RFP#  ED-06-R-0041


STATEMENT OF WORK


Technical Assistance for Editing And Design Services for Adult Literacy Newsletter
National Institute For Literacy
I. 
BACKGROUND

The National Institute for Literacy 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.  

To encourage interagency coordination on literacy issues, the AEFLA defined a unique governance structure for the Institute. An Interagency Group made up of the Secretaries of Education, Labor, and Health and Human Services administers the Institute under the terms of an interagency agreement. In addition, a ten-member Advisory Board, appointed by the President and confirmed by the Senate, provides independent advice on the Institute’s operations. The Institute’s Director manages the Institute's daily operations.

To learn more about the Institute, visit www.nifl.gov
II. PURPOSE OF ACQUISITION

The Institute seeks a contractor to provide technical assistance in the areas of writing, editing, and layout to finalize the development of a new multi-page newsletter for Adult Literacy practitioners with emphasis on scientifically based research. The contractor is expected to help the Institute convert already prepared first-draft text from research-level academic prose to everyday prose for the busy adult literacy educator. 

The contractor is expected to edit, update and rewrite existing text, and write new text for review and approval by the Institute’s Contracting Officer’s Representative. The contactor is also expected to obtain all necessary copyright permissions and lay out copy according to a pre-existing design. 

Draft text for six issues was written in 2005. The Institute now envisions five issues of the newsletter, entitled “QEd,” to be published bi-monthly beginning in early October 2006.  Each issue will roughly follow the outline of the draft QEd issues, with the exception of Issue 5. Issue 5 will be a combination of the previously prepared 5th and 6th issues of the newsletter prepared in 2005. This contract will cover the work necessary to complete all five issues. The schedule for release of the five issues is early October 2006, early December 2006, early February 2007, early April 2007 and early June 2007.

III. OBJECTIVES/TASKS

The objective of this effort is to finalize the development of five issues of the QEd Adult Literacy Newsletter for adult literacy practitioners (teachers and tutors). The newsletter will serve as a resource for adult literacy practitioners around the country for updates on the latest research and teaching materials on reading available from the National Institute for Literacy and other national literacy organizations. The newsletter will be disseminated via direct mail to adult literacy providers and via adult literacy conferences. 

It is expected that each issue of QEd can stand alone to provide relevant information on scientifically based research information for adult literacy practitioners. It is also anticipated that collectively, all five issues can serve as one reference resource for practitioners. 

The contractor is expected to follow the design format already approved, available on our website at http://www.nifl.gov/nifl/plans/3newsltr_mockup.pdf and prepare each newsletter in QuarkXPress using the colors and font styles of the pre-existing design. The newsletter design is eight pages, 8 ½ x 11. In laying out each issue, the contractor shall make efforts to avoid design/layout elements that could increase the cost of printing.

The Institute shall make available to the contractor upon awarding the contract, all draft text of the newsletter prepared in 2005 as well as an electronic file (PDF) of the pre-existing design.

The contractor shall perform the following tasks.  

Task 1: Attend a kick-off meeting at the Institute.

1.1 
At the kick-off meeting, review the drafts of the six draft newsletters with the Contracting Officer’s Representative to identify already prepared articles that can be combined, revised, updated or eliminated and to identify new articles to be written for the five issues.

1.2  
Draft an outline of each newsletter that confirms decisions on articles to be combined, revised, updated or eliminated and the topics of new articles to be written.

Task 2: Completion of Issue 1. A sample of the first issue prepared in 2005 that is presented in the layout approved is available on our website at http://www.nifl.gov/nifl/plans/3newsltr_mockup.pdf.  

2.1 Draft a welcome column from the Institute’s director highlighting the issue’s contents for approval by the Institute.

