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Statement of Work

I. Introduction 

A.
Purpose of Study


The United States Department of Education has a requirement to support two large, complex data collections.  The initial period and three additional option periods consist of two collections, fall and spring.  There is also the possibility of one additional data collection during each option years.  These data collections, part of the Integrated Postsecondary Education Data System, are designed to continue the series of cross-sectional data collections mandated by the Higher Education Act (as amended in 1998).  The method for each data collection will be web-based surveys.  Each collection will culminate in a short descriptive report and documented data files.


The work will be monitored by the National Center for Education Statistics (NCES) within the U.S. Department of Education (ED).

A.1.
Legislation

The Postsecondary Institution Studies Program at NCES is authorized by law under the General Education Provisions Act (GEPA) section 406(b), as amended, (20 USC, 1221e-1):


"The purpose of the Center shall be to collect, analyze, and disseminate statistics and other data related to education in the United States and in other nations.  The Center shall:  collect, collate, and from time to time report full and complete statistics on the condition of education in the United States; conduct and publish reports on specialized analyses of the meaning and significance of such statistics; ..."

A.2.
Program Overview
NCES established the Integrated Postsecondary Education Data System (IPEDS) as its core postsecondary education data collection program.  It is a single, comprehensive system that encompasses all identified institutions whose primary purpose is to provide postsecondary education.  IPEDS consists of institutional-level data that can be used to describe trends in higher education at the institutional, state and/or national levels. Researchers can use IPEDS to analyze information on: 1) enrollments of under-graduates, first-time freshmen, graduate and first-professional students by race/ethnicity and gender; 2) institutional revenue and expenditure patterns by source of income and type of expense; 3) salaries of full-time faculty by academic rank and tenure; 4) completions (awards) by type of program, level of award, race/ethnicity, and gender; 5) characteristics of postsecondary institutions, including tuition, room and board, calendar systems etc.; and 6) other items of interest.

Postsecondary education is defined within IPEDS as “the provision of a formal instructional program whose curriculum is designed primarily for students who are beyond the compulsory age for high school.  This includes programs whose purpose is academic, vocational, and continuing professional education, and excludes avocational (leisure) and adult basic education programs.”  The following types of institutions are included within IPEDS: baccalaureate or higher degree granting institutions, 2-year award institutions, and less-than-2-year institutions (i.e., institutions whose awards usually result in terminal occupational awards or are creditable toward a formal 2-year or higher award). Each of these three categories is further disaggregated by control (public, private not-for-profit, private for-profit) resulting in nine institutional categories or sectors.  Specialized, but compatible, reporting formats have been developed for these nine sectors of postsecondary education providers. In general, the reports developed for postsecondary institutions granting baccalaureate and higher degrees are the most extensive; somewhat less data are collected from 2-year and less-than-2-year award granting sectors. This design feature accommodates the varied operating characteristics, program offerings, and reporting capabilities that differentiate postsecondary institutional sectors while yielding comparable statistics for all sectors. 

Data are collected from approximately 9,800 postsecondary institutions. IPEDS has been designed to produce national, state, and institutional-level data for most postsecondary institutions. However, prior to 1993, only national-level estimates from a sample of institutions are available for private, less-than-2-year institutions. 


Two separate IPEDS web-based data collections will be conducted the first award year:  one in fall 2000 and one in spring 2001.  Each of these collections will use web-based survey procedures.  NCES conducted a pilot test of web-based data collection procedures in the summer of 1999.  Further information concerning IPEDS and the design of the upcoming web-based collections is available on NCES’s web page, http://nces.ed.gov/ipeds/whatsnew.html .  Offerors may view the training site for the summer collection at http://train.nces.ed.gov (userid = 998500010; password = training).  NCES may decide to implement a third (winter) collection in the option years, based on the availability of funding.

B.
Quality Control


NCES is firmly committed to determining how well each project meets the project goals, the quality of data collected, and implications for future projects.  Project quality control should be integrated into every phase of the project.  For instance, potential problems should be identified early so that possible solutions may be tested.  Survey methodology techniques and the effects of imputation shall be made available to all data users.  Thus, in this as in other Center projects, statistical quality control shall be incorporated into each stage as appropriate.

