Statement of Work

Technical Assistance on Developing Program Reports

National Institute for Literacy

ED 04-Q-0019

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 diligently and consistently 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 the Institute to assume responsibilities related to reading instruction for children and youth, it 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 instruction -- 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 two reports describing the Institute’s program activities and accomplishments and a newsletter summarizing new activities for the upcoming fiscal year.  The reports and the newsletter will be developed for a general audience without expertise in literacy issues.  Developing the reports will involve reviewing data, evaluation information, and other background information and writing the reports.

One report will address Institute activities authorized by the AEFLA, updating the information provided in the Institute’s Report on Activities and Accomplishments FY1993-FY2002 (http://www.nifl.gov/nifl/publications/accomplish.pdf).  The second report will address activities and accomplishments funded under No Child Left Behind.  

III.
TASKS

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

Task 1  Attend post-award meeting with NIFL staff
1.1 The contractor shall attend a post-award meeting or conference call within seven 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  Draft newsletter on new Institute activities
2.1 The contractor shall use information on new activities provided by the Institute to draft a newsletter.

2.2  The contractor shall revise the newsletter based on feedback from Institute staff.


Task 3  Provide outlines of each report

3.1
After reviewing background materials provided by the Institute, the contractor shall draft outlines of each report.

3.2
The contractor shall revise the draft outlines based on feedback from Institute staff.

Task 4  Provide sample section of each report
4.1
The contractor shall draft a section of each report according to the approved outlines.

4.2
The contractor shall make revisions to the text based on feedback from Institute staff.

Task 5  Draft complete reports

5.1
The contractor shall draft complete reports, including executive summaries, appendices, and other attachments identified in the report outlines.

5.2
The contractor shall make revisions to the text based on feedback from Institute staff.

IV. SCHEDULE 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 (1) week of post-award meeting

	Task 2
	· A draft and final version of newsletter on new activities
	Draft within two (2) weeks of post-award meeting; final newsletter within one (1) week of receiving revisions to draft

	Task 3
	· An outline of the report on the Institute’s AEFLA activities
	Within three (3) weeks of completing Task 2 

	Task 3
	· An outline of the report on the Institute’s NCLB funded activities
	Within four (4) weeks of completing Task 2

	Task 4
	· A draft of a section of the AEFLA report 
	Within two (2) weeks of completing Task 3

	Task 4
	· A draft of a section of the NCLB report
	Within three (3) weeks of completing Task 3

	Task 5
	· The AEFLA draft and final reports
	Within three (3) weeks of completing Task 4 

	Task 5
	· The NCLB draft and final reports
	Within four (4) weeks of completing Task 4


IV.
PERIOD OF PERFORMANCE

The period of performance will be five months from the time of contract award.
