The proposal shall be prepared in two parts: a technical proposal and a business proposal.  Each of the parts shall be separate and complete in itself so that evaluation of one may be accomplished independently of the other. However, all information necessary to judge the technical soundness of the offeror's plans for accomplishing each task and producing each deliverable should be contained in the technical proposal.  The cost proposal should contain all information related to the determination of the costs associated with performing the tasks outlined in the offeror’s technical proposal. 





A. Organization and Content of Proposal





A.1 Technical Proposal





	Offerors should provide a Technical Proposal for the entire project.  This includes 1) the core tasks (Tasks 1-6) and 2) each of the optional studies and supplements.  To be responsive, an offeror must address all optional special studies and supplements in their proposals.  All special studies and supplements will be exercised at the discretion of the government.





	The technical proposal shall be organized into the following sections: Table of Contents, Introduction, General Approach, Statement of Work, Project Management, Proposed Staff Related Experience, and Related Corporate Experience.  The authors of each section should be clearly identified in the proposal.  Specific requirements for each section are discussed in greater detail in the following paragraphs.





A.1.1  Table of contents.  





The Table of Contents should provide an easy means to identify major points of discussion.





	A.1.2  Introduction.  





This section shall present the offeror's conceptualization of the purposes, products, and methodologies of the study.  This section should also include a short summary of the offeror's qualifications and strengths relevant to the work outlined in the Scope of Work.  In describing the purposes of the project, offerors should discuss their current understanding of the design of the NAAL and how the study can be designed to answer questions relating to the National Education Goal for Adult Literacy and Lifelong Learning and adult literacy development.





	A.1.3  General Approach.  





The General Approach section should be organized into three parts.  In the first part, the offeror is asked to describe its overall approach for successfully accomplishing the work and the rationale for the proposed approach.  In the second part, the offeror should identify what it sees as the major challenges associated with:


1) fostering communication and coordination among contractors and NCES, 


2) maintaining quality control of data analysis and reporting, 


3) optimizing the use of data for state, national, and international estimation, 


5) evaluation and revision of the instruments related to content coverage, cognitive laboratory research, field test results, and project goals. The offeror should propose strategies for reviewing, revising, and evaluating the literacy assessment and background questionnaire instruments for use in state, national, and international assessments.


6) analysis, reporting, and dissemination of results with respect to state, national, and international data as well as trends, and


8) handling of missing data and the use of imputation or other approaches. 





In the third section, the offeror should describe the methods and approaches it will use to respond to each of these challenges.  





	A.1.4 Statement of Work





 	The Statement of Work section should correspond to the Scope of Work in this document.  The offeror’s Statement of Work should expand upon each of the tasks outlined in the Scope of Work and discuss procedural issues related to completing each task.  The offeror’s plan for carrying out each task, including the naming of staff members who will play a major role in completing the task, should be clearly stated.  Any variations to the tasks and subtasks defined herein should be accompanied by a rationale.  If the variation affects the overall cost of the study, this should be indicated in the technical proposal and alternative designs should be separately costed out in the business or cost proposal.  Offerors are encouraged to propose alternatives that, if adopted, would improve upon the study or reduce the costs.  However, for evaluation purposes, the offeror should also submit a proposal to perform the work as specified in this document. Alternative proposals that deviate from any requirements of this RFP shall be clearly identified (see section for alternate proposals).





	Listed below are topics that the offeror should fully discuss when preparing its description of the work and methods it will use in completing specific tasks, special studies, and supplements.





Task 1.  Project Planning, Management, and Oversight





	Proposals in response to this procurement should demonstrate a clear understanding of the complexity of the tasks and the need for coordination.  The contractor should present an effective management system for handling the complexity of the project; for coordinating work with state, national, and international bodies, expert panels, and other contractors; managing multiple timelines and schedules; and providing adequate quality control and oversight.  Offerors shall list the key personnel proposed, their proposed responsibilities, percentage of time each is committed to the project, and other contractual obligations for each during the course of this award.





