STATEMENT OF WORK FOR THE 


OPERATION OF THE NATIONAL CLEARINGHOUSE

FOR BILINGUAL EDUCATION

I.   Introduction


"

The Office of Bilingual Education and Minority Languages Affairs (OBEMLA), of the U.S. Department of Education, seeks to solicit applications to establish a national clearinghouse for bilingual education.  


A. Authorization

The Clearinghouse activity is defined in Public Law 103-382, Improving America’s Schools Act (IASA), under Title VII: Bilingual Education, Language Enhancement and Language Acquisition Programs, Sec. 7135, "National Clearinghouse for Bilingual Education."  It is also described in the House Conference Report to Accompany H.R. 6 (H. Rept. 193-761), September 28, l994, 103rd Congress, 2d Session. 


B.  Purpose

The purpose of the Clearinghouse is to serve as OBEMLA’s principal agent for the collection, organization and dissemination of information.  Specifically, the Clearinghouse shall collect, analyze, and disseminate information for the use of educational institutions serving the K‑12 language minority and limited English-proficient student population, including public schools, public school districts, state educational agencies, and private schools in the United States.  The audience for the Clearinghouse are teachers and school administrators, researchers, policymakers, and the general public.

In fulfilling its function of collecting, analyzing, synthesizing and disseminating information about linguistically and culturally diverse learners, the principal objective of the Clearinghouse shall be to assist the Office of Bilingual Education and Minority Languages Affairs (OBEMLA) to organize, articulate and disseminate the knowledge base for effectively serving those learners.  It shall meet this objective by playing a central role in a national network of technical assistance providers.  The information needs of Clearinghouse users will be identified by the users themselves, through their requests and stated needs (NCBE reactive activities), or by the Clearinghouse's assessment of state-of-the-art language acquisition information and education methods, strategies, and materials (NCBE proactive activities).


C.  Background tc "
C.  Background " \l 3In 1977, A National Clearinghouse on Bilingual Education (NCBE) was established through a jointly held competition sponsored by the National Institute of Education and the Office of Bilingual Education.  Since its establishment, the NCBE has operated under successive contracts specifying three major tasks related to the education of limited English proficient (LEP) students: the direct delivery of information requested by users, the development and maintenance of a computerized system for information resources, and the preparation and dissemination of publications addressing the information needs of users.  

Since 1991, the NCBE has served as the principal agent for the collection and organization of documents related to the education of LEP students, document analysis and the dissemination of information for public use.  It performed a highly active role in outreach to practitioners, including school administrators, parents, teachers, training specialists, teacher aides, community representatives, students, and researchers.  In addition, NCBE collected, disseminated, and published information on methods and strategies to assist educators of limited English-proficient (LEP) students in achieving the National Education Goals. 

The 1995 contract included provisions for issuing both fixed-fee and negotiated task orders and a focus on the use of communication technology to serve the public.  In order for OBEMLA to respond to Congressional requirements to address accountability standards, ED issued a task order in 1998 under contract T295005001, to “Arrange for the Collection of Information Involving OMB Clearance” (Model 14).

New to this solicitation are a number of substantive changes, including:

- Maintain a Library and Research Services at OBEMLA, Task 2.6

- Identify 2,000 (vs. 500) pages of instructional materials, Task 2.4

The format for deliverables is specified in Section F.  In general, the contractor shall deliver to ED all written products in bound copies (in the number specified in the task order), one un-bound copy (for reproductions) and one electronically transferable copy.

Task 1:
Prepare for Management Planning Meetings

The Contractor shall participate in the following two sets of meetings with multiple copies of the negotiated management plan and relevant reports.  This requirement will not modify the proposed design, or alter the Government's requirements, but will further specify the negotiated management plan included in the awarded proposal.

1.1  Meet Annually with the Government’s COTR and Contract Specialist

The contractor shall meet with the Contracting Officer's Technical Representative (COTR) and the Contract Specialist (CS) within five (5) working days for the base-year and within five (5) working days after each option-year (if exercised) of the contract to discuss implementation issues and possible revisions regarding details outlined in the contract’s management plan.  The contractor shall provided clear and specific management information relating to the tasks of the contract for use by both the contractor and the Government in monitoring the (a) work to be performed, (b) the time of performance, (c) resources, including human resources, to be used, and (d) a uniform electronic format of deliverables. 

1.2 
Meet Monthly with the Project Officer and Senior Staff

Within the constraints described above, the contractor shall meet monthly with the COTR and OBEMLA senior staff.  The purpose of these meetings is review the accomplishment of ongoing tasks, subtasks, task orders, key events, milestones, and deliverables.

OBEMLA staff may seek changes in the originally proposed management plan as the work advances.  These changes will be subject to review and revision by the Government Contracting Officer and COTR. 

Performance under Tasks 1.2, 7 and 8, and requirements for the general monitoring under the Quality Assurance Plan, make it imperative that the Clearinghouse facilities be established within a 15-mile travel distance of the Department.

Task 2:
Organize, Expand and Prepare Resource Collection for Dissemination  

The Clearinghouse shall be the repository of the Department's knowledge base on issues affecting the education of LEP learners.  The contractor shall readily access information by systematically organizing and expanding its information resources, and by guiding users to conduct their own searches.  In addition, the contractor shall identify information resources for special purposes and make them available in an electronically accessible format (i.e., search engine, e-mailed notifications and via the world wide web).  It will also provide the same public access to the NCBE test/assessment database.

The scope of NCBE's knowledge base shall include information on LEP learners who are not only students formally enrolled in K-12 classes but the adult parents who support their childrens' learning, and young adults enrolled in school-to-work, adult/vocational programs.  

The contractor shall simultaneously broaden its audience using existing information collection and services, while also implementing new techniques and tools (see also Task 5.3.1).  The contractor shall make relevant information and resources available to the public via all technical means available to schools and administrative offices.  The contractor shall take advantage of available media for transmitting static graphic, visual motion, and sound information to clients.

The contractor shall use ERIC tools and classification guidelines in maintaining and expanding the NCBE computerized resource collection, specifically the bibliographic file.  The contractor shall continually upgrade its capability for allowing users from multiple entry points to easily access NCBE's files, and provide a seamless, "one-stop" service.

All NCBE systems, materials, equipment and resources are property of the government.

2.1   Organize, Maintain, and Expand the Resource Collection 

The contractor shall organize, maintain and expand the resource collection for use by on-line users, and shall develop and update appropriate selection criteria for inclusion of these resources into the Clearinghouse system.  The contractor shall expand the resource collection through the life of the contract.
FORMAT: The contractor shall organize the collection, specifically the bibliographic database, to achieve a working compatibility with the ERIC system and its user guidelines.  

The contractor shall maximize accessibility via multiple search approaches to NCBE resource materials by developing uniform profiles and/or key attributes of those materials.

CONTENT: Document selections made by the Clearinghouse shall take into consideration the themes of current legislation, Department initiatives and issues related to the accomplishment of national goals for linguistically and culturally diverse students.  The contractor shall also include model curricular materials, including materials developed by practitioners.  

The contractor shall label its resources with identifiers relevant to the resource’s purpose, the targeted students for whom the resource was developed and the stage of language/content learning in which such a resource may be optimally used.

MEDIUM: The contractor shall anticipate including in the NCBE collection information resources available in various storage media (such as CD-ROM, videotape and others) and on a broad range of subject areas. Not including these resources, which may be available only on certain media, violate the principles of information accessibility outlined in the paragraphs under Task 2 and will impact customer service goals stated in the QASP.

In selecting format, content, and medium options for NCBE resources, the contractor shall be mindful of user characteristics and interests (see Task 3.4).

See Section L for a listing and description of the current collections and examples of relevant subject areas.

2.2
Upgrade the Test/Assessment Instrument Database

The contractor shall update and make additions to the Test/Assessment Instrument Database, and report on these updates/additions in its management reports (Section F).  Since the NCBE will be responsive to clients serving LEP learners across Department programs, the database must include, but is not limited to, instruments/systems for LEP learners enrolled in Title I, special education and adult/vocational (school-to-work) programs.

The contractor shall make the database accessible to on-line users.

See Section L for a description of the current test/assessment database.

2.3   Prepare a Resource List and Manual

Based on NCBE’s information and resource filing system, the contractor shall develop a manual describing the processing of documents, a description of the scope of the collections/files and guidelines for accessing them.  The contractor shall deliver forty (40) print copies of a User's Guide to the NCBE Collections, including collection listings, and a Quick Reference Guide providing basic directions for access to, and use of the system, by the last work day at the end of the third (3rd) month in each contract year.  This guide shall be made available to Clearinghouse users on the NCBE website, by email and/or by phone.

2.4   Prepare a List of Special Information Resources 

The contractor shall develop and submit a List of Special Information Resources and deliver two copies annually to ED no later than the last work day at the end of the fourth (4th) month of each contract year.  In the List of Special Information Resources the contractor shall identify a minimum of 2,000 pages of materials (or the equivalent if in formats other than print) whose historic value make it recommendable for archiving into electronic format.  

