DEAR COLLEAGUE LETTER

Dear ____:

This letter is to notify you that the Special Demonstration Program’s Web-based data collection system is available for data input.  The Rehabilitation Services Administration (RSA), Special Projects Team is requesting that all grantees enter project data for the period of  __________ through __________.  The information you submit through this web-based system will meet the requirement for your annual performance report.  This information will be used by RSA to determine continuation funding.  In addition, this data will help RSA determine how well grantees are meeting targets under the Special Demonstration Program’s Program Assessment Rating Tool (PART).

 All data input must be entered and locked before midnight November 15, 200 .

The URL for the annual reporting form is https://rsa.ed.gov 

Your login information is the same information used for entering data during the last reporting period.  The login information will be your PR/ Award Number as referenced in box 5 of your Grant Award Notification, and your unique password.  If you have lost or forgotten your password, please contact your ED Program Officer.  

When entering your PR/Award Number DO NOT include the dash and double-digit suffix after the dash included in your PR/Award Number (i.e. “-00” or “dash, numeric, numeric”).  Instructions on how to complete each section of the form are provided with the on-line reporting form. SAVE THIS INFORMATION, YOU NEED IT TO ACCESS YOUR WEB FORM.
In addition to your Web reporting form (which must be completed on-line by November 15, 200_), you must also complete the U.S. Department of Education’s form 524B (enclosed).  This form should be faxed to RSA at 202-260-9424 or mailed to the address below on or before November 15, 200_.  Form 524B must contain an original signature, so it could not be included in the Web system. 

U.S. Department of Education

RSA

330 C Street SW

Attention:  Alfreda Reeves

Room 3314, Mary Switzer Building

Washington, DC 20202

Sincerely,

Timothy Muzzio, Ph.D. 

Acting Director, Special Projects Division
