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PERFORMANCE WORK STATEMENT (PWS)

Migrant Education Coordination Support 

1.0 INTRODUCTION

The Office of Migrant Education (OME), within the U.S. Department of Education (ED), requires the services of a Contractor with expertise in project support services to help improve the interstate and intrastate coordination of Title I, Part C, Migrant Education Programs (MEP).  The Contractor shall: (1) provide meeting planning and logistical support needed to organize and implement effective meetings, and (2) recommend and procure professional services needed to facilitate special projects to support national coordination initiatives.  The period of performance shall be one base year (12 months), with the option to extend the term of the contract for four (4) additional years (48 months), at the Government’s discretion.

2.0 BACKGROUND

The MEP, authorized under the Elementary and Secondary Education Act of 1965 (ESEA), as amended, is intended to:

a) support high-quality and comprehensive educational programs for migratory children to help reduce the educational disruptions and other problems that result from repeated moves; 

b) ensure that migratory children who move among the States are not penalized in any manner by disparities among the States in curriculum, graduation requirements, and State academic content and student academic achievement standards; 

c) ensure that migratory children are provided with appropriate educational services (including supportive services) that address their special needs in a coordinated and efficient manner; 

d) ensure that migratory children receive full and appropriate opportunities to meet the same challenging State academic content and student academic achievement standards that all children are expected to meet; 

e) design programs to help migratory children overcome educational disruption, cultural and language barriers, social isolation, various health-related problems, and other factors that inhibit the ability of such children to do well in school, and prepare such children to make a successful transition to postsecondary education or employment; and

f) ensure that migratory children benefit from State and local systemic reforms.

A migratory child is defined as a child who is or, or whose parent, spouse, or guardian is, a migratory agricultural worker, including a migratory dairy worker, or migratory fisher, and who, in the preceding 36 months, in order to obtain or accompany such parent or spouse in order to obtain, temporary or seasonal employment in agriculture or fishing work has moved from one school district to another.  This definition also contains special provisions for geographically large districts like those found in Alaska.

Section 1308 of Title I, Part C, of the ESEA, as amended by the No Child Left Behind Act of 2001, authorizes the Secretary of Education to set aside a portion of program funds to be used—through grants or contracts with State education agencies, local education agencies, institutions of higher learning, and other public and private nonprofit entities—to improve the interstate and intrastate coordination of migrant education activities.  In particular, section 1308(c) authorizes the U.S. Department of Education (Department) to reserve funds appropriated for the Title I, Part C, Migrant Education Program (MEP) for the purpose of carrying out the activities described in sections 1308(a)—improvement of interstate and intrastate coordination, 1308(b)—electronic transfer of migrant student records, and 1308(d)—consortium incentive grants.  

3.0  NEED FOR LOGISTICAL SUPPORT AND PROFESSIONAL SERVICES

The OME consulted with State Directors of Migrant Education (hereinafter “State Directors”) on the use of section 1308 MEP coordination funds for this contract.  This consultation included a survey of State Directors to solicit their ideas on the type and priority of interstate and intrastate coordination activities that might be supported under a new contract, in particular, their ideas and priorities as to the future role and function of a new Migrant Education Coordination Support contract.  Based on this consultation process, the OME learned that States highest priorities for coordination support were (1) an Annual Meeting for State Directors, (2) a New Directors Orientation, and (3) Ad Hoc Coordination Meetings.  This Performance Work Statement has been written to address these priority needs.

4.0 LEGISLATIVE AUTHORITY

The work in this Performance Work Statement (PWS) is authorized in Section 1308(a)(1) of the Elementary and Secondary Education Act of 1965, as amended by the No Child Left Behind Act of 2001.  Among other things, Section 1308 authorizes the Secretary of Education, in consultation with the States, to enter into contracts to improve the interstate and intrastate coordination among agencies educational programs.  

5.0 PURPOSE and SCOPE 

The purpose of this PWS is to establish a contract in support of  States’ efforts to improve the interstate and intrastate coordination of migrant education programs and projects.  These coordination efforts are focused on improving the effectiveness of the MEP in meeting the needs of migrant children, particularly those migrant children who are the most mobile. 

Through this contract, the OME intends to support two major efforts: (1) provide the logistical support required to organize and implement effective coordination conferences, meetings, and work groups among migrant educators and other appropriate individuals to develop shared knowledge, strategies, and resources for use by the larger migrant education community, and (2) provide professional services needed to support national coordination initiatives.  

Such meetings will involve the exchange of views among State Directors of Migrant Education, migrant educators, and other individuals, agencies or organizations with experience and/or expertise in issues affecting the education of migrant students.  Such persons and groups also may include staff of the Congress and Federal agencies, State and local governments, policy analysts, education associations, migrant students and their parents, and the general education community.  

The contractor selected for award shall demonstrate strong project management skills and logistical support capabilities, including pre-meeting planning, on-site meeting support, and post-meeting follow-up.  In addition, the contractor must have the capability to provide and/or obtain subject matter expertise, as required under this PWS.  

6.0 Tasks
ED is seeking contractor support to perform the following tasks:

Task 1:  Project Management

Task 2:  Meeting Logistical Support 

Task 3:  Subject Matter Experts  

Task 4:  Efficient Contract Reporting

Described below are the tasks that the Contractor shall be required to perform.  The Contractor shall furnish all of the necessary personnel, materials, services, and facilities required for the performance of work under this contract (with the exception of information or documentation identified in the "Government Furnished Information" section of this document). 

Task 1:  Project Management

Sub-task 1.a Meet with Designated ED Staff

The Contractor shall meet, via telephone or in person, with ED staff within five (5) business days after the effective date of the contract to discuss any updates that may be needed to the Project Management Plan (PMP) contained in the Contractor’s final technical proposal (see the Reporting section of the PWS).  The purpose of this meeting is to discuss the administration of the contract and the content of the PMP.  The intent of the meeting is to obtain better management information for use by both the contractor and ED staff in monitoring the work to be performed, contract schedule, and the resources to be used.  For each option year that is exercised, a project management meeting shall take place within five (5) business days after the option period start date.  
The Contractor shall also meet in person or by telephone with ED staff on an “as needed” basis to discuss operational issues related to the Migrant Education Coordination Support contract, and to stay abreast of client needs, gauge customer satisfaction, and identify process improvements.  To increase cost efficiency, face-to-face meetings will generally be held in conjunction with meetings supported through this contract which require the on-site presence of contract staff.   Throughout the contract, the Contractor shall regularly communicate with the designated Government Project Officer (also known as the Contract Officer’s Representative -COR), the Contracting Officer (CO), the Contract Specialist (CS), and the Program Office's Technical Task Monitor (TTM). 

Throughout this contract, unless otherwise specified, the Contractor shall use the most cost effective means to carry out contract tasks.  This includes the use of alternatives to in-person meetings, such as web conferencing, conference calls, teleconferences, faxes, and e-mail, where feasible.

Sub-Task 1.b Base Year Transition-In Plan

The Contractor shall participate in transition activities with Texas State University at San Marcos, the incumbent contractor who has carried out the Migrant Education Support Center contract since July 18, 2003. It is expected that the transition-in period shall end 30 days from contract award and the successful contractor shall assume full authority and responsibility for the management and operation of activities described in this PWS.  If a face-to-face meeting is required, the new Contractor shall arrange a meeting at a mutually agreed upon location (generally the office of either the new Contractor or the previous Contractor). .  The activities described below shall occur to ensure an efficientpost-award transition:

a) initiate conversations and/or meetings with the incumbent Contractor to (1) be briefed on the current status of contract activities, and (2) to discuss the most efficient way to transition the work;

b) ensure transfer of all materials and data produced or acquired with contract funds and under the incumbent's control as Government Furnished Property or Materials' to one or more recipients specified by ED staff in good condition.  Ensure that all electronic files are in the most current (1) Microsoft Office compatible format, and (2) Adobe Portable Document Format (PDF) for Internet publication, unless prior approval to use another format is obtained from appropriate ED staff; and,

c) ensure the transfer of all equipment purchased with contract funds to an address provided by ED staff.  

Sub-task 1.c Final Year Transition Out Plan

The Contractor shall provide ED with a revised transition-out plan, with "lessons learned" incorporated, to ensure a smooth transition of this contract to a new Contractor at the end of the contract's final performance period, within 30 business days after Sub-task 1.b. has been completed. The transition plan should describe the process and planned activities for conducting an orderly transition, minimizing impacts on continuity of operations, and identifying key issues and their resolution.  

Upon Government notification, the Contractor shall initiate transitional activities 60 business days prior to the end of the final performance period.  The Contractor shall carry out activities that include, but are not limited to the following during the transition-out phase: 

d) initiate conversations and/or meetings with the new Contractor to (1) brief the new Contractor on the status of contract activities, and (2) discuss the most efficient way to transition the work;

e) transfer all materials and data produced or acquired with contract funds or under the Contractor’s control as Government Furnished Property or Materials to one or more recipients specified by ED staff in good condition.  All electronic files must be delivered in the most current (1) Microsoft Office compatible format, and (2) Adobe Portable Document Format (PDF) for Internet publication unless prior approval to use another format is obtained from appropriate ED staff; and,

f) transfer all equipment purchased with contract funds to an address provided by ED staff.  