Materials of "historic value" include research and other documents on language and ethnic groups for which there is little or no recent published information, documents in a language or languages which are endangered or less commonly written, visual and auditory records of linguistic or cultural practices in danger of disappearing, and seminal studies commonly cited in current research.  

The contractor shall also identify a minimum of approximately 2,000 pages of instructional materials whose scarcity make them recommendable for scanning into electronic format.  In this format, the contractor shall make instructional materials available for classroom use with students for whom native‑language materials are not readily available in the commercial market.  The contractor shall give priority to less‑common languages and languages with non-phonetic writing systems.

2.5   Scan Special Resources

After review by the COTR, the contractor shall scan, label and file 

- the 2,000 pages of copyright‑permissible materials recommended in 2.4 for archiving, and 

- a minimum of the approximate 2,000 pages of materials recommended for their value in native‑language instruction. 

The contractor shall scan print materials without loss of graphical elements, contained in the original, that would lessen its value, clarity, or usefulness.  Resource scanning should allow for later access by NCBE users, as copyright law permits.  When available, documents will be accessible in electronic format. 

2.6   Maintain a Library and Research Services at OBEMLA

The contractor shall assign (as needed) up to sixteen (16) hours of Clearinghouse staff-time per month to maintain and expand an existing supply of approximately 800 printed documents intended for OBEMLA staff use, and to assist staff with research issues.    The assigned individual(s) shall catalog research studies in bilingual education and advise staff on research topics.  The COTR and OBEMLA staff will determine the number of hours assigned, provide input and suggestions for the development and organization of the library, and specify the research issues to be addressed. 

Task 3:
Provide Access to On-line Services and Resources

The contractor shall help Clearinghouse users access information and materials, and foster links with technical assistance providers and other practitioners.  To accomplish this, the contractor shall coordinate with other information centers, provide accessibility to the NCBE collections, conduct information services for users, disseminate materials and provide reference and referral. 

3.1   Coordinate with Other Information Centers/Sources

The Clearinghouse shall act as a key link in a national network of technical assistance providers in education.  The goal of the contractor's coordination activities shall be to best serve educators and trainers in their efforts to improve classroom teaching and learning practices, particularly as they apply to LEP learners.  The contractor shall maintain a cooperative working relationship with other organizations in order to continue to develop the Clearinghouse role, facilitate information transfers seamlessly, and enhance Clearinghouse products and services.   The contractor shall maintain a cooperative working relationship particularly with Department of Education-funded centers, including those funded by the Office of Educational Research and Improvement, Office for Civil Rights, Office of Elementary and Secondary Education, Department of Health and Human Services (Head Start) and the National Goals Panel. 

The Clearinghouse shall coordinate with State Education Agencies (SEAs), state-funded and regional technical assistance centers, institutions of higher education, the ERIC system, the National Diffusion Network and other centers, to share information that updates and expands the Clearinghouse's services on topics related to LEP learners and language learning.  

Information sharing shall include making arrangements for "one-stop" document access, the screening and tailoring of information to specific user needs, marketing Clearinghouse capabilities, enhancing NCBE's capacity to address user needs and issuing Department of Education bulletins.

The contractor shall specifically coordinate with the aforementioned organizations in order to:

3.1 a
receive referrals of users seeking information and technical assistance

3.1 b
stay informed of current needs of practitioners, in particular those of SEA directors


3.1 c
produce and make available under Task 4.3 a syntheses of information for the national network of technical assistance, such as a "topics and issues" summary of SEA technical assistance activities/findings

3.1 d
produce and submit under Task 4.4 a "Network Directory," an annotated address list for disseminating information to the field and the Department, and for identifying the function and audience of each entity in the network

3.1 e
incorporate into its information collection samples of technical assistance materials which meet NCBE's quality control criteria from organizations such as Title I, the National Origin Desegregation Assistance Center, regional technical assistance centers and other such resources that work with linguistically and culturally diverse learners, and make them available electronically or in other formats as appropriate to the NCBE clients  

The purpose is to form a central collection of substantively helpful materials of use to service providers in SEAs, LEAs and other Department-funded projects.  The collection should be annotated, organized to meet the needs of service providers, and searchable.  Such a collection would include, but not be limited to, workshop packets, monographs, recorded proceedings and other materials developed for the purpose of providing training and/or technical assistance to practitioners of LEP learners

3.1 f
establish links to relevant, internationally-base information collections available on the Internet 

3.1 g
support the Department’s and OBEMLA’s websites by providing direct links to those sites from the NCBE home page, using those sites’ logo and by placing the link in a clearly observable location on the home page  

3.2
Provide Accessibility to the NCBE Collections for User-Conducted Searches 

The contractor shall provide for user access to the NCBE on-line services.  The contractor shall provide access to such users as the field of practitioners, U.S. Department of Education and related federal agency employees, to conduct their own information searches and appropriation.  In providing this access, the contractor shall incorporate the following design features.  The system shall be:

3.2 a
Accessible.  The system shall provide for maximum accessibility for users, including phone, fax, email, internet, walk-in services.  The contractor shall provide user access to the Clearinghouse's information specialists: via toll-free telephone and fax numbers at least eight (8) hours per day, five (5) days per week.  In maximizing accessibility, the contractor shall adopt procedures that maximize economies, efficiencies and minimize costs to the government.

The contractor shall provide “24-7" on-line access to the NCBE resource collection.  The contractor shall also provide a basic, helpful introduction to the system by mail, e-mail, and be able to fax quick reference guides to new users. 

The contractor shall provide facilities, equipment, and Clearinghouse staff training to be in full compliance with Section 504 of the Rehabilitation Act.  In following this compliance, the contractor shall include the use of TTY/TDDs and relay services to effectively provide access by clients and employees with hearing or speech disabilities.  (Information is available by emailing OM_Disability_Access_Initiative@ed.gov.)

3.2 b
Responsive.  In the performance of this task, the contractor shall make available system support specialists during hours and days that best meet the needs of the Clearinghouse users from across the nation.  The contractor's system shall be capable of (a) recording incoming messages during off-hours on its toll-free telephone line, (b) allowing the contractor to check telephone and on-line messages from outside the office, and (c) providing the Clearinghouse specialist with technology that maximizes the ability of the specialist to support users. 

The contractor shall perform on-line searches in response to vaguely defined user inquiries as well as requests for specific information.

The contractor shall respond to the language and cultural diversity of users, including the needs of low-incidence language users. 

Regarding requests for services that are not related to NCBE materials/information, the contractor shall guide clients to proper referrals within the Department of Education, within the education units of state governments, and to functional hot-lines within the Federal Government.

3.2 c
Fast, Friendly.  The contractor shall provide, in its procedural manual and staff communication with the public, a user-friendly interface.  The contractor’s system shall also allow experienced users to be self-directed and by-pass repetitive orientations and menus.  Output options should accommodate popular user programs, including spreadsheet files, database files, ASCII text, http, or coma separated value files (.csv).  Where appropriate, the system will provide access to FAQs ("Frequently Asked Questions" including information and search results that are frequently requested) and guides or links to related items.

3.2 d
Pro-active.  The contractor shall provide a list-serve utility, allowing users to easily subscribe and un-subscribe to the list, and offer concise, bulletins of interest to the field.  

The contractor shall occasionally publish bulletins (to complement the electronic newsletter under Task 5.3.2) as warranted.  Examples of bulletins include government notices, announcements of new legislation, key research findings, pertinent court decisions, updated phone lists, the Department's Grants and Contracts list of new grant awards, conference schedules, and announcements of NCBE system enhancements and new documents.

The contractor shall utilize a bulletin service to alert the education community of up-coming events, news from Federal, state, and local education agencies, up-dates on issues related to school reform, the location of articles on promising practices and other current information pertinent to the provision of educational services to LEP students.

The contractor shall be aware of actual and potential immigration developments.  The contractor shall reflect this awareness in acquiring/producing information products of use to educators of those new-arrivals.  The contractor shall notify the field before requests for related language and cultural resources are submitted by the field to NCBE.  

3.3 Provide User Services

In the performance of the following subtasks, the contractor shall provide the accessible, responsive, fast/friendly and proactive features detailed in Task 3.2. 

In the performance of the following subtasks, the contractor shall develop procedures for the receipt, control, and informed interpretation of user requests for information.  The contractor shall track and, thus, assure the quality, accuracy and timeliness of search results (see details under Task 3.4.1).

Except as defined under Task 3.3.2, “DUPLICATION CAPABILITIES,” shall provide these services at no charge to users. 

Customer Complaint Phone Number: 


The contractor shall prominently display a customer complaint phone number on the NCBE web home page, and as part of any recorded phone greeting for incoming calls.  The contractor shall list the COTR’s phone number as the complaint phone number.

3.3.1
Conduct On-Line Searches and Referrals for Users

The contractor shall have access to the Department’s electronic world wide web sites and notices from the Department.  The contractor shall have access to all available databases from the Department, particularly student and grant databases.  It bares repeating that the contractor shall perform on-line searches in response to vaguely defined user inquiries as well as to specific requests for information.  In performing this task, the contractor shall provide users with customer-focused services, tailoring the information to the user's local context or specific problems (see “Features” of the NCBE system under Task 3.2).

