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Attachment 1

NCEF Clearinghouse Quarterly/Annual Report - Narrative Report Outline
(Narrative report not to exceed 10 pages)

A.
Executive Summary
B.
Problems Encountered/Solutions Proposed 
C.
Acquisitions
1.
Acquisition Efforts and Arrangements

2.
Contact with Contributors

D.
Selection and Input for RIE
1.
Input


2.
Scope Area Balance

E.
Selection and Input for CIJE
1.
Input

2.
Changes to Journal Titles Covered

F.
User Services
1.
Assessment of User Needs/FAQs

2.
Development of User Service Products

3
User Workshops Conducted

4.   Customer Service Performance Report and

      Data (Annual Report) 

G.
Products
1.
Product Development & Review

2.
Promotion, Marketing, and Dissemination

3.
Joint Publication Arrangements

4.  
Bestsellers for the year

H.
Clearinghouse Management
1.
Meetings/Conferences/Travel

2.
Staff

I.
System Maintenance and Improvement
1.
Web & Technology Advancement

2.
Special Projects

3.
Task Force Activities

J.
Staff Training/Development
1.
Continued Education for Current Staff

2.
Training of New Staff

K.
Professional Links and Collaboration

1.
Professional Organizations & ERIC Partners

2.
Regional Labs, Centers, and Other Department-Funded Programs

L.
Emerging Issues
M.
National Clearinghouse Advisory Board
1.
Composition

2.
Schedule of Meetings

3.
Meeting Summaries

N.
NCEF  Clearinghouse Statistical Report (Attached) 

(Note: Do not include Web site hits or downloads unless an e-mail inquiry is generated from 
the Web site).

Attachment 1 (continued)

NCEF Clearinghouse Basic Statistical Report Format
NCEF Clearinghouse Statistical Report
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Quarter
Second
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Third

Quarter
Annual

Report
TOTAL

Acquisition
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Documents Received







Rejection Rate (percent)






Database Building

RIE Documents Submitted







CIJE Articles Submitted






Products Published for Distribution
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Distribution
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Major Products
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Outreach/ Training

Conferences/Meetings







Presentations/Workshops







Exhibits






Forms of Inquiry
(Note: See also Customer Performance Data Format)
TOTAL







Electronic Mail







Telephone







Letters/Fax







Walk-in Visitors






Web Access

Unique Web Hits







Unique Web Visitors






Attachment 1 (continued)

NCEF Clearinghouse Quarterly/Annual Report - Statistical Report Definitions

NOTE: Total Forms of Inquiry data are to be provided on the NCEF Clearinghouse Basic Statistical Report format for each Quarterly Report for each Form of Inquiry defined below.  Annual Report data shall follow the detailed Type of User Inquiry format provided on the NCEF Clearinghouse Annual Customer Performance Data Report.  

ACQUISITIONS
Number of Acquisitions Arrangements:  The number of acquisition arrangements in place at the conclusion of the reporting period.  This is the total number of existing arrangements after addition of new arrangements and deletion of former arrangements.

Documents Received:  The number of documents received from all sources during the reporting period that are to be reviewed for inclusion in the database.  Include solicited documents identified as from a Clearinghouse acquisition arrangement or from written or verbal contact with an author, publisher, association, Central ERIC. or the Facility.  Also include unsolicited documents and those documents transferred in from the Facility, Central ERIC, or other clearinghouses.  DO NOT INCLUDE newsletters, brochures, catalogs, promotional materials sent on an FYI basis.

Rejection Rate:  The percentage of documents rejected for the reporting period because of poor reproducibility, lack of content, prior submission by a different Clearinghouse, etc.  Include all documents reviewed for potential addition to the database, EXCEPT newsletters, brochures, catalogs, promotional materials, etc. sent on an FYI basis.

DATABASE BUILDING
RIE Documents Submitted: The number of processed documents (i.e. selected, cataloged, indexed, and abstracted) that were submitted to the Facility during the reporting period.

CIJE Articles Submitted: The number of processed journal articles (i.e. indexed and annotated) that were submitted to the Facility during the reporting period.

