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Statement of Work for
Arlington National Cemetery (ANC)  
Records Conversion Project 
INTRODUCTION


[bookmark: _Toc430487788]Arlington National Cemetery (ANC) has identified a collection of documents that is critical to the success of its mission.  The collection consists of records pertaining to veterans and those individuals that are eligible for interment and inurnment at ANC.  ANC is responsible for the administration of the funerals (interments and inurnments), grave locations, eligibility, maintenance, burials and headstones.  To facilitate management, search and retrieval of these documents, they need to be converted into digital format and indexed with sufficient metadata.
[bookmark: _Toc81814173]SCOPE

This Statement of Work (SOW) defines the effort required by the contractor for receiving, inventorying, tracking, scanning, indexing, performing quality assurance (QA), and returning to the government index cards and electronic files.  This includes transportation of the original records from ANC to the contractor location within 125 mile radius roundtrip within a duty day for preparation of the files to be scanned or converted, scanning and conversion of the files, indexing the files and placing the files in an electronic format for government upload of data.  Contractor will ensure security and due diligence to the preservation of all records during packing, loading, transportation, scanning, repacking, and delivery to Government with best business practices.  Contractor is fully responsible for the safeguarding of all material upon receipt and for ensuring that the contents of material is protected and not publicly released.  All documents to be converted are considered sensitive.

All personnel assigned to the project will be required to adhere to the guidelines prescribed under the Freedom of Information Act (FOIA) and the Privacy Act. The records contain personally identifiable information (PII) and must be handled as sensitive in nature.  Non-disclosure statements will need to be signed by those involved in the project and provided to the Government. All data and copies shall not be retained by any contractor or sub-contractor involved in this effort.

Contractor employee whose duties require accessing a DoD unclassified computer/network, working with sensitive unclassified information (either at a Government or Contractor facility), or physical access to a DoD facility must be a US citizen and possess a favorable trustworthiness determination prior to award.  To obtain a favorable trustworthiness determination, each Contractor employee must have a favorably completed National Agency Check with Local Credit Checks (NACLC) which consists of a NACI including a FBI fingerprint check plus credit and law enforcement checks. Each Contractor employee applying for a trustworthiness determination is required to complete:

· SF-85P Questionnaire for Public Trust Positions
· Two FD-258 Applicant Fingerprint Cards
· Original Signed Release Statements 

Failure to provide the required documentation at least 5 days prior to the individual’s start date shall result in delaying the individual’s start date.  To maintain continuing authorization for an employee to access a DoD unclassified computer/network, and/or have access to sensitive unclassified information, the Contractor shall ensure that the individual employee has a current requisite background investigation.  The Contractor’s Security Representative shall be responsible for initiating reinvestigations as required and ensuring that background investigations remain current (not older than 10 years) throughout the contract performance period.
1 [bookmark: _Toc430487790][bookmark: _Toc81814175]TASK STATEMENT

Contractor will box up the original records (cards), in batches as designated by ANC.  Contractor can expect to receive multiple shelves of records and will need to provide all packing materials (i.e., boxes) necessary for transportation to/from Government facility.  Contractor will need to mark the box with the Row #, Shelf #, and any identifying marks (i.e., Row 1, Shelf 1, AAA-BEA would equate to Row 1-10, AAA-BEA) on the box.  The boxes will become government property to be retained by ANC for storage.  The records will include Record of Interment (ROI), Reservation Cards, Disinterment Cards, and Grave cards and will require transportation to conversion location.  The records and dividers will need to be placed back in the same order as received.

The Contractor will be responsible for collection, transportation, conversion, indexing and the return of the records to ANC.  The majority of the record cards are single-side, but both sides will be scanned with blank pages remaining in the image – this will allow ANC to view both sides of the cards for future reference.  The dividers will not be scanned.