In cases in which a user search does not result in a find, the contractor shall implement a reference and referral service to locate alternative sources of information useful to the client, i.e., to a source having more specialized or complete information than available in the Clearinghouse.  

3.3.2
Provide Materials and Information on Request

The contractor shall set up a mechanism to supply copies of non-electronic materials (including educational video/audio taped and CD-ROM information on teacher education and curricula), applied research studies, topical bibliographies, resource lists on bilingual education and other information on request from Clearinghouse users, or refer users to where their requests may be addressed.  As with information requests, the contractor shall develop adequate procedures for the receipt, control and interpretation of requests for materials to assure the quality, accuracy, and timeliness of the response. 

DUPLICATION CAPABILITIES: Where applicable, the contractor shall provide these services at the cost of the medium used (diskette-, hardcopy- or video/audio tape and CD-ROM duplication) and the postage.  All other processing and handling costs shall be borne by the contractor.  (See Task 6, Manage Programmatic Income.)  Note that this provision does not apply to Department-reviewed and approved publications processed through the U.S. Printing Office, Task 5, which will be disseminated via the ED Pubs Center.

TRANSMISSION CAPABILITIES: The contractor shall distribute materials on-line at its lower reproduction and transmission costs (see Tasks 2.2 and 2.5).  When cost considerations are served, the contractor shall also scan materials for on-line distributions.  The contractor shall also be able to fax materials where cost and time considerations are served.  Finally, the contractor shall have the capability to fax electronically stored files from a PC, including OBEMLA fax newsletters (Task 5.4).

3.4 
Evaluate NCBE’s Search, Referral, and Service Delivery


3.4.1
Develop A System That Records Client Use

As introduced at the beginning of Task 3.3, the contractor shall devise a system for the receipt, control and the accurate, relevant interpretation of user requests for searches and materials, and for assuring customer satisfaction in the quality and timeliness of the contractor’s response. The contractor shall present its system to the COTR during each of the annual Task 1.1 meetings.  The contractor shall incorporate OBEMLA’s suggestions to the system, in order to address the requirements for “Responding to Client Service Requests” under Task 3.3, above.

The contractor shall present a system capable of reporting the following information: frequencies, type of institution from which user is contacting NCBE, State from which user is contacting NCBE, topics of inquiry, turnaround time of request, times and dates of inquiry and delivery of requested information.  This capability shall include requests made via telephone, fax, TDD, email, walk-in visits and on‑line usage.  The system shall generate reports to monitor NCBE, and to serve as the basis for the overall evaluation of the contractor’s performance (see Part G., “Example of QASP Evaluation Table” in the Attachment).


3.4.2
Develop a Customer Survey, a Plan for Implementing It and for Using Its Findings

The contractor shall present at each of the annual Task 1.1 meetings its plan to conduct a follow up survey of served customers.  The contractor shall develop, conduct and report the findings of its customer survey.  The contractor shall include in its plan details about procedures, controls for reliability, iteration, sampling controls, and the contractor’s expectations of its measurable impact on improving NCBE performance.  Thus, the plan shall integrate the survey’s outcomes with its system for receipt, control and interpretation of client requests (in 3.4.1, above).

3.5     Establish/Maintain Data Security, System Reliability

The NCBE electronic system will include data security components and features that protect the integrity of the data and the system, and ensures its reliable availability to users.  The contractor shall assure that security components and features will protect against external threats and internal vulnerabilities.  Security features must consider the operational requirements of an electronic system open to the public, seamless access, with the following capabilities:

The contractor shall screen for viruses in an environment in which customers are uploading and downloading NCBE and linked files, including graphic files.

The contractor shall identify and describe appropriate backup and recovery procedures to restore the system in the event of a virus, system crash, or due to other actions or events which lead to corruption of the hardware, software or data files.  This document will be delivered (along with a security plan – see last paragraph under this subheading) within 90 days of the contract award, and subject to Departmental approval.

The contractor shall be subject to the Department’s personnel security policies as established in Handbooks #6 and #11 of the Information Technology Security Program Manual.  Accordingly, the Department shall have the authority to request removal of contract staff at the Department’s discretion.  

The contractor shall provide the Department with a Security Plan document specifying those security components and features.  The Plan will be delivered within 90 days of the contract award and subject to Departmental approval.  The Plan shall specify the internal system controls and external procedures/controls employed to protect against both internal and external threats.  The contractor shall update the Plan at least annually, or as major system or security procedures warrant.

Task 4
Produce Reports Using OBEMLA's Database of Title VII Applications

At the beginning of each contract year, OBEMLA will generate and provide to the contractor a database of Title VII funded and non-funded applications.  The contractor shall make available informed, timely reports to the Department and the field using, among other available sources, the OBEMLA database.  The contractor shall accomplish this task principally by producing short turnaround reports, but also reports involving grantee data.

All databases developed or modified for the Department of Education will be modeled in an entity relation (E-R) diagram model for evaluation by ED for acceptability for compatibility with other ED databases.  The criteria for normalization which will be evaluated by third party IV&V will be at least 3rd normal form.  Acceptable modeling tools for delivering soft copy of E-R models include ERWin and Oracle Designer 2000 but will be specifically defined by the COTR.  The standard enterprise database environment in use by the Department of Education is MicroSoft SQL/Server 7.0.  Access may be used for very small efforts with little probability of growth, Oracle may be used for very large, high transaction efforts. The use of Access or Oracle needs to be specifically approved by the Office of the Chief Information Officer.  This requirement applies to all databases developed or modified by NCBE, and is highlighted under this task and Task 5.3.1.

4.1 Produce and Deliver Short Turnaround Reports

The contractor shall respond to OBEMLA information requests with brief short turnaround reports, of up to five pages in length.  The contractor shall gather the information for these reports from the Title VII application database, NCBE's document collection, the SEA Grant Program Annual Report (Task 5.1), and from sources to which NCBE has electronic access.  The contractor shall deliver ten copies of the reports in one-to-four days after the request.  The contractor shall anticipate up to four such requests per month.  The reports shall be made available for all NCBE clients.

The scope of reporting requests includes simple tabulations to mailing lists.  Some requests require grantees to be the unit of analysis; others require schools, languages, grades and number of LEP students, or combinations, to be the units of analysis.  Additional data analysis and synthesis of information from other sources may be required.  The contractor shall report data with graphic presentations where such presentations improves clarity.

4.2
Prepare Selected Reports for the Website

Within three days of approval by the COTR, the contractor shall prepare selected short turn-around reports for the OBEMLA website.

4.3 
Produce and Deliver a Technical Assistance Synthesis

Starting in the third month after the initial award date, and for the life of the contract thereafter, the contractor shall produce and make available a bi-yearly syntheses of information for the national network of technical assistance. The purpose of this deliverable is to update the network of critical topics or issues regarding the education of LEP students. The contractor shall focus on SEA technical assistance activities, but will include relevant short turn-around research findings, personnel changes among the network of providers, and legislative developments.  

The contractor shall provide this summary to the individual email addressees (from Task 4.4) and post the series on the NCBE website.  The dates of the deliverable shall coincide with major technical assistance events, such as before the IAS and NABE/NPDI conferences, or SEA meetings.

4.4 
Produce and Deliver a "Network Directory"

The contractor shall produce and submit yearly a "Network Directory," an annotated address list of all state- and federally-sponsored technical assistance providers.  The Directory will inform practitioners of the function and accessibility of the providers.  The Directory will contain contact and profile information of its Title VII projects so as to include all Title VII grantees (as well as the SEAs) in that Network.  The contractor shall post the Directory on the NCBE website, and deliver annually 100 printed copies to the government by the fourth (4th) month of each contract year.

Task 5
Develop Information Products


In every case in which the NCBE uses the U.S. Printing Office to publish Department-approved documents, the contractor shall use the ED Pubs Center as its central outlet.  The contractor shall complete the ED Pubs steps, from notification to recycling.  These include, but may not be limited to:

autonumout Contacting the proper shipping supervisor identifiable on http://www/edpubs.org/contact.html
autonumout Filling out an ED Pubs Publication Request Form available at http://www/edpubs.org/forms.html
autonumout In the same “Forms” menu, check off the proper mass-mailing list of addressees, and submit any new mailing list in the ED Pubs Mailing List Submission Form

autonumout In the “Report” menu, track (1) the date of shipping and (2)the inventory supply of the publication under OBEMLA

autonumout Register the date in which the publication is to be retired from the inventory and the number of copies to be made available for filling future orders from the public

The contractor shall annually update the ED PUB’s mass-mailing list from its profiles of Title VII applicants (Task 4.1), and from its Network Directory (Task 4.4).

