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I.	INTRODUCTION





	A.  Purpose





The Postsecondary Studies Division (PSD) of the National Center for Education Statistics (NCES) of the U.S. Department of Education has need for a contractor to perform a wide array of tasks involving collecting, reporting, disseminating, and examining postsecondary and adult education data. In particular, the tasks include: (1) in�depth, comprehensive, statistical analyses using postsecondary education and other education and related data bases; (2) analytic support for NCES staff for both one�time and recurring reports; (3) establishing the capability to respond rapidly to requests for information on postsecondary education; (4) effectively disseminating postsecondary education and other PSD data and reports; (5) methodological studies to assess the quality of PSD's postsecondary education and other survey data; (6) determining the feasibility and appropriateness of potential data collection strategies that will guide postsecondary and adult survey development; and (7) training postsecondary institutional personnel in responding to NCES requests for data and in using postsecondary education or other NCES data bases.





Because of the significant level of federal and other public funding of postsecondary education through student financial aid programs and state�supported colleges and universities, many of the products resulting from this contract regarding the status of postsecondary education in the nation will be scrutinized by the Congress, policymakers and researchers in the U.S. Department of Education, state and local education agencies, academia, and the public.  Thus it is anticipated that many of the tasks conducted under this contract shall result in high quality reports for publication by NCES and, as appropriate, in relevant education and statistics journals.  





The diversity, uniqueness and complexity of postsecondary education issues and data, as well as the need for a concentrated focus on adult learners and post-compulsory education and training make it virtually impossible to combine this procurement with other NCES task order contracts that are centered on elementary/secondary education or longitudinal studies or on studies that have no specific content-area objectives.





Additionally, dissemination and training requirements revolve around the question of how best can NCES present its postsecondary education data so that they are accepted, used, and valued by the broadly defined postsecondary education community.








	B.  Background





	    1.  Enabling Legislation





The mandate under which NCES carries out its work is contained in section 406(b) of the General Education Provisions Act (20 USC 1221e�1), as amended:





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





	    2.   Postsecondary Studies Division





Within NCES, the PSD is responsible for postsecondary education data collection and analysis.  PSD surveys are described on the NCES web site at http://nces.ed.gov/surveys/datasurv.html. 





In addition to postsecondary data collection and analysis, the Division also has responsibility for providing education information and analyses to U.S. Department of Education officials; Congress; the National Postsecondary Education Cooperative and State and local education agency officials on a quick turnaround basis.  Information is requested under tight deadlines on a wide range of postsecondary education statistics and programmatic issues. To meet these deadlines, appropriate data are identified, analyzed, evaluated, summarized, and prepared for release.  





II.  Basic Work Requirements





This Statement of Work describes the range of activities for this procurement and specifies a task order that is indicative of the level of effort and complexity of the work.  The initial contract will include one task order.  NCES anticipates a need for approximately 5�10 task orders per year for a 5�year period.  The number of task orders per year is dependent on the availability of resources and the scope and complexity of the projects.    





This contract shall encompass three broad work areas that have several associated activities.  These activities are described under each work area.  However, not all of the specific activities that the contractor shall undertake under each work area are specified at this time.  Moreover, for a specific task order, it is possible that the contractor shall perform only a few of the activities described under a given area of work or that the task order might require the contractor to perform more than one area of work, such as data collection and analysis or data collection, analysis, and dissemination.  Therefore, the contractor shall perform the required activities for a specific task order that are detailed at the time the task order is issued.





A.   Analysis and Analytic Support





The contractor shall perform in�depth, comprehensive, statistical analyses using postsecondary education and other education and related databases.  These analyses shall include: a) trend, multivariate, and longitudinal analyses on selected topical areas; (b) analyses requiring the synthesis of data from multiple sources to inform a single issue area; c) exploratory studies using state�of�the�art methods for analyzing postsecondary universe and complex sample survey data; d) content and contextual analyses to identify and implement necessary indicators in postsecondary education that describe the condition of postsecondary education both nationally and internationally; e) prototypic analyses for recurring reports including indicator reports; and (f) methodological analyses for evaluating NCES data or for developing and evaluating new approaches to data analysis or data collection and preparation.  





The contractor shall also provide analytic support for NCES staff for both one�time and recurring reports.  This shall include preparing camera�ready text and tabulations, variance estimation for complex sample survey data, and model testing of complex sample survey data.  The types of activities included in this area of work are listed below.





