
      ADDITIONAL INSTRUCTIONS TO OFFERORS
A.
Organization and content of proposal

Offerors are requested to use the proposal format described below.  The author(s) of each chapter must be identified, and their proposed roles in the study should be stated.  Credit for a well-written proposal depends on authors having a significant role to play in the performance of the contract.  The technical proposal should be limited to a maximum of 250 double-spaced pages, in addition to appendices, resumes and tables.

The proposed plan should be written in enough detail so that a review panel can adequately judge its full merits.  Although the intent of each task is spelled out in the Scope of Work, it is up to the offeror to propose the most effective method for carrying out these tasks.  Offerors are encouraged to exercise independent judgment with respect to the best methods of attaining the objectives of this study.  The specifications contained in the RFP are a starting point--the proposal must build on them, not simply repeat language from the RFP.

I.
Technical proposal -- The topics for the technical proposal are as follows:

· Introduction.  The Introduction should present the offeror's conceptualization of the purpose, methodology, and products of the study, and should include a short summary of the offeror's qualifications and unique strengths relevant to the study.

· General approach.  In preparing the technical proposal, the offeror is expected to propose a conceptual framework for carrying out the study.  The conceptual framework should be based on a thorough review of the literature on after-school programs.  The proposed design should address such topics as the evaluation methodology; procedures and time lines for implementing the data collection plan; a data analysis plan; an approach for undertaking an impact study; and outlines for the final reports.

--Discussion of issues – The proposal should contain a thorough discussion of the issues identified in the Introduction to this Statement of Work, Section D. Proposed Evaluation Design.  The discussion should include pros and cons of various options and implications for the design and cost of carrying out the work.  In particular, the proposal should discuss the potential for using State assessments and the various assessments, including pros and cons, that might be administered as an option under this contract.

--Selecting advisors for the study -- The proposal should contain the names of 8-10 persons nominated by the offeror to serve as advisors in the conduct of the study.  The proposal should discuss the strengths of each potential advisor and explain the role each will play in helping achieve the objectives of the study.  Advisors should include researchers with both analytic and programmatic experience related to the study, and practitioners.  The list of nominees should include names, areas of expertise, resumes, and letters of commitment.

--Ensuring cooperation of local projects with the evaluation -- An extensive effort should be made to ensure the cooperation of all 21st CCLC projects selected for the in-depth case study.  The proposed study design should address measures to be taken to inform the projects of the study requirements and the advantages of the study to the projects; and to address the concerns of project, school, and district staff as well as parents about random assignment methodology.

· Work statement.  The proposal should include a preliminary study design, organized by task and component, describing, in detail, the work to be performed and the methods to be used.  Each task should be presented under its separate heading, with exactly the same numerical designations and in the same order as used in the scope of work.  In addition to describing the procedures that will be used to complete each task, the offeror should indicate any anticipated issues and problems and how each will be addressed and resolved.

The following instructions refer to specific tasks identified in the scope of work.

--Task 4: Refine study design -- The proposal should contain a preliminary review of the research literature describing after-school programs and their effects on student outcomes.  The proposal should identify and discuss the student, school, and community outcomes that the study will address. 

In considering the evaluation methodology, the contractor should select the design considered most appropriate for the study, and discuss the advantages and disadvantages of the design proposed as well as alternative approaches if assumptions are not met.  The contractor should consider issues such as a projects ability to identify student participants, effects of attrition on comparability of treatment and control groups, and other factors that may affect feasibility.  In designing the 21st CCLC participant and control/comparison samples and associated data collection strategies, the contractor should give consideration to methodological rigor and the practical realities of 21st CCLC projects as they operate in the field.  Differences in the application of appropriate evaluation designs for elementary- and for middle-school projects should be discussed.
--Task 5: Development of data collection forms -- The proposal should outline each of the proposed data collection instruments and the major elements to be included in each instrument.  The offeror should recommend appropriate data elements beyond those included in the work statement. The offeror should also give examples of the types of questions to be asked and discuss how to obtain valid responses.

In developing the in-depth case study instruments, the contractor shall be mindful that the focus of the in-depth case study is student-centered, and the student participating in 21st CCLC programs is the primary unit of analysis.  Activities sponsored by the 21st CCLC projects are but one of the many sources of guidance, information and instruction shaping students' attitudes toward school, in-school behavior, academic achievement, and out-of-school behavior.  Recognizing that 21st CCLC may play a modest role in the lives of most students compared to parents, teachers, and peers, a student-focused case study would try to understand where 21st CCLC "fits" with these other educational and community resources, and why it may play a larger role in the development of some students than others.

--Task 8: Data analysis and report preparation -- The offerors should propose the format of each report including an executive summary.  Each report should document the study procedures, problems encountered and methods used to address these problems, findings from the evaluation.  The reports for each school year should also discuss any policy implications of study findings.

--Task 9: Measurement of Student Achievement -- The offerors should identify tests in reading at the elementary-school level and math at the middle-school level that are appropriate for (1) measuring change in achievement over the period of time designated in the statement of work and (2) detecting differences between participant and control groups. 

· Qualifications of key staff.  The offeror's proposed personnel must meet the required qualifications for project personnel in the Evaluation Criteria.  The proposal should include a chart summarizing the expertise and experiences relevant to the study for key personnel (project director, senior analysts, and consultants).

For all except clerical staff, resumes should be provided showing each person's educational background, including specifications and degrees held, and relevant professional experiences (including dates) and publications.  The resumes should clearly show the relation between each person's relevant qualifications and the tasks to be performed by that person.  ED may request for review the relevant publications of key staff at any time during the negotiations.  Resumes should also be provided for any proposed subcontractor or consultant personnel, as well as letters of agreement from them confirming the tasks on which they will work.

