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Washington, D.C.  20006-2401
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National Institute for Literacy




July 22, 2003

Dear Colleague:

The National Institute for Literacy is conducting a simplified acquisition procedure to procure technical services as described in the enclosed statement of work:  ED-03-Q-0007, LD Strategic Planning Meeting.  Interested parties should prepare separate technical and cost proposals and deliver 3 copies of both proposals no later then 12:00 noon EDT, on August 4, 2003, to the following address:

National Institute for Literacy

Attention:  Sharyn Abbott

1775 I Street, NW, Suite 730

Washington, DC  20006-2417

The technical proposal must include the following:

1) A statement of qualifications to perform this work, with particular reference to the skills and areas of expertise identified in the statement of work.  (not to exceed one page)
2) A detailed description of how the tasks would be carried out enumerated in the scope of work, including an estimate of the amount of time that would be spent on each task.  (not to exceed one page)
3) Up to three writing samples that demonstrate the necessary capabilities and expertise to perform the tasks described in the scope of work.  (not to exceed 10  pages total for all three samples)
4) Up to three references and resume(s) of key personnel (if an organization).  (not to exceed two pages)
The cost proposal must be separate from your technical proposal and itemized by task.  Include all costs associated with each of the tasks listed in the statement of work as well as other costs associated with completing the work.  (not to exceed one page)
Please note that the Classification Code for this solicitation is “R - Professional, Administrative and Management Support.”  This solicitation is set aside for small businesses (and individuals, who  are considered a small business for this acquisition).  This is a fixed price contract and contractor will be paid upon receipt of all deliverables and a satisfactory invoice, in accordance to the Prompt Pay Act.  If you have any questions about the content of this solicitation, please contact Sharyn Abbott at 202-233-2026 or sabbott@nifl.gov.







Sincerely,







Sandra L. Baxter







Interim Executive Director

Enclosures

(1) Announcement Notice

(2) Statement of Work

(3) Request for Quotation, SF-18

(4) Selection Criteria
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