STATEMENT OF WORK
FOR THE 

ANALYSIS, DESIGN, & DEVELOPMENT OF _____Type of Training__________TRAINING
AT ___Company, Company Location_____________
 1.0
SCOPE
 

Instructional Systems Design and Development

The Contractor shall have proven experience in multiple industries and functional areas to analyze, design, and develop effective instructional systems.  Undertakings shall include full-service design, development, and project management needed to create custom solutions for classroom, web, and blended training programs.  The Contractor must utilize ___Company___ “Front-End Analysis” documents to design and develop curricula to include traditional training as well as computer-based training systems/curricula.  The Contractor shall develop instructional systems in accordance with ___Company___ academic standards and processes.  Period of performance to begin on a mutually agreed upon date, with an estimated completion of _#_ months(s) from that date.

2.0 
SPECIFIC CONTRACTOR TASKS AND ROLES
In order to improve the productivity of our workforce and the quality of our training products, the Contractor must utilize ___Company___ data to identify performance issues, separate performance issues into training and non-training issues, define the desired training outcomes, design training to match outcomes, and develop custom curricula based upon specific occupational needs.  The Contractor will create and maintain an ACADEMIC STANDARDS AND PROCESSES management plan which specifically delineates a time flow schedule that includes all phases of the contract during the contract period, for each curriculum developed.  For the purpose of this statement of work, contractor will focus on the redesign of the _____Type of Training__________Program (currently a __ week residence course).

Instruction systems development tasks include, but are not limited to: task and document analysis; task performance measures and criteria; media analysis/selection; training materials design/development; student assessments (test/evaluation); and curriculum documentation (lesson plans, audio/visual aides, & facilitation guides).   After award, the ___Company___ will have all rights to the written code created by the software so the __ Company___  is able to change product content.  Prior to proceeding to the next Task a formal acceptance review will be scheduled with ___Company___. Any rework must be coordinated and approved by ___Company___ prior to proceeding with the next Task. ___Company___ Furnished Equipment will include work space on-site for up to 5 individuals, a PC with Internet access for each individual, Microsoft Windows software applications, a telephone for local use, and meeting space for collaboration functions.

a. Task 1.  Examine Training Program:  Given ___Company___’s mission, in addition to other identified data-sets, the Contractor will create a training plan for the _____Type of Training__________training program. At a minimum, examine the training program and create products that identify the program synopsis, learning objectives, Performance Measures/Outcomes, Instructional Setting (appropriate delivery system or media), and other applicable training material/documents. 

b. Task 2.  Design Training Program:  The Contractor will examine current program content, design instructional material (based on ___Company___ standards), and create student assessments.  The Contractor will also:

· Develop program, series, and lesson objectives that reflect organizational needs and goals and are defined to meet student centered learning.

· Research and site instructional materials for applicability, credibility, and currency.

· Create summary evaluations and develop written rationale for each test question response specifying assessment methodologies.  Student evaluation results will be automatically entered into a database by topic, score, student as a minimum, for reference and inclusion in future rewrites.

· Determine a logical training sequence (content and schedule).

c. Task 3.  Develop Curriculum for Training Program:  Plan instructional strategies, create instructional materials, and develop the structure and sequence of the program.  Consider technology-based delivery as the primary delivery methodology. Deliverables will include, as a minimum:

· Tasks, Activities, or Steps needed to achieve the Objective (Training materials that support objectives).

· Audiovisual aids appropriate to meet objectives

· Create storyboards for motion media production (production not needed); (define production cost separately)

· Standard lesson plans using ___Company___ format.

· Create Student Study Guides.

· Create PowerPoint presentation.

· Create supplemental classroom handout materials for students as appropriate.

· Provide a draft of the audiovisual presentation and draft of the student workbook ____ (___) weeks before the first scheduled operational tryout. Curriculum & Faculty Programs Directorate will provide comments for corrections to the Contractor within (1) one week of the submittal.

· In conjunction with ___Company___, evaluate product in an operational tryout.

· In conjunction with ___Company___, evaluate data (qualitative & quantitative) used to make refinements or corrections to the program.

d. Task 4.  Develop Blended Learning Program:  Create an E-learning solution able to import into any LMS and capable of a full range of interoperable, robust, standardized, and scaleable systems and tools for planning, executing, and assessing student learning.  All products must be SCORM compliant. The level of SCORM granularity will be determined by ___Company___. This will require both synchronous and asynchronous training products and a leave-behind sustainment training package including:  

· Instructional Strategies – Identify activities such as simulations, learning games, quizzes, etc. which best suit the desired learning goal. 

· Story boarding – Detail the conceptual view of the distance education program. Provide a screen-by-screen illustration of the instructional strategy, complete with actual visuals, audio, and text.

· Web-Based Training (WBT) Modules (created from content development authorware software; e.g. Lectora, Tool book Instructor, DreamWeaver, etc)

· Lesson Plans

· Training Aids

 Web Based Training (WBT) shall be developed in accordance with all other course materials shall be developed using as guidance for consistency and ___Company___ compliancy.

3.0
TRAINING PROGRAM SUPPORT
 

The contractor shall provide training program support ___Company___ in the performance of its duties, including support for Product Development Teams (PDT) and other coordination meetings.  This support shall include, but is not limited to, preparation for and participation in semi-monthly planning and implementation meetings including:

 

· Agenda coordination, development and distribution

· Recording and distribution of minutes

· Development and presentation of briefing packages

· Revising program training documents, official messages, and memoranda 

Meetings may be conducted via electronic forum such as Video Teleconferencing or other pre-approved methodology.