Activity 1.   The contractor shall develop and maintain databases and supporting documentation that are needed for each requested analysis.  These shall include postsecondary education databases such as the Integrated Postsecondary Education Data System (IPEDS), the Recent College Graduate (RCG), the National Study of Postsecondary Faculty (NSOPF), and the National Postsecondary Student Aid Study (NPSAS) as well as Library Survey data, longitudinal study data (HS&B), (BPS), (B&B), (NELS:88) and other Center data bases (e.g., NHES, CPS) and data from other sources  (e.g., NSF) that are relevant to postsecondary or adult education and are necessary to carry out the requisite analyses.  The contractor shall use microcomputers, LAN servers, or the most advantageous combination of these hardware systems, depending on the size and nature of the databases and the analytic task.  





This activity shall include: (a) obtaining statistical data from published reports and entering it into computerized spreadsheets; (b) extracting or merging subsets of computerized data files for analysis; (c) obtaining, editing, and documenting databases; (d) developing composite or variables and providing full specifications for all created variables including weights used in an analysis; and (e) creating a final CD with an associated electronic codebook.





The contractor shall make working copies of the microcomputer data files and software used for analyses.  The contractor shall maintain these files and ensure that these files are accessible to NCES staff.  





The contractor shall provide and maintain all necessary equipment and programs for ensuring access to analyzed data by designated NCES staff.  The contractor shall provide storage arrangements to facilitate accurate and fast access to these data by both the contractor staff and 


designated NCES staff.  The contractor shall incorporate updates and corrections to data files and keep a record of these actions to ensure that the data sets used for analyses are the most current and accurate.





The contractor shall develop NCES electronic codebook input files for all analytic data sets that have application for further analysis.  The contractor shall include lists of fully labeled variables, frequency distributions (weighted and unweighted), and item wordings for original and any derived variables.  The contractor shall ensure that the codebooks are capable of permitting user selected variables, which convert into fully labeled SPSS�PC and PC�SAS code.  


The contractor shall maintain all programs, system instructions, and final results of analyses and reports in machine�readable form and make copies for relevant NCES staff.  The contractor also shall develop a computerized system for storing and retrieving documents; for example, E�mail or a text archival software system.





Activity 2.  The contractor shall conduct literature searches that relate to the topics and analyzed issues as well as searches that identify areas for potential data collection, facilitate the development of research designs, or identify additional topics for substantive analyses.  The contractor shall prepare a list of documents for review, review the selected documents, evaluate and synthesize the information, and prepare papers or briefings containing the information and, as appropriate, provide recommendations based on the information.  The contractor shall conduct the briefings in person or by telephone. Papers resulting from a literature search shall be stand�alone�documents that shall be summarized for incorporation into relevant analysis or methodological reports.  Papers shall include displays or tabulations of the information.  The contractor shall incorporate revisions to papers as requested by NCES staff.  





Activity 3.  The contractor shall obtain information from substantive and methodological specialists by convening panels of from 3 to 15 specialists for the purpose of developing plans for analyses or for reviewing analytic reports.  The contractor shall make all arrangements and provide logistical support for each meeting by: (a) arranging for the meeting space, lodgings, and meals; (b) preparing and sending letters of invitation and background materials to the participants; (c) preparing travel authorizations and arranging travel logistics for participants in compliance with government regulations; (d) providing all meeting materials; (e) recording the meeting proceedings and preparing a summary of the proceedings; (f) processing and paying expense vouchers for participants within 4 weeks of receipt of claim.  





Activity 4.  The contractor shall commission specialists in the substantive and/or methodological area of the analysis to develop papers, review papers, author analysis reports, or provide briefings or briefing materials.  In carrying out this activity, the contractor shall: (a) communicate the specifications for the required work (i.e., review, paper or briefing) to the expert, including the purpose, content, format, revision requirements, and deadline; (b) arrange for review of commissioned papers by other specialists; (c) arrange for reproduction and distribution of papers; and (d) process and pay for the expert's expenses within 4 weeks of receipt of the claim.  





The contractor is responsible for all logistical arrangements and fees associated with commissioned services.  





