
STATEMENT OF WORKPRIVATE 


Budget Service Technical and Analytical Support

The U.S. Department of Education 's Division of Elementary, Secondary, and Vocational Analysis (DESVA), the Special Education, Rehabilitation, and Research Analysis Division (SERRAD), and the Postsecondary Analysis Division (PAD) within the Budget Service, Office of the Under Secretary require the services of a contractor for technical and analytical support.  This will be an indefinite-quantity contract.  The U.S. Department of Education will issue work through fixed-price or time-and-materials task orders.  The period of performance will be one year with four option years.   Wherever possible, tasks under the contract will be performance-based.

The purpose of the contract is to provide technical support for policy analysis and descriptive studies relating to Federal education programs and policies in the following areas:  elementary and secondary education, vocational and adult education, special education, vocational rehabilitation, postsecondary education for disabled persons, educational research and improvement, and postsecondary education.  The contractor's work will involve:  (1) developing, updating, and manipulating program funding allocation formula models; (2) collecting data, and manipulating and documenting data bases; (3) conducting analyses of data bases and literature; (4) conducting descriptive and/or management studies of programs, projects, institutions, and issues; (5) producing summary reports; and (6) providing training and technical assistance to DESVA, SERRAD, and PAD staff.  Individual tasks will be limited to and involve some, but not necessarily all, of these activities.

A.  Background

The Budget Service of the Office of the Under Secretary is responsible for formulating the Department of Education's budget request to the Office of Management and Budget (OMB), and for subsequently presenting and justifying the Administration's budget request to Congress.  The development of the Department's and the Administration's budget policies requires analysis of programmatic, financial, and demographic data by DESVA, SERRAD, and PAD staff.

The types of activities for which DESVA, SERRAD, and PAD are responsible include preparing budget justifications, issue papers, briefing materials, and responses to Congressional questions; commenting on regulations and testimony; developing and coordinating legislative proposals for new programs and for reauthorization of current programs; monitoring program implementation and administration; reviewing formula allocations prepared by the National Center for Education Statistics (NCES); and developing estimated allocations for alternative budget funding levels.

DESVA, SERRAD, and PAD provide information and make recommendations that are used by executive-level individuals and entities in making key funding and policy decisions for U.S. Department of Education programs.  These individuals and entities include the Secretary, the Deputy Secretary, the Assistant Secretary for Special Education and Rehabilitative Services, the Assistant Secretary for Elementary and Secondary Education, the Assistant Secretary for Vocational and Adult Education, the Director of the Office of Bilingual Education and Minority Languages Affairs, the Office of Management and Budget, the White House, Congressional appropriations, budget and authorizing committees and other offices of individual members, outside organizations, and other government agencies.

The data on which these materials are based must be highly accurate and timely; the effects of inadequate preparation can be serious and compromising for the agency, given the nature of the decisions that are made on the basis of Budget Service analysis.  Often the information prepared by DESVA, SERRAD, and PAD is confidential, and therefore, shall not be released outside the Budget Service and selected senior officials.

Many activities require data analysis and preparation of tables on a rapid turnaround schedule.  A great deal of information is available within the Department in a form suitable for manipulation with data processing systems.  For example, most program offices establish data files on their grants and contracts.  In addition, the Department's Planning and Evaluation Service and NCES have established data files on students and institutions.  These offices have demographic data from the Census Bureau and other sources.  DESVA, SERRAD, and PAD access these and other sources of data for analyses of budget issues, They also establish data bases of their own for analyses of budget-related issues.

B. Purpose

The purpose of this contract is to provide the Department of Education, Office of the Under Secretary, Budget Service with technical support in data assembly, data processing, data analysis, and policy analysis.  The contract shall involve the following types of projects:  


o
Simulations of different models for the distribution of program funds;


o
Statistical and descriptive analyses;


o
Policy analyses; and


o
Evaluations related to Federal Policy.

C.  Requirements Overview
ED will require a sequence of tasks.  A task order statement of work will include background; purpose of task; activities; and will specify the format and due dates for required deliverables.  The length of individual task orders shall not exceed 18 months. Most task orders will fall in the 6 to 12 month range.  Level of effort for specific task orders under this contract will vary considerably.  Task order level of effort may range from 300 hours to as many as 2,500 hours.  