C.
NCES Standards


All work conducted under this contract must at minimum meet the standards and guidelines set forth in the publication Standards and Policies, March 16, 1987 and as amended by standards implemented since that time.  Copies of this publication are available on request from Dr. Marilyn McMillen, (202) 219-1781; or by mail:  National Center for Education Statistics, 555 New Jersey Ave., NW, Room 402F, Washington DC 20208  In addition, all final reports for major products must at minimum meet the standards and guidelines in the OERI Publication Guide.  Copies of these publications are available on request from Cynthia Dorfman, (202) 219-1892; or by mail:  Office of Educational Research and Improvement, 555 New Jersey Ave., NW, Room 202A, Washington DC 20208.

II. Scope of Work


Independently and not as an agent of the United States Government, the Contractor shall provide all personnel, materials, services, and facilities necessary for the project and perform the tasks as described below. The contract period of performance is for seventeen months for the first year award, which includes two data collections.  Options exist for three additional periods in subsequent years (each option will also have a 17-month period of performance) to conduct two data collections; in addition, the government may exercise further options to conduct winter data collections during the option years.


The IPEDS fall 2000 and spring 2001 projects shall be funded as one 17-month contract. The first task shall encompass all management and review tasks, including overall project quality control (Task 1) for the entire 17-month period.  Each data collection shall have three major components and Tasks 2,3 and 4 and their subtasks apply to each data collection cycle (fall and spring).  The second component shall involve communications by mail and other means in preparation for the collection of data (Task 2).  The third component shall involve the activities needed to collect the data (Task 3) and shall include supporting respondents and coordinators with a help desk, assisting institutions without adequate web resources, and prompting non-respondents.  The fourth component shall be comprised of imputations, data file development, methodology reporting, creation of derived variables, and a short descriptive survey ED Tab report (Task 4).  These tasks are among those needed to adequately complete each IPEDS project.  While this list is not exhaustive, when coupled with the detailed specifications for the deliverables, it should serve to illuminate the complexity of the overall study and provide guidance in its conduct.

Task 1.
Management

The contractor shall manage the entire IPEDS project in an efficient manner that fosters communications with staff, the NCES COTR, and potential users of the data.


Subtask 1.1
Post Award Conference

Within the first week after contract award, the contractor's project director and other key project staff as identified in the proposal shall hold a meeting with the Contracting Officer, the Contract Specialist, the NCES Contracting Officer's Technical Representative (COTR), and other appropriate NCES staff.  This meeting is designed for staff to review the overall contract tasks, to identify potential problems and possible solutions, and to discuss areas of concern related to the proposed project staffing plan and other management requirements.  The primary purpose of this meeting is to refine the management, staffing, and scheduling plans.  These refinements are not to alter the specifications of the contract, but to provide management information for use by both the contractor and the government in monitoring the work to be performed.  This conference is also to help the contractor to make use of the experience and materials that NCES staff have gained over the years.


Subtask 1.2
Schedules

Due to the uncertainties of large data collection projects, the contractor shall develop and maintain a detailed schedule for all activities of the project.  The schedule shall be updated monthly.

Deliverables:
Schedules

Subtask 1.3
Monthly Reports

The contractor shall report monthly on the progress made in accomplishing the project tasks, the status of the data collection, the consumption of funds, problems encountered and proposed solutions, and plans for the next month.

Deliverables:
Monthly Reports

Task 2.
Pre-collection Communications

Prior to the opening of each web-based collection system, the postsecondary institutions (CEOs and previous keyholders) and coordinators shall be contacted. information requesting CEOs to assign institutional keyholders responsible for provision of data and information to coordinators shall be timely and clear.


Subtask 2.1
Coordination Tree Update
Prior to each data collection, the contractor shall update the coordination efforts required for each institution.  The contractor shall use e-mail, telephone calls, and mail to contact and to adjust, as needed, the coordination flow for each institution’s data.  The contractor shall begin with the existing coordination tree provided by NCES and work through coordinators to the institutions.  Following COTR approval, the contractor shall load all modifications of the coordination tree into the web-based data collection system.

Deliverables:
Updated Coordination Tree File




Quality Control Memorandum: Coordination Tree Entry

Subtask 2.2
CEO Initial Letters


Once the coordination tree is established, the contractor shall mail an alert letter to the CEO of each IPEDS institution concerning the forthcoming data collection.  The contractor shall prepare these letters for NCES review and approval (note that letters shall be distinct for Title IV and non-Title IV institutions). The letters shall be developed for the signature of the Associate Commissioner, Postsecondary Studies Division, National Center for Education Statistics.  A copy of these letters shall be provided to all coordinators prior to mailing to the CEOs.  