PRODUCTS PUBLISHED FOR DISTRIBUTION
TOTAL: The grand total number of Clearinghouse publications and products of all types prepared for distribution during the reporting period.

Major Products: The number of major Clearinghouse products (i.e. monographs, directories, etc.) completed and available for distribution during the reporting period.

Digests: The number of NCEF Digests completed and available for distribution during the reporting period.

Newsletters: The number of Clearinghouse newsletter issues prepared for distribution during the reporting period.
Other: The number of Clearinghouse products (other than Clearinghouse newsletters, NCEF Digests, and major publications) completed and available for distribution during the reporting period.  Include products such as catalogs, topical bibliographies, ready made searches, brochures, system materials, and instructions for accessing the database.

DISTRIBUTION
TOTAL: The grand total number of Clearinghouse publications and products distributed by all sources, whether by the Clearinghouse itself or from a secondary source outside the Clearinghouse.

Major Products: The number of major Clearinghouse products distributed during the reporting period by all sources.

Digests: The number of NCEF Digests distributed during the reporting period by all sources.  Count each NCEF Digest as an individual item, even if distributed in the form of a Digest volume.  For example, if a volume of 10 Digests is sold, it should be counted as 10 Digests and not as a major product.

Newsletters: The number of Clearinghouse newsletters distributed during the reporting period by all sources.

Other: The number of Clearinghouse products (other than major publications, NCEF Digests and newsletters) distributed during the reporting period by all sources.

OUTREACH/TRAINING
Conferences/Meetings: The number of meetings and conferences attended, participated in, or convened by Clearinghouse staff during the reporting period.  Participation does not necessarily need to be related to the NCEF program but to the professional development of staff, such as professional associations or data user groups.

Presentations/Workshops: The number of formal or invited presentations and workshops made by the Clearinghouse staff at meetings and conferences about the NCEF and ERIC systems or Clearinghouse scope area during the reporting period.

Exhibits: The number of NCEF program exhibits staffed at meetings, conferences, and workshops by the Clearinghouse during the reporting period.

FORMS OF INQUIRY
TOTAL: The grand total number of inquiries for information, services or materials received in all forms by the Clearinghouse during the reporting period.

Electronic Mail: The number of electronic messages directed to the Clearinghouse during the reporting period.  DO NOT INCLUDE the messages exchanged via the NCEF or ERICDIR listserv.  If more than one action is taken in response to an electronic request, it is counted as only one inquiry.  DO NOT INCLUDE Web site hits or downloads unless an e-mail inquiry is generated from the Web site.

Telephone: The number of telephone calls received at the Clearinghouse during the reporting period.  A call is counted only once, even if more than one action is taken in response.

Letters/Fax: The number of letters and facsimiles received at the Clearinghouse during the reporting period.  A letter or fax is counted as only one inquiry, even if more than one action is taken in response.

Walk-in Visitors: The number of individuals coming into the Clearinghouses physical location during the reporting period.  DO NOT INCLUDE visitors to a Clearinghouse booth or exhibit at a conference. 

WEB ACCESS
Web Hits: The number of file requests for Clearinghouse web site files from all sources outside the Clearinghouse during the reporting period, typically derived from web usage logs using off-the-shelf log reporting/analysis software.

Unique Web Visitors: The number of non-redundant sources of contact to the Clearinghouse web site during the reporting period, typically derived from web usage logs using off-the-shelf log reporting/analysis software.  Count each unique address only once; do not count multiple hits from the same source.

NCEF CLEARINGHOUSE ANNUAL CUSTOMER PERFORMANCE DATA FORMAT
Users
Type of User Inquiry
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ERIC CLEARINGHOUSE ANNUAL CUSTOMER PERFORMANCE DATA FORMAT -- Breakdown by States and Nations
Users
State
















Nation































Teachers/Librarians
























Parents
























SEA/LEA Fac. Mgr.
























School Admin
























Other 
























Total 
























Government-Federal
























Government-State
























Government-Local
























Government-Foreign
























Total Government
























Other Not Listed
























Journalists
























Private Sector Org.
























Other Professionals
























Educators
























Education Leaders
























Other Foreign
























General Public
























Total Other
























Total Web Visitors
























Total Users
























Attachment 1 (continued)

Customer Performance Data Definitions

TYPES OF USERS
Teachers: School teachers teaching any grade plus early childhood educators providing various preschool services (kindergarten, prekindergarten, etc.).

