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Introduction

The National Institute for Literacy (hereinafter “the Institute”) was established to ensure that literacy would have a place on the federal policy agenda and to invigorate a national effort to improve adult literacy.  Its primary activities to strengthen literacy across the lifespan are authorized by the U.S. Congress under two laws, the Adult Education and Family Literacy Act (AEFLA) in the Workforce Investment Act and the No Child Left Behind Act (NCLB).  The AEFLA directs the Institute to provide national leadership regarding literacy, coordinate literacy services and policy, and serve as a national resource for adult education and literacy programs. The NCLB law directs the Institute to disseminate information on scientifically based reading research pertaining to children, youth, and adults as well as information about development and implementation of classroom reading programs based on the research.  

In order to carry out the legislative mandates, the Institute developed websites designed to increase access and use to the highest-quality information available. The Institute’s websites and information networks were developed to perform our dissemination functions.  This system provides extensive information and communication services for adult, child and family literacy service providers in the United States and English speaking nations via the Internet.   The current network contains multiple web sites, web-based learning tools, databases, search programs, multimedia resources, and discussion lists.

The Institute’s web servers and network equipment are housed at a co-location facility, which provides a secure environment and Internet access.  Currently, the Institute’s equipment is located in a secure facility in Annapolis, MD.   The technologies used in the Institute’s system include: 

1. Websites hosted on Sun and Dell servers run a combination of Solaris 8, Solaris 10, and Linux operating systems.

2. The Apache web server is used on the servers.  The mod_perl Apache module is used to extend the capabilities of the main Apache web server.

3. MySQL database engine is used for the databases.  

4. Webinator from Thunderstone is used for HTML indexing and searching.   It is also used for indexing/searching discussion list information.  Search scripts accessing Webinator’s databases use Thunderstone’s Vortex scripting language.

5. Webtrends is used for web log analysis.

6. Dynamic pages and web applications are written primarily in Perl 5. 

7. Postfix is used as the SMTP server.

8. Helix Universal Server from Real is used to serve streamed multimedia content.

9. Mailman is used to run the email discussion lists.

10. A Cisco PIX firewall is used to protect the servers.

Information about the Institute and its projects can be found on its website at http://www.nifl.gov.  For a summary of the Institute’s accomplishments, please see: http://www.nifl.gov/nifl/publications/accomplish.pdf.

Purpose of Acquisition

The Institute is seeking a contractor to maintain, update and develop the Institute’s system of websites, web-based tools, databases, and database search engines. The Institute requires technical expertise to establish and maintain hardware and software to support its web pages and services offered through those pages 24 hours a day, 7 days a week at http://www.nifl.gov.  The system is expected to be efficient and responsive to the Institute and user needs and adaptable to changing requirements or updates available through new technologies.  The contractor shall use software and hardware, equipment and operating systems specified in this Statement of Work.

The Institute plans to procure these services through a firm-fixed price contract.  It is anticipated that a transition phase will take place during the first two months of the contract, in order to ensure a smooth transition with the current contractor without a lapse in service for the Institute’s technology needs and requirements.

I.  Transition Tasks 
1. Transition Meeting: The contractor shall meet with Institute staff within two weeks of contract award to discuss transition needs and requirements.  
a. The contractor shall submit to the Institute a memorandum that summarizes the contractor’s understanding of decisions reached at the conclusion of the meeting, within five days.  
b. A weekly meeting via telephone is also expected during the eight-week transition to ensure that the Institute’s technology services are accessible and maintained.
2. Review of System: The contractor shall review documentation provided by the Institute for the websites and databases to become familiar with the system.
a. The contractor shall review documentation and develop a plan for transition. 
b. The contractor shall review all system maintenance requirements, including servers, software and hardware, and other network equipment.  
c. The contractor shall provide a written report regarding its understanding of the Institute’s ’s network and system requirements and a plan and timeline for the transition phase.  The contractor shall ensure that any required maintenance and work during the transition will be conducted during low-usage hours.