D.  Types of Task Order Activities
The descriptions that follow are examples of activities that ED may order during the contract period.  A single task order may include more than one activity and be a combination of activities.

Activity 1:  Develop, Update, and Manipulate Formula Allocation Models

The contractor shall develop, update, and manipulate program funding allocation formulas.  Formulas will be run on high-end personal computers by the Budget Service staff or contract staff.  The contractor shall use Excel, Access, or other appropriate software to develop and manipulate program funding allocation formulas for use on personal computers.

The contractor shall run program funding allocation formulas at different funding levels as part of budget formulation or reauthorization activities.  The contractor shall run allocation formulas for programs including:  Vocational Education, Eisenhower Mathematics and Science Education, Drug-Free Schools and Communities, Chapter 1, Chapter 2, Vocational Rehabilitation State Grants, Support Employment, Client Assistance, Independent Living, Special Education Grants to States, Grants for Infants and Families, and Impact Aid.  The contractor shall update the parameters and manipulate the specifications for these and other program formula models.  The Department will provide the contractor with specifications (e.g., the program statute, proposed legislation, or other information) that the contractor shall use to develop or manipulate program formulas.  

The contractor shall assist Budget Service staff in the use of software programs to run allocation formulas.

Activity 2:  Collecting Data, and Manipulating and Documenting Data Bases
The contractor shall prepare instruments and conduct data collection activities.

2.1 Prepare for Data Collection
The contractor shall undertake the activities needed to prepare for conducting data collection.

The contractor shall conduct the following types of activities:  development of data collection instruments such as mail, telephone questionnaires and surveys, and protocols for case studies. 

For data collection from more than nine respondents, the Contractor shall develop a forms clearance package for ED to submit to the Office of Management and Budget (OMB) under procedures of the Paperwork Reduction Act and 5 CFR 1320.  The contractor shall not collect data from more than nine respondents prior to approval of the forms clearance package by IMCD/OMB.

If the data collection is to have more than nine respondents the contractor shall, in addition to the activities above, conduct the following activities:  (a) prepare a final package for submission to OMB, (b) make revisions as required by IMCD/OMB, and (c) prepare draft and final reports.  Depending on specific needs, the contractor shall include a field test phase in this activity.

The Contractor shall plan on up to five months for IMCD/OMB review of the clearance package prior to approval.  Several revisions to parts of the clearance package may be required by IMCD/OMB prior to approval.  The Contractor shall make the required revisions and submit multiple copies as required.  The Contractor shall, if necessary, meet with the ED and OMB staff to discuss the clearance package and its revisions.

2.2.  Conduct Data Collection Activities
The contractor shall collect data from primary sources to create data bases to use to address budget policy issues.  The contractor shall make site visits within the U.S. when required in task order(s).  The contractor shall collect data that is primarily descriptive such as demographic, fiscal, economic, and social information on program grant recipients or contract recipients.  

The contractor shall conduct the following types of activities: (a) implementing data collection procedures including conducting telephone, personal, or group interviews; sending out mail questionnaires; or conducting case studies; (b) distribution of instruments; (c) collection of instruments; (d) review of completed instruments for accuracy and correction of errors; (e) inputting, coding, and compiling data into a database with an appropriate format for analysis; and, (f) delivery of data to ED.  

The contractor shall submit deliverables such as data collection instruments, forms clearance packages, lists of case study sites, raw data, or a data base as appropriate.

Activity 3:  Analyze Data Bases
3.1  Obtain and Analyze Data Bases

The contractor shall analyze data bases to provide information for ED to use to address budget policy issues.  The contractor shall (a) locate appropriate data bases; (b) obtain data bases; (c) conduct all necessary analyses of data bases; (d) document programs used in the analyses; (e) produce draft and final reports; and (f) brief Ed staff and others.  This will include manipulations of existing data bases maintained by the Department such as the RSA 911 data base.

3.2  Prepare Literature Reviews

The contractor shall conduct literature searches for articles and studies relating to budget policy topics.  The Contractor shall prepare a list of documents for review.  Upon approval from ED, the Contractor shall review selected documents.  The Contractor shall then prepare and submit to ED a written synthesis paper for each topic and an annotated bibliography if required.  The depth and breadth of these searches will vary by area.  The contractor also shall submit tables and graphs of the data analysis as required by a task order.

