


tc \l1 "
October 20, 2008

Dear Colleague:

Provided below are submittal instructions and web links for the FY 2008 (10/1/07 – 9/30/08) 704 Report.  The 704 Report instrument and instructions, Parts I and II, are available at http://www.ed.gov/programs/cil/performance.html.

The FY 2008 704 Report is identical to the one approved in 2006, except for changes in the race and ethnicity sections in subpart II.  These changes were required by the Office of Management and Budget, as reflected in the U.S. Department of Education’s final guidance published in the Federal Register on October 19, 2007.  Race and ethnicity reporting directions have been incorporated in the revised 704 Report instructions.

RSA will conduct a national 704 Report training for CILs on November 13, 2008, and for DSUs and SILCs on November 20, 2008.  Both sessions will be from 2:00 to 3:30 pm, Eastern.  Details are provided below. 

Starting November 7, 2008, DSUs, SILCs and CILs will be able to complete and submit the 704 Report directly online through the RSA Management Information System (MIS).  Additional information is provided below.  

SUBMITTAL INSTRUCTIONS

Part I of the 704 Report is to be completed by designated state units (DSU) and statewide independent living councils (SILC).  Part II is to be completed by Part C-funded centers for independent living (CILs).  The 704 Report submittal deadlines are as follows:  

· For 722 States – No later than December 31, 2008

· For 723 States – No later than January 31, 2009

The 704 Report must be submitted electronically via e-mail or, for the first time, through RSA’s Management Information System (MIS).  If submitted via e-mail, a signed hard copy of the 704 Report is also required.

Email Submittal

Send one electronic copy to 704Report@ed.gov.  (Please do not e-mail to Roslyn Thompson.)

Please use the following procedures for naming the electronic files for transmittal:

· For Part I (DSUs and SILCs), use the two letter state designator followed by the federal fiscal year designation.  For example, Arizona’s FY 2008 704 Report Part I would be identified as AZ.08.  Include the phrase, “704 Report,” in the e-mail subject line.
· For Part II (CILs), use the two letter state designator followed by the CIL’s name or acronym and federal fiscal year designation. The Arizonans Building Liberty and Empowerment Center would be identified as AZ.ABLE.08 and the Sunshine CIL (in Arizona) would be identified as AZ.Sunshine.08.  Include the phrase, “704 Report” in the subject line.  

On-line Submittal
SILCs, DSUs and CILs must register with the RSA MIS prior to completing and submitting the 704 Report online.  To register, go to http://www.ed.gov/rschstat/eval/rehab/rsamis/rsamis_help.html. 

The Getting Started link provides instructions for obtaining an agency-specific username and password. 

Further instructions for completing and submitting the 704 Report online will be provided to interested grantees upon completion of the registration process.

Hard Copy Submittal

Those who submit the 704 Report via e-mail are asked to mail a signed hard copy to: 
U.S. Department of Education 

Office of Special Education and Rehabilitative Services

Attention: Roslyn Thompson

400 Maryland Avenue, S.W., PCP Room 5050

Washington, D.C. 20202-2800

CONTACT INFORMATION FORM
In order to ensure that our files are accurate and up-to-date, we are requesting that each DSU, SILC and CIL complete and return the attached “Contact Information Form,” as appropriate.  Please submit the completed form(s) via e-mail to 704Report@ed.gov.

NATIONAL 704 REPORT TRAININGS 

RSA is providing the 704 Report training through the National Clearinghouse of Rehabilitation Training Materials (NCRTM) at Utah State University at no cost to SILCs, DSUs and CILs.  The training will address the revised "Race and Ethnicity" sections and other topics.  The FY 2008 704 Report training features a new, more interactive format.  Participants will be able to simultaneously view the presentation materials and open captioning online during the training.  Participants will be able to pose questions and receive RSA’s responses online.  

Registration is required.  

Training Schedule

RSA is offering two training sessions:

· For CILs:  November 13, 2008, from 2:00 pm to 3:30 pm, Eastern.  

· For DSUs and SILCs:  November 20, 2008, from 2:00 pm to 3:30 pm, Eastern.  

To the extent possible, RSA encourages each DSU, SILC and CIL to submit a single registration and arrange for its representatives to share one telephone line.  If registration exceeds capacity, RSA will schedule an additional training session.  The training will be archived and available, along with a transcript, at http://ncrtm.org following the training.   

Registration 

The registration deadline for both sessions is Thursday, November 6, 2008.

To register, go to the 704 Report Training web page at http://ncrtm.org/course/view.php?id=116 and follow the instructions.  You will receive a notice of your reservation via e-mail.
Additional Information 

In preparation for the training, please review the revised 704 Report instrument and instructions as well as the 704 Report Frequently Asked Questions (FAQ).  The FAQ is currently available at http://www.ed.gov/rschstat/eval/rehab/rsamis/rsa-704-faq.html.  In addition, RSA will e-mail a copy of the presentation materials prior to the first training session. 

Please contact Felipe Lulli at (202) 245-7425 or felipe.lulli@ed.gov, or Roslyn Thompson at 

(202) 245-7544 or Roslyn.Thompson@ed.gov, if you have any questions regarding the 704 Report or the trainings. 

Sincerely, 

Thomas Kelley

Independent Living Unit Chief

             U.S. DEPARTMENT OF EDUCATION


REHABILITATION SERVICES ADMINISTRATION


                  WASHINGTON, D.C.  20004      








