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Attachment A




RFP #ED-08-R-0106

Statement of Work

Technical Assistance for Meeting Support

National Institute for Literacy

September 4, 2008

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 contractor shall make travel arrangements and provide other support for two expert group meetings at the Institute’s Washington, DC office and two webcasts at Washington, DC studios.  The two meetings will include approximately 10 experts each.   Each webcast will have a panel of three experts.  The expert group meetings are likely to take place on dates to be determined between November 2008 and January 2009.  Both webcasts will take place on dates to be determined during October 2008.

III.  
Scope of Work

The contractor shall perform the following tasks.  

Task 1:  Participate in post-award meetings with Institute staff.
1.1 
The contractor shall participate in a post-award telephone conference call on or before September 30, 2008 to develop an agenda for the kick-off meeting.

1.2
The contractor shall attend a post-award meeting at the Institute’s offices within one week of the contract award to discuss contract tasks and timeline and answer questions.

1.3
The contractor shall provide a written summary of the post-award meeting to Institute staff to be submitted via electronic mail.

Task 2:  Complete travel and lodging arrangements for participants in each of the two expert group meetings and two webcasts in accordance with Federal travel regulations.

2.1
Using contact information provided by Institute staff, the contractor shall communicate with expert group meeting participants and webcast panelists to make travel arrangements to and from Washington, DC for their respective events.

2.2
The contractor shall reserve one night of lodging at the Federal government rate for each participant and panelist.  

Task 3:  Arrange pre-meeting light refreshments and lunch for both expert group meetings in accordance with Federal regulations.
3.1
The contractor shall make arrangements to provide light refreshments before the meetings begin and lunch during the meetings for participants in each of the expert group meetings.  No refreshments or meals are required for the webcasts.

Task 4:  Attend the expert group meetings and webcasts to manage logistics.
4.1
The contractor shall attend each expert group meeting and webcast to ensure the meetings run smoothly and participants’ travel arrangements are successfully executed.  

Task 5:  Disburse honoraria, per diem, and ground transportation payments to the two expert group meeting participants and webcast panelists.
5.1
The contractor shall disburse honoraria in the amount of $750 dollars per meeting and webcast to the participants and panelists.

5.2
The contractor shall provide 1.5 days of per diem at the Federal rate for Washington, DC and funds adequate for ground transportation to each of the participants and panelists.

5.3
The contractor shall provide a report to Institute staff within two weeks of the conclusion of each meeting and webcast that lists travel costs and reimbursements associated with each meeting participant or webcast panelist.

Task 6:  Submit bi-weekly updates on event planning and execution.
6.1 The contractor shall submit updates in writing via email to Institute staff every two weeks on the status of Tasks 1-5.

IV.  
Optional Tasks

Optional Task 1:  Select a writer to attend one of the expert group meetings and prepare proceedings.
1.1
The contractor shall recommend three possible writers, including information about their backgrounds, with expertise in an expert group meeting’s subject for the Institute’s review.

1.2
The contractor shall arrange to have the selected writer attend an expert group meeting for the purpose of preparing meeting proceedings.

1.3
The contractor shall submit a draft of the meeting proceedings to Institute staff for review.

1.4
The contractor shall revise the proceedings in response to Institute comments and submit the revised draft to the Institute for final approval.

V.  Schedule of Deliverables 

	TASK
	DELIVERABLE
	DUE DATE

	Task 1.3
	Award meeting notes
	October 10, 2008

	Task 5.3
	Post-event summaries
	November 14, 2008; January 31, 2009

	Task 6.1
	Bi-weekly reports
	Every two weeks beginning October 17, 2008 


VI.  Performance Period 

The performance period for this contract will be from September 25, 2008 through January 31, 2009.  The performance period for the optional task will be from February 1, 2009 through April 30, 2009.

