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MACROBUTTON NoMacro [Click here and type date]
MACROBUTTON NoMacro [Click here and type name, job title, & address]
RE: Technical Assistance for Data Quality Standards Planning

Dear MACROBUTTON NoMacro [Click here and type name]:

Your program has been selected to participate in a Data Quality Review for FY 200MACROBUTTON NoMacro [date]. MSDE’s Adult Education and Literacy Services staff will be conducting these reviews for selected grantees in order to provide assistance with achieving the Exemplary Level data quality rating as required by U.S. Department of Education.

A meeting to review your current Data Quality Checklist and evidence, as well as your data entry activities, has been scheduled for MACROBUTTON NoMacro [day & date], from MACROBUTTON NoMacro [time]. Alta Weiss, Data Quality Consultant, and I will be conducting the review.
Your advance preparation is required as follows:
· Schedule the MIS Specialist, Instructional Specialist, Intake/Assessment Specialist, and any other key staff such as Lead Teachers and/or Coordinators to attend the meeting.
· Have participating staff review and prepare in advance to respond to the enclosed Data Quality Interview Questions and have available the required evidence for review at the meeting.
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Provide copies of your FY 200MACROBUTTON NoMacro [date] Data Quality Plan for all attending, including Alta Weiss and me.
· Have one copy of your FY 200MACROBUTTON NoMacro [date] grant proposal available for reference.
· Send driving directions to me and to Alta Weiss, afweiss@intercom.net.
If you have any questions please contact me at (410) 767-MACROBUTTON NoMacro [4 digits], or MACROBUTTON NoMacro [your email address]
Thank you for your assistance with these preparations.

Sincerely,

MACROBUTTON NoMacro [Your name]
MACROBUTTON NoMacro [Your title]
Adult Education and Literacy Services

Enc:
Data Quality Interview Questions

Cc:
Patricia Bennett, John LeMaster, Alta Weiss
Nancy S. Grasmick
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