If major personnel are unknown at the time of submission, a position description (including job duties, qualifications required, and selection criteria) should be substituted for resumes.

Offerors should devote special attention to the resume of the proposed project director.  The resume for the project director should include research experience in educational policy and evaluation, large scale project management and design, academic and support services for elementary- and middle- school students, sampling, experimental and quasi-experimental design and analysis, survey and case study research, and interviewing and interpersonal skills.  Offerors should provide a detailed justification of the project director's qualifications for each task.  The project director should have at least three years experience in most of the above areas.  

The project director's resume should contain a section on experience with evaluation contracts (Federal, state, local government, or private).  Included in this section should be the project director's experience in monitoring contract budgets, adhering to project schedules, ensuring the quality and timeliness of contract deliverables, and dealing with other agencies and offices on policy and evaluation issues.

Key personnel should possess clearly identified qualifications, competencies and experience in managing similar types of complex evaluation studies.  Additionally, key personnel (the project director and senior analysts) assigned to this project should demonstrate all of the following as a group and the appropriate experience for tasks for which they are proposed:

-- Successful experiences in studies of intervention programs as they relate to school performance including reading and mathematics achievement and out-of-school behavior for older elementary and middle school students.

-- Successful experiences in conducting of case studies and experimental evaluations of educational programs.


--Ability to write in a well-organized and clear fashion as demonstrated by the proposal.

The offerors should indicate all other contracts to which each proposed staff member is currently committed or has been proposed to be committed, giving the percentage of time each commitment represents.

· Corporate experience.  This section should describe the offeror's relevant past and current experience in conducting studies of a similar or comparable nature.  Brief summaries of such work should be submitted, including the dates of the work and names, current affiliations, and current telephone numbers of the COTRs.  The required qualifications for corporate performance records and offeror's experience are stated in the Evaluation Criteria.

· Management plan.  The offeror should provide a summary description of the management control system that is used internally for planning, scheduling, budgeting, managing, and reporting the accomplishments of this requirement.  The offeror must describe how the internal management control system will be applied to the work of this proposal as specified in the Evaluation Criteria.  The application of the proposed management system should include procedures for controlling expenditures and producing reports of expenditures by staff and tasks; procedures for controlling the quality and procedures for early identification of potential problems in carrying out task activities and their resolution.

In addition to describing the management system the offeror should present the following information in the proposal:

1. An organization chart that indicates all personnel, their commitments to each task,

and the proposed lines of authority, coordination, and communication with the offering organization and with subcontractors (if any), and with ED;

2. Subcontractual arrangements including work to be done, responsibilities for tasks,

reporting arrangements, and any other terms of the agreement.  A letter from the proposed subcontractor delineating the nature of the agreement must be included; and

3. The project director is expected to make a substantial commitment of time to this study. The proposal should indicate all existing contractual obligations to both Federal and non-Federal contractual commitment (as well as outside consulting assignments) over the period of the study for staff proposed for the study, including the percentage of time allotted to existing contracts.

4. Time commitments, to be expressed in person-hours and shown in tabular form as follows:

Staff Member

Task 1
........
Task 15
Total
%FTE

 
 ____________
____            
_____     

_____ 
 ____

5. A schedule for task activities and the delivery of  products in calendar months from the effective date of the contract;

6. Charts (e.g., GANTT charts) showing the interrelationships of tasks plotted on a time scale.

II.
Cost proposal -- The cost proposal should detail costs by task and by year of the contract.  If subcontractors are proposed, a separate cost plan should be submitted for the offeror and each proposed subcontractor by task and by year of the contract, as well as a total cost proposal for the contract.  

--Task 5: Development of data collection forms and  Task 7: Collection of Data for Impact Study – If there are differences proposed in the development of data collection instruments and/or their administration depending upon selection of elementary- and/or middle school projects, those differences should be included as options within the cost estimate for these Tasks.

--Task 9: Measurement of Student Achievement – While analysis and reporting of student achievement measured in this task shall be included in the reports for the 2000-2001 and 2001-2002 school years specified in Subtask 8.1., the additional costs associated with analysis and reporting of student achievement should be included in the cost proposal for Task 9.  If there are differences in costs of tests or their administration at the elementary and middle school level, those differences should be included as options within the cost estimate for this Task.

B.  Use of subcontractors and consultants
Proposals may include plans to subcontract parts of the work, provided that evidence is presented that any proposed subcontractor is fully capable of performing the assigned tasks, and that the offeror has effective control of the participation of the subcontractor(s) in the project.  Consultants should serve on this study, as indicated in the Scope of Work.  Letter(s) by proposed subcontractors/consultants indicating willingness to serve, if selected, must be included with the offeror's proposal.

C.  Computer facility

It is anticipated that the data processing for this requirement will be accomplished using the offeror's micro-computers and will not involve the use of government computer facilities.  If micro-computers cannot be used, it is necessary to propose conducting all automatic data processing or computer-oriented work required under this proposal using Government-furnished computer facilities.  This requirement may be waived if the offeror can show that using other facilities would be more advantageous to the government.  In any event, the technical proposal must justify the choice of ADP activities and the business proposal must specifically estimate the cost of the ADP activities, which will be involved in the performance of this contract.  If it is necessary to use a government computer facility, the required funds will not be part of the award to the contractor but will be held in reserve at ED for payment to the facility.

D.  Level of Effort
The Government estimates that the level of effort required to undertake Parts I and II (Tasks 1-8) as described in this statement of work is approximately sixteen (16) person years.    Should the Government exercise the first option, Part 3, the estimated level of effort is two (2) person years.  For second option, Part 4, the estimated level of effort is an additional one (1) person year. 
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