Instructions to Offerors

Organization of the Proposal
Offerors are requested to follow the proposed format and content suggestions detailed in this section in preparing their technical proposals:

1.  Abstract.  A one-page summary should be provided abstracting the proposal contents in language understandable to an informed layperson.

2.  Table of Contents.  The Table of Contents should briefly provide a means of quickly accessing important points of discussion in the proposal, and should contain either 2 or 3 levels of headings.

3.  Introduction.  The Introduction should briefly provide an impression of the offeror's general understanding of the study's objectives, scope of work, intended products, and applicability of those products. 

4.  Procedural Plan.  This section should fully describe the theoretical and technical approach the offeror will employ in complying with sections 2 (overview), 4 (key policy and research questions), and 5 (scope of work) in the Statement of Work.  While a general statement of strategy is appropriate, procedures should be specific with regard to each task and should reflect efficient utilization of the offeror's resources. Identify potential and/or anticipated problems, and suggest proposed variations  in the design of the study, which may facilitate successful completion of the study's tasks and objectives.   

5.   Management Plan.  This section shall provide a listing and description of each task. The tasks must be listed in order of substan​tive relationship or serially in order of chronological completion dates.  Indicate the names of key personnel for each task as well as hours to be allocated for each person for each task.  As appropriate, indicate significant non-personnel kinds of resources to be applied to each task.  

Provide the expected end date for each task, preferably in calendar months from the effective date of the contract.

Provide a graphic display along with a statement that shows interrelationships between tasks.

Provide milestones in calendar months from the effective date of the contract for such items as key events, deliverables, and for ED approval of performed work.

Provide time for any ED approval required before initiating work on key events or tasks (e.g., OMB forms clearance, draft reports, etc.).

Provide time for any contractor internal review and clearance procedures.

Provide a description of each substantive document (e.g., charts, reports, etc.) to be delivered by the contractor to ED.  Provide a schedule of delivery for each item, preferably in calendar months from the effective date of the contract.  Offerors should uniquely identify each deliverable with an alpha/numeric character.

Provide a listing of materials or services the offeror expects ED to provide (e.g., data , applications, reports, etc.).

Provide a description of the proposed ADP security program.

6.  Related Experience of Proposed Staff.  This section should indicate clearly the relationship between past staff experience and proposed task assignments for this study.  Each senior staff person should be clearly identified and his/her qualifications should be fully described.  To conduct and complete this contract successfully, the offeror must propose staff who, together, have recognized expertise in the following areas:  research in educational policy and evaluation, large scale project management and design, access and retention of minorities and disadvantaged students in postsecondary education, sampling, research design and analysis, survey and case study research, and interviewing and interpersonal skills.

7.  Resources/Facilities/Equipment.  This section should briefly identify those resources (other than personnel), facilities,  and equipment available for use in carrying out the activities of this project.

8.  Organizational Experience. This section should describe pertinent experience and qualifications in conducting the conceptual, information collection and written tasks outlined in the work statement.  Short abstracts of current work shall include the name, current affiliation and current telephone number of the study's project officer.

9.  Current Contractual Obligations.  The proposal should indicate the time commitments to both federal and non-federal contractual obligations (as well as outside consulting assignments) by all personnel who will be assigned to this project.  Assigned personnel must be identified by name and the percentage of their time allocated to those contractual obligations.

Authors of the Proposal
The senior author and co-authors of each section of the technical proposal must be identified by name.

Alternative Approaches
Offerors are encouraged to suggest better, more efficient or creative ways to conduct this study than have been outlined in the statement of work.  Significant differences from the approach suggested in the RFP should be fully described and justified.

Level of Effort
The Government estimates that the level of effort required to undertake tasks 1-6 as described in this work statement is approximately 18 person years.

