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STATEMENT OF WORK


National Institute For Literacy

Technical Assistance Copy Editing Services
I. BackgrounD

The National Institute for Literacy (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.

As part of its dissemination efforts, the Institute regularly produces print materials as resources for key target audiences such as parents, teachers, administrators, policy makers and researchers. Past Institute products have included brochures, booklets, books, postcards, posters, logos, letterhead, fact sheets and newsletters. Institute products are available in hard copy for free from a national clearinghouse www.edpubs.org and also for free download as in Portable Document Format (PDFs) from the Institute’s website. 

To learn more about the Institute and to view product samples, please visit www.nifl.gov.
I. PURPOSE OF ACQUISITION

The Institute seeks a contractor to provide technical assistance for a range of editing services – copyediting, substantive editing, proofreading, and more to assist in the development of new Institute products. Although the Institute has a general idea of the types of products it will be producing in the upcoming year, it is not possible to identify each specific product or the exact number of products at this time. For that reason, this acquisition will be structured as a Task Order contract, in which the Institute will issue task orders to the contractor for each new product to be designed.

The Institute seeks a contractor who can work accurately and expeditiously to edit formatted (fully designed) pre-formatted manuscripts and products to correct all mistakes in order to ensure the high quality and integrity of Institute products. 

II. TASKS

The contractor shall perform the following tasks:

Task 1. Attend Kick-off meeting at the Institute’s office. The purpose of the kick-off meeting is to introduce the major project participants; ensure a common understanding of the contract and all obligations and responsibilities of the contractor and the Institute; and review the activities required to initiate and manage the contract.

Task 2. Edit the formatted and pre-formatted versions of new Institute products. The following products are representative of the type that the Institute will issue for editing services; they should not be construed as absolute: 

· Academic Research Findings Reports 

· Brochures
· Newsletters
· Program/Roundtable Proceedings
· Commissioned Papers

For each product ordered, the contractor shall: 

2.1 Review the document word-by-word to improve the readability. 

2.2 Check for proper word usage, design elements, spelling, grammar, punctuation, voice, style, sentence structure, paragraph division, and eliminate wordiness. 

2.3 Check for format consistencies and pagination.

2.4 Provide the client with written and verbal recommendations for improving copy.

2.5 Make edits and proofs on copy using Track Changes and other notes as needed

2.6 Submit final edits to the client electronically and in hard copy.  

III. TASK ORDERS

The Institute shall issue the following task orders: Keep in mind, however, that these products are subject to variation and that they don’t represent an exhaustive list of all Institute manuscripts that require editing services. Page numbers and other information are provided for pricing purposes only. 

At a minimum, the Institute shall issue the following task orders:

	No. of Task Orders
	Product Type
	Pages
	Size
	Other specifications
	Estimated Product Due Date

	1
	Academic Research Findings Report 
	Up to 200 pages
	8 ½ x11
	No photos. Charts/tables may be included
	2009

	1
	Academic Research Findings Report –

National Early Literacy Panel (NELP) Report
	Up to 400 pages
	8 ½ x11
	No photos.

Report will include charts/tables.
	Sept.  2008

	8
	National Early Literacy Panel (NELP) Report Supplemental Products 
	Up to 25 pages each (estimated)
	8 ½ x11
	Supplemental products may include charts and tables. May include 1-2 photos and/or graphic elements
	Oct. 2008 – Sept.  2009

	2
	Academic Research Findings Report
	Up to 60 pages
	8 ½ x11
	No photos.

Charts/tables may be included.
	2009


	No. of Task Orders
	Product Type
	Pages
	Size
	Other specifications
	Estimated Product Due Date

	9
	Commissioned Papers:

· Literacy skill development 

· ELL and Health

· Document Literacy

· Demographics and ELL

· Technology and ELL

· Vocational /Academic Skills

· Skills Training and Employers

· Youth and LD (Paper #1)

· Youth and LD (Paper#2)
	Up to 100 pages
	8 ½ x11
	No photos.

Some papers may include charts/tables may be included.  
	Oct. 2008 – Sept. 2009

	3
	Commissioned Papers:

· Reading Resources Guide

· Teacher Reading Assessment

· Lit. Review Adult Reading


	Up to 100 pages
	8 ½ x11
	No photos.

Some papers may include charts/tables may be included.  
	October 2008 – September 2009

	1
	Spanish-language publications for families 
	Up to 15 pages 
	8 ½ x11

Size will be determined in consultation with designer
	Publication may include photos and other graphic elements. Will not include charts or graphs
	February 2009

	1
	Spanish-language publications for families
	Up to 15 pages
	8 ½ x11

Size will be determined in consultation with designer
	Publication may include photos and other graphic elements. Will not include charts or graphs
	March 2009


	No. of Task Orders
	Product Type
	Pages
	Size
	Other specifications
	Estimated Product Due Date

	1
	New Partnership for Reading Publication (Topic TBD)
	Up to 25 pages
	8 ½ x11

Size will be determined in consultation with designer
	Publication may include photos and other graphic elements.
	September 2009 (estimated)