Task 2:  Meeting Logistical Support

Meetings sponsored by the OME will vary in size and duration.  However, these meetings will fall within three broad categories:

a) Conferences that have 75 or more participants.  
b) Meetings that have 26 – 74 participants.  
c) Ad Hoc Work Group Meetings that have 25 or fewer participants.  

Unless otherwise instructed, the Contractor, in consultation with ED staff, shall provide the planning, logistical, and facilitation support necessary to conduct the conferences, workgroups, and meetings described in this Performance Work Statement.  Moreover, the Contractor shall pay all associated costs out of the contract budget and shall adhere to the Federal Travel Regulations and Per Diem Regulations that are referenced in the Applicable Documents section of this document.
To provide additional guidance regarding the scope of the work, detailed lists of tasks that were performed during previous contract cycles are provided in Appendices A, B and C of this document.  
The specifications for individual meetings may change over the life of the contract (e.g., the name of the meeting, number of participants, meeting location); but the overall level of effort for work groups, meetings and conferences shall remain consistent with that described in this Performance Work Statement.

Sub-task 2.a:  Produce Standard Meeting Materials and Procedures

The Contractor, in conjunction with ED staff, shall produce the following standard meeting materials and follow the standard procedures.  The Contractor shall revise all forms, as needed, to incorporate “lessons learned” and procedural improvements throughout the performance period of the contract.  

a) Event Specification Form.  The Contractor shall develop, refine and use an Event Specifications Form that outlines the basic requirements for each type of meeting identified above.  The objective is to develop an efficient method of ensuring that the Contractor provides all services, materials and equipment that are needed for each meeting.  The COR shall review the event specification form and notify the Contractor of any required revisions within (10) ten business days after submission of the deliverable. The contractor shall make required revisions 5 business days after revisions are requested by the COR..
b) Hotel Selection Criteria.  The Contractor shall develop a standard set of Hotel Selection Criteria to use when choosing a meeting hotel.  For example, the Hotel Selection Criteria shall include, but not be limited to, ensuring that hotels that are recommended:  (1) are within federal government per diem rates, (2) have high quality meeting space (i.e., no internal pillars, spacious rooms, good lighting), (3) are Metro accessible, for meetings held in the Washington DC metropolitan area (i.e., no more than 3 blocks from a Metro station), (4) are convenient to local restaurants, and (5) are high quality facilities.  
For each meeting, the Contractor shall provide the following information for three (3) hotels that meet the Hotel Selection Criteria developed by the Contractor (see above), in accordance with the schedule of deliverables:  (1) price quotes for the meeting space (to include light morning and afternoon refreshments), and hotel guest rooms, (2) the floor plan for the meeting space which indicates all assigned meeting rooms, (3) the terms of the contract being offered by the hotel, including the guest room guarantees, guest room release date, room cancellation policy and fees, and (4) identification of a preferred hotel.  The COR shall review the Hotel Selection Criteria developed by the Contractor and notify the Contractor of any required revisions within (10) ten business days after submission of the Criteria.
The Contractor shall pre-screen the hotels, including conducting an onsite inspection of the meeting and guest room space of the most suitable hotels (to increase cost efficiency, contractors who are not local to the Washington D.C. area are encouraged to contract with a local agent to conduct hotel visits).  The Contractor shall also provide a copy of the signed hotel contract in accordance with the schedule of deliverables.
c) Travel Request Form.  The Contractor shall develop and use a standard Travel Request Form (to be approved by the COR) for approved meeting participants who require travel support to provide basic information and express their travel preferences (e.g., preferred travel dates and times).  The COR shall review the travel request form and notify the Contractor of any required revisions within (10) ten business days after submission of the travel request form. Within (5 ) five business days of receipt of COR approval, the Contractor shall provide meeting participants with a copy of the Contractor’s Travel Regulations/Policies by the most expedient method (email or regular mail). 
d) Updated Meeting Participant List.  The Contractor shall develop and use a standard meeting participant list which includes the following information:  (1) the names of all participants (including individuals who have registered for the meeting but will attend at their own expense), (2) participant arrival and departure dates, (3) a notation on whether the participant’s travel and hotel arrangements have been made, (4) identification of any invited participants who have not yet responded, and (5) any participant contact information that has changed and therefore needs to be updated.  The Contractor shall e-mail an updated participant list to the COR each week in accordance with the schedule of deliverables.  

e) Customer Satisfaction Survey.  The Contractor shall produce a written summary of the results of a customer satisfaction survey for all major meetings.  The COR will provide a customer satisfaction survey form that has been approved by the Office of Management and Budget (OME), as per the Government Furnished Property section of this PWS. 
Sub-task 2.b:  Implement Conferences with 75 or more Participants

For planning purposes, base estimates on the following general meeting specifications:
The Annual Directors Meeting for all State Directors of Migrant Education.  

a) Number of Meetings:  One each performance period.

b) Location of Meeting:  The Washington, DC metropolitan area or a location with comparable costs.

c) Timing of Meeting:  Winter (historically February). 

d) Total Number of Meeting Participants:  75 meeting participants.  The Contractor should plan to have sufficient meeting space and materials to accommodate all meeting participants, including individuals whose travel is supported through this contract, individuals who attend the meeting at their own expense, presenters, ED staff, contract staff, etc.    

e) Number of Meeting Participants who Require Travel Support:  50 meeting participants, including contract staff.  See Section 2.e., Travel Support.  

f) Number of Meeting Days:  Two meeting days (8:00 am – 5:00 pm).

A U.S. sponsored Binational Migrant Education Forum (alternates between meetings sponsored by and held in the U.S. one year and sponsored by and held in Mexico the next year).

a) Number of Meetings:  One every other year; the first U.S. Binational to be supported by the Contractor will be held in 2010.

b) Location of Meeting:  The Washington, DC metropolitan area or a location with comparable costs.

c) Timing of Meeting:  The fall (historically October). 

d) Total Number of Meeting Participants:  130 meeting participants.  The Contractor should plan to have sufficient meeting space and materials to accommodate all meeting participants, including individuals whose travel is supported through this contract, individuals who attend the meeting at their own expense, presenters, ED staff, contract staff (where required), etc.   

e) Number of Participants Requiring Travel Support:  5 meeting participants who require travel support, including contract staff.  The COR will identify individuals for whom the contractor will make and pay for all travel and hotel arrangements and any other authorized costs of meeting attendance (e.g., per diem, taxi, parking).  See Section 2.e., Travel Support.  

f) Number of Meeting Days:  3.5 meeting days. 

g) Other Pertinent Information:  The primary sponsor for the Binational Forum is State Education Agencies (SEAs).  The SEA that hosts the Binational Forum will have primary responsibility for planning the Forum and will bear a number of the costs associated with the Forum.  This contract will supplement the hosts’ planning efforts by supporting costs such as the following:  (1) securing and paying for a portion of the meeting space for the conference hotel; (2) printing and mailing meeting announcements and other materials related to registration for the Forum; (3) arranging and funding translation services; (4) securing and paying for audiovisual equipment; (5) purchasing meeting supplies (e.g., name badges, writing tablets, pens, markers, meeting folders); (6) printing meeting materials; (7) providing proposed talking points for ED staff; (8) providing onsite support and facilitation for the Forum; and (9) providing a summary of Forum highlights.  

The Contractor shall develop and maintain both a U.S. mail and an electronic (email) mailing list to communicate with meeting invitees and for distributing materials the contractor develops for the Government.

Sub-task 2.c:   Implement Meetings with 26 – 74 Participants

For planning purposes, base estimates on the following general meeting specifications:
A New Directors Orientation for State Directors of Migrant Education who have been in their positions for 3 years or less. 

a) Number of Meetings:  One each performance period.

b) Location of Meeting:  The Washington, DC metropolitan area or a location with comparable costs.

c) Timing of Meeting:  Early winter (historically December). 

d) Total Number of Meeting Participants:  45 meeting participants.  The Contractor should plan to have sufficient meeting space and materials to accommodate all meeting participants, including individuals whose travel is supported through this contract, individuals who attend the meeting at their own expense, presenters, ED staff, contract staff, etc.    

e) Number of Meeting Participants who Require Travel Support:  25 meeting participants, including contract staff.  See Section 2.e., Travel Support.    

f) Number of Meeting Days:  Two meeting days (8:00 am – 5:00 pm).

An Ad Hoc meeting held immediately before or after the Annual Directors Meeting.  

a) Number of Meetings:  One each performance period.

b) Location of Meeting:  The Washington, DC metropolitan area or a location with comparable costs in the same meeting hotel as the Annual Directors Meeting.

c) Timing of Meeting:  Winter (historically February). 

d) Total Number of Meeting Participants:  26 meeting participants.  The Contractor should plan to have sufficient meeting space and materials to accommodate all meeting participants, including individuals whose travel is supported through this contract, individuals who attend the meeting at their own expense, presenters, ED staff, etc.    

e) Number of Meeting Participants who Require Travel Support:  18 meeting participants; participants will also participate in the Annual Directors meeting, so air and ground transportation expenses will only be incurred once for both meetings.  Contract staff are not required for this meeting.  See Section 2.e., Travel Support.    

f) Number of Meeting Days:  One meeting day (8:00 am – 5:00 pm).