	The offeror’s proposal should include 1) a description of general project management and quality control procedures, 2) a sample agenda for the initial project planning meeting, 3) an example of the type of briefing materials that will be prepared, 4) an outline for a project brochure, and 5) a plan for securing master data files and documentation.  





It is anticipated that the contractor’s staff will participate in joint contractor meetings on a quarterly basis.  In addition, the contractor will meet up to  3 additional times per year (other than the initial planning meeting) with the COTR over the life of the contract.  Typically, two of the meetings per year will be one-day meetings and one will be a two-day meeting.  The designation of attendees to each meeting should be made only after the meeting goals and agenda have been established.  An average of three of the contractor’s staff members shall typically attend each meeting.  





Task 2.  Relationship to Expert Review Panels





	The proposal should describe the offeror’s plans for working with the NAAL Technical Review Panel, State Forum, and other committees and panels needed for specific tasks or for on-going review and guidance throughout the project.  The proposal should include: 1) a preliminary list of recommended Technical Review Panel members with justifications and 2) draft agendas, related to the contractor’s work, for the first Technical Review Panel and State Forum meetings.





	Offerors should assume that three outside review groups will be convened over the life of the contract.  Each group will be comprised of up to six members and will meet for one day in Washington, D.C.





Task 3.  NAAL Content Review Panel





	The proposal should include the offeror’s plans for working with the Standing Committee for content review.  





Task 4.  Review and Revise Instruments 





	The offeror should describe its approach to 1) reviewing and revising literacy tasks and background questions, 2) managing the communication and information flow among all contractors and other relevant parties; 3) obtaining outside expert reviews of deliverables, 4) conducting the cognitive laboratory research and field test work, and 5) test design issues with regard to reporting on literacy status and trends.





Task 5.  Assessment Plan Report





	The offeror should describe in detail its plans for coordinating the production of this report among all contractors. 





Task 6.  Analysis and Reporting of Field Test Data





	The offeror shall provide a plan for data analysis, instrument revision, and other research or methodological studies based on the use of field test data.





Task 9.  Reporting





	The offeror’s proposal should describe its approach to preparing a comprehensive survey report, a general audience (popular) report--providing findings about special population subgroups, national trends for key population groups--State Reports, a Technical Report, and public use data files.  In addition, the contractor should describe its approach to preparing a  popular, tabloid format, report for use in providing a first look at the NAAL data..  The offeror should include a draft outline of these reports as examples.  The offeror should include multiple strategies for producing visually attractive and graphic-rich displays--in print and electronic media-- that effectively communicate data to various audiences.  In particular, the offeror should address ways to maximize the interactive and other features of the Internet in reporting NAAL results.





Task 10.  Dissemination





	The offeror’s proposal should include multiple and creative strategies for disseminating findings from the NAAL to various stakeholder audiences. Particular attention should be paid to informing the media and other public audiences through press releases, news items, and use of the World Wide Web, radio and television, print media and other venues.  





Optional Studies and Supplements





	


B.  Alternative Data Collection and Estimation Methods 





The offeror’s proposal should include a discussion of the merits of obtaining proxy, or synthetic, estimates of the status and distribution of literacy proficiency at the state and local levels. This approach has been applied with the data from 1992, and is presented at [www url].  The offeror’s proposal should consider the merits of this approach, or variations of it, in terms of feasibility, quality of estimation, and usefulness of data to states that do not participate in statewide assessments of adult literacy.  The offeror should consider the use of such proxy data for estimating literacy in the intervening years of the decade between national assessments.