Librarians: Librarians (a.k.a. school library media specialists) serving in public or private schools serving students.

SEA/LEA Facility Managers: Public and Private school building administrators, managers and staff  

Admin: Public and Private school  administrators and staff, and private school administrators and staff.

Other: Any individuals affiliated with education including  preschool, not elsewhere classified.

Total : The total data from all  variable categories.

Government - Federal: Any elected or politically appointed federal official, career federal officials or staff employees of federal agencies, member of the federal judiciary or their staff, or elected member of the Congress (House and Senate) or their staff.

Government - State: Any elected or politically appointed state official, career federal officials or staff employees of state agencies, member of a state judiciary or their staff, or elected member of a state legislature or their staff.  Includes territories.

Government - Local: Any elected or appointed local school district official, career officials and staffs of local education agencies, member of a local judicial organ or their staff, or elected member of a county or municipal council or their staff.

Government - Foreign: Any official or elected leader representing the national, sectional, or local levels of government of any country other than the United States and its dependent and affiliated territories.

Total Government: The total data from all Government variable categories.

Other Not Listed: Individuals not listed in other sections.

Journalists: Any individuals employed by print or broadcast news media or representing themselves as independent journalists.

Private Sector: Any individual employed by, or representing, a for-profit corporation or business enterprise or a non-profit corporation (such as foundations, charities, religious organizations, community organizations, think tanks, or associations) and who is not classified as an Education Leader (see below).

Other Professionals: Any individual representing himself or herself as a practicing professional and not elsewhere classified.

Educators: Any individual working professionally in education and who cannot be classified as a professional employed in a institution.

Educators: Any individual representing himself or herself as an educator who cannot be classified in any other educational category.

Education Leaders: Elected or appointed members of public school boards, committees, or commissions at the local, state, regional, and national levels; members of public vocational/technical, adult, community college, higher education, and other boards, committees, or commissions at the institutional, system, state, regional, or national levels; and members of private school, college, or university governing boards; plus elected officers of associations dealing with any or all educational levels.  Does not include members of legislatures or their staffs, elected government executives, government agency employees, or members of the judiciary.
Other Foreign: All individual contacts from foreign countries who cannot be classified as government representatives.

General Public: All individual contacts who cannot be classified in other defined categories.

Total Other: The total data from all variable categories between, and including, Other Librarians and General Public.

Total Web Hits: Same as Web Hits for the Basic Statistical Report.  The Annual Customer Performance Data Report presents the same data, summarized for the year, except that it is broken out by state and country of origin.

Total Web Visitors: Same as Unique Web Visitors for the Basic Statistical Report.  The Annual Customer Performance Data Report presents the same data, summarized for the year, except that it is broken out by state and country of origin.

Column Heading Definitions
State/Nation: This data column shall present annual data for each user category broken out by U.S. state/territory and/or foreign country of origin, as applicable.

TYPE OF USER INQUIRY
Mail: Postal mail inquiries made to the Clearinghouse.

Regular Phone: Phone inquiries made to the Clearinghouse other than via the toll-free number.

Toll-Free Phone: Phone inquiries made to the Clearinghouse via the Clearinghouse's toll-free information number.

Fax: Inquiries made to the Clearinghouse via facsimile transmission.

Electronic Mail: Inquiries made to the Clearinghouse via electronic mail, including direct submissions and those coming from contact e-mail points mounted on the Web site.

Web Site: Hits made to the Clearinghouse Web site.

Visit: Walk-in visits to Clearinghouse facilities.

Off-Site: Attendance at presentations, workshops, and exhibits conducted by the Clearinghouse.

TYPE OF SERVICE PROVIDED
NOTE: A single user inquiry can generate several responses, and each one should be counted in this report section.  The difference between all types of responses and the numbers of users will permit estimation of the proportion of multiple services to complex requests.

Pubs: Clearinghouse publications and information products (such as videos, CD-ROMs, brochures) supplied in response to user inquiries.

Info: Reference and research information assistance, other than ERIC database searches, provided in response to user inquiries.