Sub-task 2.d:  Implement Ad Hoc Work Group Meetings with 25 or Fewer Participants

For planning purposes, base estimates on the following general meeting specifications:
a) Number of Meetings:  Seven (7) per performance period (i.e., year) for the base year and option years 1, 2, and 3; six (6) per performance period for option year 4.  Up to four of these meetings may be Internet-based (i.e., web conferencing).

b) Location of Meetings:  1/3 of the meetings will be held in the Washington, DC metropolitan area or a location with comparable costs, 1/3 of the meetings will be held in San Antonio, Texas or a location with comparable costs, and 1/3 of the meetings will be held in San Diego, California or a location with comparable costs. 
c) Timing of Meetings:  2 meetings each quarter, except for the summer, which will have only one meeting.
d) Total Number of Meeting Participants:  12 participants.

e) Number of Meeting Participants who Require Travel Support:  9 participants who require travel support.  See Section 2.e., Travel Support.    

f) Number of Meeting Days:  Base estimates on 1.5 to 2 meeting days.  

Sub-task 2.e:  Provide Travel Support

For planning purposes, the Contractor shall provide travel support, including arranging and paying for airfare and/or ground transportation, hotel, parking, and other authorized expenses for 143 trips per performance period in the base year and in Option Years 1, 2 and 3; the Contractor shall provide travel support for 134 trips in Option Year 4.  This includes travel for all meetings described in sub-task 2.b through 2.d of this document, including travel for the Annual Directors Meeting, Binational Migrant Education Forum, New Directors Orientation, and the Ad Hoc Work Group Meetings with 25 or fewer participants.  For the Ad Hoc Work Group meetings in sub-task 2.d., the Contractor shall base estimates on 1/3 of the trips being to the Washington, DC metropolitan area or a location with comparable costs, 1/3 of the trips being to San Antonio, Texas or a location with comparable costs, and 1/3 trips being to San Diego, California or a location with comparable costs.  The COR will provide the names of individuals who require travel support. 

The Contractor shall obtain prior approval for any travel other than to the Annual Directors Meeting, Binational Migrant Education Forum, or New Directors Orientation.  The Contractor shall submit requests for travel approval to the COR a minimum of 15 business days prior to commencing travel (exceptions to this timeline can be made in extenuating circumstances).  The Department will notify the contractor as to whether the travel will be approved via e-mail 10 business days prior to the date the travel will be undertaken.  

Sub-task 2.f:  Provide Equipment, Materials and Supplies Needed to Conduct Meetings

The Contractor shall provide a PowerPoint based polling software (or comparable software product) that is compatible with Microsoft PowerPoint and shall provide 100 wireless response keypads.  This system shall have the capability for a presenter to poll an audience of 100 people, and have audience members use a wireless response keypad to vote on a topic or answer a question.  The system shall have the capability of projecting participants responses to questions onto a screen via a LCD projector and of displaying the results of the audience votes as a bar chart.  The Contractor shall submit the specifications for the system to the COR for final review before entering into a contract with a vendor or purchasing the software and keypads.  The Contractor shall arrange to have a technician available to provide assistance for up to two meetings per performance period.  Any equipment purchased by the contractor shall be the property of the government.

The Contractor shall also provide audiovisual equipment required at meetings, which may include, but is not limited to, a large projection screen, flip charts, a table top podium, lavaliere and/or cordless microphones.  The Contractor shall also provide meeting notebooks or folders, tabs, meeting supplies, copies of handouts, mailers for meeting materials, and/or CD-ROMs for meeting participants, including Department staff and participants who attend the meeting at their own expense.  Additional information regarding equipment, materials and supplies is provided in Appendices A, B and C (see attachment).      
Task 3:  Securing Subject Matter Experts (SMEs)

The Contractor shall secure subject matter experts (SMEs) for approximately 160 days per contract year who possess expertise in areas to be defined by the government.  For years in which the Binational Forum is not held in the US, the funds that would normally be used to support the Binational Forum will be used to secure an additional 45 days of SME services, for a total of approximately 205 days per year.  The Contractor shall ensure that all materials produced under this contract, whether by a contract staff member or a subject matter expert, are consistent with the guidelines specified in the Guide to Publishing at the U.S. Department of Education.  The Contractor shall ensure that materials are complete, well organized, clearly written, factually and grammatically correct, appropriate for the target audience, visually pleasing and/or timely.  Examples of topics for which SME expertise is needed includes, but are not limited to:  

	Subject Area
	Knowledge &/or Technical Skill
	Task

	1. Comprehensive needs assessment  
	· Knowledge of basic comprehensive needs assessment models.

· Knowledge of how to conduct a comprehensive needs assessment (the steps in the process).

· Ability to develop tools to identify the special educational needs of migrant children.

· Ability to write well.

· Ability to present materials in a clear and interesting manner.
	· In order to better coordinate Migrant Education Program (MEP) services nationally, develop tools and/or training materials to be used by State Migrant Education Programs to clearly identify the special educational needs of migrant children.

· Present products to State Directors of Migrant Education. 



	2. Selection of surveys/ evaluation instruments  
	· Knowledge of survey sampling and survey development.

· Knowledge of how to determine the quality and relevance of a survey and/or evaluation instrument (e.g., reliable, valid)

· Ability to provide high quality analyses.

· Ability to write well.

· Ability to present materials in a clear and interesting manner.
	· In order to better coordinate MEP services nationally, review the existing body of surveys and/or evaluation instruments on specified topics that are available commercially, through universities, and/or other sources.
· Assess the quality and relevance of those surveys.
· From this body of surveys, recommend and provide three high-quality surveys and/or evaluation instruments to ED. 
· Surveys and/or evaluation instruments may be needed in areas like:  educational continuity, instructional time, school engagement, English language development, education support in the home, health, and access to services.  

· Present the highest-quality and most relevant instruments to State Directors of Migrant Education.

· Recommend or develop survey samples and implement and analyze survey results.  Present products to State Directors of Migrant Education.

	3. Service Delivery Plan  
	· Able to create planning documents.

· Ability to provide high quality analyses.

· Ability to write well.

· Ability to present materials in a clear and interesting manner.

	· In order to better coordinate MEP services nationally, develop a template and/or example of a State MEP service delivery plan based on best practices and the requirements outlined in the statute, regulations and draft Non-Regulatory Guidance.

· Present the product to State Directors of Migrant Education.

	4. Program Evaluation  
	· In-depth knowledge of program evaluation.

· Ability to provide high quality analyses.

· Ability to write well.

· Ability to present materials in a clear and interesting manner.
	· In order to better coordinate MEP services nationally, conduct a meta analysis of state program evaluations that examines both strategies and findings.

· Present the product to State Directors of Migrant Education.

	5. Binational  Activities
	· Knowledge of the basic demographics of and issues encountered by migrant children who move from Mexico and/or other countries to the U.S.

· Basic knowledge of both the U.S. and Mexican educational systems.

· Knowledge of strategies for helping binational migrant children transition successfully to U.S. schools.

· Knowledge of Mexican business and cultural protocols.

· Ability to provide high quality analyses.

· Ability to write well in both English and Spanish.

· Ability to present materials in a clear and interesting manner in both English and Spanish.
· Ability to create and deliver PowerPoint presentations.

· Ability to facilitate meetings and discussions.
	· In order to better coordinate MEP services nationally, support a professional network of educational leaders involved in Binational activities designed to improve academic services to children who migrate to the U.S. from other countries, particularly Mexico.  

· Enable leaders of the Binational to meet and discuss the types of activities that are needed to support and improve the interstate and intrastate coordination of migrant education projects serving binational migrant youth. 
· Develop and/or support the development of binational information and materials focusing on best practices with respect to binational migrant education programs; materials shall focus on how best to improve the interstate and intrastate coordination of binational migrant education projects.
· Support communication between officials and educators from the U.S. and Mexico with respect to activities that target the educational, health, cultural, and social development of students that migrate between the two countries.  
· Produce an Annual Report and PowerPoint presentation on Binational activities.

	6. Secondary school youth and/or out-of-school migrant youth
	· Knowledge of the literature related to secondary school youth and/or out-of-school youth.

· Ability to produce a literature review.

· Familiarity with research-based service delivery models and/or promising practices to meet the needs of secondary and/or out-of-school migrant youth.

· Ability to provide high quality analyses.

· Ability to write well.

· Ability to present materials in a clear and interesting manner.
	· In order to better coordinate MEP services nationally, produce materials that will assist the Migrant Education community in serving secondary school youth and/or out-of-school youth.

· Present the product to State Directors of Migrant Education.

	7. Research
	· Ability to develop a research agenda.

· Ability to produce an analytic literature review.

· Ability to conduct analyses of identified topics/data.

· Ability to develop and conduct surveys and/or focus groups.

· Able to write high-quality papers, technical reports, or annual reports.
	· In order to better coordinate MEP services nationally, develop research oriented papers and reports.

· Present the product to State Directors of Migrant Education.

	8. Technical Writing
	· Ability to write well and effectively edit written materials produced by others.

· Ability to provide high quality analyses.
	· In order to better coordinate MEP services nationally, develop discussion and/or conference proceedings and/or meeting minutes for specified coordination conferences, meetings and/or workgroups.

	9. Technical Meeting Support
	· Ability to provide print and graphic support,   

· Ability to develop and edit PowerPoint presentations, slides, audio and video materials.  