Other than Department-approved documents processed through the U.S. Printing Office, the contractor shall generate and disseminate the following four reports:

5.1
Analyze and Report on Title VII SEA Grant Program Annual Data Collections

The contractor shall request SEA Grant Program annual reports from the COTR.  It is estimated that these reports will begin to be available at the end of the fifth (5th) month after the contract's effective date of each contract year.  The contractor then shall aggregate the statutory data elements and agency requirements.  These data elements include, but are not limited to: counts of LEP students, statewide total enrollment for public and nonpublic school students, numbers of LEP students being served by special instructional programs, funding sources of LEP instructional programs, LEP dropout and grade retention figures, LEP achievement figures, descriptions of LEP instructional programs, first languages of LEP students, and methods for identifying LEP students.  The SEA report shall also list highlights from each state report. 

The contractor shall analyze the information detailed above and produce a report of approximately fifty 50 pages (not including appendices) with the following components:

1. Introduction - explaining the legislative background of the SEA program, the funding history and the purpose and priorities of the program

2. Body - delineating the major findings of the analysis of the SEA data as well as charts, maps and graphs which illuminate these findings

3. Conclusion - general findings and recommendations

4. Highlights from individual state reports, including explanations for changes in data from previous years

5. Tables, appendices

The contractor shall deliver five (5) copies of a draft report by end of the ninth (9th) month after contract effective date; ED will comment within two weeks and the contractor shall deliver fifteen (15) copies of the final report incorporating the ED's comments by the end of the tenth (10th) month after contract effective date.  The contractor shall post the final report on the NCBE website, with direct and speedy accessibility to the table on which the total count is broken down by State.

5.2
Develop, Annually Revise and Disseminate a List of National Linguistic Assets

The contractor shall develop, maintain and disseminate a listing of education professionals, parents, teachers, administrators, community members and others who are native speakers of languages other than English for use as a resource by local educational agencies and schools.  The contractor shall annually revise the list with suggestions from the relevant Department offices and the national network of technical assistance providers (including grantees) regarding language resources, and to include the location of speakers of those languages.  The NCBE will obtain the necessary permissions before including an individual's name or contact information on the list.

The contractor shall discuss the format and scope of the listing with the COTR during the execution of Task 1.1.  The contractor shall deliver a draft list by the end of the seventh (7th) month after the contract's effective start date and in each contract year; ED will comment within three (3) weeks; the contractor shall post the final list, incorporating the government's comments, on the NCBE website in such a way as to be easily noticed and accessible for use by NCBE clients, by the end of the eighth (8th) month after the contract's effective start date.  The contractor shall notify the national network of technical assistance providers, including LEAs/grantees, of its existence, significance to their work and the means for accessing it.

5.3
Publish a Weekly Electronic Newsletter


5.3.1
Develop, Verify and Expand Addressee Database

By the end of the first two months of the initial (base year) award, and for the life of the contract, the contractor shall develop, continually upgrade and verify for accuracy, a database  of 


- electronic addresses and 


- fax numbers 

which shall include department grantees, grant applicants and recipients of federally sponsored technical assistance.  

The contractor shall devise a plan to conduct outreach activities in order to expand the addressee database so as to include education institutions not in the network of supported institutions.  The plan shall include numeric goals, procedures, iteration, and verification/upgrade steps.  The contractor shall present its plan in each of the Task 1.1 meetings over the life of the contract.

All databases developed or modified for the Department of Education will be modeled according to requirements specified in the second paragraph under Task 4.


5.3.2 
Publish the Newsletter

By the end of the first three months of the initial (base year) award, and for the life of the contract, the contractor shall publish a weekly electronic newsletter covering, among other items at the discretion of the COTR, notices, descriptions, and contact references of upcoming conferences, competitions, information resources, study releases, position openings and other relevant topics of interest to the field.  See Task 3.2 d, “Pro-active” features, for a description of bulletin items. 

5.4
Assist OBEMLA in Developing and Disseminating a Fax Newsletter

The contractor shall annually publish up to six one-page, fax newsletters, and disseminate them to all Title VII grantees, previous applicants, and addressees from lists of other Departmental units.  OBEMLA will submit draft versions of the newsletter content.  The contractor shall prepare the fax newsletter for release to the public within a day of approval by OBEMLA.  

Task 6:
Manage Programmatic Income

The contractor is permitted to charge requesters a nominal fee for the costs of duplication and mailing of informational materials when the number of requests exceeds the quantities specified in Section C.  The contractor shall maintain a separate revolving account for the income received from the provision of these materials.  

Income collected shall be minimal if that income reflects costs incurred for copyright fees, duplication, and mailing expenses.  Rates shall be adjusted periodically to preclude excesses from accumulating.  Publication development costs may not be included in such rates.  Income collected shall not be used to offset contract billings (vouchers), except for duplication and mailing costs of the additional copies of informational materials requested by users (see Task 3.3.2, DUPLICATION CAPABILITIES).

The contractor shall make an accounting of this task's activities in its expenditure reports (Section F).

Task 7
Accommodate and Utilize an OBEMLA Employee Detailed to NCBE

The contractor shall make arrangements to fully accommodate one OBEMLA staff person in the NCBE facility for the duration of the contract, as part of OBEMLA’s Professional Development Plan.  OBEMLA intends to detail one employee at a time, each for a limited period of time (at OBEMLA’s discretion), to work for NCBE.  Under this arrangement, OBEMLA staff are expected to learn NCBE operations, to become acquainted with a broader scope of resource providers and to gain search skills, perspectives and expertise with policy issues not otherwise obtainable.  

The Department has no single mobility “program,” rather, Department’s components are encouraged to develop programs to meet Department needs.  The program intended for this task envisions a personnel detail with the following features: 

- Each OBEMLA employee will be provided the opportunity to be detailed to NCBE for a limited period of time.

- The program will be used flexibly to maximize the professional development of employees and meet OBEMLA’s human-resource needs.

- The Department will cover the salary of the detailed employees.

- There will be systematic reporting of the gained professional-development benefits.

To implement this program the contractor shall identify one of its employees to serve as a Detail Coordinator.  The Detail Coordinator shall be responsible for developing a written agreement between the contractor and the Department, to plan with the employee measurable professional-development objectives, to facilitate the job assignments, to record time/attendance, and to report monthly the specific professional-development benefits gained by each OBEMLA employee.  

_ain 

The contractor shall arrange for the Detailed Coordinator to submit one copy of a draft agreement one week prior to the third Task 1.2 meeting of each contract year.  (The agreement will contain provisions for extending the term of the agreement into the first three months of each option year.)  

Task 8
Detail a Clearinghouse Employee to OBEMLA

The contractor shall designate one Clearinghouse employee (one FTE) to perform work at OBEMLA for the duration of the contract.  The purpose of the requirement is for NCBE to become expertly acquainted with the Department’s organizational structure, the functions of individual offices, the operations within OBEMLA and access to the Department’s databases.  

The expected outcome is that NCBE will be able to tap a wider array of Departmental information sources in completing the following requirements:

Task 2:
Organize, Expand and Prepare Resource Collection for Dissemination 

Task 3:
Provide Access to On-line Services and Resources, particularly, 3.3.1 

Task 4:
Produce Reports Using OBEMLA's Database of Title VII Applications

Task 5:
Develop Information Products

Task 10:
Perform Fixed Price Task Orders 

Task 11:
Perform Negotiated Task Orders 

The contractor’s employee shall participate actively in the Task 1.1 monthly meetings and shall assist, as determined by the COTR, in coordinating activities between the organizations.

Task 9
Prepare for and Implement A Transfer of Clearinghouse Resources

The contractor shall initiate transitional activities 30 days prior to the expiration of the contract.  The contractor shall provide, no later than the tenth month of the final performance period, two (2) copies of the contractor's plan for accomplishing transfer of the project should a new contractor be selected.  The contractor shall carry out activities during the transitional phase that include:


9a

continued services to Clearinghouse users:

9b

as scheduled by the COTR, meeting(s) of the current contractor with the new contractor to discuss a smooth transition of all work, and a briefing by the current contractor that provides a detailed discussion of the status of Clearinghouse activities and resources

9c

delivery of all NCBE materials, databases and documentation, including the delivery of complete set of data diskettes of all databases in standard file format with full documentation and delivery of (1) copy of that set, and its documentation, to the government at a date to be determined by the government, but no later than the last day of the final contract year

9d

at contractor expense, the transfer of all materials and data information produced with contract funds; all materials, resources, data, and documentation shall be packed and shipped to an address specified by the Contracting Officer

9e

appropriate close-out of all outstanding financial obligations, technical requirements, and related work

Task 10
Fixed-Price Task Order Models

The Government plans to order a minimum of two task order models overall per contract year.  There is no maximum for the number of task orders that can be required.  Fixed-price orders will be transmitted to the contractor from the CO in accordance with the models below and will concern a pre-negotiated amount of work to be undertaken.  The format for deliverables is specified in Section F.  In general, the contractor shall deliver to ED all written products in bound copies (in the number specified in the task order), one un-bound copy (for reproductions) and one electronically transferable copy.  These models are:

1.
Prepare Selected Literature Reviews

2.
Develop and Disseminate Selected Information Products 

3.
Prepare Special Issue Reports (EIEA Biennial Report)

4.
Aggregate, Analyze and Report on Government Data Files 

5.
Review, Make Recommendations and Reorganize Government-Funded Study Reports



6.
Hold Selected Focus Groups

7.
Publish Proceedings of OBEMLA Conferences 

8.
Produce and Disseminate Other Information Products

Model One.
Prepare Selected Literature Reviews
The central purpose of this task is to summarize, analyze, and integrate key findings of the literature that relate to the education of LEP students.  The Government shall provide the topic of the Literature Review.  The summary, analysis and integration shall provide the Government with knowledge and information to promote better understanding of LEP educational practices and to make recommendations to improve OBEMLA`s ability to fully implement the mandates of the Bilingual Education Act.  The contractor shall focus on the significance, major value or impact that each study's results have on the Government`s base of knowledge relative to the delivery of educational services to LEP students.  