The metadata information will be found on the cards (99.8% type-written and .2% hand written).  All metadata will be captured as UPPERCASE letters.  Most of the ROI cards, Grave cards and Reservation cards are in good condition.  The Disinterment packets condition is considered fragile in nature. There may be instances where archival (acid free) tape is needed to repair the record for scanning.  If tape is used, it should be used on the backside of the record.

This effort will be broken into four separate tasks:  (1) ROI Cards, (2) Disinterment Packets (3) Grave Cards, and (4) Reservation Cards.

ANC has provided best estimates of the volume of cards for the four tasks listed below.  ANC will be notified, in advance, if the actual scans will be higher than the estimates.  Additional funding at the same rate per scan or metadata input may be required if the overall estimates are too low.  The general characteristics of the collection and volume estimates are as follows:

ROI Cards    			5”x7” record cards			           350,000 cards

Grave Cards			3”x5” & 4”x6” record cards (similar in nature)         230,000 cards

Disinterment Packets		5”x7” record packets*			               5,000 cards/pages
	*500 packets (approximately 10 cards/pages per packet)

Reservation Cards		5”x7” record cards			             20,000 cards	

Total estimated number of records are approximately 			           	          605,000 cards/pages

Total estimated number of scanned images (two sided) are approximately           1,210,000 scanned images


The records will be scanned and attributed with metadata as identified by ANC as defined in this SOW below.  Contractor will identify the metadata and populate each field in the .xml file accordingly from the record cards.  If the metadata is unclear or illegible, the record will be scanned and submitted to ANC POC for resolution within 48 hours.

Task 1 – Record of Interment (ROI) Cards

The ROI cards are used to record every interment and placement of cremated human remains, which includes, but is not limited to the date, the name, the location of the burial or disposition, and the last known family address.   The majority of the information will be found from DA Form 2122 (1928, 1948, 1950, 1958, 1961, 1963, 1968, 1979, and 1982) as well as VA Form 80, Form 40, Form 1370, and BOSS Print Out.  Cards are arranged alphabetically by last name and should be returned to ANC in the same order as received.

There are less than 1% of the cards stapled and the contractor should return the cards unstapled.  In the case where a record is bound with a staple, then it should be scanned as one ‘record’.  In the case where multiple ROIs exist for the same service member, both documents will be scanned as separate records. In the case of a post marking (i.e., metadata field updated in ink or pencil), contractor will use the post marking information for capturing the metadata.  There are cases where the metadata fields may be blank and contractor shall determine best method to handle blank metadata fields and naming convention capable of handling blank fields.

Contractor will scan and capture approximately 350,000 5”x7” record cards with the following metadata:

ROI Cards Metadata Field Characteristics

 1. Last Name – Alphanumeric field, Ave Length (6) Max Length (25)
 2. First Name – Alphanumeric field, Ave Length (5) Max Length (25)
 3. Middle Name (or Initial) – Alphanumeric field, Ave Length (5) Max Length (25)
 4. Suffix Name – Alphanumeric field, Ave Length (3) Max Length (25)
 5. SSN – Alphanumeric field, 9 characters (123456789)
 6. Service Number – Alphanumeric Field, Max Length (15) (123456789A01234)
 7. Date of Birth – Date Field (YYYYMMDD)
 8. Date of Death – Date Field (YYYYMMDD)
 9. Date of Interment – Date Field (YYYYMMDD)
10. Branch of Service – Alphanumeric field (USA, USN, USMC, USAF, USMM, USPHS, Capture
           information from card if field not listed previously); Ave Length (5), Max Length 35 characters
11. Rank - Alphanumeric field, Ave Length (3) Max Length (25) 
12. Religion – Alphanumeric field, Ave Length (9) Max Length (25)
            Note:  Capture what is written on card
13. Burial Location: In Ground (I), Columbarium (C), Memorial Section (M):  1 Character (I, C, M)