Deliverables:
CEO Initial Letters


Subtask 2.3
CEO and Keyholder Letters


The contractor shall prepare and mail a letter to the CEO of each IPEDS institution concerning the operations for the forthcoming data collection.  Attached to each letter, the CEO shall find a letter to pass on to the designated keyholder and a certificate that includes the institution’s identification number and password that is needed for registration.  Each certificate shall include the URL for registration and the toll-free telephone number for the help desk.  These letters shall be distinct for Title IV and non-Title IV institutions.  These letters shall be developed for the signature of the Associate Commissioner, Postsecondary Studies Division, National Center for Education Statistics.  A copy of these letters shall be provided to coordinators prior to mailing. Coordinators will also receive keyholder letters and certificates for registration purposes.

Deliverables:
CEO and Keyholder Letters

Task 3.
Data Collection


The process of data collection for each institution consists of registration, data entry (with optional file import), adjustments of entries for edit conditions, and case closure (locking).  Coordinators participate in data collection in many ways, including any combination of the following: the provision of import files, viewing partially complete cases, editing entries for cases closed by institutions, and closing cases (locking). Once cases are completed, that is, properly closed and locked by institutions and/or coordinators, these data shall be reviewed by the contractor and then migrated from the collection server to a peer analysis server.  At any step throughout this process, institution staff and coordinators may need help.  The contractor shall staff a HELP Desk to provide answers to questions and administrative support throughout the data collection process.  


Subtask 3.1
HELP Desk Quality Control Memoranda


During the operations of registration and data collection, the contractor shall conduct quality control monitoring of Help Desk activities.  The results of this quality control monitoring shall be delivered in a weekly memorandum to the COTR.

Deliverables:
HELP Desk Quality Control Memoranda


Subtask 3.2
Registration Prompts and Thank You Notes


During the 4-6 weeks prior to data collection when coordinators and institutions’ keyholders register, thank you e-mail shall routinely follow completion of registration.  For institutions or coordinators that do not register in a timely fashion, prompts to do so are needed by fax and telephone.  As a last prompt, a reminder letter shall be mailed to the CEOs of unregistered institutions.  All prompts, shall be developed by the contractor for NCES review and approval before sending to the institutions or coordinators.

Deliverables:
Text for registration thank you e-mail




Text for registration prompts


Subtask 3.3
Collection Prompts and Thank You Notes


During the 8-10 weeks of data collection, when institutions’ keyholders and coordinators complete cases, thank you e-mail shall routinely follow.  For institutions that do not complete the data in a timely fashion, prompts to do so are needed by fax and telephone.  As a last prompt, a reminder letter shall be mailed to CEOs for incomplete cases.  All prompts and thank you notes shall be developed by the contractor for NCES review and approval before send to institutions or coordinators.

Deliverables:
Text for collection thank you e-mail






Text for collection prompts


Subtask 3.4
Trouble Reports


As registration and data collection operations take place, problems may be identified.  Two independent, government-provided vendors will be used to clarify or fix problems.  One vendor will deal with software problems and a different vendor will deal with system problems.  In both cases, the contractor shall create an e-mail describing the problem clearly.  The contractor shall alert the COTR and then telephone the responsible vendor to alert them concerning the problem. All e-mail between the contractor and the vendors shall be copied to the COTR.

Deliverables:
Trouble Reports


Subtask 3.5
Migration/Status Reports


During data collection, as cases are completed they shall be reviewed by the contractor and then migrated from the collection server to the peer analysis server.  The contractor shall list the migrated institutions in a weekly report and provide summaries of the numbers of institutions with no activity, partial input, completed cases, migrated cases, refusals, and out-of-scope institutions.

Deliverables:
Migration/Status Reports

Task 4.
Descriptive Reporting

The contractor shall prepare a descriptive ED Tab report based on the data collected for each data collection.  That is, there will be separate reports for the fall and spring collections (and another for the optional winter collection if this option is exercised).


Subtask 4.1
Analysis Plan


The contractor shall develop specifications for imputations, derived variables, table shells, and the ED Tab structure.  All plans shall be approved by the COTR prior to implementation.  The contractor shall allow 10 days for review and one set of changes.