The contractor shall analyze these findings and research methodologies.  The findings and study recommendations may be in accord with one another, contradictory or at odds with one another.  In cases in which the impact appears to have been minimal or negative, the contractor should so note.

Step 1 - Produce Study Listing Report

Within ten work days of the task order start date, the contractor shall meet with the COTR to discuss the literature review.  At the discretion of the COTR, the meeting may be by phone.  The contractor shall select and review relevant studies published in the last five (5) years, and, if less than 50 relevant studies are identified, published in the last twelve (12) years, and prepare a brief report listing all of the appropriate studies.  This report shall be approximately 30 pages, shall proceed chronologically and shall briefly describe the research methodology employed, as well as listing the findings and recommendations.  The contractor shall deliver this report to the government by the end of the seventh (7th) week after task order effective start date.  The government shall comment on the listing report within fifteen working days; the contractor shall incorporate these comments into the final version of its Analytical Report.

Step 2 - Prepare Analytical Report

The contractor shall prepare an analytical report that summarizes, compares, and analyzes these findings, recommendations and research methodologies.  This analytical report shall delineate the findings on each study and on the studies as a whole.  This report shall contain an introduction describing any legislative background, research agenda and the major contexts from which these studies were undertaken.  The body of the report shall delineate the findings, recommendations and research methodologies of each study; and compare, contrast and analyze them.  The conclusion section shall include findings and recommendations for future studies.

The draft analytical report shall be approximately 150 pages and shall be due in draft form by the end of the fifth (5th) month after task order effective start date.  The Government will respond with comments within fifteen working days.  The contractor shall produce a final report incorporating the Government's comments.  Five copies of this final report shall be due to the government by the end of the sixth (6th) month after the task order effective start date.  

Model Two.
Develop and Disseminate Selected Information Products 

The contractor shall prepare and disseminate documents directed at specific audiences for specific purposes as determined by the COTR and within the context of bilingual education.  Where appropriate, these products will be developed in consultation with the COTR, other OBEMLA staff and/or technical assistance providers.  One example would be an Idea Book directed at potential applicants for Title VII grants.  

The following example of developing and disseminating an OBEMLA "Idea Book" will serve to illustrate an audience, a purpose and a procedure for delivering selected information products:

The contractor shall prepare and disseminate an OBEMLA Idea Book directed at potential Title VII applicants.  The document will be general guidance in preparing for and submitting applications for Title VII funds under Subpart A, C, and D.  The contractor shall demonstrate an effort to present as wide a variety of textual forms (tables, bullets, sidebars, for example) and illustrations (graphics, drawings, photos) as required to fully inform the reader.  The document shall provide educators working with limited English proficient students with a conceptual framework for preparing instructional programs at the school and district wide levels.  This framework shall include concepts describing how a variety of local, state and federal resources may be used to meet the educational needs of limited English proficient students.  References to appropriate sections of "Goals 2000:  Educate America Act", and the amended ESEA, "Improving America's Schools Act of 1994" shall be included.  The document will also refer the reader to relevant information available through the Clearinghouse.  

Within one week after the task order, the contractor shall meet with COTR and appropriate ED personnel to discuss the document, specify content, clarify the intended audience, the expected outcomes, the resources to be utilized, clearances to be made, and contacts to be made within ED to facilitate the completion and dissemination of the document.

By the end of the second week from the effective start date, the contractor shall submit to the COTR three copies of an outline, a brief summary of the document and major milestones for delivering the completed document.

By the end of the eighth week from the effective start date, the contractor shall submit to the COTR six copies of a complete preliminary draft for ED review.  The draft, for instance, shall contain no more than 100 double-spaced pages of text and illustrations, a cover, a title page, table of contents, index and (if needed) appendices, and include an appropriate disclaimer and acknowledgments.

The Government will respond with comments within fifteen (15) working days.

By the end of the thirteenth week from the task order effective start date, the contractor shall deliver to the COTR one complete, final, camera ready copy of the entire manuscript, and in the form of three bound printed copies, incorporating the Government's comments. 

Within three weeks of receipt of the GPO print run, the contractor shall disseminate the document to Title VII grantees, state education agencies, OERI funded programs, projects funded through IASA and appropriate professional organizations.  Approximately 4,000 copies of the Idea Book shall be printed.

Model Three.
Prepare Special Issue Reports 

This model is designed to produce substantive reports that analyze specific data sets in order to respond to Government-generated policy and research questions on specific topics.  The specific research questions will be issued by the COTR as part of the task order.  The model shall be carried out using the following procedures:

1.The contractor shall use the following databases which will include but not be limited to: Government-funded studies available through the National Clearinghouse for Bilingual Education, the Title VII database, other OBEMLA databases to be furnished by the COTR such as the Emergency Immigrant Education, data from the Academic Excellence Program, and Government-funded databases available through the National Center for Education Statistics.  

2.There shall be a focus on specific Government policy and research questions which will be provided by the Government through the task order mode.  These questions will provide guidance and direction to the contractor in carrying out this task order.  Specifically, these research questions will orient the contractor in its aggregation and analysis of the data correlations and variables, using appropriate quantitative and qualitative methodology that will help the Government meet its goals as outlined in the policy and  research questions.      

3.The contractor shall prepare a thorough and substantive report that presents conclusions and recommendations that derive from the data analysis.  Each conclusion and recommendation will be connected directly to the appropriate Government-specified research question.  

Within one week of the task order effective start date, the contractor shall meet with the COTR for a discussion on the execution of the task order.  At the discretion of the COTR, this meeting may be in person or by telephone.  The report shall be due no later than six months after the effective date of the task order.  The report shall be approximately thirty-five (35) pages in length with an 2-3 page executive summary, and shall be due to the CO six months after task order effective start date. 

Examples of a special issue topic ordered under this model are listed below; they may or may not be actual reports ordered from the contractor.  Each requires use of the Title VII database, Government-funded studies available through the National Clearinghouse for Bilingual Education, and external sources.  Such topics include, but are not limited to:

   o 
OBEMLA Annual Report  This report shall review OBEMLA activities for a given year in the context of Department and Office strategic plans.  The report shall also summarize program information, including expenditures and students/jurisdictions served.

   o 
The Immigrant Education Program  This report shall summarize and analyze data presented biennially by State grantees under the Emergency Immigrant Education Program.  The report shall focus on the types and impact of services provided to the eligible immigrant students.  The execution of this model shall involve the contractor's development of a database of the 50 EIEA grantees.  

   o 
Content Analysis of Subpart 1 Programs  This report shall summarize and categorize the goals, targeted students and methodologies contained in the narratives of Title VII applications for Subpart 1 programs, particularly school-wide programs.  This report shall list and analyze the range of descriptions of LEP students enrolled in Title VII grant projects.  The report shall review grantee documents for information on LEP student demographics, educational condition and assets used to reach high standards.

   o 
Content Analysis of Subparts 2 and 3 Programs  This report shall summarize and categorize the goals, targeted students and methodologies contained in the narratives of Title VII applications for Subpart 2 and 3 programs, particularly the field initiated studies and professional development activities.  Regarding professional development, the report shall examine the programs and students enrolled in Title VII pre- and in-service training programs.  To the extent available, the report shall present data on the professional status of graduates of IHE and fellowship programs.

Model Four
Aggregate, Analyze and Report on Government Data Files
The contractor shall aggregate, analyze, review and summarize data files and interim and final reports from studies forwarded by OBEMLA from other Government agencies; these studies are likely to be highly statistical in nature.  These studies may include OBEMLA augmentations of National Center for Education Statistics (NCES) studies and other government-sponsored studies of interest to OBEMLA, including GAO, Census and National Academy of Science studies contracted by Government agencies that relate to LEP instructional issues.  Among the topics of interest to OBEMLA are those related to demography, school finance, achievement by cohort, teacher qualification, achievement testing, student assessment, program evaluation, and course selection.  Model Four will be characterized by the following:

1. The Government shall furnish the study or data files to the contractor, as well as survey instrumentation.

2. The Government shall stipulate certain research and policy questions to be responded to by the contractor.

3. In order to answer these questions, the contractor shall aggregate, analyze and report on the LEP student content of these studies that were produced by other Government agencies.  The contractor shall perform statistical operations in the course of analyzing these data files and interim and final reports that include, but are not limited to: producing correlations among variables, predictive variability analyses, cohort analyses, and sampling analyses.  The contractor must be conversant with the type of data files and the analysis guidelines used by the NCES.