Search: Custom or special ERIC/NCEF  database searches performed by Clearinghouse staff in response to user inquiries.

Refer: Referrals of users to other information sources (inside and outside NLE/ERIC/NCEF) in response to inquiries.

Other: Any services provided to users not elsewhere classified.

Total: The total data from all types of service provided to users.

NOTE: The narrative portion of the User Services section of the Annual Report shall discuss and explain these statistics and their meaning as appropriate, and shall also include an analytical report and data tabulations for the customer satisfaction data required to be collected and reported annually under Statement of Work Part III, Subtask 6.3.

Abbreviations Used in the Statement of Work
ADR

Acquisitions Data Report

AEVL

AskERIC Virtual Library

CIJE

Current Index to Journals in Education
CO


Contracting Officer

COTR

Contracting Officers Technical Representative

DIP

Documents in Progress System (ERIC Facility)

ED


U.S. Department of Education

EDO

ERIC Digests Online

EDRS

ERIC Document Reproduction Service

EPM

ERIC Processing Manual
ERIC

Educational Resources Information Center

FAQ

Frequently Asked Questions

GEM

Gateway to Educational Materials

GPO

Government Printing Office

IAL

Identifier Authority List
NCES

National Center for Education Statistics

NLE

National Library of Education

NPIN

National Parent Information Network

OERI

Office of Educational Research and Improvement

RFP

Request for Proposals

RIE

Resources in Education
SOC

Standing Order Customer (for EDRS microfiche)

SOW

Statement of Work

VRD

Virtual Reference Desk

VRG

Vocabulary Review Group

WWW

World Wide Web

Performance Indicators for NCEF Clearinghouses





Required Tasks

Task Standard
Method of Surveillance
Standard to be Met

1.1
RIE Submission
Weekly electronic submission and delivery of documents to ERIC Facility
NCEF Facility Logs 
No fewer than 10 weekly submissions per year

1.1
RIE Input to ERIC Facility
RIE input shall be current
NCEF Facility Logs/ADR/DIP records
At least 80% of documents input published within last 2 years **

1.1
RIE Input Submission
Conforms to EPM Standards avoiding duplication
NCEF Facility Record/ADR
Up to five duplicate submissions per year allowed

1.2
CIJE Submission
Weekly electronic submission of input to ERIC Facility
NCEF Facility Logs
No fewer than 10 weekly submissions per year

1.2
CIJE Input Submission
Conforms to EPM Standards, avoiding duplication
ERIC Facility Records
Up to three duplicate

submissions (journals or articles) per year allowed

1.2
CIJE Journal Issue Processing Promptness
Process core journals within six weeks of receipt at Clearinghouse
ERIC Facility Logs
At least 95% of documents input published within last 2 years **

1.3
ERIC Vocabulary Input
Submit five new descriptors (main terms) each year
Records of NCEF Lexicographer
Five per year

1.3
ERIC Vocabulary Review Group Participation (VRG)
Vote/comment on VRG descriptor candidates 
Records of NCEF

Lexicographer
50 % per year (40 votes/comments per year)

1.4 
Participation in Maintaining Reference and Referral (R&R) Databases
Provides requested materials to components developing R&R databases
Records of R& R developers
100% response rate within five working days

provided that requestor gives advance notification.

2.4 
Annual Product Plan
Timely submission of plan three months before beginning of next contract period of performance
COTR records
100% conformity to required submission standards

2.5
NCEF Digests in Paper Copy and EDO Versions
Digests completed within one year, drafts reviewed one month before printing, 10 copies of final delivered to COTR and EDO version submitted to Facility concurrent with delivery of published copies to COTR.  Provide camera-ready copy for Striving for Excellence within 2 weeks of request from 

ACCESS ERIC.
COTR records and NCEF Facility logs
100% completion

 

2.6
Major Publications
Produced within 24 months of commission, drafts reviewed by COTR by one month before printing, 10 copies of final delivered to COTR concurrently,  2 copies submitted to Facility 
COTR records and ERIC Facility logs
100 % completion

 

2.7
Other Information Products
Delivered as completed and concurrently entered into the ERIC or NCEF databases, as appropriate
COTR records
100 % completion



