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Statement of Work

Technical Assistance for Developing and Implementing a Strategic Plan

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 implementation of classroom reading programs based on the research.

Since its inception, the National Institute for Literacy has worked to meet its responsibilities, guided by its authorizing legislation, and the needs of the adult literacy field. The Institute’s early work included activities such as the development of interagency performance measures, research on adults with learning disabilities, and the establishment of a national toll-free hotline for service providers and volunteers. Later, the Institute carried out duties authorized by AEFLA, including developing a national electronic information dissemination network, providing information on literacy policy to service providers and policymakers, and coordinating a literacy research agenda.

More recently, after Congress directed it to assume responsibilities related to reading instruction for children and youth, the Institute produced the pre-eminent reading publication for teachers of students in kindergarten through third grade using the findings from the National Reading Panel. The Institute has also funded and supported the processes through which the scientific research bases in adult reading and preschool reading instructions -- two major gaps in the understanding of literacy – are being identified and disseminated. The Institute’s commitment to using scientifically based reading research embodies the newest standard of quality and infuses its work across the lifespan.  

II.
PURPOSE OF ACQUISITION

The Institute has a requirement for technical assistance to develop a strategic plan in cooperation with the Institute’s Director and its Presidentially-appointed Advisory Board.  Over the past few years, the Institute has obtained advice and recommendations from a variety of stakeholders in the literacy community and from nationally recognized researchers to inform the Institute’s future activities.  The Board also discussed issues concerning the Institute’s role and impact at its October 2006, January 2007, and March 2007 meetings.  The Institute now seeks, through this procurement, to obtain technical assistance to combine the advice it has received with Board and staff thinking to develop a strategic plan to define the Institute’s future directions. 

III.
TASKS

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

Task 1  Review background information to be provided upon contract award 
1.1
The Contractor shall review materials provided by the Institute upon the award of the contract, including:  the Institute’s activities and accomplishments; the Institute’s Human Capital Resources plan; the transcripts from the October 2006 and January 2007  Advisory Board meetings; Vision, Mission and Values statements; presentation materials from the March 2007 Board meeting; a SWOT analysis conducted by the Board; a SWOT analysis conducted by the staff; brief summaries of stakeholder and researcher advice; an environmental scan of national organizations’ adult literacy activities; and expert group recommendations concerning the Institute’s involvement in adult literacy and adult English language acquisition.

Task 2  Attend Institute meetings 
2.1
The contractor shall attend a 3-hour meeting with the Institute’s Director and Deputy Director within five days of contract award to discuss the materials the contractor reviewed in Task 1, discuss the scope and format of the strategic plan, and agree on an outline for the plan. 

2.2 The contractor shall provide a written summary of the meeting, including the outline of the strategic plan.

2.3 The contractor shall attend a half-day of the Institute’s October Board meeting to hear discussion of the draft strategic plan.

Task 3   Draft a strategic plan

3.1
The contractor shall draft a 15-20 page strategic plan for the Institute and submit it to Institute staff for comments.

3.2
The contractor shall revise the plan in response to Institute comments and resubmit it for Institute review.

Task 4   Finalize the strategic plan
4.1
The contractor shall revise the strategic plan following the Institute’s Advisory Board meeting to reflect Board input.

Task 5
  Refine an existing Institute “dashboard” to connect it to the goals and activities articulated in the strategic and annual plans
5.1
The contractor shall revise the Institute’s existing “dashboard” of at-a-glance indicators of Institute activities and performance and submit it to Institute staff for review.

5.2
The contractor shall revise the dashboard in response to Institute comments.

5.3
The contractor shall make further revisions to the dashboard in response to Institute comments on the dashboard submitted in Optional Task 1.2 and submit it for final Institute approval.

 IV.   OPTIONAL TASKS

Optional Task 1  Draft an annual plan that operationalizes the strategic plan

1.1
The contractor shall draft an annual plan that provides guidance to the Institute’s leadership and staff on implementing the strategic plan.  The plan shall be developed to maximize the Institute’s human capital resources and partnerships with government and non-government agencies.  The annual plan also shall be informed by organizational and project performance measures (to be developed under a different contract) and other factors concerning organizational performance. 

1.2
The contractor shall revise the annual plan in response to Institute comments and resubmit it to the Institute for review.

1.3
The contractor shall make further revisions to the annual plan in response to Institute comments and submit it for final approval.

Optional Task  Plan and manage a stakeholder meeting to discuss the strategic plan

2.1
The contractor shall work with Institute staff to plan and manage a 1-2 hour meeting of approximately 10-12 Institute stakeholders at the Institute’s offices in Washington, DC to discuss the Institute’s strategic plan.

2.2
The contractor shall submit a summary of the meeting.

2.3
The contractor shall make revisions to the strategic plan to reflect input from the stakeholder meeting and submit the plan for Institute approval.

IV. SCHEDULE OF DELIVERABLES

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

	Task 2
	· Meeting summary of the meeting, including strategic plan outline


	October 3, 2007

	Task 3
	· 15-20 page strategic plan draft
	October 12, 2007

	Task 3
	· revised strategic plan
	October18, 2007

	Task 4
	· revised strategic plan
	November 6, 2007

	Task 5
	· revised dashboard
	November 9, 2007

	Task 5
	· revised dashboard
	November 20, 2007

	Task 5
	· final dashboard
	December 14, 2007


SCHEDULE OF DELIVERABLES – OPTIONAL TASKS

	Opt Tsk 1
	· draft annual plan
	TBD

	Opt Tsk 1
	· revised annual plan
	TBD

	Opt Tsk 1
	· final annual plan
	TBD

	Opt Tsk 2
	· summary of stakeholder meeting
	TBD

	Opt Tsk 2
	· revised strategic plan
	TBD


IV.
PERIOD OF PERFORMANCE

The period of performance will be from September 27, 2007 through December 30, 2007.  If the optional tasks are exercised, the performance period shall be extended through April 15, 2008.