The use of alternative data collection methods offers the potential for reducing the high costs of door-to-door household assessments while assessing broader dimensions of adult literacy knowledge.  The offeror’s proposal for this option should demonstrate its recognition of the potential value and shortcomings of  an alternative method such as telephone and mail surveys to supplement or replace methods based on personal, face-to-face, interviews. It should  identify and evaluate the key issues involved in using such methods relative to face-to-face personal interviews, particularly with respect to assessing adult literacy knowledge and evaluating the relationship of this such knowledge to  adults’ literacy development and attainment.  The offeror’s proposal should identify what kinds of adult literacy data collected in the 1992 National Adult Literacy Survey, for example, may be most suited to telephone and mail survey methods and provide an evaluation of the merits of examining this option for the NAAL. 





 The proposal should include the offeror’s recommendations about proposed strategies as well as suggestions for studies that would be needed to validate such methods in light of the proposed uses.  In particular, the proposal should include ways to evaluate the quality of estimated performance outcomes and relationships that could be obtained from data collected by telephone and assess the value added to the NAAL of using telephone surveys to supplement NAAL data collection.   


 


A.1.5 Project Management





	The complexity of the project requires that the contractor has in place an effective management system that enables tasks to be completed on schedule and within budget.  The Project Management section includes discussions of the offeror’s procedures for:  coordinating and controlling project personnel, resources, and tasks; ensuring adherence to schedules and deadlines; ensuring high quality products and outcomes; identifying potential problems early; maintaining close communication with the COTR; and controlling project expenditures.  This section outlines the offeror’s specific plans for managing the NAAL and identifies how its proposed approach to project management will respond to the needs and complexities of the NAAL.  Descriptions that are limited to the offeror’s general approach to project management will be considered unacceptable.





The offeror should provide an organizational chart which indicates all personnel (key personnel should be so indicated), their time commitments to each task, and the proposed lines of responsibility and authority, coordination, and communication within the offering organization and with subcontractors (if any), with consultants, and with NCES. 





There should also be a staff skills matrix that identifies the project director and key project staff by skill area .  All key staff of subcontractors should be identified and described in the same way and listed in the staff skills matrix.  There should be sufficient detail on how each project staff member will be used. In all cases where personnel external to the offeror’s organization are proposed, letters of agreement (with proposed staff) and letters of availability (endorsed by the primary institutions with which they are affiliated) shall be included.  For purposes of the Work Statement, staff is defined as all personnel proposed to work on the study regardless of their primary affiliation or specific assignment.  





A person-loading chart that shows the number of hours each key staff member will devote to each of the project tasks and the number of total hours each will devote to the core and optional tasks should be included in this section.  The hours for other project staff (e.g., programmers, clerical staff, field staff) should be reported by labor category.  A similar chart is required for each optional special study.  All key staff of subcontractors proposed for the NAAL should be included in the person-loading chart. The offeror should describe in this section the management control system that is used internally for planning, scheduling, budgeting, managing, and reporting the accomplishments of the contract work.  The offeror should submit both a schedule for task activities and for the delivery of products, and charts (e.g., GANTT charts) showing activities plotted on a time scale.  The offeror should also provide the level of commitment to the NAAL and to other projects and administrative activities for each proposed key staff member.  Offerors should clearly state how many hours equal one full-time equivalent.





	Project schedule.  The offeror should provide a project schedule for completing the 16 core tasks over each year of the study.  Project schedules for completing the optional special studies and supplements should also be included in the offeror’s technical proposal.


 


	A.1.6 Qualifications and availability of project personnel 





	This section of the offeror’s proposal should contain a summary for each proposed key staff member that indicates how his/her prior work experience and educational background relates to his/her proposed role on the NAAL. Primary areas of expertise should be clearly specified.  





For all professional staff, resumes should be provided showing each person's professional background and including specialization and degrees held.  The resumes should document  directly relevant professional experience, educational background, publications, and professional activities.  The resumes should list no more than four prior or current work or project experiences and no more than 10 publications and professional presentations.  Resumes also should indicate reference contacts (including addresses and phone numbers for both Federal and non-federal COTRs).  Include only individuals who have a significant time commitment on relevant tasks.  Submitting general vitae or vitae that do not clearly identify the information identified above is unacceptable.