For In Ground (I):
1. Section – Numeric Field, Ave Length (1), max length (3) characters
Note:  If the section number is text (i.e., Western, Eastern), then use Section Name Decipher
 Index (see Table 1: Section Name Decipher Index)
 2. Gravesite – Alphanumeric field – max length 15 characters
Note:  The following are not considered Gravesite Identifiers:  CL, 7’CL, Centerline, X-Deep or 
another feet designator; i.e., 9’, 5’, 5 – feet
 3. Burial Type – Casketed (C); Cremated (U) – max length (1) character
 4. Depth – Alphanumeric field (3, 5, 7, 9, X, “O” for Other, blank field; “N” for None - Average (2), 
    	max length (3) characters 

For Columbarium (C):
 1. Court (1 – 8, N) Alphanumeric field – max length (10) characters
 2. Columbarium Section, Alphanumeric field – max length (10) characters
 3. Stack (or Column), Alphanumeric field – max length (10) characters
 4. Niche, Alphanumeric field – max length (10) characters   

For Memorial Section (M):
 1. Memorial Section:  Alpha field – max length (1) character (A, B, C, D, E, F, G, H, I, J, K)
 2. Site Id: Alphanumeric Field – Alphanumeric field – max length (15) characters 


Task 2 – GRAVE Cards

The Grave cards record some basic information on the identity of the remains in each grave.  Cards are arranged by section number, grave number, and names (majority are listed by First Name, Middle Name  (or Initial), Last Name); however there are section differences where some sections were recorded Last Name, First Name, Middle Name (or initial).  Contractor should make every effort to properly identify name convention and record information in appropriate fields. If there is no section number on the card, then the contractor shall use the section number identified on record drawer. There may be an abbreviation for the section terminology that is reflected on the card and in this case, contractor will use the “Section Name Decipher Index” to deliver the numeric representation.  The records should be returned to ANC in the same order as received even if there appears to be a misfiled card.

There are less than .1% of the cards stapled and the contractor should return the cards unstapled.  In the case where a record is bound with a staple, then it should be scanned as one ‘record’.  In the case where multiple grave cards exist, both documents will be scanned as separate records.  In the case of a post marking (i.e., metadata field updated in ink or pencil), contractor will use the post marking information for capturing the metadata.  There are cases where the metadata fields may be blank and contractor shall determine best method to handle blank metadata fields and naming convention capable of handling blank fields.

There may be multiple interred individuals in one grave and or group burial.  Individuals may be a veteran, veteran (as a spouse), spouse, child, multiple veterans on same card.  The majority of the cards contain only one or two individuals.  Each card will be captured with multiple indexes per card, not a record for each individual.  In other words, one index for all individuals interred at the grave location.

Contractor will scan and capture approximately 230,000 3”x5” & 4”x6” record cards (similar in nature) with the following metadata:

Grave Cards Metadata Field Characteristics 

1. Gravesite Status:  Alphanumeric Field - Occupied (OC), Reserved (R), Obstructed (OB) including
marking identification from card (i.e., OB – tree) - Max Length (25)
2. Section – Numeric Field, Ave Length (1), max length (3) characters
Note:  If the section number is text (i.e., Western, Eastern), then use Section Name Decipher
Index (see Table 1: Section Name Decipher Index)
 3.   Gravesite – Alphanumeric field – max length 15 characters
Note:  The following are not considered Gravesite Identifiers:  CL, 7’CL, Centerline, X-Deep or 
another feet designator; i.e., 9’, 5’, 5 – feet.

Each individual will need the following metadata captured:

 1. Last Name – Alphanumeric field, Ave Length (6) Max Length (25)
 2. First Name – Alphanumeric field, Ave Length (5) Max Length (25)
 3. Middle Name (or Initial) – alphanumeric field, Ave Length (5) Max Length (25)
 4. Suffix Name – Alphanumeric field, Ave Length (3) Max Length (25)
 5. Date of Interment – Date Field (YYYYMMDD)
 6. Branch of Service – Alphanumeric field (USA, USN, USMC, USAF, USMM, USPHS, Capture
           information from card if field not listed previously); Ave Length (5), Max Length 35 characters
 7. Rank - Alphanumeric field, Ave Length (3) Max Length (25)
 8. Depth – Alphanumeric field (3, 5, 7, 9, X, “O” for Other, blank field; “N” for None) - Average (2), 
    	max length 3 characters
 9. Burial Type – Casketed (C); Cremated (U) – max length (1) character
10. Relationship –– Widow, Wife, Infant Son, Minor Son, Son, Daughter, Infant Daughter, Minor 
 	Daughter, Husband, Father, Mother, Capture information from card if field not listed previously); 
 	- Max length (15) Characters