Deliverables: 
Imputation specifications




Derived variable specifications




Table shells




Descriptive ED Tab outline

Subtask 4.2
Imputation

Once the imputation specifications have been approved by the COTR, the contractor shall develop imputation programs and run them against the data file to impute for missing critical items and/or for survey nonresponse.  As part of this process, contractor shall prepare tables/analysis of the imputations that indicate the impact of imputations on the database.

Deliverables:  Imputed files



  Tables indicating impact of imputations


Subtask 4.3
Data Files and Electronic Codebook Input Files

The contractor shall create the data files and input files for an associated electronic code-book, which are to include imputations and derived variables.  These files shall be subject to NCES review and approval.  Contractor shall allow 2 weeks for NCES review and two iterations of changes.

Deliverable:
Data  Files



Electronic Codebook Input Files

Subtask 4.4
Descriptive ED Tab Report

The contractor shall prepare the descriptive ED Tab report based on the final data files, including derived variables.  This report is subject to various levels of review as described later in this document.  The contractor shall follow all guidelines and standards for NCES publications in effect at that time.

Deliverable:
Descriptive ED Tab report
III.
Deliverable Specifications

The specifications for all deliverables to be generated by the tasks described in Section II are presented below.  Unless otherwise specified, deliverables shall be electronically delivered to the NCES COTR via e-mail.  A hard copy version may be requested.

III.1
Schedule
(Subtask 1.2)

For all activities within the project, the schedule shall detail the key staff assigned, the projected start and end dates, and completion dates.  The schedule shall be updated monthly.  For any monthly schedule, all completion dates shall be entered and the future three- (3) month’s activities shall be detailed. 

There are several static dates – these are the three data collection periods:


Fall collection




September 1 through October 31


Winter collection (optional in out years)

December 1 through February 7


Spring collection




February 16 through April 5


Specifically, registration shall begin no later than 4 weeks prior to each data collection, and the initial CEO letters shall be mailed at least 7 weeks prior to each data collection.  Finally, the first draft of the ED Tab shall be delivered no later than 10 weeks after the end of each data collection.


Additionally, the system will restrict institutional access after the closeout date (final date of collection) but allow coordinators to access information for their institutions for one additional week.  During this time, the contractor shall continue to review and migrate data for locked institutions.


Delivery specifications:  

Each month an ASCII text file "print-out" of the schedule shall be attached to the monthly report.

III.2
Monthly Reports
(Subtask 1.3)

The monthly report shall detail the progress made in accomplishing the project tasks, problems encountered, solutions, and plans for the next month.  By attachment, the receipt status report and the financial status of the project shall be described, including detailed monthly charges by named staff. 


Delivery specifications:

Monthly (on or before the day corresponding to the contract award date) progress and financial reports shall be delivered as Word files.


III.3
Coordination Tree Files
(Subtask 2.1)

Many institutions within the IPEDS universe provide data that is reviewed by one or more coordinators.  In a few cases, coordinators complete the entire survey and institutions may or may not get the opportunity to review or edit the data.  These conditions and the flow of data are detailed in a relational file known as the coordination tree.  For each institution in the IPEDS universe, the details of coordination are defined.  Institutions have one and only one of the following privileges:


Blind

Coordinator completes survey and institution never sees their data.


View

Coordinator completes survey and institution may review the data but 


the institution may not edit their data.

Lock

Institution completes the survey and closes the record for coordinator review.

Complete
Institution completes the survey and the record becomes eligible for migration.


Coordinators may have the above privileges (view, lock, complete) as well.  For every record, one entity in the coordination tree must complete (final lock) the case.  For some institutions, multiple coordinators participate in the data collection.


Initially, the web-based data collection system includes an updated version of the coordination tree from the prior data collection.  By contacting coordinators and institutions, the contractor shall identify any changes needed in the coordination tree.  Using the administrative functions of the web-based data collection system, the contractor shall input all coordination tree modifications.


Delivery specifications:

Four weeks prior to the beginning of each data collection, the contractor shall complete loading all modifications to the existing coordination tree into the web-based data collection system. The contractor shall deliver a relational database file incorporating these modifications that reflects the new coordination tree and a separate relational database file that identifies those institutions that required modification to their coordination tree and the modification required.

III.4
Quality Control Memorandum: Coordination Tree Entry
(Subtask 2.1)

For each data collection, the contractor shall select a simple random sample of 100 institutions that required modifications to their coordination tree entries.  The contractor shall examine the trees in the web-based data collection system and deliver a memorandum detailing the quality of the updates.