4. The contractor shall report findings and recommendations directly tied to the policy and research questions.

The contractor shall produce a report in a narrative format of up to 40-pages that shall aggregate, analyze, and report on a given Government study.  The first section shall describe the background of the study, including the legislative history, funding, research methodology, appropriate government agency and other cogent information on the report including the intent of the government agency in producing the study.  This introductory section shall be approximately 6-8 pages in length.  The second section of the report shall contain the body of the findings and analysis of the government study, as well as a short delineation of major discoveries.  This section shall be approximately 10-12 pages in length.  Tables and graphs shall be featured here.  The conclusion section will detail the major findings and recommendations in a bulleted fashion that makes the findings and recommendations as clear as possible to the reader who is scanning this report.  This section shall be approximately 5-6 pages in length.  If necessary, appendices shall follow the conclusion section to elaborate on the aggregation and analyses presented in the body.  The contractor shall deliver a separate executive summary of 1-3 pages that highlights the findings and recommendations. 

Within five (5) business of the task order effective start date, the contractor shall meet with the COTR for a discussion of the execution of the task order.  This meeting may be in person or by telephone at the discretion of the COTR.  The contractor shall deliver a draft report to the Government no later than three months after task order effective start date.  The Government will provide comments within 15 work days; the contractor shall incorporate the comments and deliver a final version to the government no later than five months after the task order effective start date.

Model Five.
Review, Make Recommendations and Reorganize Government-Funded Study Reports
The contractor shall receive a Government-funded research study report in draft or final form, and shall review and make editing and publishing recommendations on the reorganization and publication of this report.  Model Five shall be carried out using the following procedure:

1.  The Government shall furnish the contractor an OBEMLA-funded study report in draft or final report form.  As examples of contracted study reports, they may concern an evaluation or descriptive study of an OBEMLA program; they may concern a description of state-of-the-art practices in the field of bilingual education; they may also relate to issues that are important to the field of delivering instruction to LEP students such as funding, policy, legislative, or administrative issues.

2.  The Government will specify the purpose of reorganizing the presentation of the report.  The purpose will not be to change the report, but to prepare the report for publication/dissemination.

3.  The Government will specify the reasons for the review and the Government may provide recommendations on reorganization and publication.  These reasons may include, but not limited to: a Congressional mandate, a Departmental mandate, or to address a major issue in the field of bilingual education.
4.  The contractor shall issue a brief report of no more than 40 pages stating and detailing its recommendations.  This report shall include an introduction on the background including the policy and study questions and research methodology of the original study and the reasons for the review and recommendations.  The body of the report shall be the recommendations, each of which should be directly connected to the Government-furnished reasons for the review and recommendations.

Within five (5) business days of the task order effective start date, the contractor shall meet with the COTR for a discussion of the execution of the task order.  This meeting may be in person or by telephone at the discretion of the COTR.  Three copies of a draft of each report under Model Five will be due to the government no later than six weeks after task order effective start date.  The government will comment on the draft within 15 work days; the contractor shall incorporate the government comments into the product delivered in final form to the government within 90 days after the task order's effective start date. 

Model Six.
Hold Selected Focus Groups
Various issues related to LEP service delivery and theoretical foundations arise.  This model is designed to solicit expert advice and recommendations on aspects of research activity related to the delivery of these services.  These aspects include, but are not limited to advice and recommendations on reviewing state-of-the-art research on key policy topics in preparation for the Government's formulation of statements of work for research studies, groundwork on policy initiatives such as input on preschool initiatives for school readiness programs, secondary analyses of data sets produced by agencies such as the National Center for Education Statistics.

Model Six shall be conducted using the following procedures: 

1.  The Government will furnish the contractor with the topic to be considered, and up to eight (8) specific policy and research questions to be addressed in light of this topic. 

2.  At the discretion of the COTR, the contractor shall meet with the COTR in person or by telephone within one week of the task order effective start date.  The Government will specify which type of focus group shall be created for this model.  The two types are:

Focus Group Type 1.  A convened focus group of no more than ten (10) recognized experts shall be assembled by the contractor to exchange verbal perspectives on a topic that will be stipulated in the task order.  The contractor shall suggest focus group nominees and an agenda for a one-time two-day focus group meeting to the COTR within two weeks of task order effective start date.  On obtaining COTR approval for the nominees and agenda, the contractor shall organize the focus group meeting within ten weeks after task order effective start date.  The contractor shall record the focus group's proceedings and its recommendations, and shall deliver a summary of recommendations and a transcript within 14 weeks of the task order effective start date.  

Focus Group Type 2.  A mail-out focus group of no more than four (4) recognized experts shall be polled by the contractor to send in written perspectives on the topic to be stipulated in the task order.  The contractor shall suggest focus group nominees to the COTR within two weeks after task order start effective date.  On obtaining COTR approval for the nominees, the contractor shall mail the Government-furnished policy and research questions to the experts, within six weeks after the task order effective start date.  The experts shall respond with recommendations to the contractor in writing by the end of the eighth week after task order effective date.  The contractor shall collect the focus groups' recommendations and deliver them, along with a summary-analysis, to the government within 12 weeks after the task order effective start date. 

Model 7.
Publish Proceedings of OBEMLA Conferences
Under this task order the contractor shall record and publish proceedings of an OBEMLA symposium, forum or conference.  (This is not a task order for conference organizing.)

The contractor shall be responsible for following ED Publication and Audiovisual Review System (PARS) procedures, and all editorial revisions to be incorporated into the documents to the satisfaction of the COTR.  The COTR will provide an initial list of the names and addresses of its proposed authors and discussants (panelists, contributors).

Specifically, the publication shall consist of up to 2,500 copies of up to two-volumes (of no more that 500 pages each) of the OBEMLA proceedings.  In recording the proceedings, the contractor shall arrange for collecting the following materials:


a) Commissioned Papers:  The contractor shall make arrangements for the collection of up to 15 commissioned papers prepared by academics and professional researchers, containing charts, tables and bibliography.  Each paper will be approximately 35-40 double-spaced hard-copy pages in length.  The contractor shall collect the papers as word processed electronic files in a uniform software format.  The contractor will provide a uniform layout, type style and all editorial revisions into the publication in accordance with the latest version of the U.S. Department of Education, Office of Public Affairs "Style Manual."


b) Biographical Sketches of Contributors:  The contractor shall arrange for the collection and/or development of three-five sentence biographical statements about the proceeding's authors and discussants, and shall be added to the publication.


c) Transcripts of Panel/Audience Discussions:   The contractor shall also arrange for the collection of transcripts of audience participation and panel discussions about the commissioned papers, limited to an estimated 25 double-spaced pages of discussion per commissioned paper.   The contractor shall incorporate the transcripts into the proceedings publication, also in a uniform format, type style.  The contractor shall edit the transcript so that it is appropriate for publication.  The contractor shall make editorial revisions of both the commissioned papers and transcripts in accordance with the latest version of the U.S. Department of Education, Office of Public Affairs "Style Manual."  

With the above information, the contractor shall:

1.  Develop and submit to the COTR for review a Table of Contents and drafts of other publication sections such as the Foreword, Acknowledgments, Introduction. 

2.  Prepare and submit to the COTR for signatures a Printing and Reproduction Request (Form: OE 5089) for the U.S. Government Printing Office.  The contractor shall take responsibility for correctly specifying on this form all aspects of the printing process, including number of copies (up to 2,500 two-volume sets), cover's paper weight (glossy coded stock), cover's colors (blue and white), backstrip title and date, delivery location(s), and total publication costs, the costs of desk-top publishing conversion, text-embedded charts where required, name/subject index, revisions and printing.

3.  Complete and submit to the COTR for signatures the Publication/ Audiovisual Request containing a cover memorandum from the OBEMLA's Director to the Chairman of the Publications Review Board (PRB) according to specified format, a one-page concept description of the publication, a distribution plan, justification, cost estimate, the previous PRB approval memo, and one copy of the previous year's publication of the Symposium's proceedings.  The PRB approves the concept of the document based on the above information.  The PRB Board takes a minimum of three weeks to complete its review. 

4.  Formally contact each author and discussant at least once requesting review/revisions of their papers in order to meet contractual and/or format requirements.  The contractor shall maintain such contact until the contributors meet the requirements, and shall determine the specific time frame for contributors to meet those requirements.  The contractor shall raise questions about the publication's content to the COTR; the COTR will determine how the contractor shall proceed.

5.  Submit to the COTR drafts of a complete publication document in uniform format and type style, containing:


-
a disclaimer that will read as follows: "The papers in this publication were commissioned by the Office of Bilingual Education and Minority Languages Affairs, U.S. Department of Education.  However, these contents do not necessarily represent the policy of the U.S. Department of Education, and endorsement by the Federal Government should not be assumed." 