Activity 4:  Conduct Studies

The contractor shall conduct studies that will provide ED with information to address budget policy issues.  Such studies will typically describe the way a particular program operates, but may include management studies.  Consequently, the contractor shall have the ability to audit financial statements and the records on which they are based for educational institutions or State agencies.  The contractor shall (a) review relevant background information, (e.g., literature, program files, grant applications, performance reports); (b) refine study questions based on the background information; (c) develop analysis plans and data collection plans with OMB clearance if required; (d) collect data; (e) input and code data; (f) analyze data; (g) prepare draft and final reports that synthesize the results of the work performed; and (h) brief ED staff and others on the results of the study.

Activity 5:  Provide Training and Technical Guidance

The contractor shall provide training and technical guidance (usually in person or via telephone) to Budget Service staff on ADP-related activities.  These activities may include provision of programming specifications for formula simulations; access to data bases; conversion of data bases from one software to another; and conduct of other data base manipulations or analyses.

Activity 6:  Present Results

The contractor shall present results of studies in final reports.  Final reports shall include an executive summary; and an introduction that provides an overview of the issues, the education program, or population involved, and the research questions being addressed.  Final reports also shall include a description of the research design and methodology; a literature review; relevant data and case study descriptions; tables and graphs; interpretations of results; and implications for educational policy.

The contractor shall produce narrative reports that are well-written, and concise and clear.  In most cases, the contractor shall write reports in non-technical language suitable for high-level policy makers and educational administrators.

The contractor shall submit draft and final narrative reports, tables, charts/graphs, and provide oral briefings accompanied by appropriate summary materials.

Activity 7:  Performance Measurement System (Years 1,2,3,4,5)

The contractor shall establish a performance measurement system that shall support project management functions through a series of interrelated activities that include:

a.
The development and use of a work breakdown structure that defines and organizes work;

b.
The use of contractor management control systems that facilitate performance measurement within the work breakdown structure; and

c. The use of a reporting system to report contract status.  A description of this reporting system as designed for this procurement can be found in the Additional Proposal Requirements of the RFP.

E. Task Orders/Work Requests
Procedures

ED will initiate specific work to be performed under this contract on a task order basis through a Task Order Request. (See section C.2 of the contract.)

F. Deliverables
The types of deliverables that may be required upon issuance of task orders are as specified below.  This list is illustrative, not inclusive.

1.
Briefings.  The project director or assigned key staff member shall provide briefings to the Contracting Officer's Technical representative (COTR) and other ED staff on the status of work under each task order.  Briefings may also be held to apprise ED staff of study findings and to provide ED staff with information on accessing and using data bases.  Most briefings shall be by telephone, but some task orders may require on-site briefings at the U.S. Department of Education.  Each task order statement of work shall specify the number and types of briefings required.


The contractor shall provide appropriate materials (e.g., report summaries, overhead transparencies, etc.) for the briefing(s).

2.
Draft Final Reports.   The contractor shall summarize all work performed under each task order in a draft final report.  The ED COTR and other designated reviewers will review the report.  The contractor shall send one copy of the report to the Contracting Officer and two copies to the COTR unless otherwise specified in the task order.  ED COTR will provide comments to the contractor within 30 calendar days of receipt of the draft final report.  ED may provide the comments more quickly for less complex task orders.

3.
Final Reports.  The contractor shall revise the draft final report to incorporate the comments supplied by ED.  The contractor shall submit the final report not later than 30 days after receiving comments from ED COTR.  The contractor shall submit one copy of a 9 cm diskette of the final report to the Contracting Officer and one copy of a 9 cm diskette to the ED COTR; and 20 hard copies to the COTR.  The contractor also shall send one copy to the National Technical Information Repository, Department of Commerce, 5245 Port Royal Road, Springfield, VA  22161, with a cover letter indicating that the report was prepared under Consultant Contract No.__________.