2.2 Draft an article for approval by the Institute announcing the availability of the Institute’s newest product for adult literacy – “Applying Research in Reading Instruction for Adults: First Steps for Teachers,” by Susan McShane http://www.nifl.gov/partnershipforreading/publications/applyingresearch.pdf.  The contractor shall highlight key elements of the book, including advice for how teachers can best use these techniques and instructions for ordering the book.

2.3 Draft an article for approval by the Institute promoting the Institute’s various Discussion Lists for the adult literacy community, encouraging new enrollments.

2.4 Edit/rewrite existing text to simplify, shorten, and update articles and to emphasize the Institute’s existing adult literacy publications as well as other relevant scientifically based research findings in the field. 

2.5 Obtain written copyright approval/permission for all citations/references to non-Institute documents or publications. The contractor shall make available to the Institute written proof of copyright approval/permission for all citations/ references upon request.

2.6 Confirm accuracy of all reference citations throughout endnotes and articles.

2.7 Copy edit all text for grammar, spelling and accuracy.

2.8 Provide Institute with all text for review and approval prior to layout design phase.

2.9 Prepare first-draft electronic version (PDF) in the design layout (see example at http://www.nifl.gov/nifl/plans/3newsltr_mockup.pdf) for review and comments from the Institute.

2.10 In the final design phase, contractor shall review and correct design draft for copy editing and appropriate spacing, alignment, justification and article placement for review and approval by the Institute.

2.11 Work with the Institute’s Contracting Officer’s Representative to complete Government Printing Office forms and properly transmit all elements for printing per GPO specifications via CD-ROM to the Institute along with two color hard-copy mock-ups of the final version of newsletter.

2.12 Prepare and deliver to the Institute a web-friendly PDF version of final version for inclusion on the Institute’s website.

Task 3: Completion of Issue 2. This issue is based on the original second issue prepared in 2005. This issue focuses on Components of Reading.

3.1 Draft a welcome column from the Institute’s director highlighting the issue’s contents for approval by the Institute.

3.2 Edit/rewrite existing text to simplify, shorten, and update articles and to emphasize the Institute’s existing adult literacy publications as well as other relevant scientifically based research findings in the field. 

3.3 Obtain written copyright approval/permission for all citations/references to non-Institute documents or publications. The contractor shall make available to the Institute written proof of copyright approval/permission for all citations/ references upon request.

3.4 Confirm accuracy of all reference citations throughout endnotes and articles.

3.5 Copy edit all text for grammar, spelling and accuracy.

3.6 Provide Institute with all text for review and approval prior to layout design phase.

3.7 Prepare first-draft electronic version (PDF) in the design layout (see example at http://www.nifl.gov/nifl/plans/3newsltr_mockup.pdf) for review and comments from the Institute.

3.8 In the final design phase, contractor shall review and correct design draft for copy editing and appropriate spacing, alignment, justification and article placement for review and approval by the Institute.

3.9 Work with the Institute’s Contracting Officer’s Representative to complete Government Printing Office forms and properly transmit all elements for printing per GPO specifications via CD-ROM to the Institute along with two color hard-copy mock-ups of the final version of newsletter.

3.10 Prepare and deliver to the Institute a web-friendly PDF version of final version for inclusion on the Institute’s website.

Task 4: Completion of Issue 3. This issue is based on the original third issue prepared in 2005. This issue focuses on Alphabetics.

4.1 Draft a welcome column from the Institute’s director highlighting the issue’s contents for approval by the Institute.

4.2 Edit/rewrite existing text to simplify, shorten, and update articles and to emphasize the Institute’s existing adult literacy publications as well as other relevant scientifically based research findings in the field. 

4.3 Obtain written copyright approval/permission for all citations/references to non-Institute documents or publications. The contractor shall make available to the Institute written proof of copyright approval/permission for all citations/ references upon request.

4.4 Confirm accuracy of all reference citations throughout endnotes and articles.

4.5 Copy edit all text for grammar, spelling and accuracy.

4.6 Provide Institute with all text for review and approval prior to layout design phase.

4.7 Prepare first-draft electronic version (PDF) in the design layout (see example at http://www.nifl.gov/nifl/plans/3newsltr_mockup.pdf) for review and comments from the Institute.

