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Attachment A 

RFP ED-08-R-86

REVISED 8/28/08

National Institute For Literacy

Technical Assistance for Transcription Services 

For Advisory Board Meetings

I. BACKGROUND

The National Institute for Literacy (the Institute) was established 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 development and implementation of classroom reading programs based on the research.
The Institute’s authorizing laws organize its activities into four general areas: program improvement; policy and technical assistance; information dissemination, including dissemination of scientifically based reading research and effective reading programs based on scientific research; and coordination of research support.  To carry out these duties, the Institute has concentrated its efforts on projects that could bring about significant improvement across the adult education system and enhance the use of findings from scientific research in reading instruction for all ages.  Together, the Institute’s authorizing laws reinforce a focus on disseminating critical information on reading across the lifespan while allowing the Institute to address broader challenges associated with improving the effectiveness of the adult literacy service delivery system. 

II.  PURPOSE OF ACQUISITION

The Institute is seeking technical assistance to provide transcription services for its scheduled Advisory Board meetings in the Washington, D.C. metropolitan area.

III.  SCOPE OF WORK

The contractor shall perform the following tasks:  

Task 1:  Attend post-award meeting with Institute staff.
1.1  The contractor shall attend a post-award meeting at the Institute’s office in       Washington, D.C. within 5 business days of the contract award to discuss contract tasks and timeline and answer questions.
Task 2:  Attend Advisory Board meetings.

2.1. The contractor shall attend four Advisory Board meetings between October 2008 and October 2009.   The proposed meeting dates are as follows but are subject to change:

Thursday, October 23 -- Friday, October 24, 2008

Thursday, January 29 – Friday, January 30, 2009

Thursday, April 2 – Friday, April 3, 2009

Thursday, July 16 – Friday, July 17, 2009

Task 3: Provide an audio file of each meeting in CD format.

3.1 The contractor shall provide an audio file of each meeting in CD format no later than one business day post-meeting.

Task 4: Provide a verbatim transcript of each meeting.

4.1 The contractor shall provide a verbatim transcript of each meeting in electronic Microsoft Word and hard-copy formats no later than 10 business days post-meeting.

Task 5: Provide a summary of each meeting.

The contractor shall provide a summary of each meeting, capturing motions and key discussion, in electronic Microsoft Word and hard-copy formats no later than 15 business days post-meeting.  Summaries shall total no more than 10 single spaced pages for a two-day meeting or 5 single spaced pages  for a one-day meeting. 

IV.  SCHEDULE OF DELIVERABLES

	TASK
	DELIVERABLE
	DUE DATE

	1.1
	Attend post award meeting


	Five business days post-award



	2.1
	Attend Advisory Board meeting
	Oct. 23-24, 2008*

Jan. 29-23, 2009*

April 2-3, 2009*

July 16-17, 2009

*dates subject to change



	3.1
	Provide audio file of meeting
	Oct. 27, 2008

Feb. 2, 2009

April 6, 2009

July 20, 2009




	TASK
	DELIVERABLE
	DUE DATE

	4.1
	Provide verbatim transcript of meeting


	Nov. 7, 2008

Feb. 13, 2009

April 17, 2009

July 31, 2009



	5.1
	Provide summary of meeting


	Nov. 17, 2008

Feb. 23, 2009

April 24, 20009

Aug. 7, 2009

 


V.  PERFORMANCE PERIOD

The performance period is September 30, 2008 and end September 30, 2009 with four optional years to be exercised unilaterally.

VI. Government Furnished Property

The Institute will provide an example of a previously prepared summary and an excerpt of a transcript