· Ability to provide technical support for the PowerPoint based polling software or comparable product whose purchase is authorized in this PWS.
	· In order to better coordinate MEP services nationally, provide technical meeting support at coordination meetings.

	10. Other
	· Possess other knowledge and/or technical skills required by the government.
	· Tasks to be described.


Once the COR identifies a project or task which requires a subject matter expert, the Contractor shall submit (1) the resumes of 3 proposed individuals who have a minimum of a Bachelors degree or equivalent experience, experience in the subject matter or technical area, and excellent analytic, writing and/or technical skills; (2) each proposed individual’s fully burdened daily labor rate or fee; and (3) each proposed individual’s estimate of the amount of time required to complete the project or task.  The Contractor shall submit this information to the COR in accordance with the deliverables schedule.  The COR shall review the submitted resumes and notify the Contractor of the selected subject matter expert within (10) ten business days after submission of resumes.

 The Contractor shall provide guidance to and oversee the work produced by any subject matter expert selected and shall ensure the delivery of high quality services and/or products.  The Contractor shall also submit draft and final products (including presentations and meeting proceedings) produced by each subject matter expert in accordance with a schedule that will be negotiated for each project and/or task (see the deliverables schedule).  

For each project or task that culminates in a written product, the Contractor shall produce 150 hard copies of the final product for dissemination to State Directors of Migrant Education and other interested parties and a version that is suitable for posting on the Internet (e.g., meets the Section 508 requirements with regard to accessibility by individuals with disabilities).  For planning purposes, the Contractor shall be prepared to produce two (2) documents each year.

Task 4:  Efficient Contract Reporting

The Contractor shall prepare all reports in Microsoft Word (or Excel for charts or spreadsheets), unless the COR approves another format.  All reports shall be submitted in final form. The COR will provide comments on deliverables / reports to the contractor within 7 business days of receipt of deliverables/reports.  If ED requires changes, the Contractor shall submit amended reports no later than 10 business days after receipt of ED comments.

Sub-Task 4.a Project Management Plan (PMP)

The Contractor shall update the PMP submitted in their final proposal, which addresses the required elements described below.  The Contractor shall submit the updated PMP, which contains the following information, to the COR in accordance with the attached deliverables schedule.  
a) An updated organizational chart that clearly identifies all key staff positions and shows the proposed lines of authority within the Prime Contractor’s organization and with sub-Contractors and/or consultant (if any); 

b) An updated staffing chart that provides: (1) the names of each contract staff member, (2) the position title, (3) whether the individual is considered to be key personnel, (4) the amount of time to be devoted to the contract, in person days (calculated on the basis of 260 work days each year, including pro-rated holidays, vacation time, sick leave, etc.), (5) the fully burdened daily labor rate (includes all costs associated with labor, including salary, benefits, and overhead/indirect costs) 
c) An updated quality control plan for products and services to ensure that they are consistently of high quality.

This requirement shall not modify or alter the contract, but instead will provide a more detailed description of the general procedures included in the proposal and incorporated into the contract.  The Contractor shall update the PMP on an annual basis or when significant changes occur, subject to review and revision by ED staff.  The Contractor shall be available for consultation and discussion with ED staff throughout the period of performance of the contract.

Sub-task 4.b:  Monthly Financial Report

The Contractor shall develop and submit a monthly financial report by the 10th business day of each month that contains the information described below.  The Contractor shall e-mail an electronic copy of each monthly financial report to the CO, CS and the COR.  

Contract Summary Report.  The Contractor shall develop and submit a Microsoft Excel spreadsheet report that provides the following information:  

a) the funding year (i.e., base year, option year #1, option year #2) and funding source (e.g., base contract, contract modification #2),

b) the name of each task,

c) the approved budget for each task, 

d) the amount of funds expended to date for each task,

e) the amount of funds encumbered for each task, and

f) the individual task order balance.

The Contractor shall include a total line on the spreadsheet that provides the sum total of the budgeted funds, expended funds, encumbered funds, and fund balance to provide the status of all funds issued under this contract.  For each "open" task (i.e., not fully executed), the monthly report shall identify any problems in need of resolution and the plan for solving them.  If there are deviations from the PMP, the Contractor shall describe the reason for the change.  
Sub-task 4.c:  Monthly Technical Report

The Contractor shall develop and submit a monthly technical report by the 10th business day of each month that contains the components described below.  The Contractor shall e-mail an electronic copy of each monthly technical report to the CO, CS and the COR.  The monthly technical report shall contain the following section outlined in Items 1 - 4 below:

1. Cumulative Deliverables & Products Report.  The Contractor shall provide (1) a cumulative list of all deliverables that have been submitted to date, including the deliverables that were submitted during the month covered by the report, (2) the date each deliverable was submitted, and (3) to whom each deliverable was submitted.  The Contractor shall also provide a list of products (including presentations) that were prepared by subject matter experts and identify the author/developer of the product.  

2. Cumulative Meeting Report.  The Contractor shall submit a cumulative meeting report of all meetings that have been completed to date, including meetings that were held during the month covered by the report that includes:  (1) the line item number, (2) the task number, (3) the date of the meeting, (4) the name of the meeting, (5) the location of the meeting, (6) the number of participants who required travel support, (7) the total number of participants, and (8) the total meeting cost.  A sample format has been provided below.    

In addition, the Contractor shall provide:  (1) an interim and final budget for each meeting with expenses by category (including personnel, fringe benefits, hotel meeting costs (meeting space, breaks, audiovisual equipment), travel (airfare, hotel, per diem/meals, ground transportation), supplies and materials, communications/ postage, consultants/contract labor, and other costs; where applicable, indicate in a footnote that the cost is “projected” rather than “final”), (2) the total meeting cost, (3) a list of all meeting participants that identifies which ones were supported through this contract and which ones participated at their own expense, (4) recommendations for improving future meetings, and (5) explanatory comments, where needed.  
Cumulative Meeting Report

	No
	Task
	Date(s)
	Meeting Name
	Location
	Number of Participants Given Travel Support
	Total Number of Participants
	Total  Cost

	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	

	TOTALS
	
	
	$


3. Cumulative Contractor Travel Report.  The Contractor shall submit a cumulative contractor travel report that follows the sample format provided below, which includes (1) the line number, (2) the number of the task that authorizes the travel (e.g., 6.1.a), (3) the date(s) of the meeting, (4) the name of the meeting, (5) the purpose of the meeting, (6) the location of the meeting, (7) the names of the traveler(s), and (8) the cost.  
Cumulative Contractor Travel Report
	No
	Task
	Date(s)
	Meeting Name
	Purpose
	Location
	Traveler(s)
	Cost

	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	TOTAL
	$


4. Cumulative Subject Matter Expert Report.  Each month, the Contractor shall produce an updated cumulative report that contains (1) the line number, (2) the name of any task and/or product initiated to date that requires the services of a Subject Matter Expert, (3) the Subject Matter Expert providing the service and/or developing the product, (4) the number of hours each Subject Matter Expert spent working on the task and/or product, and (5) the total cost of the task and/or product.  Any time the Subject Matter Expert is required to present, train, or provide onsite technical assistance, the Contractor’s report shall include:  (1) a copy of the agenda, (2) the name of each attendee (for meetings with over 10 attendees, it is sufficient to have the number of participants), (3) copies of meeting notes and/or workshop materials, and (4) an evaluation of participant satisfaction assistance.   

Cumulative Subject Matter Expert Report

	No.
	Task/Product  
	Subject Matter Expert
	Labor Days
	Completed

Y= Yes

N=No
	Total  Cost

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	

	TOTAL
	$


Government Furnished Property, Materials and/or Information

ED will provide the Contractor with the following property, materials, residual inventory, and/or information:
	NO.
	ITEM

	1. 
	The meeting date or criteria for selecting a date.

	2. 
	Letters of invitation, meeting agendas and other relevant meeting correspondence transmitted to participants by ED.

	3. 
	A list of approved participants for the meeting, including current OME staff and other invitees, where applicable.  

	4. 
	A Customer Survey approved by the Office of Management and Budget (OMB) to solicit information needed for the meeting, if required.

	5. 
	The most current biographies of State Directors of Migrant Education and OME staff (will be provided in the base year of the contract); the contractor shall produce subsequent updates.

	6. 
	A final audiovisual equipment list for each meeting, where it differs from the standard list provided in the Appendices to this document.

	7. 
	An LCD projector. 

	8. 
	The contents for the meeting notebooks, folders and/or CD-ROMs, as needed.

	9. 
	An electronic copy of the migrant logo (will be provided prior to the first meeting during the base year of the contract).  

	10. 
	A format for the written summary of meeting evaluations.

	11. 
	The Guide to Publishing at the U.S. Department of Education http://www.ed.gov/internal/GuidetoPublishing.doc.


NOTE:   For the purposes of this contract, all publications or written reports shall be developed in accordance with the guidance found in the Chicago Manual of Style, 15th Edition; the Associated Press Stylebook 2003; the Elements of Style, Third Edition, by William Strunk, Jr. and E. B. White; and the Webster’s New College Dictionary, 1999.  