Activity 5.  For each analysis task an analysis plan shall be developed.  Each analysis plan shall include a discussion of the research questions to be addressed, a review of the relevant literature, possible data sources, the selected variables, definitions of the variables, descriptions of analytic techniques and tests to be performed, table shells, and an outline of the report.  The contractor shall perform frequency distributions or develop simple preliminary tables to select variables for analysis.  The contractor shall employ analytic techniques that include univariate and/or multivariate analysis such as multiple regression, logistic regression, categorical data analysis, cluster analyses, discriminant analysis, and analysis of covariance.  The contractor shall generate appropriate standard errors for complex sample designs when data from complex samples are used.  When comparisons are made, the contractor shall perform tests of statistical significance.  When multiple comparison tests are made, the contractor shall employ Bonferroni or other appropriate types of adjustments to the tests of significance in consultation with NCES staff.  


  


The contractor shall incorporate comments by NCES staff and outside specialists on draft proposals and/or plans to produce final proposals and/or plans. 





Activity 6.  The contractor or the contractor's commissioned specialist shall analyze data and prepare written reports.  In each report, the introduction shall discuss the major research questions addressed and review the available relevant literature on the issues.  The analysis shall describe relevant trends and statistically significant differences among variables.  Data tables, charts, and graphs shall be included in reports.  All reports shall contain technical appendices that describe item response rates, composite variables created for the tables and charts, and sampling errors and design effects for all variables used in the analysis.  Reports shall include one or two pages of highlights from the data and reports that are longer than 20 pages shall contain an executive summary.  Reports for education policymakers and other non�technical audiences shall be written in an appropriate non�technical style.  





The contractor shall submit the results of analyses to NCES for review prior to preparation of a final report.  The numbers of preliminary reviews and contractor attendance at the review meetings are specified in the task order.





Activity 7.   The contractor shall provide support for NCES staff in the conduct of analyses or the preparation of reports.  This support shall include producing camera�ready text and tabulations, variance estimations for complex sample survey data, and model testing of complex sample survey data. The contractor or an expert commissioned by the contractor shall provide consultation and advice in such areas as data imputation and weighting techniques and procedures, particularly as they relate to estimation of changes over time, inter�state comparisons, or national estimates.





B.  Data Collection 





The contractor shall carry out one�time case studies, evaluation studies, or pilot studies at a limited number of sites and with a limited number of respondents to investigate the feasibility and appropriateness of potential data collection strategies and to evaluate extant surveys.  The purpose of this area of work is to guide postsecondary education and other PSD survey development.  Activities included in this area of work are listed below.





Activity 1.   The contractor shall develop a plan for any data collection task identified.  The plan shall include the general purpose and specific objectives for the collection, a data collection design including a sample design and anticipated collection procedures, a time schedule for the collection, and an analysis plan for the resulting data. 





Activity 2.   The contractor shall develop data collection instruments, including mail, telephone or web-based questionnaires, protocols for case studies, and other related instructional or procedural materials.





Activity 3.  The contractor shall obtain guidance and recommendations concerning the conduct of the data collection from substantive and methodological specialists either individually or by convening working groups of from 3 to 10 specialists.  The contractor shall make all arrangements and provide logistical support for each meeting of a working group by: (a) arranging for the meeting space, lodgings, and meals; (b) preparing and sending letters of invitation and background materials to the participants; (c) preparing travel authorizations and arranging travel logistics for participants in compliance with government regulations; (d) providing all meeting materials; (e) recording the meeting proceedings and preparing a summary of the proceedings; (f) processing and paying expense vouchers for participants within 4 weeks of receipt of claim.  





Activity 4.   The contractor shall evaluate drafts of survey questionnaires through the use of focus groups in cognitive laboratory situations.





Activity 5.   The contractor shall pilot test potential or revised instruments using small samples of respondents; e.g., 5 to 250 persons or institutions such as colleges and universities.





Activity 6.   The contractor shall reproduce all materials needed for the data collection, distribute or administer the materials, and implement a receipt control system and a quality control system to ensure the accuracy of the data collected.  





Activity 7.   The contractor shall prepare the forms clearance materials needed to obtain the approval of the Office of Management and Budget (OMB) for all data collection undertaken by the contractor as required.  The contractor shall make revisions to the materials as requested by NCES.  Data collection that includes 10 or more respondents requires OMB clearance and shall not take place prior to approval by OMB.


  


Activity 8.  The contractor shall collect the data following the previously developed data collection plan.





Activity 9.  Following the collection of data, the contractor shall code, analyze, and present the results in a report for publication.  The report shall include documentation of the methodology used, the data, and conclusions and recommendations based on the results.  The contractor shall incorporate revisions to the report requested by NCES staff.  The contractor shall prepare a microcomputer database if the number of respondents to the survey is larger than 100.





