
        
Embassy of the United States of America 

       GSO/Procurement 
       Avenida das Forças Armadas 
       1649-044 Lisboa 
    
       July  15, 2013 
 
 
 
Dear Prospective Quoter: 

The Embassy of the United States of America invites you to submit a quotation for language training 
services at the American Embassy in Lisbon. 

We are enclosing, herewith, a copy of the Statement of Work that establishes the requirements  
applicable for the language instruction to the employees of the U. S. Embassy.  Please review and submit 
your proposals.  Offers should be made on a per session rate.   The contractor shall provide 
approximately 2,000 sessions per year.   

Questions regarding this request for proposal  may be directed to Jose Gregorio, Procurement Assistant, 
U.S. Embassy Lisbon (Tel.: 21 770 2181, fax 21 272 7601, email: lisbonprocure@state.gov) 

Please submit your quotation via email indicated above on or before July 24, 2013 by 4:00 pm. 
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PERFORMANCE WORK STATEMENT 
 

The Contractor shall provide both Portuguese and English-language instruction to adult 
students that focuses on the political and economic fields, cultural lesson, general interest and 
conversational skills typically found in mass-media publications for the foreign language 
speaking public.  The Contractor shall develop the instruction to include the development of 
speaking, listening, and reading skills to permit comprehension of relevant media, and face-to-
face conversation.   All instruction shall also include job relevant language terminology and 
usage of the designated field of interest.  The contractor shall establish baselines for judging 
student ability and methods for measuring progress.  The Contractor shall be familiar and 
experienced with U.S. Department of State/ Foreign Service Institute (FSI) and Department of 
Defense/Defense Language Institute (DLI) testing methods and related language levels in both 
Portuguese and English so as to provide testing services coherent with these methods and shall 
administer tests on knowledge and proficiency, as a required element in the support of the 
designated services for testing requirement. 

Instruction shall be based on proficiency, communication, and academic principles as used in 
the foreign language learning institutions identified below: 

• Department of State, Foreign Service Institute;  
• Department of Defense, Defense Language Institute 

The COR shall define the proficiency levels identified as desired outcomes.  All students shall be 
measured on their language proficiency levels in accordance with the Foreign Service Institute 
Language Proficiency Test. 

Service orders (i.e., request to teach a class) may be placed at any time while the contract is 
valid.  Service orders may only be placed by the COR or the contracting officer.  Sessions will 
take place only during regular Embassy hours of operation 0800 to 1800.  Duration of sessions 
will be 1 hour.  All sessions shall take place in the Embassy.  Exceptions will be made by mutual 
agreement of the COR and the Contractor, and will be billed at the same rates. 

Students will establish a mutually agreed upon and fixed schedule with the language instructor.  
This schedule shall not vary from week to week.  A copy of the monthly schedule should be 
given to the COR each month. 

In the case of student cancellation of session, the Embassy shall not be billed for any session 
that has been canceled with more than 24 hours advanced notice.  The Embassy will pay full 
rate for any session which is canceled within 24 hours or which is not attended by the student.  
The Contractor is required to make a written notation on the session attendance roster of 
student non-attendance.  The Contractor is required to make a separate written memo to the 
Post Language Instructor reporting any student who misses 5 consecutive courses. 

Contractor cancellation of a session with less than 24 hours notice must be reported to the 
COR.     

All service orders shall be recorded in a session attendance roster.  The session attendance 
roster shall, at a minimum, contain the following information: 
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 Name of Vendor/Company 
 Name of Language Instructor 
 Date of Services (i.e., the date the session took place) 
 Name of Student 
 Signature of Student confirming attendance 
 Signature of Language instructor confirming non-attendance  

 
SPECIFIC TASKS 
 

The objective of each training module or lesson is to prepare all students as efficiently and 
effectively as possible to accomplish the goals of the training.  The Contractor shall develop the 
linguistic competency needed for personnel or dependents, similar to what is provided by the 
Foreign Service Institute for students to attain the proficiency levels in reading and speaking 
identified in each task order. 

 GOALS OF FOREIGN LANGUAGE TRAINING 

The goals of training are to provide the student with the skills and knowledge necessary to 
perform at the required level of proficiency, at the completion of training. 

 

LISTENING PROFICIENCY 

ORAL RECOGNITION AND RESPONSE MODULE  

Each student, at the completion of training, shall be able to perform at the required level of 
proficiency. 

RECEPTION AND INITIAL CONTACT  

When addressed in Portuguese, the student will be able to recognize designated commonly 
encountered phrases and questions with the Portuguese-speaking public.  The student must 
then respond appropriately, providing acceptable worded and pronounced verbal responses, 
answering the questions asked, or providing information as needed.  At least 80% of the 
students completing training will be able to recognize and respond appropriately to at least 
90% of the selected vocabulary, in 90% of the occurrences in which the vocabulary is present. 

SOCIAL CONVERSATION 

When engaged in social conversation, the student will be able to communicate with 
Portuguese-speaking public, carrying on an appropriately worded and pronounced dialogue in 
the correct dialect and grammar.  At least 85% of the students tested in each class shall be able 
to answer correctly at least 90% of the selected vocabulary questions when used in 
conversational exchange. 