The website for the Chicago Manual of Style can be accessed at:  http://www.chicagomanualofstyle.org/contents.html, and the Elements of Style may be accessed at http://www.bartleby.com/141/.
7.0 SCHEDULE OF DELIVERABLES FOR THE MIGRANT EDUCATION COORDINATION SUPPORT CONTRACT 

The Contractor shall e-mail every key deliverable identified in the following table with an asterisk (*) to the Contracting Officer (CO), Contract Specialist (CS), Contracting Officer’s Representative (COR), and Technical Task Monitor (TTM) in accordance with the prescribed schedule.  The Contractor shall e-mail deliverables that are not identified with an asterisk (*) to the COR and TTM in accordance with the prescribed schedule.  The Contractor shall e-mail documents in an MS Word format unless another format is approved by ED. 
	Task No.
	Contractor Deliverable

	Due Date

	1.b
	Transition-In Activities
	30 business days after contract award

	1.c
	Final Transition Plan
	60 business days after completion of Task 1.b

	2.a.
	Event Specification Form that provides the requirements for each type of meeting.
	20 business days after the effective date of the contract; 5 business days after revisions are requested by ED staff

	2.a.
	Hotel Selection Criteria
	20 business days after the effective date of the contract; 5 business days after revisions are requested by ED staff

	2.a.
	The following information for 3 hotels that meet the Hotel Selection Criteria:  (1) price quotes for the meeting space, light morning and afternoon refreshments, and hotel guest rooms, (2) the floor plan for the meeting space that indicates the assigned meeting rooms, (3) the terms of the contract being offered by the hotel, including the guest room guarantees, guest room release date, room cancellation, and (4) identification of a preferred hotel.
	5 business days after being requested by the COR or TTM

	2.a.
	Copy of the Signed Hotel Contract
	One business day after the contract is signed

	2.a.
	Standard Travel Request Form and Contractor’s Travel Regulations/Policies.
	20 business days after the effective date of the contract; 5 business days after revisions are requested by ED staff

	2.a.
	Updated participant list.
	Every Friday by noon until the meeting date beginning 20 business days prior to the meeting (unless an earlier start date is specified by the COR)

	2.a.
	A written summary of the results of a customer satisfaction survey (i.e., meeting evaluation).  
	10 business days after each meeting where a written evaluation is used.

	2.f.
	Meeting materials (e.g., notebooks, folders and/or CD-ROMs for all meeting participants, including ED staff).
	The first day of the meeting

	3.
	Names of all proposed subject matter experts for approval by the COR.
	5 business days after request for subject matter expertise is received from ED staff.

	3.
	Draft and final products (including presentations) produced by subject matter experts.
	In accordance with the deliverables schedule negotiated each time a subject matter expert is selected for a specific project. 

	3.
	Draft and final meeting minutes.
	15 business days after each meeting of over 26 participants; 10 business days after each meeting with less than 25 participants

	4.
	Updated Project Management Plan (PMP) 
	15 business days after the effective date of the contract and/or 15 business days after each option period is exercised

	4.
	Monthly financial report
	The 10th business day each month 

	4.
	Monthly technical report
	The 10th business day each month 

	4.
	Meeting report 
	30 business days after the final meeting date


8.0 Applicable Documents

· Federal Travel Regulations: http://www.policyworks.gov/org/main/mt/homepage/mtt/FTR/FTRHP.shtml 

· Federal Domestic Per Diem Rates: http://www.gsa.gov/Portal/gsa/ep/contentView.do?programId=9704&channelId=-15943&ooid=16365&contentId=17943&pageTypeId=8203&contentType=GSA_BASIC&programPage=%2Fep%2Fprogram%2FgsaBasic.jsp&P=MTT. 

· Department of Education Acquisition Regulations (EDAR):  http://www.ed.gov/policy/fund/reg/clibrary/edar.html?exp=0
· The Guide to Publishing at the U.S. Department of Education: http://www.ed.gov/internal/GuidetoPublishing.doc.

· The Chicago Manual of Style:  http://www.chicagomanualofstyle.org/contents.html.  
· Elements of Style:  http://www.bartleby.com/141/.
· ED Style Guide and Requirements:  http://www.ed.gov/internal/styleguide/external.html
9.0 APPENDICES

· Appendix A:  Conferences with 75 or More Participants

· Appendix B:  Meetings with 26 – 74 Participants

· Appendix C:  Work Groups with 25 or Fewer Participants (on average)
APPENDIX A:  CONFERENCES WITH 75 OR MORE PARTICIPANTS

Unless otherwise instructed, the Contractor, in consultation with ED staff, shall provide the planning, logistical, and facilitation support that is necessary to conduct conferences with 75 or more participants, including, but not limited to, the following (see below).  Moreover, the Contractor shall pay all associated costs out of the contract budget and shall adhere to the Federal Travel Regulations that are referenced in the Applicable Documents section of this document.

	NO
	TASK

	
	Determine meeting specifications

	1. 
	In conjunction with ED staff, develop, refine and use an Event Specifications Form to outline the requirements for each large meeting.  The objective is to find a simple way to ensure that the Contractor provides all services, materials and equipment that are needed for each meeting.

	
	Secure a hotel in the Washington, D.C. metropolitan area (or a comparably priced location) to convene and lodge meeting participants.

	2. 
	In conjunction with ED staff, develop hotel criteria including, but not limited to:  (1) will honor federal government per diem rates, (2) has high quality meeting space (i.e., no internal pillars, spacious rooms, good lighting), (3) is Metro accessible (i.e., no more than 3 blocks from a Metro station),  (4) is convenient to local restaurants, and (5) is generally a clean, high quality facility.  

	3. 
	Identify and recommend a minimum of three suitable hotels to the COR in the selected location that meet the criteria described above as well as any additional specifications provided by ED staff (e.g., meeting space may need to be large enough to accommodate a particular room arrangement).  The Contractor shall negotiate for favorable rates with each hotel.

	4. 
	Make every effort to select hotel sites with access for disabled individuals, as well as making appropriate travel arrangements and meeting accommodations, if required.

	5. 
	For each hotel, e-mail the COR:  (1) price quotes for the meeting space, light morning and afternoon refreshments, and hotel guest rooms, (2) the floor plan for the meeting space that indicates the assigned meeting rooms, (3) the terms of the contract being offered by the hotel, including the guest room guarantees, guest room release date, room cancellation, and (4) identification of a preferred hotel.

	6. 
	After conferring with ED staff, conduct an onsite inspection of the meeting and guest room space of the most suitable hotels to determine which hotel is preferred. 
  

	7. 
	Recommend a preferred hotel to the COR.

	8. 
	After the Department has selected a preferred hotel, negotiate a contract with the hotel that conforms to the requirements in this table and any additional specifications provided by ED staff.
· Negotiate with the hotel, to the extent possible, for free or discounted parking for local Department staff that will transport materials to the meeting.  

· Send the contract to the Department for final review and approval before the contract is signed.

	9. 
	E-mail (preferred) or FAX a copy of the signed hotel contract to the COR by the next business day following signature.

	
	Make travel arrangements for meeting participants and provide per diem and other authorized expenses.  

	10. 
	Develop and use a standard Travel Request Form for approved meeting participants (hereinafter “participants”) to provide basic information and express their travel preferences (e.g., preferred travel dates and times).

	11. 
	Correspond with participants via e-mail to make their travel arrangements.  Provide them with the standard Travel Request Form described above and the contractor’s Travel Regulations/Policies.

	12. 
	Purchase airline, train and/or bus tickets that reflect the best possible value and reasonable accommodation of each traveler’s schedule (follow the Buy America Act, which was enacted to establish a preference for procuring U.S. domestic articles, materials and supplies when purchased for public use in the United States; see section 25.100 of the Federal Acquisition Regulation).

· Ensure that participants receive their airline, train or bus tickets and meeting materials (where needed) a minimum of seven (7) days prior to the meeting (exceptions can be made under extraordinary circumstances).  

	13. 
	Ensure that participants have airline, train and/or bus tickets and other required materials. 

	14. 
	Resolve any travel problems that participants may encounter (e.g., flights that are cancelled due to weather conditions, changes due to illness or family emergencies).  Keep the COR informed of significant changes (e.g., participants will miss the meeting or arrive late).

	15. 
	Reimburse participants for covered airline, train and/or bus tickets, ground transportation, per diem, lodging, and other authorized expenses pursuant to amounts allowed by the Federal Travel Regulations within 20 business days of submission of all receipts and other required paperwork.

	
	Make and pay for hotel guest arrangements for approved meeting participants.
  

	16. 
	Contact all sponsored meeting invitees to determine if they (1) plan to attend the meeting, and (2) require lodging.

	17. 
	E-mail the COR and/or Technical Task Monitor an updated participant list every Friday leading up to the event beginning 20 business days prior to the event (see the “Deliverables” section of this Performance Work Statement).  

· Include information on any individuals who have registered for the meeting who will attend at their own expense.

· Inform ED staff by e-mail of any participant contact information that has changed and therefore needs to be updated.  

	18. 
	Verify that hotel guest rooms are reserved for every individual identified on the participant list.  

	19. 
	Decline to release hotel guest rooms to potential meeting attendees not being sponsored through the contract until all meeting participants who require travel support are accommodated.  

	20. 
	Provide a final participant list to the hotel.  

	21. 
	Collect and use statistics on the actual number of guest rooms used at each meeting to estimate the number of guest rooms that will be needed at future meetings (i.e., base guest rooms guarantees on the average number of guest rooms used in prior years).

