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Dear Ms. Jane Doe (STATE ADMINISTRATOR),

On behalf of the Rehabilitation Services Administration (RSA), The American Institutes for Research (AIR) is conducting a study on RSA’s training programs and the responsiveness of these programs in meeting the demand for qualified counselors in state agencies.  In addition to this letter, you should have received two separate letters, one from Commissioner Wilson and another one from Dr. Timothy Muzzio, Director of Training at RSA endorsing this study.  Further, this study has also been approved CSAVR and NCRE.

In order to fulfill the objectives of the study, we have developed surveys to gather information from various stakeholders in the field.  These surveys have been field tested, reviewed by an advisory panel, and approved by the Office of Management and Budget.  

Within a couple of weeks, we will send a survey to the HRD Coordinator in every state agency.  In addition, from a national list of eligible candidates, we have also selected about 200 frontline supervisors and the counselors they supervise to respond to the surveys designed for them. Some of your staff may have been selected to participate in this part of the study.  

Your support and approval for participation is extremely valuable to the success of the study.   We would appreciate you notifying your staff of your approval about this study and encourage them to contribute to the study by completing the survey. We will forward you a copy of the survey instruments when they are sent to the participants. 

If you should have any questions regarding the study or the survey items, please contact me at 202-944-5334 or through e-mail at TChan@air.org.  Thank you in advance for your support of this study. 

Sincerely,

Tsze Chan, Ph.D.

Project Director