-
a Table of Contents, Foreword, Acknowledgments, Introduction, biographical sketches of contributors 


-
a Name/Subject Index

The COTR will forward the drafts simultaneously to OBEMLA's legal counsel, and to ED's Office of Public Affairs.

6.  Make all necessary revisions to incorporate Public Affairs/OBEMLA legal counsel comments to the COTR's satisfaction.

7.  Once the OBEMLA legal and ED Public Affairs clearances have been obtained, submit the complete, desk-top published version, in camera-ready form.  The COTR will forward the camera-ready version to ED's Printing Section for required budgeting documentation and signature.  Then the contractor shall submit the document approved by ED's Printing Section to the U.S. Government Printing Office, identifying the delivery sites and quantities to each site.

8. Distribute copies of the publication (up to 2,500 two-volume sets) to Title VII-funded projects and centers free of charge.  Submit or arrange delivery to the COTR 60 copies along with one word processed copy of the document.  Retain the remaining printed copies at the Clearinghouse and provide to the public upon request.  

Model 8.   Produce and Disseminate Other Information Products
Under this model, the contractor shall develop and disseminate other information products covering a range of topics relevant to various aspects of bilingual education and appropriate to the needs of various user groups (e.g., classroom teachers, superintendents, school board members, etc.).  When the task order is issued, the COTR will describe the topic and approve the author(s) that the contractor shall propose.  As examples of other information products, the following are presented:

Type 1:  Program Information Guides - These are specialized materials to be developed according to annual needs assessments and recommendations by the COTR.  They are to be written for the use of teachers and administrators at local and state school districts, as well as parents, with some geared specifically to the unique information needs of educators working with special student populations from non-English language background and of limited English proficiency to assist in achieving tangible results in pursuit of academic excellence.  Program Information Guides are intended to put research into practice.  They shall be "how to" guides written in language common to the targeted audience that provide practical advice on the instruction of LEP students based upon research.  Program Information Guides shall be between 15-30 pages in length.

Two (2) copies of the draft Program Information Guide shall be delivered to the COTR three (3) months after the start date of the task order.  The government will provide comments within fifteen (15) work days.  The contractor shall incorporate the comments; two (2) final copies of the Program Information Guides shall be submitted to the COTR prior to submitting to the printer.  

One thousand three hundred (1,300) copies of the Program Information Guide shall be printed.  Printing shall be limited to un-coated cover and text stock and one ink cover and text.  Printing must be performed by GPO.  Approximately one thousand (1,000) GPO printed copies shall be distributed free of charge to programs (Title VII and non-Title VII) that provide educational programs and services to LEP students.  Fifty (50) copies of the final Occasional Papers shall be delivered to the COTR for OBEMLA staff distribution and one copy sent to each SEA, MRC, EAC, CRC and/or technical assistance center which serves linguistically and culturally diverse students.  The remaining copies shall be used to honor other requests through the Clearinghouse.

Type 2:  Occasional Papers - These are timely, cost-effective, and thought-provoking publications which present information and issues of debate that have consequence for the practitioners.  These papers cover a range of topics relevant to various aspects of bilingual education and appropriate to the interests of a diverse audience of educators.  In contrast to Program Information Guides, this series of Occasional Papers' aim at providing an understanding of current educational issues rather than the practical enhancement of teaching or administrative skills.  Each paper shall be 8-15 pages in length.

Two (2) copies of the draft Occasional Paper shall be delivered to the COTR three (3) months after the start date of the task order.  The government will provide comments within fifteen (15) work days.  The contractor shall incorporate the comments; two (2) final copies of the Occasional Papers shall be submitted to the COTR prior to submitting to the printer.  

One thousand three hundred (1,300) copies of the Occasional Papers shall be printed.  Printing shall be limited to un-coated cover and text stock and one ink cover and text.  Printing must be performed by GPO.  Approximately one thousand 1,000 GPO printed copies of each issue of each document shall be distributed free of charge to programs (Title VII and non-Title VII) that provide educational programs and services to LEP students.  Fifty (50) copies of the final Occasional Papers shall be delivered to the COTR for OBEMLA staff distribution and one copy sent to each SEA, MRC, EAC, CRC and/or technical assistance center which serves linguistically and culturally diverse students.  The remaining copies shall be used to honor other requests through the Clearinghouse.

Task 11
Negotiated Task Order Models

As stated in Task 10, the Government plans to order a total minimum of two tasks per year.  There is no maximum for the number of task orders that can be required.  Negotiated task orders will be transmitted to the contractor from the CO in accordance with the models below and will concern a specific amount of work to be undertaken.  Within six work days, the contractor shall respond with a proposed work statement and cost.  Within six work days, the CO will conduct a negotiation with the contractor, normally by conference call.  After negotiations, the contractor shall submit a best and final offer.  Upon a negotiated agreement, the contractor shall then deliver to the government all written products in bound copies (in the number specified in the task order), one un-bound copy and one electronically transferable copy.  The negotiated models are:

 9.
Produce Professional Development Videos, Packets and Marketing Plans

10.
Present Findings at Professional Gatherings

11.
Assist in Conference and Symposia Development, Implementation

12.
Produce Teleconferences



13.
Produce Graphic Displays of Title VII Information

autonum Arrange for the Collection of Information Involving OMB Clearance

Model 9.
Produce Professional Development Videos, Packets and Marketing Plans
The contractor shall prepare a training video, supplementary written materials suitable for practitioners working with language minority students and their families, and aimed at supporting school- and district-wide reform efforts.  The government provide the specific topic in ordering the task.

The contractor shall also submit a marketing plan to reflect the fact that the video/materials are intended for use by both technical assistance personnel (MRC/EAC/CRC trainers), or participants in school reform efforts who are not necessarily professional trainers (principals, commissioners, parent members of school restructuring committees).  

The purpose of the task is to help educators and others toward an understanding of the principles of school reform.  The task's purpose is to assist in the professional development of an audience whose quality of involvement would be aided by an explanation of the scope of issues, a demonstration of patterns of development that other, similar groups go through, examples of successful efforts across the country, and links with available resources.  Having viewed the video, a trainer or self-directed group should be able to use selected parts of the accompanying materials to lead the group to constructive discussion about school-wide improvement initiatives and strategies.  Such a discussion might take the form of assessing (or reassessing) the local situation in terms of all learners to be served and taking appropriate action steps.

The video portion of the package shall be a professionally polished deliverable in standard VHS format using multiple techniques to hold an adult audience's interest in accomplishing its training objectives.  The contractor may conduct interviews under studio conditions, provide pertinent on-site shots or footage, use dramatizations, and provide narrative, graphics, background sounds/sound effects and music.  Depending on the training objective, the video shall be at least 12, but no longer than 20 minutes in length.  

The material portion of the package shall complement the video to help the group focus general concepts on a local situation.  The materials shall consist of print materials, key pages of which can be duplicated for use as overhead transparencies.  Its features shall include 1) user friendliness and appeal in its format, size-print and ratio of narrative to graphics and blank space;  2) adaptability to various audiences and purposes, allowing a trainer to select and extract sections from a 3-hole set of pages, and in which sections are un-numbered and separated by labeled tabs; 3) reflective of the best available information on school/institutional change and aligned to Department goals of offering the widest latitude of options to localities;  4) clarity, requiring no trainer's guide -- the material speaks for itself regarding purpose and optional uses;  5) linkage to regional and national sources of on-going technical support; and, 6) encouragement to contribute to the national network of technical assistance for the benefit of other groups.  

When proposing to do this task order, the contractor shall provide a brief, bulleted proposal outlining the task in terms of its pre-production, production and post-production requirements; its recommendations for site, footage, dramatization, graphics, narrative and music selections.  The contractor shall meet with the OBEMLA COTR by the end of the third week from the start of the task order to finalize the proposal.  Upon obtaining the COTR's approval for the proposed plan, the contractor shall begin implementation.  By the end of the ninth week from the task-order start date, the contractor shall meet with the OBEMLA COTR and deliver a draft script of the video and draft outline of/elements contained in the accompanying materials.  By the end of the twentieth week, the contractor shall provide to the OBEMLA COTR at an appropriate location: 1) a view of video footage in advance of post-production activities, and 2) inspection of the comprehensive, pre-edited materials to accompany the video.  By the end of the twenty-fifth week from the task-order start date, the contractor shall deliver to the OBEMLA COTR a 1" Beta-cam or equivalent high-quality master tape, five copies of the final versions of the video tape, one disk copy of the accompanying materials along with five hard-copies of those materials.  

The contractor shall be responsible for providing credits and for obtaining authorization from all necessary sources to interview, quote, video and portray individuals, and identify individuals and/or institutions.  

Model 10.
Present Findings at Professional Gatherings
Under this task order, the contractor shall participate in professional meetings for the purpose of making a formal presentation on pertinent research findings.  The presenter shall participate in discussion sessions on issues related to the education of LEP students, exchange information, and take advantage of every opportunity to conduct outreach on NCBE functions/services and training on how to access those services (Task 6).  The contractor shall submit registration and presentation-summary forms to the conference organizers, with copies to the COTR.  The contractor shall also submit to the COTR at least three weeks prior to the scheduled presentation, a copy of the presentation narrative and the content of overhead slides and/or other formats.  