4.8 In the final design phase, contractor shall review and correct design draft for copy editing and appropriate spacing, alignment, justification and article placement for review and approval by the Institute.

4.9 Work with the Institute’s Contracting Officer’s Representative to complete Government Printing Office forms and properly transmit all elements for printing per GPO specifications via CD-ROM to the Institute along with two color hard-copy mock-ups of the final version of newsletter.

4.10 Prepare and deliver to the Institute a web-friendly PDF version of final version for inclusion on the Institute’s website.

Task 5: Completion of Issue 4. This issue is based on the original fourth issue prepared in 2005. This issue focuses on Fluency.

5.1 Draft a welcome column from the Institute’s director highlighting the issue’s contents for approval by the Institute.

5.2 Edit/rewrite existing text to simplify, shorten, and update articles and to emphasize the Institute’s existing adult literacy publications as well as other relevant scientifically based research findings in the field. 

5.3 Obtain written copyright approval/permission for all citations/references to non-Institute documents or publications. The contractor shall make available to the Institute written proof of copyright approval/permission for all citations/ references upon request.

5.4 Confirm accuracy of all reference citations throughout endnotes and articles.

5.5 Copy edit all text for grammar, spelling and accuracy.

5.6 Provide Institute with all text for review and approval prior to layout design phase.

5.7 Prepare first-draft electronic version (PDF) in the design layout (see example at http://www.nifl.gov/nifl/plans/3newsltr_mockup.pdf) for review and comments from the Institute.

5.8 In the final design phase, contractor shall review and correct design draft for copy editing and appropriate spacing, alignment, justification and article placement for review and approval by the Institute.

5.9 Work with the Institute’s Contracting Officer’s Representative to complete Government Printing Office forms and properly transmit all elements for printing per GPO specifications via CD-ROM to the Institute along with two color hard-copy mock-ups of the final version of newsletter.

5.10 Prepare and deliver to the Institute a web-friendly PDF version of final version for inclusion on the Institute’s website.

Task 6: Completion of Issue 5. This issue is based on the original fifth and sixth issues prepared in 2005. Work on this issue will involve the combining of text prepared for the original fifth and sixths issues into one issue. This issue focuses on Vocabulary & Comprehension, and Assessment.

6.1 Draft a welcome column from the Institute’s director highlighting the issue’s contents for approval by the Institute.

6.2 Edit/rewrite existing text to simplify, shorten, and update articles and to emphasize the Institute’s existing adult literacy publications as well as other relevant scientifically based research findings in the field. 

6.3 Obtain written copyright approval/permission for all citations/references to non-Institute documents or publications. The contractor shall make available to the Institute written proof of copyright approval/permission for all citations/ references upon request.

6.4 Confirm accuracy of all reference citations throughout endnotes and articles.

6.5 Copy edit all text for grammar, spelling and accuracy.

6.6 Provide Institute with all text for review and approval prior to layout design phase.

6.7 Prepare first-draft electronic version (PDF) in the design layout (see example at http://www.nifl.gov/nifl/plans/3newsltr_mockup.pdf) for review and comments from the Institute.

6.8 In the final design phase, contractor shall review and correct design draft for copy editing and appropriate spacing, alignment, justification and article placement for review and approval by the Institute.

6.9 Work with the Institute’s Contracting Officer’s Representative to complete Government Printing Office forms and properly transmit all elements for printing per GPO specifications via CD-ROM to the Institute along with two color hard-copy mock-ups of the final version of newsletter.

6.10 Prepare and deliver to the Institute a web-friendly PDF version of final version for inclusion on the Institute’s website.

V. SCHEDULE OF DELIVERABLES

All deliverables shall be provided to the Institute’s Contracting Officer's Representative.

