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December 20, 2006

Dear Colleague:


The National Institute for Literacy is conducting a simplified acquisition procedure to procure technical services for strategic planning and meeting facilitation, as described in the enclosed Statement of Work, RFP # ED-07-R-0015, Technical Assistance for Strategic Planning and Meeting Facilitation.  This Simplified Acquisition will not exceed $25,000.00.

Interested parties with expertise in the area of strategic planning and meeting facilitation for organizations should prepare separate technical and cost proposals in response to this procurement.  The technical proposal must not exceed 7 pages double-spaced.  However, resumes submitted for key personnel will not be counted against the page limit.  The technical and cost proposals must be received via email at procurement@nifl.gov no later than Noon January 8, 2007.  No phone calls please.

Questions must be received by Noon on January 5, 2007 via email at procurement@nifl.gov.  Please indicate the RFP # ED-07-R-0015 in the subject line.

The technical proposal must include the following: (Not to exceed 7 pages double-spaced).

1) A statement of qualifications to perform this work, with particular reference to research and expertise in adult reading and literacy instruction.

2)  A detailed description of how the tasks enumerated in the scope of work will be carried out.

3) Up to three references and no more than three resume(s) of key personnel that clearly relates to the areas of expertise required to conduct the tasks outlined in the statement of work.

The cost proposal must be separate from the technical proposal and itemized by tasks, as outlined in the statement of work.  Include all costs associated with each of the tasks listed, as well as other related costs to complete the work.

All proposals received in response to this solicitation will be evaluated and selection will be based on the evaluation criteria and cost proposal.  See Attachment B – Proposal Evaluation Criteria.  Please note that the Classification Code for this solicitation is “R” – Professional, Administrative and Management Support.”  This solicitation will be awarded based on the availability of funds.  The Institute anticipates that this will be a fixed priced contract for a performance period from January 10, 2007 through March 16, 2007.  Thus, the contractor, of a fixed price contract awarded by the Institute, will be paid upon receipt of all deliverables and a satisfactory invoice, in accordance to the Prompt Payment Act.  

Sincerely,

Sandra L. Baxter

Director

Enclosures & Attachments as stated.
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