obligations for hand-over of data to its customers, HESA needs to receive all data files by 13 February 2004.

	Sign-off
	As part of the data quality assurance procedures, HESA requires the return to be signed-off by the head of your institution, or by a person with suitable authority. Please note that the transaction number on the sign-off slip must correspond to that of the data being signed-off.

	Note
	Institutions should download and keep copies of all relevant reports that they are likely to need during the year, as it will be necessary to restrict access to the collection after the submission deadline.
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