3. Transfer of System: The contractor shall be responsible for ensuring the orderly transfer of the Institute ’s system from the Institute or another contractor during the first two months of the contract.  Turnover includes all necessary actions to transfer the system, documentation, data, and equipment from one party to another with appropriate data validation and training activities. The contractor shall be responsible for resolving support issues and providing knowledge transfer during the transition.     
II.  Ongoing Tasks 

1. Meetings:  

1.1 Periodic Meetings: The contractor shall meet with Institute staff monthly via in-person meetings or conference phone calls to discuss progress on tasks, project needs and status.
a. The contractor shall submit notes and follow-up items from the meetings within 5 days of the periodic meetings.

1.2 Project Status Meetings: The project manager and team leader shall meet in person with the Institute staff for a minimum of three meetings (tentatively set for January, April, and June) to discuss overall progress of work and to discuss written updates on budget expenditures to be provided by the contractor one week in advance of the meetings.  

a. The contractor shall provide a 1-2 page update, which includes project status, progress and identifies outstanding issues one week before the scheduled meeting.

b. The contractor shall submit notes and follow-up items from the meetings within 5 days of the project status meetings.

1.3 End of the Year Meetings: The project manager and team leader shall meet with the Institute staff three months prior to the end of the year to review fiscal year activities and to discuss actual deliverables, equipment, contracts with external vendors and service companies, as well as conduct a review of the financial status and outstanding items.  The contractor shall provide a written report to the Institute that describes the information covered in the end-of-year meeting.
a. The contractor shall provide a draft report 5 days prior to the end-of-year meeting.  

b. The contractor shall submit notes and follow-up items from the meetings within 10 days of the end-of-year meeting.

2. Infrastructure support: The contractor is responsible for providing continuous support for general UNIX systems administration, system security, system maintenance, software/hardware purchase and upgrades, monitoring of the  Institute  servers and maintenance of the  Institute ’s web sites.   The support provided shall encompass active management of the Institute’s applications and databases in production, development and testing stages and build in scalability when developing, maintaining and enhancing the systems.  

2.1 The contractor shall maintain the infrastructure, including all production fixes, functional enhancements, and applications upgrades to websites, databases, programs, etc.  Services include, but are not limited to:

a. Upgrading/updating web pages, including:
i. Developing Information Request Forms
ii. Redirecting pages that have been moved
iii. Creating new or revised graphics
iv. Adding new pictures and images
v. Developing Intranet sites
vi. Managing Event registration
vii. Developing templates/guidelines for site and page development 
viii. Developing web forms to formatted e-mail to ease database entry
ix. Developing new custom web applications

b. Maintaining and upgrading MySQL databases 
c. Maintaining and updating searching and indexing programs (custom and commercial).
d. Creating and maintaining public and private discussion lists. 
e. Upgrading audio/video server equipment and  Institute  capabilities in providing streaming technology to its users
f. Identifying and removing dead links on Institute web sites.
g. Providing routine on-site backup of the Institute’s web servers.

h. Providing technical assistance, via email and phone calls, to the  Institute ’s grantees and contractors, as needed, as well as provide technical assistance for supporting day-to-day activities. The Institute anticipates approximately 4-8 questions or requests per month. 

i. Providing support for utility features based on the Institute’s needs, including: 
i. Renewing MySQL support license

ii. Renewing maintenance agreement for Cisco PIX firewall 

iii. Renewing maintenance agreement for servers

iv. Renewing Webinator License

v. Renewing Helix Universal Server license

2.2 Identifying new hardware/software and other equipment to ensure continuous access to the network and system in response to Institute requests.
3. System documentation.  The contractor shall routinely update the servers’ online documentation and procedure manual for routine system administration, maintenance and troubleshooting of the Institute’s platforms and software.
4. Websites. The Institute recently completed a comprehensive effort to update the design, infrastructure, and navigation of the Institute’s websites.      

4.1 Implement a plan to maintain and update information on the website, with text provided by the Institute, as needed.  

4.2 The contractor shall provide recommendations and suggested changes for improving the website’s standards, usability and efficiency for Institute approval once a year.

a. The contractor shall implement recommendations or changes, upon approval from the Institute.