Both options apply to the diverse student body at the Embassy. 

READING COMPREHENSION: READING COMPREHENSION MODULE 

Each student, at the completion of training, shall be able to perform the required level of 
proficiency. 
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RECOGNITION AND SUBJECT MATTER COMPREHENSION 

The student will be able to recognize designated key phrases or questions in Portuguese, from 
the selected vocabulary when reading written communication or letters.  The student must 
then respond appropriately, providing the requested information by selecting the correct reply, 
or by properly identifying the functional organization for which the written communication was 
intended.  At least 80% of the students completing training for each class will be able to 
comprehend and appropriately respond to or determine the intended addressee for at least 
90% of the written communication in which the selected vocabulary is presented. 

DOCUMENTATION AND REPORTING REQUIREMENTS 

STUDENT TESTING 

The Contractor shall administer tests on knowledge and proficiency as a required element of 
evaluating the student's progress in the training module or lesson.   The Contractor shall 
provide these tests periodically to: 

• determine the student's progress in training; 
• identify areas of weakness where supplemental training may be needed; and,  
• quantify the student's then-current level of knowledge and proficiency. 

Initial testing will be used to establish a baseline for measurement of knowledge and 
proficiency obtained, and may be used in a predictive manner to facilitate personal training 
planning. 

For Portuguese-language testing, the Contractor shall use tests, including Computerized 
Adaptive Testing, which are approved by the Foreign Service Institute, or the Defense Language 
Institute, or recognized and accepted by national professional associations and organizations. 

For English-language testing, the Contractor shall use scholastic aptitude tests that are 
developed by the Portuguese Ministry of Education. 

In both cases, all tests should be provided to the COR for review.  The COR has the final 
authority for approving curriculum. 
 

STUDENT PROGRESS DOCUMENTATION AND TRAINING RECOMMENDATIONS 

The Contractor’s instructor(s) shall be responsible for documenting each student’s progress in 
training, and for preparing a training recommendation for each student.  The Contractor’s 
instructor(s) shall prepare detailed lesson plans for each student in conjunction with developing 
the training recommendations.  The student’s progress will be reported to the student monthly.  
The instructor will document the student’s progress as measured performance under each 
lesson module.  The Contractor shall prepare training recommendations that state specific 
plans for remedial, or supplementary use of supportive training materials, or use of tutoring 
and personalized training techniques. 
 

STUDENT COUNSELING 

The Contrator’s instructor(s) shall be responsible for counseling each student in the student’s 
performance, and for preparing and discussing with the student any corrective actions which 
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may assist the student in the improvement of their performance.  The student’s progress will be 
discussed with the student on a bi-weekly basis, and the Instructor shall document the training 
recommendations made to direct the student’s progress.  The Contractor shall provide weekly 
counseling to all students considered in danger of failing the proficiency tests.  The counseling 
sessions should result in specific tasking for remedial, or supplementary use of supportive 
training materials, or use of tutoring and personalized training techniques, as needed to 
improve performance. 

LANGUAGE PROFICIENCY TESTING 

In addition to the normal language instruction services described above.  The Contractor shall 
provide the Human Resources Office with English- and Portuguese-language-proficiency-testing 
services.  Such services will encompass both oral- and written-test development, and the 
administration of these tests to determine the levels of candidates’ English and Portuguese 
language knowledge and proficiency for the purpose of determining sufficiency with respect to 
job requirements.     

For Portuguese-language testing, the Contractor shall use tests, including Computerized 
Adaptive Testing, which are approved by the Foreign Service Institute, or the Defense Language 
Institute, or recognized and accepted by national professional associations and organizations. 

For English-language testing, the Contractor shall use scholastic aptitude tests that are 
developed by the Portuguese Ministry of Education. 

In both cases, all tests should be provided to the Human Resources Officer for review.  The COR 
has the final authority for approving language proficiency testing.   
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INFORMATION DEMONSTRATING THE OFFEROR’S/QUOTER’S ABILITY TO PERFORM 

 

(1) At least 10-15 years of Portuguese and English language instruction in a U.S. 
Embassy/Diplomatic Mission or other U.S. government facility to adult students; 

 

(2) At least 10-15 years of experience in Portuguese and English language instruction 
methodology used in the U.S. Department of State, Foreign Service Institute and of 
the U.S. Department of Defense, Defense Language Institute; 

 

(3) At least 10-15 years of experience in Portuguese and English language testing 
methodology used in the U.S. Department of State, Foreign Service Institute and of 
the U.S. Department of Defense, Defense Language Institute; 

 

(4) List of clients, demonstrating prior experience with relevant past performance 
information and references; 

 

(5) Evidence that the offeror can provide the necessary personnel, materials and 
teaching resources needed to perform the work; 

 

(6) Evidence that the offeror has all licenses and permits to teach languages and operate 
a business in Portugal: 

 

a. Submission of the CV / Résumé of instructors   
b. Submission of any other documentation of instructors (certificates, awards, 

copies of degrees earned). 
c. Licenses 
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