3.1, 6.7  
User Services 800 Line
During working hours, line answered promptly by human being or automated telephone menu system (with option to speak to human being); line not put on hold

When lines are busy, during all-hands Clearinghouse staff meetings, and outside working hours, caller gets voice mail indicating when call will be returned (within  working day)
COTR monthly check
90% of calls answered within 3 rings

90% of callers who leave voice mail messages are responded to within  working day

3.2
User Services Q&A
All requests answered within 3 working days
Clearinghouse logs & quarterly and annual reports 
Customer referrals credited as answers

3.1, 5.4, 6.7  
Clearinghouse World Wide Web Site
Updated as required every three months.  Link to system-wide Web site.

Conforms to system-wide guidelines and procedures developed by WWW task force and adopted by ERIC program
COTR check via the Internet every quarter
Clearinghouse updates web site as required every three months

100% conformance with required system-wide WWW requirements

3.2, 5.3 
User Services/ AskERIC Participation
All AskERIC requests answered within 2 working days
Clearinghouse logs and AskERIC records
Required number of AskERIC responses; 90% answered within 2 working days

4.1
Establish and Maintain Networks
Maintain contact with ED Labs and Centers, and Standing Order Customers (SOCs)
Periodic COTR check and Clearinghouse records & reports   


4.1
Update Acquisitions Arrangements
Acquisitions Arrangements List is reviewed periodically and at least one new arrangement is added annually
ERIC Facility records & Clearinghouse reports
100%

4.2
NCEF Partners Activity
Maintains current Partners contact and fosters new Partners
Clearinghouse records & reports  
100%

4.3
Conduct Workshops and Training Programs
Scheduled at least annually.
Clearinghouse records & reports
100%

4.4 
Produce and Disseminate System wide Awareness Materials 
Produce products and information requested by other component
Component records and Clearinghouse reports
100%

5.1 
Participate in Biannual Directors Meetings
Presence of Director and Associate/Assistant Director
Meeting attendance records
100% (Unless excused in writing by COTR)

5.1 
Participate in ERIC Technical Meetings
 Presence of at least two appropriate staff members
Meeting attendance records
100% (Unless one is excused in writing by COTR)

5.2
Participate in System

wide Committees and Task Forces
Representation by each Clearinghouse on Committees and/or Task Forces as appropriate.
Committee/Task Force record and Clearinghouse reports
100%

5.3 
Participate in AskERIC and other System Wide Electronic Initiatives
Answers all AskERIC questions referred to Clearinghouse within 2 working days; has active representation on other system wide initiatives
AskERIC records and Clearinghouse reports
100% representation; 90% of AskERIC questions answered within 2 working days

6.2
Management Plan
Completeness & completeness of plan per RFP requirements for contract period. Updated as necessary
COTR records
100%

6.3
Customer Feedback
Use of appropriate instruments to survey customer satisfaction and impact 
Clearinghouse reports
100% at least once a year and results in annual report

6.4
Annual Technical Plan
Per RFP requirements, updates Annual Technical Plan and submits to COTR at least three months before next yearly contract period
COTR records
100%

6.5
Key Staff
Adequate and appropriate staffing is maintained throughout contractss period of operation and any changes or replacements to Key Staff are approved by CO with advice of COTR
Clearinghouse reports and COTR periodic check
100% of key staff qualified; vacancies filled promptly

6.6
Minutes of National Clearinghouse Advisory Board (NCAB) Meetings
Holds NCAB Meetings annually and forwards full report to COTR within two weeks of meeting
COTR records
100%

6.9
Quarterly Report
Complete narrative and statistical reports, according to specifications of contract.  Two copies forwarded to COTR within two weeks after due date.
COTR records
100% submit first, second, and third quarter reports.  Annual Report takes place of 4th quarter report.

6.9
Annual Report
Complete and two copies submitted to COTR within one month after close of contract year
COTR records
By January 31 of following year.







** Footnote pertaining to Performance Indicators for Subtasks 1.1 and 1.2:  Input to the ERIC database of documents that are older than 10 years (from current date) or journal articles that are older than 5 years (from current date) requires COTR approval.