Delivery specifications:

The Coordination Tree Entry Quality Control Memorandum shall be delivered as a Word file.

III.5
CEO Initial Letters
(Subtask 2.2)

At least seven weeks prior to each data collection, the contractor shall prepare and mail an alert letter to the CEO of each IPEDS institution detailing the forthcoming data collection.  These letters shall be distinct for Title IV and non-Title IV institutions.  For Title IV institutions, the letter shall emphasize the legislative requirement.  For non-Title IV institutions the letter shall emphasize the benefits of participation (e.g., COOL and peer analysis).  These letters shall be developed by the contractor for NCES review and approval and will be signed by the Associate Commissioner, Postsecondary Studies Division, National Center for Education Statistics.  A copy of these letters shall be provided to coordinators prior to mailing.


For the Fall 2000 collection cycle only, the initial letters to CEOs must be mailed early since NCES will be providing training for respondents/keyholders in late July and August 2000.  CEOs must receive their initial letter in time to appoint a keyholder and allow them to register for training.  The training program shall also be described in this initial letter.


Delivery specifications:

The CEO Initial Letters shall be delivered as Word files.

III.6
CEO Keyholder Letters
(Subtask 2.3)

At least five weeks prior to data collection, the contractor shall prepare and mail a letter to the CEO of each IPEDS institution concerning the appointment of a keyholder for the forthcoming data collection. Attached to each letter, the CEO shall find a letter for the designated keyholder and a certificate that includes the institution’s identification number and password that is needed for registration. In addition, each certificate shall include the URL for registration and the toll-free telephone number for the HELP Desk.  These letters shall be distinct for Title IV and non-Title IV institutions.  These letters shall be developed for the signature of the Associate Commissioner, Postsecondary Studies Division, National Center for Education Statistics.  A copy of these letters shall be provided to coordinators prior to mailing along with instructions and passwords for registering the coordinators.


Delivery specifications:

The CEO and Keyholder Letters shall be delivered as Word files.

III.7
HELP Desk Quality Control Memoranda
(Subtask 3.1)

Inquiries to the Help Desk shall be handled in a competent and timely fashion.  For each week of operations, beginning with the opening of registration and ending with the termination of data collection, the contractor shall deliver a Quality Control Memorandum describing the following:

The level of activities, in terms of number of voice mails and number of telephone calls.

The major types of questions posed by respondents.

Problems / experiences with software or operations.

Numbers and types of institutions without web resources served.

The quality of services provided by the Help Desk.  Quality shall be based on observations of monitors for a sample of operations times during the week and the amount of response time needed to resolve problems or answer questions.  Contractor shall also consider the amount of time needed (on the next business day) to respond to messages left on the answering machine both overnight and on weekends in the calculation of response time, if applicable.


Delivery specifications:



The Help Desk Quality Control Memoranda shall be delivered as Word files.

III.8
Text for registration thank you e-mail
(Subtask 3.2)

One week prior to the start of registration, the contractor shall develop the text for a system-generated e-mail message to institutions and coordinators that complete registration.  In addition to a gracious thank you, the message shall include additional passwords (if requested), the URL for data collection, the dates for data collection, and the toll-free phone number for the help desk.


Delivery specifications:



The text for registration thank you e-mail shall be delivered as a Word file.

III.9
Text for registration prompts
(Subtask 3.2)

One week prior to the start of registration, the contractor shall develop the text for periodic prompts to system generated lists of unregistered institutions and coordinators.  Note that institutions not eligible for Title IV funding will not be prompted to register.


Delivery specifications:



The text for registration prompts shall be delivered as a Word file.

III.10
Text for collection thank you e-mail
(Subtask 3.3)

One week prior to the start of data collection, the contractor shall develop the text for a system generated e-mail message to institutions and coordinators that complete the survey.  In addition to a gracious thank you, this e-mail shall serve as notification to coordinators to review the data.  The final e-mail, indicating the case has been migrated shall include information needed to access the peer analysis system.


Delivery specifications:



The text for collection thank you e-mail shall be delivered as a Word file.