Task 3 – DISINTERMENT Packets 
 
The disinterment packets record the identity of the remains disinterred from ANC.  There is the potential for an entire gravesite/columbarium to be disinterred; therefore, multiple individuals may be disinterred and lines 1-13 should be captured.  Each card will be captured with multiple indexes per card, not as a record for each individual.  In other words, one index for all individuals disinterred at the grave site.  The packets may contain ROI card, Grave Card, Reservation Card, Burial transit permit, and all correspondences (majority letter size) and approval from superintendant for disinterment.  Cards are arranged alphabetically by last name and should be returned to ANC in the same order as received.  

99% of the cards are stapled and the contractor should return the packets re-stapled.  All packets are considered one ‘record’.  It is anticipated that these packets will require extra time for document preparation and scanning.  In the case of a post marking (i.e., metadata field updated in ink or pencil), contractor will use the post marking information for capturing the metadata.  There are cases where the metadata fields may be blank and contractor shall determine best method to handle blank metadata fields and naming convention capable of handling blank fields.  

Contractor will scan and capture approximately 500 packets with 3”x5” & 4”x6” & 5”x7” cards as well as 8 ½” x 11” papers with the following metadata:  

Disinterment Cards Metadata Field Characteristics 

1. Disinterment Date – Date Field - (YYYYMMDD)   (Note:  information contained in remarks field)
2. Last Name – Alphanumeric field, Ave Length (6) Max Length (25)
3. First Name – Alphanumeric field, Ave Length (5) Max Length (25)
4. Middle Name (or Initial) – alphanumeric field, Ave Length (5) Max Length (25)
5. Suffix Name – Alphanumeric field, Ave Length (3) Max Length (25)
6. SSN – Alphanumeric field, 9 characters (123456789) 
7. Service Number – Alphanumeric Field, Max Length (15) (123456789012345)
8. Date of Birth – Date Field (YYYYMMDD)   
9. Date of Death – Date Field (YYYYMMDD)
10. Date of Interment – Date Field (YYYYMMDD) 
11. Branch of Service – Alphanumeric field (USA, USN, USMC, USAF, USMM, USPHS, Capture
           information from card if field not listed previously); Ave Length (5), Max Length 35 characters
12. Rank - Alphanumeric field, Ave Length (3) Max Length (25) 
13. Religion – Alphanumeric field, Ave Length (9) Max Length (25)
            Note:  Capture what is written on card
14. Burial Location: In Ground (I), Columbarium (C), Memorial Section (M):  max length (1) character 
       (I, C, M)

For In Ground (I):
1. Section – Numeric Field, Ave Length (1), max length (3) characters
Note:  If the section number is text (i.e., Western, Eastern), then use Section Name Decipher 
Index (see Table 1: Section Name Decipher Index)
2. Gravesite – Alphanumeric field – max length 15 characters
Note:  The following are not considered Gravesite Identifiers:  CL, 7’CL, Centerline, X-Deep or 
another feet designator; i.e., 9’, 5’, 5 – feet.
 3. Burial Type – Casketed (C); Cremated (U) – max length (1) character
 4. Depth – Alphanumeric field (3, 5, 7, 9, X, “O” for Other, blank field; “N” for None - Average (2), 
    	max length 3 characters 

For Columbarium (C):
 1. Court (1 – 8, N) Alphanumeric field – max length 10 characters   
 2. Columbarium Section, Alphanumeric field – max length 10 characters   
 3. Stack (or Column), Alphanumeric field – max length 10 characters   
 4. Niche, Alphanumeric field – max length 10 characters   