4.3 The contractor shall provide technical support to the Institute’s other contractors working on developing additional web-based products for the Institute’s websites.  

(Products may be developed using technologies such as, but not limited to, html, XML, Flash, PERL, Java, JavaScript or ASP.Net.) 

5. Hosting the online system.  The contractor shall host, maintain and update the online system and provide Internet access through an off-site facility to the Institute’s servers, without any interruption.  The system shall be available to the public 24 hours a day, 7 days a week, except for occasional system maintenance and improvements, which will be conducted during low-usage hours and will not exceed 1% of every calendar month.  
a. The contractor shall develop a plan to ensure that system outages are kept to a minimum. 
b. The contractor shall develop a plan to recover from unanticipated system shutdown or failure.  
c. The contractor shall implement the plan to recover the system, within 1-3 hours of shutdown, or a plan to bring the system up within 24 hours.        
6. Database support: The LINCS system is composed of several MySQL databases in operation.  The contractor shall maintain the databases and make improvements required to ensure that database systems continue to meet the needs of the Institute.
a. Materials databases: The contractor is responsible for reviewing abstracts for cataloged resources in the Institute’s databases using revised resource selection criteria.  Materials cataloged will be limited to Institute resources and materials found by the LINCS Resource Collection grantees.  The contractor is also responsible for validating links to resources on a bi-monthly basis.

b. LINCS Calendar of Events:  The contractor shall add events to the literacy related calendar on a weekly basis. 

c. LINCS Grant database: The contractor shall identify new grants and update the grants and funding database on a weekly basis.

d. LINCS Newsflashes database: The contractor shall identify new articles and maintain and update literacy related news articles in the Newsflashes database on a weekly basis.

e. LINCS Jobs database: The contractor shall identify job opportunities and update national, state and local job openings in the Jobs database on a weekly basis.

f. Training database: The contractor shall provide necessary support to maintain and update the data collected from Institute trainings, workshops, and presentations.
g. America’s Literacy Directory: The contractor shall provide necessary support assist in updating data found in the ALD database.  More requirements for ALD are listed under Task I. 
7. Thesaurus Support: The Institute has developed an extensive controlled vocabulary for systematic cataloging of resources found in the Institute’s databases.  The Literacy Thesaurus (LT) facilitates search capabilities for users to find relevant resources on the Institute web sites.   

a. The contractor shall assist in ensuring that terms added to approved resources facilitate the efficiency of search and browse features and capabilities. It is anticipated that approximately 150-200 resources will be included in the database each year.  

b. The contractor shall maintain and update the LT in response to Institute’s requests.  It is anticipated that new terms will be reviewed and added once a year.

8. Data Usage Support: The contractor shall provide monthly, quarterly and yearly web and usage statistics on data collected from the Institute’s websites.  Monthly data reports for the previous month are due on the 10th day of the month.  Quarterly reports are due on the 15th day of the following months: January, April, July, and September.) Yearly reports are due August 30.
9. Management Support:  The contractor shall provide recommendations regarding the Institute’s general technical requirements, including, but not limited to eGov regulations, compliance and system certification requirements. 
a. The contractor shall provide technical assistance regarding changes to eGov regulations and make recommendations to the Institute twice a year.

b. The contractor shall implement recommendations upon approval.

10. User Assistance Support: The contractor shall respond to questions from users, via email or web interface, requesting assistance or information.  In addition, the contractor shall update the help information page and sitemap for navigating the website. Help information and descriptions of the search engine features and search functions shall be available online.  The contractor shall provide a feature where users can submit comments, questions and suggestions.  The Institute anticipates approximately 10-25 questions or requests per month. 
11. Discussion List: The contractor shall maintain and upgrade the Institute’s national discussion lists, as needed. Currently, Mailman is used to run the email discussion lists. The purpose of the Institute 's discussion list is to provide an on-going professional development forum for literacy stakeholders to discuss critical issues on the latest research, promising policies and practices, as well as sharing resources and experience. The Institute’s partners with literacy organizations that provide knowledgeable staff to facilitate and moderate the discussion lists.  It is expected that the contractor support up to 10 discussion lists. The contractor shall:
a. Maintain the list mail server and programs for list mail.