4.
Data Tapes and Supporting Documentation.  When specified in a task order, the contractor shall submit data tapes and supporting documentation to ED for tasks that require development, updating or revision of data bases.  The contractor shall submit data files and data tapes in a format that meets the specifications established by the U.S. Department of Education, specified in Section J and the FIPS PUBS of the ADP standards checklist.  Data files also shall be in accordance with the ED Host Facility standards, including labeling and naming convention.  Data tapes shall be in a format that maximizes transportability.

5.
Computer Programs.  The Contractor shall deliver copies of computer programs used to analyze data under any task order that specifies the development of such programs.  (For the majority of analyses conducted, the contractor shall find it most cost-effective to use existing statistical software packages, such as SAS, rather than to develop software.  The contractor shall deliver copies of SAS or other computer programs used to analyze data at the Department's request.  These programs shall contain complete internal documentation.)

6.
Microcomputer Data Files.  Microcomputer data files including text documents, data bases, spreadsheets, graphs, charts, and other types of files, when required by task orders, shall be IBM PC-compatible.  The contractor shall provide documentation of the files.


The contractor shall have a conversion program to convert the contractor's word processing software to Microsoft Word, if Microsoft Word is not available on the contractor's equipment.

7.
Result of Intermediate Data Analyses.  In order to assess the progress of work under each task order, the contractor shall provide results of critical analyses to ED for review.  These analyses and the time lines for delivery will be specified in the task order.  Narrative reports, other than brief explanatory notes, will not be required with the analysis results.

8.
Graphics.  The contractor shall produce charts, slides, or overhead transparencies to supplement reports when specified in a task order.   

 G. Reporting Requirements

1.  Monthly reports. Within 10 working days of the end of each month during which a task order is in effect, the contractor shall submit the following reports:


a.  Progress Reports.  The contractor shall provide a progress report of each task order in effect that describes progress made, number of hours expended by each staff member by name, funding expended by major category (including staff, travel, consultants, and other costs), problems resolved or in need of resolution, and work to be completed in the next month.  The contractor shall report all correspondence and contacts for this contract with Federal, State, local officials, and private organizations.


b.  Exception reports to the baseline management plan.  If there are deviations from a baseline management plan, the contractor shall describe the reason for the variation and the plan for solving the problem (if it is a problem).  If there are no exceptions, the contractor shall state that there are no exceptions.  The contractor shall submit exception reports separately from the progress report.

2.  The contractor shall show, on the cover of each technical report submitted pursuant to this contract, the following information:


o
Name and business address of the contractor;


o
Title of project;


o
Contract number and task number;


o
Budget Service, Office of the Under Secretary, U.S. Department of Education

H.  Staffing
During the performance of this contract, qualifications of replacement personnel shall equal or exceed the qualifications stated for each labor category.

The contractor shall submit the resumes of all replacement personnel or additional personnel to the Contracting Officer for approval before their assignment to do the contract work.  The approval/disapproval of additional personnel shall be based upon the personnel qualifications and experience requirements of the contract.

Staff Qualifications

The Project Director, Senior Research staff, Research staff, and Research Assistants are considered key project staff.  Project staff shall have training and experience in the following areas.

Project Director

The Project Director (PD) will be responsible for the overall direction and management of contractor activities.  In order to carry out the performance of the contract successfully, the PD must have qualifications and experience in the following areas:


(a) Project Management.  The PD must have experience (3 years or more) in leading and managing multiple research projects involving a range of expert staff.  That experience shall include monitoring the budget of a large contract, coordinating multiple tasks, adhering to project schedules, ensuring the quality and timeliness of contract deliverables, developing an effective working relationship with ED, and dealing with Federal, State, and local agencies and 

offices on sensitive policy issues.  The PD's resume shall include the names,

 addresses, and telephone numbers of three Federal COTR's for whom he or 

she has worked.


(b) Education Policy Issues.  The PD shall have an advanced degree in one of the social sciences or education and demonstrated experience (at least 5 years) in analyzing educational policy issues.  That experience shall include background knowledge of Federal education policy; the education research and evaluation literature; Federal law and regulations for education programs; State and local education policies and programs; and the interaction of Federal, State, and local rules and policies.  Specific content areas of knowledge shall include at least two of the following areas:  Federal, State, and local elementary and secondary education programs, education for disadvantaged and at-risk students and youth, bilingual education, education  professional development, vocational and adult education, safe and drug free schools, vocational rehabilitation, Indian education, or special education.