	
	Make arrangements and pay for hotel meeting space.

	22. 
	Secure a primary hotel meeting room that will comfortably accommodate the group for the duration of the meeting and that is large enough to allow for the rearrangement of tables if necessary.  

· Have the hotel meeting room is set-up (i.e., arranged) in accordance with the specifications provided by ED staff. 

	23. 
	Secure a room to be used by presenters, contract staff, and OME staff to convene, store materials, etc. for all meeting days.  

· Have the room set-up in accordance with the meeting room specifications provided by ED staff.

	24. 
	Negotiate changes in the room set-up (i.e., arrangement of tables and chairs) with the hotel if requested by ED staff.

	
	Provide Equipment, Materials and Supplies

	25. 
	Provide an LCD projector with a remote control and carrying case that has a sufficient number of lumens to be used at large meetings (i.e., around 2500-3000 lumens).  An LCD projector will be provided by the government, but may need to be replaced over the course of the contract (see the government furnished property section of this document).  

	26. 
	Provide and set up meeting equipment in accordance with specifications provided by ED staff  (in general, this will include a large projection screen, flip charts, a table top podium, lavaliere microphones and cordless microphones).  ED staff will notify the contractor of any changes to equipment and audio/visual needs within 2 business days of the meeting.  The Contractor shall be prepared to handle unforeseen equipment needs that may arise during the course of the meeting (e.g., equipment failures).

	27. 
	Prepare tabbed meeting notebooks, folders and/or CD-ROMs for participants, including Department staff and participants who attend the meeting at their own expense.  The Contractor shall provide the notebooks, notebook covers, printed table of contents, pre-printed tabs, etc., and shall copy materials and assemble the notebooks.  The Department will provide the contents of the meeting notebooks, folders and/or CD-ROMs to the contractor on a mutually agreed upon timeframe.

	28. 
	Provide common meeting supplies for each participant including a (1) writing tablet, (2) pen, (3) package of brightly colored post-it notes, and (4) transparent highlighter marker.  

	29. 
	Provide the following general meeting supplies for the group as a whole, including but not limited to the following:  (1) masking tape, (2) high quality markers, (3) brightly colored index cards, (4) post-it flip chart pads (may either purchase the flip chart pads and mail them to the hotel or have the hotel supply them, whichever is more cost-effective), (5) “Ask It Baskets” for each participant table (covered shoe boxes that have a slit cut in the top for participants to insert index cards with questions; boxes should open easily so questions can be retrieved), and (6) other general supplies as requested.

	30. 
	Provide mailers (either bags or boxes) and mailing labels for meeting materials.  The Contractor shall ensure that the mailers are large enough to hold the meeting notebooks and/or materials and are sturdy enough to arrive intact when mailed.

	31. 
	Mail the meeting notebooks, folders and/or CD-ROMs, supplies, and other materials directly to the sales manager for this meeting at the hotel via the most cost-effective and reliable express delivery method.  The Contractor shall clearly label the materials as per the hotel’s requirements.  

	32. 
	Provide easily visible, poster size directional signs to the meeting.

	
	Provide Professional Services

	33. 
	Recommend how the meeting should be designed to meet the purpose and/or objectives of a particular activity, for example, a Summer Institute for 49 State Directors of Migrant Education Programs and their staff (if requested).

	34. 
	Print and mail meeting announcements and other materials related to registration for the meeting.  The Contractor shall obtain prior approval of all meeting materials from ED before they are transmitted to potential participants.

	35. 
	Develop a Call for Proposals for the conference for approval by the COR (if requested).
· Mail the approved Call for Proposals to prospective conference attendees.

	36. 
	Market the conference and promote its activities, so as to attract quality presenters and presentations (if requested).

	37. 
	Produce a written summary of the results of a customer survey to determine what topics participants would like to see on the agenda (the survey will be developed and disseminated by the OME; see the government furnished property section of this document; this may not be required for all conferences). 

	38. 
	Produce a draft conference agenda for OME review and approve (if requested).

	39. 
	Recommend and provide (if needed, via contract) expert, consultant and/or speaker services (if requested).  ED reserves the right to specify conference speakers and/or to approve speakers recommended by the Contractor.

	40. 
	Develop, and submit to the COR for approval, the selection criteria that will be used to review and recommend approval of presentation proposals.

	41. 
	Produce or compile a participant directory or other materials that may be needed for the meeting.

	42. 
	Produce meeting minutes, notes, proceedings, and/or summaries (if requested).  The Contractor shall ensure that the minutes are sufficiently detailed that the meeting discussions and proceedings will be clear to non-participants.

	43. 
	Provide or contract for translation services (if requested).

	
	Provide Advance, Onsite and Post-Meeting Support

	44. 
	Provide “necklace style” nametags and table tent name cards for all participants, including invitees, presenters, invited guests, OME staff, and other identified ED staff.  ED will provide a list of current OME staff and other invitees (see the government furnished property section of this document).  

· The tent cards shall include the migrant logo, the name of the State Director or Department staff member, and the abbreviation of the State that the Director is representing or the participant’s organizational affiliation (in parenthesis).  Example:  Mary Mulloy (VT); Francisco Garcia (OME).  ED staff will provide an electronic copy of the migrant logo to the Contractor; see the government furnished property section of this document.

	45. 
	Set the room up prior to the meeting (e.g., set out meeting notebooks, and other meeting materials).  

	46. 
	Determine seating/grouping arrangements (if requested).  Alternately, ED may provide a seating chart that specifies the seating arrangement the morning of the meeting.

	47. 
	Provide onsite registration and disseminate prepared meeting materials.  

	48. 
	Provide information on meeting logistics (e.g., hotel lay-out, location of restaurants, etc.).

	49. 
	Procure miscellaneous hotel services, as needed (e.g., copying, facsimile use).  

	50. 
	Serve as the Time Keeper for plenary presentations, as needed.  The Contractor shall hold up a visual “cue card” when the presenter is 10 minutes, 5 minutes, 2 minutes, and 1 minute from the end of his/her allotted time; hold up a card that says “TIME” once the time has ended.

	51. 
	Serve as a flipchart scribe/recorder for plenary sessions, as needed (generally will only require one Contractor at any given time).

	52. 
	Ensure that participants return promptly after breaks (use a chime or other technique to announce the end of established breaks).

	53. 
	Staff a Registration/Help Desk during the event to handle questions regarding meeting logistics and troubleshoot any issues that may arise during the course of the meeting (The Contractor shall have staff available during registration, when assembling mailings and during other busy time periods).

	54. 
	Monitor meeting room lighting and temperature and have the hotel make adjustments as needed.

	
	Evaluate the Meeting

	55. 
	Prepare a written summary of participants meeting evaluations using a format provided by ED (see the government furnished property section of this document).

	56. 
	Debrief with ED after the meeting to recommend improvements for future meetings.

	
	Meeting Reports

	57. 
	Prepare a meeting expenditure report within 30 business days of the meeting as specified in the “Monthly Reports” section of this document.


APPENDIX B:  MEETINGS WITH 26 – 74 PARTICIPANTS

Unless otherwise instructed, the Contractor, in consultation with ED staff, shall provide the planning, logistical, and facilitation support that is necessary to conduct meetings with 26 – 74 participants, including, but not limited to, the following tasks (see below).  Moreover, the Contractor shall pay all associated costs out of the contract budget and shall adhere to the Federal Travel Regulations that are referenced in the Applicable Documents section of this document.

	NO
	TASK

	
	Determine meeting specifications

	1. 
	In conjunction with ED staff, develop, refine and use an Event Specifications Form to outline the requirements for each meeting.  The objective is to find a simple way to ensure that the Contractor provides all services, materials and equipment that are needed for each meeting.

	
	Secure a hotel in the Washington, D.C. metropolitan area (or a comparably priced location) to convene and lodge meeting participants.

	2.


	In conjunction with ED staff, develop hotel criteria including, but not limited to:  (1) will honor federal government per diem rates, (2) has high quality meeting space (i.e., no internal pillars, spacious rooms, good lighting), (3) is Metro accessible (i.e., no more than 3 blocks from a Metro station),  (4) is convenient to local restaurants, and (5) is generally a clean, high quality facility.  

	3.


	Identify and recommend a minimum of three suitable hotels to the COR in the selected location that meet the criteria described above as well as any additional specifications provided by ED staff (e.g., meeting space may need to be large enough to accommodate a particular room arrangement).  The Contractor shall negotiate for favorable rates with each hotel.

	4.
	Make every effort to select hotel sites with access for disabled individuals, as well as making appropriate travel arrangements and meeting accommodations, if required.

	5.


	For each hotel, e-mail the COR:  (1) price quotes for the meeting space, light morning and afternoon refreshments, and hotel guest rooms, (2) the floor plan for the meeting space that indicates the assigned meeting rooms, (3) the terms of the contract being offered by the hotel, including the guest room guarantees, guest room release date, room cancellation, and (4) identification of a preferred hotel.

	6.
	After conferring with ED staff, conduct an onsite inspection of the meeting and guest room space of the most suitable hotels to determine which hotel is preferred.  

	7.
	Recommend a preferred hotel to the COR.


	8.
	After the Department has selected a preferred hotel, negotiate a contract with the hotel that conforms to the requirements in this table and any additional specifications provided by ED staff.
· Negotiate with the hotel, to the extent possible, for free or discounted parking for local Department staff that will transport materials to the meeting.  