Model 11.
Assist in Conference and Symposia Development, Implementation
An important facet in OBEMLA's strategic plan for providing staff leadership to the field and disseminating current information is direct contact with grantees, other pertinent professionals and agency officials.  This model is designed to provided assistance to OBEMLA in conducting information exchange and training conferences, in Washington, D.C. and at sites within the continental U.S. on dates to be determined by the government.  Assistance under this model includes support to OBEMLA's coordination with co-sponsors of cross-programmatic conferences with offices such as with Title I, Migrant Education, Native American, and Special Education.

The contractor shall provide conference preparation activities that target, but are not limited to, appropriate combinations of the following audiences:

Participants in Title VII service area (via Multifunctional Resource Centers [MRCs], the Evaluation Assistance Centers [EACs], Comprehensive Regional Centers [CRCs]), to Title VII and other IASA project directors and to appropriate Federal, state, and local educational agencies, including IHE deans/department heads, chief state school officers, school district superintendents, school board members, school principals, parents, and students.  

Conference preparations shall include, but not be limited to:

a)
Agenda, program printing, site arrangements, and alternative means of attendance such as telecommunications, video, and other technology used as appropriate.  This model shall be conducted in the manner that is the most effective and efficient given available resources.

b)
Convening and conference coordinating activities, including hotel, registration of participants, session taping/transcription services, speaker honoraria and cost-reimbursement arrangements as applicable.

c)
Conference evaluation, participant address database-delivery and a summary of conference proceedings.

The contractor shall plan on three-to-four (3-4) staff persons to attend and assist in the operation of the conference.

Model 12.
Produce Teleconferences
This model is designed to provide assistance to OBEMLA in conducting information exchanges with grantees, the national network of technical assistance providers, other pertinent professionals and agency officials through telecommunications technology.  Upon request by OBEMLA, the contractor shall produce a teleconference with a host site and up to five hundred (500) down-link sites.  The host's contact with the down-link sites shall feature the following:


a)
interactive audio/video with up to 5 "panel sites" in which participants from those sites will be able to conduct a round table discussion with each other;


b)
capability for viewing and listening to the round table exchange by the other, non-participating down-link sites;


c)
packet of printed materials to accompany the transmission with multiple copies distributed to the down-link sites to include, for example (but not be limited to), such items as OBEMLA-generated issue summaries, fact sheets, references and viewer questionnaires; and,


d)
closed caption capability.

The contractor shall arrange for: 1) professional to moderate the proceedings and conduct a separate "rehearsal session" to assist OBEMLA staff to prepare their respective roles.  The contractor shall also provide: 2) a studio; 3) transmission and satellite facilities; 4) coordinated scheduling; and 5) video taping of the proceedings.  During the telecast, the contractor shall alert viewers of how they may be able to obtain copies of the proceeding's video.  

Upon negotiating the task order, the government will specify the topic, the host site, the names of the host participants, panel-site participants, and a general statement about the targeted audience.  By the end of the second week after the task order effective start date, the contractor shall provide the government a plan for alerting the targeted audiences in advance of the transmission along with a double-spaced draft conference evaluation form, with a maximum of two pages in length.

The contractor shall complete production arrangements for airing the teleconference within three (3) months of the task order effective start date.  The contractor shall arrange for teleconference participants and viewers to complete and send/transmit responses of the evaluation; the contractor shall then analyze and report results of the evaluation by the end of the thirteenth (13th) week after the task order start date.  The evaluation report shall also contain an estimate of the total number of telecast viewers.

Model 13.
Produce Graphic Displays of Title VII Information 

The Government will require high-quality graphic displays of Title VII grants program information and research findings.  The purpose of such a requirement is to aid OBEMLA in conducting briefings, presenting Congressional testimony and in making presentations at professional and management conferences.  The Government will provide the contractor specific graphic display requirements.  In order to achieve this goal the contractor shall use government and NCBE database resources to:

1. formulate clear, concise charts, maps, graphs, numerical displays and other graphics that displays selected Title VII information;

2. direct this information toward a specific audience as specified in the task order.  This audience may include, but not be limited to: educators, Congressmen and their staffs, Department of Education officials, the media, a television audience of practitioners/researchers; 

3. organize this information into specific categories as specified in the task order.  Such categorization may include but is not limited to providing information by OBEMLA Clusters, by technical assistance center regions, by State, by local educational agency or nationwide, by student language, grade, or budget category.

Examples of previously ordered products range from a 5'x 7' map display of technical assistance regions with overlays of program sites, to presentation transparencies summarizing research findings in bulleted and tabular formats.  The contractor shall produce and deliver displays of appropriate size and legibility to serve the audience specified in the task order.  

Within one week of the task order's effective date, the contractor shall meet with the COTR for a discussion on the execution of the order.  This meeting may be in person or by telephone (in which case faxed visuals will be exchanged).

The contractor shall deliver hard-copy drafts of the order to ED no later than three weeks after the task order's effective date.  The contractor shall make final deliverables of the order to ED no later than seven weeks after the task order's effective date.

Model 14.
Arrange for the Collection of Information Involving OMB Clearance
OBEMLA requires information to be collected, analyzed and reported on specific aspects of its programs, and related topics,  in fulfillment of its responsibilities for Performance Indicators.  Examples of these include, among other possibilities: a) the professional development activities in its Systemwide and Comprehensive School grants, b) the capacity building activities of its Enhancement grants, c) exemplary programs for LEP students, and d) state legislative requirements for serving LEP students and teacher certification requirements.  In addition, the National Clearinghouse for Bilingual Education (NCBE) has the legislative requirement to “...develop a data base management and monitoring system for improving the operation and effectiveness of federally funded bilingual education programs.”  

In some cases, this requires direct contact with grantees to follow up missing data, or updating and verifying data.  Under this task order, the contractor shall arrange for the collection, analysis, and reporting of information that will serve both OBEMLA and NCBE requirements.  The results will advance the development of substantive Performance Indicators and an effective, up-to-date management and data-monitoring system.  Model 14 will be characterized by the following:

1.
The Department will identify the general policy questions to be addressed by this study.

2.
The Department will furnish relevant project-produced reports and documents.

3.
The Department will indicate the basis for requiring direct contact with the field (identifying the needed information not available in documents) and the advantages gained, or mandates addressed by this collection.

4.
The Department will indicate the type of investigation it expects would address its questions and estimated number of person-hours expected to accomplish this study.

5.
The contractor shall arrange for the specification of research questions and definition of terms.  The contractor shall submit these along with a proposed research design and a description of an appropriate data instrument, with sample questions.  The contractor shall also submit a description of an analysis plan that addresses the research and policy questions.  The contractor shall indicate in this plan the expected characteristics of the study’s findings as a result of its analysis, and the way it plans to present those findings.  The contractor shall provide a description of the final report’s format, including an estimate of the number of pages.

6.
The contractor shall submit a draft OMB clearance package for Departmental review.

7.
The contractor shall refine its design and clearance package, incorporating Departmental comments, and shall submit final versions.  The contractor shall arrange for next-day turnaround responses to OMB, and the Information Management Group (IMG), about their questions and concerns with the design or its justification statement.

8.
The dates for completing the study, and submitting draft and final reports, will be negotiated during the second meeting with the COTR.  All studies will be completed within fifteen months.

Within one week of the task order effective start date, the contractor shall meet with the COTR to discuss the execution of the task order, during which meeting a draft time table will be developed.  Within five weeks of the task order effective start date, the contractor shall submit the design elements listed in the contractor’s specifications, paragraph #5, above.  

Within seven weeks of the task order effective start date, the contractor shall incorporate Departmental comments, submit a final version of its design elements listed in #5, and arrange a briefing to  Department staff on the study.  At this briefing, in which members of OBEMLA’s program officers and ED’s Information Management Group (IMG) will be invited to ask/answer questions, the contractor shall submit its proposed schedule for COTR review.  The contractor’s proposed schedule shall incorporate all elements listed in #5, the deadline for a draft and final OMB package, and the date of a final briefing of ED staff.  Within two weeks of the briefing, the COTR will provide comments on the schedule.  

Information gathering procedures are subject to the Paperwork Reduction Act of 1984, Reauthorized in 1995.  The contractor shall arrange for the preparation of the documentation (“OMB package”) required to obtain the necessary clearances.  The review process takes a minimum of 120 days to complete.  No data collection activity subject to this process shall begin until a clearance has been obtained.  ED’s Information Management Group (IMG) is the Department’s interface with OMB.  

The contractor shall submit ten (10) copies of its draft report to the COTR at a time negotiated in the briefing scheduled by Week 7 of the contract.  The contractor shall incorporate OBEMLA comments to the draft, make provisions for one-hundred (100) bound copies of its final report, and post that report on OBEMLA’s website.  The contractor shall also conduct a second briefing to ED staff of the study’s findings at a date negotiated by Week 7.
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