(c)  Data Processing and Data Analysis.  The PD shall have demonstrated experience (at least 3 years) necessary to direct the processing and analysis of computerized data files.  That experience shall include knowledge of an experience with existing data bases relevant for education policy analysis and the application of statistical techniques.

 Senior Research Staff

The Senior Research staff (SR) will design, conduct, and interpret analyses of education policy issues and evaluation of educational programs, working with programmers to conduct the processing and analyses of education related data files.  SRs) must have skills and experiences in the following areas:


(a)  Educational Policy Research.  An SR shall have an advanced research degree in the social science or education and demonstrated experience (at least 5 years) conducting educational policy research at Federal, State, and local levels in at least two of the following areas:  Federal, State, and local elementary and secondary education programs, education for disadvantaged and at-risk students and youth, bilingual education, education professional development, vocational and adult education, safe and drug free schools, vocational rehabilitation, Indian education, special education, or higher education programs.


(b) Education data.  An SR shall have demonstrated experience conducting analyses with educational data files such as the National Education Longitudinal Survey, the National Longitudinal Surveys of Youth (U.S. Department of Labor), the U.S. Census Bureau's decennial population census and Current Population Survey, including the school district population file, and the National Assessment of Educational Progress.


(c)  Research Methodology.  An SR shall have demonstrated experience with a wide variety of research methodologies and statistical techniques appropriate for education policy analysis, including case study, panel, and survey methodology; methods for collecting data from State and local educational agencies; descriptive and multivariate statistical techniques such as psychometric techniques, event history analysis, multiple regression and analysis of variance, and structural equation modeling.


(d)  Report Preparation.  The SR shall have demonstrated experience producing analytical reports (at least 5 reports) appropriate for education policy-makers with little technical background.  These reports shall be based on descriptive and multivariate techniques.  In addition, the SR must be able to summarize analytic findings in oral presentations.

 Computer Programming Staff

The contractor shall have one or more senior computer programming staff.  These programmers must have extensive knowledge of computer systems analysis and education-related data bases, and experience in manipulating, analyzing, and documenting these data bases.  Demonstrated knowledge of formula allocation model programming on a personal computer is required.


The contractor also shall have on its staff one or more junior programmers available to work on this contract.  Senior computer programming staff shall direct the efforts of junior programmers.


The contractor's programming staff shall have a working knowledge of standard programming languages, and of statistical packages, including SAS and SPSS. They must be thoroughly familiar with IBM-compatible personal computers and the following software:  Word, Excel, and Access.

Research Staff


The research staff will possess proven experience in the conceptualization and performance of research, and a record of publication of the results.  These researchers must possess demonstrated ability to conduct complicated short- turnaround analyses and present such analyses in written form.  Researchers must possess demonstrated capability to direct, coordinate, and review/edit the work of research assistants to produce accurate, well-written, and effectively organized analyses.

Expert Consultants

Expert consultants will be widely recognized as experts in their fields of specialty and possess considerable experience in the conceptualization, conduct, and publication of research and evaluation projects within their area of specialty.  Evidence of the significance of their work for policy-related issues, such as an advanced research degree in education or other social sciences, is desirable.

Research Assistant

The Research Assistant (RA) will assist the Senior Researcher and the research staff in data analysis activities, including literature searches and reviews, collection and review of documentation accompanying data files, data analysis, and preparation of analytical reports.  The RA must have at least two years of experience in the areas listed for Senior Researchers.

Secretary/Typist

The Secretary/Typist must have at least 3 years of experience in word processing in support of the production of technical reports.  Experience should also include general administrative support to project efforts involving product delivery milestones and maintenance of filing systems.  In addition, the Secretary/Typist must be able to arrange for travel and conference meetings.                                    

I. Equipment

1.
The contractor shall have suitable data and word processing equipment and peripherals for accomplishing task orders under this contract.  The equipment shall have microcomputers, laser printers, and graphics capability.


2.
All contractors shall have available facsimile and scanning equipment to facilitate communication with the Department.  This will ensure rapid transmission of needed information.


3.
The contractor shall have appropriate devices necessary for communicating with client populations such as a telecommunicating device for the deaf (TDD).