	


	One of the single greatest determinants of project success is the quality of the contractor’s staff.  To plan, conduct and complete the NAAL successfully requires staff who together have technical expertise, knowledge, and experience in all areas related to this study.  These areas include: adult literacy and learning, assessment of the cognitive abilities of adults, test development and psychometrics, survey design and research methods, complex statistical and sampling methods, imputation methods, the implementation of conversational CATI/CAPI systems, field staff and interviewer training, data processing, and computer applications.  In addition to these areas, optional tasks require staff with different substantive and methodological expertise. The offeror’s proposal should include a matrix that clearly identifies which of its proposed project staff possess each of the above skills and expertise.





	The Proposed Project Director is critical to the study because this person sets the study’s tone and direction.  This person should have expertise and experience in designing, conducting, and managing large studies with multiple components such as the NAAL.  The person should be knowledgeable in the development and assessment of adult literacy abilities.  The individual’s management experience and skills are of key importance in this study.  First, the project director should be able to organize, oversee, manage, and control the quality of staff performance on many tasks simultaneously. Second, the project director should be a good leader: strong, confident, and capable of not only inspiring project staff to perform productively as team members, but of taking whatever corrective action is required to insure quality performance.  Third, the project director is expected to be a problem solver and a good communicator, capable of identifying problems early or anticipating them before they occur.  Once identified, the project director should not hesitate to share potential problems with the COTR for consideration and resolution.  Finally, the project director should be a person who can feel comfortable working closely with the COTR and other members of the study team.  In summary, the project director should have these skills and a demonstrated ability to meet deadlines, produce qualitatively sound products within budget, and keep the COTR informed of and involved in major decisions or events that are likely to affect the project’s performance and products.  The project director is expected to be committed to the study and to be prepared to maintain this commitment over the period of the contract.  





NCES believes that the magnitude and complexity of the NAAL requires a full time commitment by the project director.





Task leaders and key project personnel should also be persons who can make a long-range commitment to the study.  Their competencies should complement those of the project director and they should be individuals who can feel they are part of the project director’s team.  They should be people with demonstrated ability to meet deadlines and to produce high quality products and their expertise should match their assigned responsibilities on the project.





Key project staff includes the project director and any associate project directors.  Any changes or substitutions of these key personnel requires advance approval by the Contracting Officer in consultation with the COTR (see Key Personnel Clause).





A.1.7 Related Corporate Experience 





This section of the offeror’s proposal describes the offeror’s capability and experience in the following areas:  design and conduct of large-scale surveys and assessments; design and conduct of studies of adults and their abilities and skills;  design and development of survey instruments, the conduct of large scale CATI/CAPI operations, design and development of large data bases; the imputation for missing data, and design and use of systems for processing, documenting, and maintaining large data bases, and preparation of materials that meet NCES standards.





	The offeror should include in its proposal a matrix that clearly identifies which of its prior and ongoing corporate projects are demonstrative of its expertise in each of the above areas.





	The Corporate Experience section contains a description of the approach that the offeror will use to provide corporate oversight for the NAAL.  This section includes detailed information on how project expenditures will be monitored and controlled.  The specific steps that the offeror will take to insure the quality of the work and products of its staff and to identify problems in performance should be clearly identified.





	This section also describes the offeror’s past experience in conducting studies of a similar nature and magnitude.  One-page abstracts of related work should be included which clearly identify the topics or issues addressed, the study design, the sample size and sample design, data collection methodologies, the time frame of the study and its current status (complete, ongoing, etc.).  The name, current affiliation, and current telephone number of the sponsor’s COTR should be specified. In addition, the firm undertaking the work must have performed well on other projects of similar size and scope and demonstrate: low turnover of key staff, high quality control standards, adherence to budget limitations, responsiveness to the government contract specialist and NCES COTR, and timeliness and acceptability of project deliverables.  The ability to meet deadlines and produce high quality products within budget is of utmost importance.