III.11
Text for collection prompts
(Subtask 3.3)

One week after the start of data collection, keyholders at nonrespondent institutions shall receive an e-mail that politely reminds them of the tight data collection schedule.  It should also outline the anticipated schedule for additional prompts.  Three weeks after the start of data collection, keyholders at nonrespondent institutions shall receive another e-mail and a fax. Five weeks after the start of data collection, keyholders at nonrespondent institutions shall receive another e-mail, another fax, and a telephone call.  Six weeks after the start of data collection, keyholders at nonrespondent institutions shall receive another e-mail, and a reminder letter shall be mailed to the CEO.  Seven weeks after the start of data collection or one week prior to closing, keyholders at nonrespondent institutions shall receive another e-mail and a reminder phone call shall be placed to the CEO.  The text for all the above prompts, including protocols for telephone calls, shall be delivered one week before data collection begins.  NCES expects the contractor to prompt nonrespondents by e-mail, fax, and telephone as necessary to achieve a 98 percent or higher response rate for the Title IV eligible institutions.   Institutions that are not Title IV eligible will only be prompted for data by e-mail and only if they register.


Delivery specifications:



The text for collection prompts shall be delivered as a Word file.

III.12
Status / Migration reports
(Subtask 3.4)

During data collection, as cases are completed they will be reviewed by the contractor for quality and migrated from the collection server to the peer analysis server.  The contractor shall provide a status of the data collection and list the migrated institutions in a weekly report.


Delivery specifications:



Each weekly status/migration report shall be delivered as a MS Word file.

III.13
Imputation specifications
(Subtask 4.1)

The contractor shall identify key variables within the completed data, compare methods for imputation of missing data (both instrument and item nonresponse), and propose specifications for imputations for the key variables.  One week after the data collection closes, the contractor shall deliver these imputation specifications.


Delivery specifications:



The imputation specifications shall be delivered as a MS Word file.

III.14
Derived variable specifications
(Subtask 4.1)

For the tables within the ED Tab, the contractor shall create up to 50 derived variables, based upon computations using the collected data and other IPEDS data.  One week after the data collection closes, the contractor shall deliver specifications for all proposed derived variables.  Included with these specifications, the contractor shall include the distributions of these variables based on the first 4,000 completed cases.


Delivery specifications:



The derived variable specifications shall be delivered as a Word file.

III.15
Table shells
(Subtask 4.1)

For the ED Tab, the contractor shall create up to 15 distinct tables. One week after the data collection closes, the contractor shall deliver table shells that describe each proposed table.  Each table shall detail the columns, rows, spanners, and the subsample used (if any) as well as the planned table title.  Included within the body of these table shells, the contractor shall include the table values based on the first 4,000 completed cases.


Delivery specifications:



The table shells shall be delivered as Word/Excel files.

III.16
Descriptive ED Tab outline
(Subtask 4.1)

One week after the data collection closes, the contractor shall deliver an outline for the ED Tab.  Overall, the ED Tab shall be developed to conform to requirements of the NCES Quarterly.  The ED Tab shall consist of three parts:  an executive summary detailing the important findings, 12 to 15 tables, and a methodology section.  The executive summary shall include text tables and graphs.  The methodology section shall include collection procedures, response rates, and imputation methods.


Delivery specifications:



The descriptive ED Tab outline shall be delivered as a Word file.

III.17
Data files
(Subtasks 4.2 and 4.3)

Six weeks after the data collection closes, the contractor shall deliver all data files.  These files will include fully- and partially-imputed cases as well as derived variables.  Note that four types of cases will populate the data files:  migrated cases, completed cases, partial cases, and nonrespondent cases.  The migrated cases and the completed cases will require minimal manipulations for “Don’t know” responses.  Partial cases require the construction of flags that describe the item nonresponse and imputations.  Finally, the nonrespondent cases require the construction of an overall flag as well as imputation flags.


Delivery specifications:

The data files shall be delivered as ASCII text files.  The maximum record length for any record shall be 1,024 or less.  All files shall follow the structure of the 1998 IPEDS files.  

III.18
Electronic Codebooks
(Subtask 4.3)


Electronic codebook software enhances the usage of data files.  Users are presented lists of fully labeled variables with associated frequency distributions (unweighted) and associated item wording.  Users' selections of variables are converted into fully labeled SPSS-PC and PC-SAS code for extraction of analysis files.  User’s selections of variables may also be extracted into files for import into relational database software.


Delivery specifications:

The electronic codebook input for the IPEDS data files shall be delivered as ASCII text files that correspond to the MASTER.TXT, ECBSPEC.pid, and pid.ICO specifications.  The electronic codebook input files shall be submitted with the data files.  (In each case, “pid” is the unique 3-digit data project id that will be assigned by NCES; e.g. “IF0” may be used to designate “IPEDS Fall 2000”)

III.19
Descriptive ED Tab report
(Subtask 4.4)

As specified in the accepted Descriptive ED Tab Outline and using the accepted Table Shells, the Descriptive ED Tab Report shall be developed.