b. Provide on-going technical assistance and training on the Mailman system by email and/or phone to Institute’s list moderators.  Training materials will be provided upon award of the contract. 

c. Maintain online archives for list postings and provide statistics for the discussion list activity.

d. Maintain and update, and if necessary, revise the online quarterly reporting system for the discussion list moderators. Link to the quarterly reporting system will be provided upon award.  

e. Provide technical assistance to discussion list moderators and subscribers as needed.  

12. Provide support for National Institute for Literacy’s America’s Literacy Directory (ALD) http://www.literacydirectory.org/: The contractor shall provide maintenance and support for updates for the America's Literacy Directory national database of approximately 5,000 literacy programs.  Updated information is provided by another contract.  Maintenance and support includes:  

a. Technical assistance via email, phone, and online training sessions to states to assist them in integrating state and local program data into ALD. The Institute anticipates approximately 5-10 questions or requests per month.
b. Technical assistance in implementing the ALD administration features for the Institute’s national, regional, and state partners via email and phone. The Institute anticipates approximately 3-5 questions or requests per month.

c. Technical assistance and training support to programs on maintaining, updating and adding records or additional fields via email and online forms.  
d. Technical assistance for special features of the ALD infrastructure, such as the capability for state and national organizations to share state data and to customize ALD to aggregate data.
13.  Database development and enhancements:  The contractor shall be responsible for efforts to enhance the databases and search capabilities such as:   
a. Providing regular maintenance to improve the Institute’s database networks, and, if needed, proposing recommendations to improve the database networks in conjunction with the overall redesign of the Institute’s web sites.  

b. Developing interfaces to search multiple databases simultaneously.

c. Configuring the MYSQL database engine to provide additional search capabilities.

d. Updating the Webinator search engine to provide more efficient search capabilities and to search discussion list archives.
i. The contractor shall index the Institute’s website, publications and resources, using the Literacy Thesaurus terms, to ensure more efficient searches.

14. Content Management System:  The contractor shall implement a Web Content Management System that will enable the storing of all html content into a single database repository. The CMS will be PHP (Hypertext Preprocessor) compatible. The CMS will be able to dynamically populate content into templates ensuring a consistent look and feel through out all web pages. The CMS will also enable more effective manipulation of web content through the database rather than changes to coding such as PERL templates.
15. Host archived web events: The contractor shall provide hosting services for the Institute’s archived events.  To date, there are twelve events that are accessible online from the multimedia server.  It is anticipated that 4 events will be added each year.
16. Security: The contractor shall comply with Federal Government regulations ensuring the security of the website, database and search engine to protect the integrity of all information found on the Institute’s system.  The contractor shall create, update, and maintain backup files for all information.  The contractor shall comply with Federal Government security policies and standards, updating the plan as needed to remain compliant, ensure security, and take advantage of industry innovations.
a. The contractor shall comply with all federal government requirements for contract personnel identified for this contract. 

b. The contractor shall review security documentation and provide recommendations for improvements and efficiencies for the Institute’s system

i. The contractor shall implement recommendations upon Institute approval.

c. The contractor shall provide technical assistance for the Institute’s security regulations, policies, and certification and accreditation requirements.
III. Optional Tasks
Option 1. Provide support for Web streaming Events. The contractor shall provide support for high quality audio/video production and streaming for four (4) approximately two-hour events.    

1.1 The contractor shall recommend appropriate support, technical requirements and bandwidth required.  In addition, support may include: 

a. On-demand streaming of events in different locations throughout United States.

b. Live broadcasting of Institute events over the Internet, with interactive features, as well as capabilities for incorporating PowerPoint presentations and displaying names of presenters as they speak.  The presentations may include single or multiple presenters, panel presentations and group discussions. The contractor shall also include appropriate technical support and bandwidth required to accommodate approximately 500 viewers.
c. The contractor shall provide information, such as topic, speakers, registration information, power point slides, and transcripts, for the webcasts on the Institute’s website.  

d. The contractor shall provide documentation or reports regarding number of registered viewers, number of attendees, statistics regarding viewing time and questions asked during the webcasts.   

