








ED-05-Q-0028

STATEMENT OF WORK

Technical Assistance on Organizational Representation and Communication

National Institute for Literacy

I.
BACKGROUND

The National Institute for Literacy  (NIFL) was established in 1991 to ensure that literacy would have a place on the federal policy agenda and to invigorate a national effort to improve adult literacy.  Its primary activities to strengthen literacy across the lifespan are authorized by the U.S. Congress under two laws, the Adult Education and Family Literacy Act (AEFLA) in the Workforce Investment Act and the No Child Left Behind Act (NCLB).  The AEFLA directs the Institute to provide national leadership regarding literacy, coordinate literacy services and policy, and serve as a national resource for adult education and literacy programs. The NCLB law directs the Institute to disseminate information on scientifically based reading research pertaining to children, youth, and adults as well as information about the implementation of classroom reading programs based on the research.

Since 1999, when Congress first added responsibilities concerning children’s literacy to the Institute’s traditional activities on behalf of adults, the Institute has worked to integrate the two primary missions.  While there has been progress in connecting individual projects, the Institute’s Advisory Board has noted that the Institute still has work to do to communicate its lifespan mission and a coherent identity to the public and other constituencies.  This lack of clarity prevents the Institute from fully realizing the benefits of its program investments.

II.
PURPOSE OF ACQUISITION

The Institute seeks technical assistance in finalizing the development of a new organizational identity and creating content that will more clearly represent the breadth and depth of the Institute’s work to educators, education organizations, policymakers, and the public using a variety of media.  The technical assistance is expected to help the Institute develop clear guidelines on its use of its new logo in all collateral materials.  Similarly, the technical assistance is expected to develop up-to-date basic content that can be used as the foundation of multiple products, increasing the consistency of Institute communications.  Finally, the Institute is seeking technical assistance to develop an organized, effective approach to providing information about the Institute’s work. 

III. 
TASKS

The contractor shall perform the following tasks and submit associated deliverables listed below.  

Task 1:  The contractor shall attend post-award meeting with Institute staff.
1.1 The contractor shall attend a post-award meeting or participate in a conference call with Institute staff within fourteen days of the contract award to discuss contract tasks and answer questions.

1.2 The contractor shall provide a written summary of the post-award meeting to Institute staff.  

Task 2:  The contractor shall recommend standards for the use of the Institute logo and project names

2.1
Inventory all Institute materials, including publications, website, stationery, forms, and signage and describe the results in a memo submitted to Institute staff.

2.2
Develop recommendations concerning standards for use of the Institute’s name and new logo, project taglines, and other identifying information on all Institute materials described in 3.1.

2.3
Submit recommendations to the Institute for approval.

Task 3:  The contractor shall recommend content for the Institute’s website
3.1
Review and analyze current content available on the Institute’s webpages for (a) clarity (b) comprehensiveness (c) currency (d) accuracy and (e) appropriateness for target audiences  

3.2 Draft and submit to Institute staff a memo that describes the results of the analysis conducted in 2.1 and provides recommendations for revisions and additions to the Institute’s website content and format.

3.3
Revise the memo to address comments from Institute staff.

3.4
Submit the revised memo developed in Task 3.3 to the Institute for approval.

Task 4:  The contractor shall draft informational text on the Institute and its activities for the Institute’s website and print materials
4.1
Guided by the recommendations approved in Task 3.4, draft text that provides factual information on the Institute and its activities for use on Institute webpages as well as background materials such as fact sheets and brochures.  Collect additional information about Institute projects and activities by interviewing Institute staff, as necessary.

4.2
Revise text drafted in 3.2 to address comments provided by Institute staff.

4.3
Work cooperatively with Institute web designers and other staff to prepare and launch new website content using text drafted in Tasks 3.1 and 3.2.

Task 5:  The contractor shall develop a plan to provide information about the Institute and its work

5.1
Develop a plan that describes activities the Institute can undertake over a one year period to provide factual information about its projects and services to literacy providers and the public.  The plan shall include the time and resources required to carry out each element described in the plan 

5.2 Revise the plan based on feedback from Institute staff.

5.3 Submit a final plan for Institute approval.

IV.
SUMMARY OF DELIVERABLES

All deliverables shall be provided to the Institute's Contracting Officer's Representative.

	Task 1
	· A summary of the post-award meeting 
	Within one week of post-award meeting

	Task 2
	· Memo describing results of collateral inventory
	Within 4 weeks of contract award

	Task 2
	· Memo recommending standards for use of Institute logo, taglines, and other identifying information
	Within 2 weeks of receiving Institute feedback

	Task 3
	· Draft memo on analysis of content on Institute website
	Within 8 weeks of contract award

	Task 3
	· Final memo on analysis of content on Institute website
	Within 2 weeks of receiving Institute feedback on draft

	Task 4
	· Draft background text 
	Within 8 weeks of submitting memo on website content analysis

	Task 4
	· Final background text
	Within 4 weeks of receiving Institute feedback on draft 

	Task 5
	· Draft plan on Institute information
	Within 12 weeks of contract award

	Task 5
	· Final plan on Institute information
	Within 3 weeks of receiving Institute feedback on draft


V.
PERFORMANCE PERIOD
The performance period will be from October 3, 2005 through April 30, 2006.