The contractor shall follow data collection standards and regulations documented in the publication NCES Statistical Standards and in OMB's Paperwork Reduction Act and directive 5 CFR 1320 when testing data collection instruments with respondents.  A copy of NCES Statistical Standards is available, upon request, from the U.S. Department of Education Grants and Contract Service.





Typical deliverables for this area include data collection instruments and related materials, forms clearance materials, lists of respondents, raw data, a database on a microcomputer diskette, draft and final reports on test results.





C.  Dissemination and Training





The objective of this work area is to help establish a public awareness of NCES data and reports, and, to the extent possible create a demand for, and expectation of, NCES products.  The contractor shall develop, evaluate and implement strategies for disseminating PSD and other data and reports and shall provide training to NCES data users and providers in the appropriate use of NCES products.





Activity 1.  The contractor shall develop, implement, and evaluate materials for training respondents, particularly institutional respondents, in providing data to NCES.  These materials shall include materials that are used for self�instruction (e.g. manuals, computer�assisted instruction) as well as materials that are used for either NCES� or contractor�provided workshops, tutorials, or classes.





Activity 2.  The contractor shall develop, implement, and evaluate materials for facilitating state and/or institutional response to NCES' requests for data.  This shall include developing data system designs appropriate for states and/or postsecondary institutions, working with the postsecondary community to standardize data element definitions, helping to build on�line data submission capability for NCES and postsecondary data providers, and training in the use of these materials and technologies.   





Activity 3.  The contractor shall develop, implement, and evaluate materials for training postsecondary data users (e.g., analysts, researchers) in accessing, analyzing, and interpreting NCES data.  Since NCES data are extant in many machine-readable forms such as tapes, 


diskettes, CD�ROM, and table generating systems, training materials shall reflect each data form as well as other attributes of the data system.  Training materials shall encompass each PSD data set as well as other relevant data sets.





Activity 4.  The contractor shall provide training to both data users and data respondents as requested by NCES in many different forums including on�site training, training at NCES or training in conjunction with NCES�sponsored or other professional meetings. 





III. TASK ORDER DELIVERABLES





The contractor shall produce the deliverables specified in each individual task order.  The major types of deliverables required in task orders include:





Briefings.  The project director or other contractor staff shall provide briefings to the COTR and other NCES staff on the status of the work under each task order.  The contractor shall also provide briefings to inform NCES staff on how to access and use databases.  Most briefings are conducted by telephone, followed up by written documentation, but some task orders may require on�site briefings at the NCES facility in Washington D.C.  The contractor shall provide appropriate materials for these briefings (e.g., overhead transparencies and agenda).  Each task order statement of work will specify the number and types of briefings required.





	2. 	Draft and Final Plans and Reports.  The number of draft versions of plans and reports required are specified in the task order.  Drafts are reviewed by the COTR and by any other reviewers designated by the COTR, such as a technical review panel.  The contractor shall incorporate the reviewers' comments and, if necessary, produce another draft for review.  The contractor shall submit one paper copy of the drafts and the final plan or report to the CO and five paper copies to the COTR, unless otherwise specified in the task order.  





			All final reports shall at a minimum meet the standards and guidelines set forth in the OERI Publications Guide.  





		Unless otherwise specified in the task order, the contractor shall submit paper copies of reports in double�spaced manuscript copy in Microsoft Word format.  The contractor shall prepare text tables using Microsoft Word, Excel, or other chart�generating software.  In addition, the contractor shall submit a diskette which contains the final report and which is clearly marked with the title, author, and software packages used.





	3. 	Computer Data Files and Software.  The contractor shall employ microcomputer data files, including text, databases, spreadsheets, graphs, and other types of files that are IBM compatible using common software such as EXCEL, ACCESS or SAS whenever possible. The contractor shall deliver documented copies of computer programs used to analyze data under any task order that specifies the development of such programs.  Diskettes with text shall be produced in Microsoft Word format.





	4.	Statistical Tables, Graphs, etc.  The contractor shall provide paper and magnetic copies of data tables as required in the task order as well as documentation of the known data limitations; e.g., the sources of error.  Under some task orders, the contractor shall produce graphs, charts, slides, or overhead transparencies to supplement the data tables.





5.	Discussion Meeting Summaries.  The contractor shall provide draft minutes or a summary report after the end of a meeting, and final minutes or a summary report after receiving the edited draft report from the COTR.