4.0
QUALIFICATION REQUIREMENTS:  The Contractor(s) will:

Be a graduate/post graduate, preferably in Education or Curriculum Design having at least ________ to ________ years of experience in Teaching/Training, Multimedia, Technical Writing, Training Material Creation, Instructional Designing, and Content Development with a strong academic background and proficient in:

  

· English language (with excellent writing and communication skills) 

· Microsoft Office applications

· New instructional technology  

· Creating and “chunking” educational content 

· Visualizing / illustrating the storyboard for e-learning courses 

· Researching and analyzing training material 

· Gathering information independently from SMEs 

· Creating relevant assessments 

Prior experience in e-learning/web-base design would be an advantage, especially knowledge of distance learning authorware. 

5.0
RESTRICTIONS:  There should not be any existing or potential conflicts of interest associated with this work.

6.0
CONTRACT TERMS AND CONDITIONS 

 (1) ___Company___, or an authorized representative of ___Company___, shall have access to the right to examine any of the Contractor's directly pertinent records involving transactions related to this contract.

(2) The Contractor shall make available at its offices at all reasonable times, the records, materials, and other evidence for examination, audit, or reproduction, until _________ years after final payment under this contract. If this contract is completely or partially terminated, the records relating to the work terminated shall be made available for _________ years after any resulting final termination settlement. 

(3) As used in this clause, records include books, documents, accounting procedures and practices, and other data, regardless of form. This does not require the Contractor to create or maintain any record that the Contractor does not maintain in the ordinary course of business or pursuant to a provision of law.

(4) "Commercial item" does not include commercial computer software.

 (5) "Technical data" means recorded information, regardless of the form or method of recording, of a scientific or technical nature (including computer software documentation). The term does not include computer software or data incidental to contract administration, such as financial and/or management information.

(a) License. (1) ___Company___ shall have the unrestricted right to use, modify, reproduce, release, perform, display, or disclose technical data, and to permit others to do so, that--

(i) Have been provided to ___Company___ or others without restrictions on use, modification, reproduction, release, or further disclosure other than a release or disclosure resulting from the sale, transfer, or other assignment of interest in the technical data to another party or the sale or transfer of some or all of a business entity or its assets to another party;

 (ii) Are form, fit, and function data;

(iii) Are a correction or change to technical data furnished to the Contractor by the ___Company___;

(iv) Are necessary for operation, maintenance, installation, or training (other than detailed manufacturing or process data); or

(v) Have been provided to the ___Company___ under a prior contract or licensing agreement through which the ___Company___ has acquired the rights to use, modify, reproduce, release, perform, display, or disclose the data without restrictions.

(5) Except as provided in paragraph (b)(1) of this clause, the ___Company___ may use, modify, reproduce, release, perform, display, or disclose technical data within the ___Company___ only. The ___Company___ shall not--

(a) Use the technical data to manufacture additional quantities of the commercial items; or

(b) Release, perform, display, disclose, or authorize use of the technical data outside the ___Company___ without the Contractor's written permission unless a release, disclosure or permitted use is necessary for emergency repair or overhaul of the commercial items furnished under this contract.

(c) Additional license rights. The Contractor, its subcontractors, and suppliers are required to provide ___Company___ additional rights to use, modify, reproduce, release, perform, display, or disclose technical data. However, if ___Company___ desires to obtain additional rights in technical data, the Contractor agrees to promptly enter into negotiations with ___Company___ to determine whether there are acceptable terms for transferring such rights. All technical data in which the Contractor has granted the ___Company___ additional rights shall be listed or described in a special license agreement made part of this contract. The license shall enumerate the additional rights granted the ___Company___ in such data.

(d) Release from liability. The Contractor agrees that the ___Company___, and other persons to whom the ___Company___ may have released or disclosed technical data delivered or otherwise furnished under this contract, shall have no liability for any release or disclosure of technical data that are not marked to indicate that such data are licensed data subject to use, modification, reproduction, release, performance, display, or disclosure restrictions.

(End of clause)

 (6) Payment request means any request for contract financing payment or invoice payment submitted by the Contractor under this contract.

(a) Except as provided in paragraph (c) of this clause, the Contractor shall submit payment requests using one of the following electronic forms:

 (b) Electronic form authorized by ___Company___.

CONTRACTOR ACCESS TO ___COMPANY___ CAMPUS

 (a) The contractor shall obtain base identification and vehicle passes for all contractor personnel who make frequent visits to or perform work on the Air Force installation(s) cited in the contract. Contractor personnel are required to wear or prominently display installation identification badges or contractor-furnished, contractor identification badges while visiting or performing work on the installation.

 (b) The contractor shall submit a written request on company letterhead to the contracting officer listing the following: contract number, location of work site, start and stop dates, and names of employees and subcontractor employees needing access to the base. The letter will also specify the individual(s) authorized to sign for a request for ___Company___ campus  identification credentials or vehicle passes. The authorized contractor individual(s) should provide a valid driver's license, current vehicle registration and a valid vehicle insurance certificate to obtain a vehicle pass.

 (c) During performance of the contract, the contractor shall be responsible for obtaining required identification for newly assigned personnel and for prompt return of credentials and vehicle passes for any employee who no longer requires access to the work site.

(End of clause)

