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STATEMENT OF WORK

BACKGROUND

The National Institute for Literacy (NIFL) is an independent federal organization created by the National Literacy Act of 1991 to provide national leadership and assistance toward the goal of a fully literate America.  NIFL is jointly administered by the Departments of Education, Labor, and Health and Human Services, and has an Advisory Board that is appointed by the US President .  NIFL coordinates efforts for literacy across federal agencies, promotes public policy for literacy, produces and disseminates knowledge about literacy, and supports state and local programs that improve literacy practice.  From the beginning NIFL has served as the national focal point for adult literacy, and one of the major charges to NIFL was to increase the knowledge of the adult literacy field in the area of learning disabilities.  

The Adult Learning Disability Project (LD) is charged with the development of research-based materials, Bridges to Practice, about adults with learning disabilities.  The project also is responsible for the dissemination of the information to literacy, social service, and labor agencies in order to increase the number of adults with LD who receive appropriate services.

Other NIFL projects can be found on the NIFL web site at www.nifl.gov.

PURPOSE OF ACQUISITION
NIFL has a requirement for a summary writer to assist in a two-day meeting of researchers and practitioners in the field of learning disabilities and adults.   A full transcription of the event will be provided  by a transcriber after the event, but NIFL needs a professionally produced summary of the meeting discussions, to include the consensus reached by the participants, and the recommendations made to the field with names of specific organizations (if applicable) included.  The writer for this project must be very familiar with the field of learning disabilities in adults, with the vocabulary of learning disabilities definition, measurement and severity issues in the diagnosis of learning disabilities in adults, and in the reporting of information about learning disabilities for the GED, Vocational Rehabilitation, and for caseworkers in the social services. 

SCOPE OF THE WORK
The contractor shall perform the following tasks: 

Task 1:  The Learning Disabilities Strategic Planning Meeting
1.1:  Attend a two-day meeting (8:30-4:30) 

1.2:  Attend all sessions as an observer and note taker.

Task 2:  Summary Document

2.1:  Prior to planning meeting, read the NIFL White Paper and the response papers written by experts and produced by NIFL for use at the meeting.

2.2:   Review official transcript

2.3:  Produce a draft summary of the discussion that takes place at the meeting, an integration of the papers provided prior to the meeting, and a list of recommendations that are the result of the meeting.  There will be approximately 20 participants in the meeting and all presentations and discussions will be clearly recorded. 

2.4:  Attend a meeting with the NIFL Contracting Officer's Representative  on November 7, 2003 to discuss the content and any revisions needed.

2.5:    Produce the final summary paper  which must be professional in quality and be written so it can be used as a (a) publication for the field; (b) document for discussion by professional organizations in the field; and  (c) guide for program planning at the NIFL for the immediate future. The Contractor shall use a transcript of the meeting, the contents of the papers, and notes from the meeting, to produce a summary of the meeting, the consensus reached by participants, and the recommendations made by the participants.

 DELIVERABLES AND DELIVERY SCHEDULE

	Deliverable #
	Deliverable Name
	Due Date

	Task 1
	LD Strategic Planning Meeting
	9/15 & 9/16, 8:30 am to 4:30 pm each day

	Task 2
	Discussion Summary
	

	  2.1
	Review Materials prior to meeting
	9/14/03

	  2.2
	Draft summary 
	10/31/03

	  2.3
	Revised Summary & Attend COR Meeting
	11/7/03

	  2.4
	Final Summary
	60 days after receiving official transcript 


GOVERNMENT-FURNISHED PROPERTY
1. A list of the participants will be furnished to the contractor, and name tents will be provided for each participant to facilitate the recording of the appropriate name with the comments.  

2. Copies of the original White Paper and all response papers will be provided at least 10 days prior to the meeting.

3. A complete transcript of the meeting will be provided to the contractor no later than September 22, 2003.
PERFORMANCE PERIOD

The performance period will begin upon issuance of the contract and is expected to not exceed 8 months.