	TASK
	DELIVERABLE
	DUE DATE

	Task 1
	Attend Kick-Off Meeting
	Sept. 8, 2006

	Task 1
	Outline for each of the five issues that identifies articles to be updated, revised, eliminated or drafted to avoid redundancies across the five issues.
	Sept. 12, 2006

	
	
	

	Task 2
	Welcome Column 
	Sept. 14, 2006

	Task 2
	Article on McShane book – first draft
	Sept. 20, 2006

	Task 2
	Article on Discussion Lists – first draft
	Sept. 20, 2006

	Task 2
	Article on McShane book –final draft
	Sept. 27, 2006

	Task 2
	Article on Discussion Lists – final draft
	Sept. 27, 2006

	Task 2
	Existing articles edited, rewritten or updated.
	Sept. 27, 2006

	Task 2
	Obtain copyright permissions 
	Sept. 27, 2006

	Task 2
	All text prepared for approval
	Sept. 27, 2006

	Task 2
	First draft of layout design
	Oct. 3, 2006

	Task 2
	Final draft of layout design 
	Oct. 5, 2006

	Task 2
	GPO forms submitted; newsletter transmitted for printing
	Oct. 10, 2006

	Task 2
	PDF prepared for Institute website
	Oct. 11, 2006

	
	
	

	Task 3
	Welcome Column
	Oct. 27, 2006

	Task 3
	Existing articles edited, rewritten or updated.
	Nov. 3, 2006

	Task 3
	Obtain copyright permissions
	Nov. 3, 2006

	Task 3
	All text prepared for approval
	Nov. 3, 2006

	Task 3
	First draft of layout design
	Nov. 9, 2006

	Task 3
	Final draft of layout design
	Nov. 17, 2006

	Task 3
	GPO forms submitted; newsletter transmitted for printing
	Nov. 21, 2006

	Task 3
	PDF prepared for Institute website
	Nov. 22, 2006

	
	
	

	Task 4
	Welcome Column
	Jan. 3, 2007

	
	Existing articles edited, rewritten or updated.
	Jan. 5, 2007

	Task 4
	Obtain copyright permissions
	Jan. 5, 2007

	Task 4
	All text prepared for approval
	Jan. 5, 2007

	Task 4
	First draft of layout design
	Jan. 12, 2007

	Task 4
	Final draft of layout design
	Jan. 19, 2007

	Task 4
	GPO forms submitted; newsletter transmitted for printing
	Jan. 26, 2007

	Task 4
	PDF prepared for Institute website
	Jan. 29, 2007

	
	
	

	Task 5
	Welcome Column
	Feb. 22, 2007

	Task 5
	Existing articles edited, rewritten or updated.
	March 2, 2007

	Task 5
	Obtain copyright permissions
	March 2, 2007

	Task 5
	All text prepared for approval
	March 2, 2007

	Task 5
	First draft of layout design
	March 9, 2007

	Task 5
	Final draft of layout design
	March 16, 2007

	Task 5
	GPO forms submitted; newsletter transmitted for printing
	March 23, 2007

	Task 5
	PDF prepared for Institute website
	March 26, 2007

	
	
	

	Task 6
	Welcome Column
	May 1, 2007

	Task 6
	Existing articles edited, rewritten or updated.
	May 4, 2007

	Task 6
	Obtain copyright permissions
	May 4, 2007

	Task 6
	All text prepared for approval
	May 4, 2007

	Task 6
	First draft of layout design
	May 11, 2007

	Task 6
	Final draft of layout design
	May 18, 2007

	Task 6
	GPO forms submitted; newsletter transmitted for printing
	May 25, 2007

	Task 6
	PDF prepared for Institute website
	May 29, 2007


VI.   
PERFORMANCE PERIOD

The performance period for this contract is 10 months from August 2006 through

June 2007. 

PAGE  
2