Delivery specification:

Ten (10) weeks after the data collection closes, the Descriptive ED Tab Report shall be delivered as a Word file.  During the four month period of NCES publication review, this report shall be revised to reflect the concerns of (A) Division statistician review, (B) Associate Commissioner review, (C) Adjudication panel review, and (D) Chief statistician review. Three (3) weeks following adjudication, the Descriptive ED Tab Report shall be delivered as a Word file with associated HTML and PDF files.

III.20

Summary – Timeline and Schedule of Deliverables


The due dates associated with the timeline and schedule of deliverables in the table are anchored by the contract award date OR the opening and closing of each data collection period.  Unless otherwise specified, all documents are to be developed in Word and delivered as file attachments to e-mail.

 Task #


Deliverable


Due /Scheduled Date

1.2


Schedule



weeks after contract award

1.3


Monthly Reports


monthly on date of contract award

2.1


Coordination Tree Files

4 weeks prior to beginning data 









collection

2.1


Quality Control Memorandum
3 weeks prior to beginning data









collection

2.2 


CEO Initial Letters


7 weeks prior to data collection*

2.3


CEO/Keyholder Letters

5 weeks prior to data collection*

3.1


HELP Desk QC Memorandum
weekly while system is open for









registration or data collection

3.2


Text for registration prompts
1 week prior to start of registration

3.2


Text for registration thank you
1 week prior to start of registration

Task #


Deliverable


Due /Scheduled Date

3.3


Text for collection prompts
1 week prior to start of collection

3.3


Text for collection thank you
1 week prior to start of collection

3.4


Status / Migration Reports
weekly during and following data 









collection until migration is done

4.1


Imputation Procedures

1 week after collection closes

4.1


Derived Variable Specifications
1 week after collection closes 

4.1


Table Shells



1 week after collection closes 

4.1


Descriptive ED Tab Outline
1 week after collection closes 

4.2


Final Data Files


6 weeks after collection closes 

4.3


Electronic Code Books

6 weeks after collection closes 

4.4


Final ED Tab Report – Draft 
10 weeks after data collection 




for Adjudication


closes 

4.4


Updates to ED Tab (allow 3)
within 2 weeks of NCES input 

· These do not apply to the Fall 2000 data collection since these two tasks must be performed earlier because of

training for institutional respondents.

IV.
Inspection and Acceptance Procedures

The contractor shall consult with the NCES COTR before making any major decisions or developing the required deliverables.  To facilitate this communication, the contractor shall make frequent phone calls and visits to NCES to discuss potential project problems and progress.  The contractor shall set up an electronic system for transferring information via electronic mail and microcomputers.


The contractor shall prepare all reports following the guidelines referenced by NCES's standards.  The NCES review process for the final ED Tab will take 4 months.  It is paramount that schedules for the ED Tab and data file releases be kept and that NCES standards for all phases of report production be followed.  All materials must be approved before release.  The contractor shall not release any data in raw or derived form to anyone without NCES's approval.

V.
Additional Compliance Requirement:  Protection of data

The confidentiality of individually identifiable information contained in documents, data, and other information supplied by the National Center for Education Statistics, U.S. Department of Education (NCES/ED) or acquired in the course of performance under this contract, furnished under the provisions of section 406 of the General Education Provisions Act (20 U.S.C. 1221e-1), is a material aspect of the contract, and must be maintained, as provided in Paragraphs 4(A) through (F) of Section 406 of the General Education Provisions Act and 5 U.S.C. 552a.  Therefore, the contractor shall maintain the confidentiality of all documents, data, and other information supplied by NCES/ED or acquired in the course of performance of this contract, except for any documents or other information specifically designated as non-confidential by NCES/ED.  The contractor shall take such measures as are necessary to maintain the required security.


For some data elements, such as items within the faculty salary and graduation rate sections of IPEDS, sparse tables may pose a confidentiality problem.  When identified, the contractor shall suppress the problem data for public release.

VI.
Optional Task


The Government has a requirement for a winter data collection as an optional task.  A winter collection would follow the same sequence of tasks (2-4.4), including deliverables, as spring and fall collections.  The optional task will be exercised in accordance with the contract requirements.