· Send the contract to the Department for final review and approval before the contract is signed.

	9.
	E-mail (preferred) or FAX a copy of the signed hotel contract to the COR by the next business day following signature.

	
	Make travel arrangements for meeting participants and provide per diem and other authorized expenses.  

	10.
	Develop and use a standard Travel Request Form for approved meeting participants (hereinafter “participants”) to provide basic information and express their travel preferences (e.g., preferred travel dates and times).

	11.
	Correspond with participants via e-mail to make their travel arrangements.  Provide them with the standard Travel Request Form described above and the contractor’s Travel Regulations/Policies.

	12.
	Purchase airline, train and/or bus tickets that reflect the best possible value and reasonable accommodation of each traveler’s schedule (follow the Buy America Act, which was enacted to establish a preference for procuring U.S. domestic articles, materials and supplies when purchased for public use in the United States; see section 25.100 of the Federal Acquisition Regulation).

· Ensure that participants receive their airline, train or bus tickets and meeting materials (where needed) a minimum of seven (7) days prior to the meeting (exceptions can be made under extraordinary circumstances).  

	13.
	Ensure that participants have airline, train and/or bus tickets and other required materials. 

	14.
	Resolve any travel problems that participants may encounter (e.g., flights that are cancelled due to weather conditions, changes due to illness or family emergencies).  Keep the COR informed of significant changes (e.g., participants will miss the meeting or arrive late).

	15.
	Reimburse participants for covered airline, train and/or bus tickets, ground transportation, per diem, lodging, and other authorized expenses pursuant to amounts allowed by the Federal Travel Regulations within 20 business days of submission of all receipts and other required paperwork.

	
	Make and pay for hotel guest arrangements for approved meeting participants.
  

	16.
	Contact all sponsored meeting invitees to determine if they (1) plan to attend the meeting, and (2) require lodging.

	17.
	E-mail the COR and/or Technical Task Monitor an updated participant list every Friday leading up to the event beginning 20 business days prior to the event (see the “Deliverables” section of this Performance Work Statement).  

· Include information on any individuals who have registered for the meeting who will attend at their own expense.

· Inform ED staff by e-mail of any participant contact information that has changed and therefore needs to be updated.  

	18.
	Verify that hotel guest rooms are reserved for every individual identified on the participant list.  

	19.
	Decline to release hotel guest rooms to potential meeting attendees not being sponsored through the contract until all meeting participants who require travel support are accommodated.  

	20.
	Provide a final participant list to the hotel.  

	21.
	Collect and use statistics on the actual number of guest rooms used at each meeting to estimate the number of guest rooms that will be needed at future meetings (i.e., base guest rooms guarantees on the average number of guest rooms used in prior years).

	
	Make arrangements and pay for hotel meeting space.

	22.
	Secure a primary hotel meeting room that will comfortably accommodate the group for the duration of the meeting and that is large enough to allow for the rearrangement of tables if necessary.  

· Have the hotel meeting room is set-up (i.e., arranged) in accordance with the specifications provided by ED staff. 

	23.


	Secure a room to be used by presenters, contract staff, and OME staff to convene, store materials, etc. for all meeting days.  

· Have the room set-up in accordance with the meeting room specifications provided by ED staff.

	24.
	Negotiate changes in the room set-up (i.e., arrangement of tables and chairs) with the hotel if requested by ED staff.

	
	Provide Equipment, Materials and Supplies

	25.
	Provide an LCD projector with a remote control and carrying case that has a sufficient number of lumens to be used at large meetings (i.e., around 2500-3000 lumens).  An LCD projector will be provided by the government, but may need to be replaced over the course of the contract (see the government furnished property section of this document).  

	26.
	Provide and set up meeting equipment in accordance with specifications provided by ED staff  (in general, this will include a large projection screen, flip charts, a table top podium, lavaliere microphones and cordless microphones).  ED staff will notify the contractor of any changes to equipment and audio/visual needs within 2 business days of the meeting.  The Contractor shall be prepared to handle unforeseen equipment needs that may arise during the course of the meeting (e.g., equipment failures).

	27.
	Prepare tabbed meeting notebooks, folders and/or CD-ROMs for participants, including Department staff and participants who attend the meeting at their own expense.  The Contractor shall provide the notebooks, notebook covers, printed table of contents, pre-printed tabs, etc., and shall copy materials and assemble the notebooks.  The Department will provide the contents of the meeting notebooks, folders and/or CD-ROMs to the contractor on a mutually agreed upon timeframe.

	28.
	Provide common meeting supplies for each participant including a (1) writing tablet, (2) pen, (3) package of brightly colored post-it notes, and (4) transparent highlighter marker.  

	29.
	Provide the following general meeting supplies for the group as a whole, including but not limited to the following:  (1) masking tape, (2) high quality markers, (3) brightly colored index cards, (4) post-it flip chart pads (may either purchase the flip chart pads and mail them to the hotel or have the hotel supply them, whichever is more cost-effective), (5) “Ask It Baskets” for each participant table (covered shoe boxes that have a slit cut in the top for participants to insert index cards with questions; boxes should open easily so questions can be retrieved), and (6) other general supplies as requested.

	30.
	Provide mailers (either bags or boxes) and mailing labels for meeting materials.  The Contractor shall ensure that the mailers are large enough to hold the meeting notebooks and/or materials and are sturdy enough to arrive intact when mailed.

	31.
	Mail the meeting notebooks, folders and/or CD-ROMs, supplies, and other materials directly to the sales manager for this meeting at the hotel via the most cost-effective and reliable express delivery method.  The Contractor shall clearly label the materials as per the hotel’s requirements.  

	32.
	Provide easily visible, poster size directional signs to the meeting.

	
	Provide Professional Services

	33.
	Recommend how the meeting should be designed to meet the purpose and/or objectives of a particular activity, for example an annual two-day meeting of 50 State Directors of Migrant Education Programs (if requested).

	34.
	Produce a written summary of the results of a customer survey to determine what topics participants would like to see on the agenda (the survey will be developed and disseminated by the OME; see the government furnished property section of this document; this may not be required for all conferences). 

	35.
	Recommend and provide (if needed, via contract) expert, consultant and/or speaker services (if requested; ED reserves the right to specify conference speakers).

	36.


	Compile short biographies of State Directors of Migrant Education and OME staff (the base year of the contract, the OME will provide the biographies from the previous year; see the government furnished property section of this document).  

	37.
	Produce meeting minutes, notes, proceedings, and/or summaries (if requested).  The Contractor shall ensure that the minutes are sufficiently detailed that the meeting discussions and proceedings will be clear to non-participants.

	
	Provide Advance, Onsite and Post-Meeting Support

	38.
	Provide “necklace style” nametags and table tent name cards for all participants, including invitees, presenters, invited guests, OME staff, and other identified ED staff.  ED will provide a list of current OME staff and other invitees (see the government furnished property section of this document).  

· The tent cards shall include the migrant logo, the name of the State Director or Department staff member, and the abbreviation of the State that the Director is representing or the participant’s organizational affiliation (in parenthesis).  Example:  Mary Mulloy (VT); Francisco Garcia (OME).  ED staff will provide an electronic copy of the migrant logo to the Contractor; see the government furnished property section of this document.

	39.
	Set the room up prior to the meeting (e.g., set out meeting notebooks, and other meeting materials).  

	40.
	Determine seating/grouping arrangements (if requested).  Alternately, ED may provide a seating chart that specifies the seating arrangement the morning of the meeting.

	41.
	Provide onsite registration and disseminate prepared meeting materials.  

	42.
	Provide information on meeting logistics (e.g., hotel lay-out, location of restaurants, etc.).

	43.
	Procure miscellaneous hotel services, as needed (e.g., copying, facsimile use).  

	44.
	Serve as the Time Keeper for presentations, if requested.  The Contractor shall hold up a visual “cue card” when the presenter is 10 minutes, 5 minutes, 2 minutes, and 1 minute from the end of his/her allotted time; hold up a card that says “TIME” once the time has ended.

	45.
	Serve as a flipchart scribe/recorder for individual sessions, as needed (generally will only require one Contractor at any given time).

	46.
	Ensure that participants return promptly after breaks (use a chime or other technique to announce the end of established breaks).

	47.
	Staff a Registration/Help Desk during the event to handle questions regarding meeting logistics and troubleshoot any issues that may arise during the course of the meeting (The Contractor shall have staff available during registration, when assembling mailings and during other busy time periods).

	48.
	Monitor meeting room lighting and temperature and have the hotel make adjustments as needed.

	49.
	Provide mailing labels and organize the mailing of all meeting materials to participants (including the notebooks, if applicable). 

	50.
	Mail meeting materials, via the most cost-effective and reliable express delivery method, to State Directors and other invited guests who were unable to attend the meeting (materials can be mailed from the meeting hotel).  

	51.
	Send meeting materials to any invited participant who was not able to attend the meeting (materials may be sent from the conference hotel).

	
	Evaluate the Meeting

	52.
	Prepare a written summary of participants meeting evaluations using a format provided by ED (see the government furnished property section of this document).