1.2 The contractor shall provide an edited, master copy of each event in VHS or DVD format.  Windows Media, Real Media and QuickTime streamable files, at bitrates identified by Institute, will be provided on CD-ROM or made available as downloadable files from the Institute’s website.

1.3 The contractor shall arrange to have transcripts of the four events described in Optional Task A produced and provided to the Institute within two weeks of each event. 
IV. Contractor Personnel Requirements

Contractors shall undergo personnel security screenings in accordance with government regulations.  The contractor positions for this contract are considered low risk.  The Institute is a federal agency and requires that all team members must be eligible to receive minimum clearance levels as per government National Agency Check with Inquiries guidelines.  

National Agency Check w Inquiries (NACI) requirements: 

· OPM’s Electronic Questionnaire Investigations Processing Systems: e-QIP SF 85

· OF-306: Declaration of Employment (Questions limited to items 1, 2, 8-13, 16 and 17a.)

· FD-258: Finger Print Card
V. Government Furnished Materials

Upon award, the contractor shall receive access to all Government equipment and documentation (hereinafter “Government Property”) to perform tasks. Maintenance and replacement of Government Property will comply with FAR 52.245-1 and 52.245-9 respectively.  
VI. Performance Period

The base performance period for this contract shall be 12 months from the time of contract award.  There are four optional years for this contract. Optional years may be unilaterally exercised provided satisfactory contractor performance in the previous performance period and sufficient available funding.  

VII. Deliverables

	Task
	Deliverable
	Deadline

	I.  Transition Tasks
	
	

	1.1. Transition Meeting
	Memorandum
	Five days after the meeting.

	1.2. Eight Weekly Meetings
	
	

	2.  Review Documentation
	Report, Plan and Timeline
	Three weeks after meeting.

	3.  Transfer
	Complete system
	Eight weeks after meeting.

	II.  Ongoing Tasks
	
	

	1.1.  Meetings
	Notes
	Five days after the meetings.

	1.2. Project Status Meetings
	Updates
	Updates submitted one week before the meetings, January, April and June 2009.

	1.3. End of Year Meetings
	Notes and Follow-up items
	Five days after the meeting.

	2.  Infrastructure Support
	Continuity of service for online system
	On-going.

	3. System Documentation
	Up-to-Date online documentation for the System 
	Accessible to Institute at any time.

	4.  Websites
	Update information for website
	On-going.

	5. Hosting Online System
	Continuity of service for online system
	On-going.

	6.  Database Support
	Continuity of service for online system
	On-going.

	7. Data Usage Support
	Web statistics reports
	Monthly, Quarterly and Yearly.

	8.  Thesaurus Support
	Maintain and Update.
	As directed.

	9.  Management Support
	Recommendations for compliance, Implementation plans, and reports
	Two times a year (January and June).

	10. User Assistance Support
	Site Map, Help and descriptions for special features, responses to questions sent via comment forms
	As required.

	11. Discussion List 
	Continuity of Service for online discussion lists
	On-going.

	12. ALD
	Continuity of Service for online directory             Special Features
	                                                                 On-going.                                                                                                                            As required.

	13. Database Development and Enhancements
	Special Features and Upgrades
	As required.

	14.  Content Management System
	Implement CMS
	Within the first five months.

	15. Hosting web events
	Online streamed web cast and DVD copy for archives.
	As required.

	16. Security 
	Up-to-date compliance         Implement recommendations
	As required.                                                As required.

	III.  OPTIONAL TASKS
	 
	 

	1. Web Streaming Events
	Preparation, logistics and execution for live web casts. 
	As required.

	
	Online Web Cast and DVD copy for archives.          Website and transcripts.
	As required.








PAGE  
9