Data Collection Results.  The contractor shall provide draft data and final collection instruments and related materials such as forms clearance documents for review by NCES, lists of institutional samples and respondents, raw data, a final edited database on a microcomputer diskette and accompanying documentation, draft and final reports on test results including recommendations for survey design, additional data collection or instrument modifications.





7.	Training Materials.  The contractor shall provide draft and final copies of all training materials developed for data users, data providers, or data collectors including scripts, audio�visual materials, and workbooks for NCES review.


   


	In addition, the contractor shall reach an agreement with the COTR on task milestones and the amount of time/money expended to reach the milestones.  At each milestone, the contractor shall report how much effort actually has been expended inproportion to the estimated total amount of effort required and whether delays or problems are expected in meeting future milestones.  





IV.  REPORTING REQUIREMENTS





	A.  Detailed Task Order Schedules





At least one week prior to starting work on each task order, the contractor shall provide NCES with a production and staffing schedule for the relevant activities.  The schedule shall indicate on a week by week basis the planned goals for each week and the planned staffing to achieve them. The staffing plan shall list each staff member by name as well as by the staff member's projected number of hours, labor category and his/her specific function.  The contractor shall provide the schedule to the COTR in the form of an Excel spreadsheet and shall transmit it over the electronic data transfer system.  Should accomplishments fall behind schedule by as much as a four weeks, the contractor shall submit a new schedule, which shall indicate how it proposes to get the project back on schedule.  





	B.  Monthly Progress/ Status Reports





The contractor shall submit a monthly report which contains the following:





	o 	Information, organized on a task and activity basis, describing:





		1.	The progress on each task and activity;


		2.	Accomplishments associated with each task and activity for the month;


		3.	Problems that have been resolved or are in need of resolution;


		4.	A discussion of the work performed during the next monthly reporting period;


		5.	Expected future technical and budgetary problems; and


		6.	Proposed solutions to these problems.





A staff loading report, prepared and signed by the Project Director, summarizing actual personnel assignments for the month just completed, showing for each named individual the hours charged by task, and projecting for the following month similar assignment information,





An exhibit of expenditures for the relevant month and for all expenditures to date segregating project costs by individual and by task, 





Schedule bar charts and predicted costs for future tasks and activities, and





A table of costs by task in which the stubs are the tasks, and relevant activities, and the banners are the following: (1) the amount budgeted on each task/activity for the preceding month, (2) the amount actually spent on each task/activity for the preceding month, (3) the amount budgeted through all the preceding months on each task/activity, (4) the total amount actually spent on each task/activity for all the preceding months, (5) the proportion that the amount in (4) is of the contract amount, (6) based on the progress that the contractor has made for each task, the contractor's best estimate of the cost to complete each task, (7) the contractor's estimated total cost for each task, this being the amount spent to date plus the estimated amount to complete each task, (8) the contract amount for each task, and (9) the difference between the total estimated cost to complete and the contract amount. See appendix A for an illustrative format.





The contractor shall submit two copies of the monthly reports to the NCES COTR and one to the CO.  The contractor shall ensure that the time period covered in the monthly report is the same time period as that for the monthly voucher.  The Government will then know exactly what it has purchased during the relevant period.  For subcontractor charges, telephone charges, and similar other direct costs charges where the contractor is not billed until after its voucher and report are due, the contractor shall provide reasonable estimates of these charges in the monthly reports, shall indicate that the charges are preliminary estimates, and shall adjust the charges to their actual amounts on the subsequent monthly report.





	C.  NCES Reviews and Approval





Throughout the contract the NCES COTR and the task project officer will review contractor procedures and products.  NCES recognizes the importance of providing a timely review of these products in order that the contractor maintain the schedule.  Three weeks or 15 working days from data of receipt by NCES is the average time required by NCES to review contractor products although this time period shall vary with the length and importance of the product, and the number of reviewers.  





Each report submitted by the contractor that is scheduled to be an NCES publication shall undergo NCES' adjudication process.  This process usually takes from 6 to 12 weeks from date of receipt by NCES depending on the quality of the draft submitted to NCES.  The process has several steps.  First, the review draft is reviewed and approved by the NCES COTR; it is then reviewed and approved by the branch and division for which the work was performed.  Once the report has cleared divisional review and has been approved for distribution by the Office of the Commissioner (OC) at NCES, it is sent out for review to principle operating components (POC's) in the ED and to a peer review panel comprised of from 5 to 8 individuals.  Both POC's and peer review (adjudication) panel members have the opportunity to comment on the report in writing and/or at an adjudication panel meeting.  The contractor shall make changes to the review draft based on the panel's recommendations or indicate why certain recommendations were not incorporated into the report.  The contractor shall summarize both changes to the draft report and recommendations that were not implemented in an adjudication memo to the NCES COTR.