	1
	Publication on reading instruction for administrators
	Up to 40 pages 
	8 ½ x11

Size will be determined in consultation with designer
	Publication may include photos and other graphic elements; may include charts and graphs
	September 2009 (estimated)

	1
	Publication on reading (Topic TBD)
	Up to 40 pages
	8 ½ x11

Size will be determined in consultation with designer
	Publication may include photos and other graphic elements; may include charts and graphs
	September 2009 (estimated)

	2
	Revised (new size and content/theme for Dad’s Playbook: Coaching Kids to Read. Themes: (1) Spanish-language; and (2) Sports
	Up to 12 pages each
	Tabloid size or 

8 ½ x11
	These publications will include color photos of fathers and children and other graphic elements
	2009

	4
	Official Institute Newsletter/Quarterly (Catalyst) 
	Up to 12 pages of printed pages 
	8 ½ x11 
	Includes color photos and other graphics the number of graphic elements will vary per/issue.
	Dec. 2008; April 2009; July 2009; October 2009

	1
	Report to Congress
	Up to 120 pages
	8 ½ x11
	No photos/may include other graphic elements and some simple charts (TBD)
	September – October 2009 (estimated)


	1
	Report to Congress
	Up to 120 pages
	8 ½ x11
	No photos/may include other graphic elements and some simple charts (TBD)
	September – October 2009 (estimated)

	3
	Brochures
	Up to 6 pages 
	8 ½ ”x11” before fold
	Tri-fold

May include 1-2 photos along with other graphic elements.
	2009

	3
	Meeting /Roundtable Proceedings on such topics as financial, community, and health literacy
	Up to 25 pages each
	8 ½ x11
	May include photos of presenters and some charts/graphs 
	Oct.  – Dec. 2008

	1 
	K-3 Pilot Parent Curriculum Guide 
	Up to 360 pages


	8 ½ x11
	May include photos and simple charts 
	2009

	1
	K-3 Pilot Parent Activity Guide
	Up to 30 pages
	8 ½ x11
	May include photos and simple charts 
	2009

	Up to 7 
	Fact Sheets
	1-2 pages
	8 ½ ”x11”
	No photos; some graphic elements 
	Oct. – Dec. 2008


IV. TASK ORDERS – Projects to Begin Upon Contract Award 

The above chart of task orders reflects products and publications the Institute expects to complete during the contract’s period of performance. The following Task orders included in the chart below include products and publications that shall be assigned at the time of the contract award:

                 Products/Publications Assigned at Contract Award

	No. of Task Orders
	Product Type
	Pages
	Size
	Other specifications
	Estimated Product Due Date

	7
	Commissioned Papers:

· Lit. Review adults and LD

· ELL with low or no literacy skills 

· Algebraic thinking in adult ed

· Lit. Review and welfare recipients and basic skills

· Community Literacy

· On-line Learning

· Prep. for Teachers 

        of ELL
	Up to 100 pages
	8 ½ x11
	No photos. Charts/tables may be included
	Mid-late September

2008

	1 
	Academic Research Findings Report –

National Early Literacy Panel (NELP) Report
	Up to 400 pages
	8 ½ x11
	No photos.

Report will include charts/tables
	Sept. 2008

	1
	National Early Literacy Panel (NELP) Report spin-off product (#1)
	Up to 25 pages each (estimated)
	8 ½ x11 – size will be determined in consultation with designer
	Spin-off products may include charts and tables. May include 1-2 photos and/or graphic elements
	Sept. – Oct. 2008

Note: Product #1 will need to be released in conjunction with the NELP report (see description above).

	8
	National Early Literacy Panel (NELP) Report spin-off products 
	Up to 25 pages each (estimated)
	8 ½ x11 – size will be determined in consultation with designer
	Spin-off products may include charts and tables. May include 1-2 photos and/or graphic elements
	Oct. 2008 – Sept. 2009

	1
	Official Institute Newsletter/Quarterly (Catalyst)
	Up to 12 pages of printed pages
	8 ½ x11
	Includes color photos and other graphics the number of graphic elements will vary per/issue.
	December 2008

	1
	Special Edition of Catalyst newsletter (short versions) Topic: TBD
	2-4 pages
	8 ½ x 11
	Will include some photos and other graphic elements
	December 2008

	2
	Fact Sheets
	1-2 pages
	8 ½ x11
	No photos; some graphic elements (TBD) in cooperation with the designer
	Oct. – Dec. 2008

	3
	Meeting /Roundtable Proceedings on such topics as financial, community, and health literacy
	Up to 25 pages each
	8 ½ x11
	May include photos of presenters and some charts/graphs (TBD)
	Oct.  – Dec. 2008


V. PERFORMANCE PERIOD

The performance period for this contract is from September 30, 2008 through August 31, 2009, with three one year options to be determined by the Institute.

VI.    SCHEDULE OF DELIVERABLES
	TASK
	DELIVERABLE
	DUE DATE

	Task 1
	· Summary report to follow post-award/kick-off meeting
	Within 5 days of the award meeting

	Task 2
	· Completed and edited copy should be submitted to the client.
	Submit completed and edited copy to client electronically and in hardcopy on or before agreed upon dates and deadlines (per project and task order).
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