STATEMENT OF WORK

Communication Skills Training and Development
1.0 BACKGROUND
NASA Langley Research Center (LaRC) desires to continue and expand its programs offering individual coaching for English as a Second Language (ESL) and writing improvement to encompass broader aspects of communication skills, such as making presentations, communicating verbally and non-verbally, communicating among team members, supervisor/supervisee communications, and communicating cross-culturally, etc.  To this end, LaRC seeks a contract able to deliver a comprehensive training program for improving communication skills.

2.0 SCOPE OF WORK.  
The contractor shall provide all labor, instructional materials for workshops, seminars, and brief presentations, equipment and training facilities, to conduct individual and small group coaching in ESL, writing improvement, presentation skills, and communication skills.
3.0 TASKS
The contractor shall offer the following training and development activities:

a.  Individual and small group coaching in ESL, including initial and mid-term assessments, recommendations for needed number of coaching hours, and final evaluations.

b.  Individual and small group coaching for writing improvement, including initial and mid-term assessments, recommendations for needed number or coaching hours, and final evaluations.

c.  Individual coaching and small group coaching for presentation skills, including initial and mid-term assessments, recommendations for needed number of coaching hours, and final evaluations.

d.  Development and presentation of workshops, seminars, and presentations to small groups or teams on a variety of aspects of communication skills, such as making effective Power Point presentations, writing effective e-mails, developing better writing skills, improving team communication, understanding the role of body language in communication, communicating effectively cross-culturally, etc.

e.  Presentations to large groups on a variety of communication skills topics.

3.1  The coaching and instructional focus shall be on actual work activities when appropriate, such as the composing and reviewing of letters, reports, articles, the development of presentations, and/or the improvement of verbal communications to team members or supervisees.
3.2  Employees receiving individual coaching or small group coaching may be required to complete some developmental assignments that they would be expected to complete outside of their instructional periods.

3.3  The contractor shall provide a location for conducting individual and small group coaching sessions within a 15-minute commute of NASA Langley Research Center.  Group presentations shall be conducted on-site at LaRC.

3.4  The contractor shall provide individual coaching sessions between the normal daytime duty hours of 8:30 am to 4:30 pm.  In the event that the employee requests individual coaching sessions before or after normal work hours, or if the employee is assigned to an evening or night shift, the vendor shall attempt to make arrangements to accommodate the employee.  Any small group instruction/presentations shall take place during the stated work hours.

3.5  The contractor shall conduct an initial assessment with each employee participating in coaching to determine what areas should be focused on in the coaching /instruction and what method of instructional delivery shall be most effective and efficient. The contractor shall recommend either individual or small group and a specific number of coaching hours appropriate to address the areas identified in the assessment.  Midway through the recommended number of coaching hours, and at the end of the recommended coaching hours, the contractor shall provide an evaluation of progress.  The initial assessment, midway, and final evaluations will be written and submitted to the coordinator of the Communication Skills training program at LaRC.  
3.6  Prior to scheduling individual coaching sessions, coordinate with NASA Langley to insure that participating employees can obtain authorization for time away from work.  Schedule individual coaching sessions and small group coaching sessions once weekly, not to exceed two hours, with participants, maintain attendance records, and verify to NASA Langley that employees attended the agreed upon number of sessions.

4.0  PERIOD OF PERFORMANCE.  The performance period shall be January 1, 2005 through December 31, 2005.

5.0  QUALIFICATION REQUIREMENTS.  Offerors must demonstrate an expertise, based on education, certification, and experience, in coaching for English as a Second Language (ESL), writing improvement, and other communication skills as outlined above.  Offerors shall submit a brief technical proposal (no more than 10 pages) that addresses how they would approach this task.  

6.0 DELIVERABLES.   The contractor shall provide a written assessment of the progress of each employee participating in individual or small group coaching at both mid point and end of each instructional period.  These assessments will be shared with NASA supervisors as appropriate.

7.0 GOVERNMENT FURNISHED PROPERTY.
8.0 SELECTION CRITERIA:  Selection and award will be made to the offerors whose offer will be most advantageous to the Government (See FAR 2.101, Best Value), with consideration given to the factors of technical merit, past performance and price.

a.  Technical Merit – Technical proposals are limited to 10 pages and shall provide information sufficient to allow the government to determine technical merit.  The government will evaluate:

(1) Technical approach and methodology

(2) Experience, expertise and qualifications

(3) Offerors may submit resumes of key personnel which the government will use to evaluate proposed personnel experience, expertise and qualifications

b. Past Performance - Offerors shall provide adequate past performance information of at least three contracts/purchase orders held with Government Agencies or Private Industry that demonstrate experience which is recent (within the past 3 years) and relevant to the Statement of Work.
c. Price.