V.  TECHNICAL PANELS





The contractor shall convene technical panels or working groups as requested in specific task orders.  The contractor shall understand that the panels provide recommendations to the contractor. 





 Panel recommendations, though vital, are not binding in that decisions about the task are based on best judgment after the contractor considers many factors including the panel's recommendations, the Federal interest, and NCES' recommendations.  The contractor shall keep the NCES COTR informed of any proposed changes made to a task based on the advice the contractor receives from a panel.





The contractor's responsibilities for a panel shall include, but not be limited to, the following:





Selecting members for a panel to provide consultation and coordination for the task;





Preparing, for NCES approval, letters of invitation to join a panel;





In consultation with the NCES COTR, preparing and disseminating all materials required for a panel’s consideration and review, and securing the panel’s advice; and





In consultation with the NCES COTR, arranging meetings of the panel as necessary and paying costs associated with the meeting including travel and per diem costs for panel members.





	5.  Other requirements as specified in the task order. 





VI.  CONTRACTOR PERFORMANCE REQUIREMENTS





The contractor shall have the capabilities and resources to carry out the objectives of this statement of work to provide NCES with data analyses, small�scale data collection, training, and reporting capabilities.  The contractor shall possess competencies to:





	*	Develop, document, retrieve, process, augment, and analyze large complex data files;





	*	Review relevant research literature;





		*	Develop working data files by performing limited data input and/or combining data elements from various files;





	*	Employ statistical techniques appropriate to complex sample surveys; 





		*	Conduct analyses ranging from descriptive studies using chi�squared procedures and t�tests with Bonferroni adjustments to model development and testing using procedures such as hierarchical linear models, log linear model and various regression techniques;





	*	Conduct econometric and labor market analyses in addition to analyses of educational issues;   


	  *	Present summaries of relevant data and literature, graphic displays and tabulations of data, and reports on statistical analyses; 





	*	Maintain up�to�date micro data libraries;





	*	Conduct limited, highly focussed data collection activities;





	*	Develop training materials for both self and classroom instruction;





	*	Provide training in a variety of settings in both the use and provision of NCES data;





	*	Respond rapidly to requests for education program and policy information; and


	


	*	Develop survey forms, survey designs, and clearance documentation. 





Much of the work involved in this contract will utilize NCES databases.  These are, in general, large, complex, and varied with respect to methodology and content.  This is certainly true of 


postsecondary education databases.  As a result, the contractor shall have considerable technical expertise in selecting and applying complex statistical tests and resolving methodological issues arising from survey and questionnaire design survey and procedures.  Additionally, considerable substantive expertise is crucial to interpreting, formulating conclusions, and making recommendations based on the outcomes of in�depth analyses and many of the other types of tasks described in this statement of work.  





For certain tasks, the contractor may not possess the level of expertise in all educational, statistical, or methodological areas required to complete the task.  The contractor shall, in such cases, contract for such high�level expertise with outside parties, after consulting with the Contracting Officer.





The contractor shall work with designated NCES staff throughout the conduct of each task.  The contractor shall designate one person as Project Director.  This person shall oversee all contractor activities with regard to this contract and shall ensure the timely and satisfactory completion of all tasks.  The project director shall review each deliverable for appropriateness and accuracy of statistical procedures, organization, and clarity of presentation before its submission to NCES.





For each task, the contractor shall designate a principal investigator, generally a recognized and published substantive and/or methodological expert in the field of the task, who shall conceptualize, plan, execute, and ensure the quality control of all activities and deliverables for that task.  





The contractor shall provide one copy of a status report for each task to the CO and two copies to the COTR at the end of each month.  The status report shall include a written progress report (i.e., specific accomplishments, status of deliverables, problems or delays, and actions taken to correct problems or delays.), dollars budgeted for the month, actual dollars spent during the month, dollars budgeted to date, total dollars spent to date, percent of total budget spent to date, cost to complete, the total estimated cost, the total contract cost, and the difference between total estimated cost and the total contract cost.  An example of the required format is available in appendix A.