	53.
	Debrief with ED after the meeting to recommend improvements for future meetings.

	
	Meeting Reports

	54.
	Prepare a meeting expenditure report within 30 business days of the meeting as specified in the “Monthly Reports” section of this document.


APPENDIX C:  WORK GROUPS WITH 25 OR FEWER PARTICIPANTS 

Unless otherwise instructed, the Contractor, in consultation with ED staff, shall provide the planning, logistical, and facilitation support that is necessary to conduct work groups with 25 or fewer participants (on average), including, but not limited to, the following tasks (see below).  Moreover, the Contractor shall pay all associated costs out of the contract budget and shall adhere to the Federal Travel Regulations that are referenced in the Applicable Documents section of this document.

	NO
	TASK

	
	Determine meeting specifications

	58. 
	In conjunction with ED staff, develop, refine and use an Event Specifications Form to outline the requirements for each work group.  The objective is to find a simple way to ensure that the Contractor provides all services, materials and equipment that are needed for each meeting.

	
	Secure a hotel in the Washington, D.C. metropolitan area (or a comparably priced location) to convene and lodge meeting participants.

	59. 
	In conjunction with ED staff, develop hotel criteria including, but not limited to:  (1) will honor federal government per diem rates, (2) has high quality meeting space (i.e., no internal pillars, spacious rooms, good lighting), (3) is Metro accessible (i.e., no more than 3 blocks from a Metro station),  (4) is convenient to local restaurants, and (5) is generally a clean, high quality facility.  

	60. 
	Identify and recommend a minimum of three suitable hotels to the COR in the selected location that meet the criteria described above as well as any additional specifications provided by ED staff (e.g., meeting space may need to be large enough to accommodate a particular room arrangement).  The Contractor shall negotiate for favorable rates with each hotel.

	61. 
	Make every effort to select hotel sites with access for disabled individuals, as well as making appropriate travel arrangements and meeting accommodations, if required.

	62. 
	For each hotel, e-mail the COR:  (1) price quotes for the meeting space, light morning and afternoon refreshments, and hotel guest rooms, (2) the floor plan for the meeting space that indicates the assigned meeting rooms, (3) the terms of the contract being offered by the hotel, including the guest room guarantees, guest room release date, room cancellation, and (4) identification of a preferred hotel.

	63. 
	After conferring with ED staff, conduct an onsite inspection of the meeting and guest room space of the most suitable hotels to determine which hotel is preferred.  

	64. 
	Recommend a preferred hotel to the COR.


	65. 
	After the Department has selected a preferred hotel, negotiate a contract with the hotel that conforms to the requirements in this table and any additional specifications provided by ED staff.
· Negotiate with the hotel, to the extent possible, for free or discounted parking for local Department staff that will transport materials to the meeting.  

· Send the contract to the Department for final review and approval before the contract is signed.

	66. 
	E-mail (preferred) or FAX a copy of the signed hotel contract to the COR by the next business day following signature.

	
	Make travel arrangements for meeting participants and provide per diem and other authorized expenses.  

	67. 
	Develop and use a standard Travel Request Form for approved meeting participants (hereinafter “participants”) to provide basic information and express their travel preferences (e.g., preferred travel dates and times).

	68. 
	Correspond with participants via e-mail to make their travel arrangements.  Provide them with the standard Travel Request Form described above and the contractor’s Travel Regulations/Policies.

	69. 
	Purchase airline, train and/or bus tickets that reflect the best possible value and reasonable accommodation of each traveler’s schedule (follow the Buy America Act, which was enacted to establish a preference for procuring U.S. domestic articles, materials and supplies when purchased for public use in the United States; see section 25.100 of the Federal Acquisition Regulation).

· Ensure that participants receive their airline, train or bus tickets and meeting materials (where needed) a minimum of seven (7) days prior to the meeting (exceptions can be made under extraordinary circumstances).  

	70. 
	Ensure that participants have airline, train and/or bus tickets and other required materials. 

	71. 
	Resolve any travel problems that participants may encounter (e.g., flights that are cancelled due to weather conditions, changes due to illness or family emergencies).  Keep the COR informed of significant changes (e.g., participants will miss the meeting or arrive late).

	72. 
	Reimburse participants for covered airline, train and/or bus tickets, ground transportation, per diem, lodging, and other authorized expenses pursuant to amounts allowed by the Federal Travel Regulations within 20 business days of submission of all receipts and other required paperwork.

	
	Make and pay for hotel guest arrangements for approved meeting participants.
  

	73. 
	Contact all sponsored meeting invitees to determine if they (1) plan to attend the meeting, and (2) require lodging.

	74. 
	E-mail the COR and/or Technical Task Monitor an updated participant list every Friday leading up to the event beginning 20 business days prior to the event (see the “Deliverables” section of this Performance Work Statement).  

· Include information on any individuals who have registered for the meeting who will attend at their own expense).

· Inform ED staff by e-mail of any participant contact information that has changed and therefore needs to be updated.  

	75. 
	Verify that hotel guest rooms are reserved for every individual identified on the participant list.  

	76. 
	Decline to release hotel guest rooms to potential meeting attendees not being sponsored through the contract until all meeting participants who require travel support are accommodated.  

	77. 
	Provide a final participant list to the hotel.  

	78. 
	Collect and use statistics on the actual number of guest rooms used at each meeting to estimate the number of guest rooms that will be needed at future meetings (i.e., base guest rooms guarantees on the average number of guest rooms used in prior years).

	
	Make arrangements and pay for hotel meeting space.

	79. 
	Secure a primary hotel meeting room that will comfortably accommodate the group for the duration of the meeting and that is large enough to allow for the rearrangement of tables if necessary.  

· Have the hotel meeting room is set-up (i.e., arranged) in accordance with the specifications provided by ED staff. 

	80. 
	Negotiate changes in the room set-up (i.e., arrangement of tables and chairs) with the hotel if requested by ED staff.

	
	Provide Equipment, Materials and Supplies

	81. 
	Provide an LCD projector with a remote control and carrying case that has a sufficient number of lumens to be used at a small meeting, if needed.  An LCD projector will be provided by the government, but may need to be replaced over the course of the contract (see the government furnished property section of this document).  

	82. 
	Provide and set up meeting equipment in accordance with specifications provided by ED staff  (in general, this will include a large projection screen and flip chart).  ED staff will notify the contractor of any changes to equipment and audio/visual needs within 2 business days of the meeting.  The Contractor shall be prepared to handle unforeseen equipment needs that may arise during the course of the meeting (e.g., equipment failures).

	83. 
	Provide common meeting supplies for each participant including a (1) writing tablet, (2) pen, (3) package of brightly colored post-it notes, and (4) transparent highlighter marker.  

	84. 
	Provide the following general meeting supplies for the group as a whole, including but not limited to the following:  (1) masking tape, (2) high quality markers, (3) brightly colored index cards, (4) post-it flip chart pads (may either purchase the flip chart pads and mail them to the hotel or have the hotel supply them, whichever is more cost-effective), and (5) other general supplies as requested.

	85. 
	Mail the supplies and other materials directly to the sales manager for this meeting at the hotel via the most cost-effective and reliable express delivery method.  The Contractor shall clearly label the materials as per the hotel’s requirements.  

	
	Provide Professional Services

	86. 
	Recommend and provide (if needed, via contract) expert or consultant services (if requested).  ED reserves the right to specify experts or consultants and/or to approve those recommended by the Contractor.

	87. 
	Produce meeting minutes, notes, proceedings, and/or summaries (if requested).  The Contractor shall ensure that the minutes are sufficiently detailed that the meeting discussions and proceedings will be clear to non-participants.

	
	Provide Advance, Onsite and Post-Meeting Support

	88. 
	Provide “necklace style” nametags and table tent name cards for all participants, including invitees, presenters, invited guests, OME staff, and other identified ED staff.  ED will provide a list of current OME staff and other invitees (see the government furnished property section of this document).  

· The tent cards shall include the migrant logo, the name of the State Director or Department staff member, and the abbreviation of the State that the Director is representing or the participant’s organizational affiliation (in parenthesis).  Example:  Mary Mulloy (VT); Francisco Garcia (OME).  ED staff will provide an electronic copy of the migrant logo to the Contractor; see the government furnished property section of this document.

	
	Evaluate the Meeting

	89. 
	Debrief with ED after the meeting to recommend improvements for future meetings.

	
	Meeting Reports

	90. 
	Prepare a meeting expenditure report within 30 business days of the meeting as specified in the “Monthly Reports” section of this document.


� More detailed guidance on meeting planning activities are found in the Appendices to the Performance Work Statement.


� NOTE:  To increase cost efficiency, contractors who are not local to the Washington D.C. area are encouraged to contract with a local agent to conduct hotel visits.


�NOTE:  Lodging shall not be funded through this contract for any participant who lives within a 50-mile radius of the conference hotel.  


� NOTE:  To increase cost efficiency, contractors who are not local to the Washington D.C. area are encouraged to contract with a local agent to conduct hotel visits.


�NOTE:  Lodging shall not be funded through this contract for any participant who lives within a 50-mile radius of the conference hotel.  


� NOTE:  To increase cost efficiency, contractors who are not local to the Washington D.C. area are encouraged to contract with a local agent to conduct hotel visits.


�NOTE:  Lodging shall not be funded through this contract for any participant who lives within a 50-mile radius of the conference hotel.  
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