 VII.  STAFFING





In order to meet the needs of this contract, the contractor shall furnish staff that meets the requirements of the statement of work as well as the requirements specific to each task order.  The activities in each task order may require diverse and specialized skills that shall require a team approach or the very specialized knowledge or skills of specific individuals.  Thus, the use of subcontractors and consultants is strongly encouraged.





For each task order, the contractor shall submit a project management plan, which includes the staffing plan showing the names of personnel to be assigned to the task, and the resumes of the proposed personnel.  All personnel utilized during the life of the contract shall possess, at a minimum, the qualifications specified below.  The Contracting Officer prior to the performance of any task approves all personnel proposed for staffing the contract.





Labor Category Qualifications





	Project Director:  The Project Director shall possess an in�depth familiarity with national postsecondary education issues, a thorough knowledge of analysis, statistical, methodological and evaluation techniques, a high level of ability to present complicated analyses in written form for audiences with varying levels of statistical sophistication, experience with data collection and questionnaire development, and proven managerial experience in directing complicated, analyses and in producing results on time and within budget.





	Senior Analyst:  Senior education research analysts shall have the necessary experience that will allow them to identify substantive and methodological problems, employ appropriate statistical techniques to conduct complicated statistical or methodological analyses of process data and data from complex sample surveys and present such analyses in written form.  Senior analysts who serve as principal investigators for specific tasks shall possess a high level of substantive and methodological knowledge related to the task as well as the capability to direct, coordinate, and review/edit the work of others to produce accurate, well written, effectively organized, clearly presented analyses.  Analysts shall have an in�depth knowledge of education policy and current education issues, particularly those related to postsecondary education.  





	Research Assistant:  Research Assistants shall be familiar with data analysis and experience or education at a level to ensure understanding of policy and education issues.  Research assistants shall be competent to conduct literature reviews, synthesize research findings, and analyses of data using SAS, WESVAR, SUDAAN and/or other statistical packages, as well as, assist in the writing of draft and final reports.   





	Senior Statistical Analyst:  Senior Statistical Analysts shall have experience with data analysis methods, mainframe data processing, programming languages like PASCAL and FORTRAN, and microcomputer software designed for analysis like SAS, SPSS, WESVAR, NASSREG, SUDAAN, and NASSLOG, etc.  They shall have demonstrated experience in processing large, complex data files (e.g., longitudinal or hierarchical).  A senior statistical analyst shall be able to direct the work of junior statistical analysts.





	Junior Statistical Analysts:  Junior Statistical Analysts shall have experience in the same areas as listed above for Senior Statistical Analysts.  They shall have experience in producing statistical tables, charts, and graphs from large-scale databases, and analyzing data using SAS, variance estimation packages such as WESVAR or SUDAAN, and other statistical packages.





	Senior Statistician:   Senior statisticians shall have statistical expertise as evidenced by experience and education to address such issues as weighting choices, efficiency of survey and sample design, variance estimation, imputation, analysis of variance in complex sample survey data, problems of multiple comparisons, multivariate analyses, and longitudinal and trend analyses.





	Editor:  Editors have skills necessary to review written reports for clarity of presentation and consistency with the OERI Publications Guide.


	


	Secretary:  Secretaries have skills necessary to reformat and produce technical reports with tables, graphs, and figures.  Secretarial help will have to be sophisticated and competent in these areas.





The contractor shall provide resumes for key personnel assigned to these labor categories in their proposal.  If replacement or additional personnel are needed for a task after award, their resumes 


shall be submitted to the CO for approval.  The contractor shall ensure that the qualifications of these replacement or additional personnel are equal to or exceed the qualifications stated for each labor category.





For each task that involves outside parties, the contractor shall submit the name and resume of the proposed expert or subcontractor, along with the budget proposal, to the CO for approval.  The contractor shall provide evidence that a proposed subcontractor has agreed in writing to perform and is fully capable of performing the assigned task orders, and that the contractor has effective control in terms of both the quality of deliverables and lines of authority of the participation by any proposed subcontractor.  





VIII.  EQUIPMENT





The contractor shall have available suitable data and word processing equipment and peripherals for accomplishing task orders under this contract.  The equipment shall include microcomputers, modems suitable for working on mainframe computer facilities, laser printers, and graphics capability.  The contractor shall have available or make available FAX and E�mail capabilities to NCES staff to ensure rapid exchange of information with the COTR and other NCES personnel responsible for specific task orders.
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