Task 4 – RESERVATION Cards

Prior to 1962, the grave site reservation cards were used to reserve grave sites for future burial at ANC. 
This allowed a veteran to formally reserve a plot for burial upon his death.  This practice stopped in 1962 and Arlington National Cemetery went to time of need arrangements only.  The practice of creating “reservation cards” did not stop.  The cards were created to document required or requested follow on second interments for burials that took place.  Because the process allowed pre-need arrangements prior to 1962 there is the potential for multiple personnel to be listed on the reservation card (a dual husband and wife request); there is the potential for multiple personnel to be listed on the reservation card; therefore, metadata will be collected for fields 1-6 for each individual.  The metadata information will be found from Forms with years dated 1923, 1938, 1947, 1954, and Database printouts which are on 5” x 7” cards.  Cards are arranged alphabetically by last name and should be returned to ANC in the same order as received.  Three cases exist for reservations:  (1) Veteran interred first, reservation made for spouse; (2) Spouse interred first, reservation made for veteran; and (3) Special request to cemetery.  

There are less than 2% of the cards stapled and the contractor should return the cards unstapled.  In the case where a record is bound with a staple, then it should be scanned as one ‘record’.  In the case where multiple reservations exist for the same service member, both documents will be scanned as separate records. In the case of a post marking (i.e., metadata field updated in ink or pencil), contractor will use the post marking information for capturing the metadata.  There are cases where the metadata fields may be blank and contractor shall determine best method to handle blank metadata fields and naming convention capable of handling blank fields.  

Contractor will scan and capture approximately 20,000 records 5”x7” cards with the following metadata:  

Reservation Cards Metadata Field Characteristics 

 1. Last Name – Alphanumeric field, Ave Length (6) Max Length (25)
 2. First Name – Alphanumeric field, Ave Length (5) Max Length (25)
 3. Middle Name (or Initial) – alphanumeric field, Ave Length (5) Max Length (25)
 4. Suffix Name – Alphanumeric field, Ave Length (3) Max Length (25)
 5. Reservation For: Veteran (V), Wife (W), Son (S), Daughter (D), Other (O)   Note:  For “Other” annotate   
      “O-‘use annotation from card’”   
 6. Burial Location: In Ground (I), Columbarium (C), Memorial Section (M):  max length (1) character 
      (I, C, M)

For In Ground (I):
 1. Section – Numeric Field, Ave Length (1), max length (3) characters
 2. Gravesite – Alphanumeric field – max length 15 characters

For Columbarium (C):
 1. Court (1 – 8, N) Alphanumeric field – max length 10 characters
 2. Columbarium Section, Alphanumeric field – max length 10 characters
 3. Stack (or Column), Alphanumeric field – max length 10 characters
 4. Niche, Alphanumeric field – max length 10 characters

Note:  All Cards will contain the following Veteran Information in “Service and Reservation Data Section”:

Veteran Information
 1. Last Name – Alphanumeric field, Ave Length (6) Max Length (25)
 2. First Name – Alphanumeric field, Ave Length (5) Max Length (25)
 3. Middle Name (or Initial) – alphanumeric field, Ave Length (5) Max Length (25)
 4. Suffix Name – Alphanumeric field, Ave Length (3) Max Length (25)
 5. SSN – Alphanumeric field, 9 characters (123456789)
 6. Service Number – Alphanumeric Field, Max Length (15)   (123456789012345)
 7. Branch of Service – Alphanumeric field (USA, USN, USMC, USAF, USMM, USPHS, Capture
          information from card if field not listed previously); Ave Length (5), Max Length 35 characters

Adjoining Gravesite Information:
1. Section – Numeric Field, Ave Length (2), max length (3) characters
Note:  If the section number is text (i.e., Western, Eastern), then use Section Name Decipher
Index (see Table 1: Section Name Decipher Index)
2. Gravesite – Alphanumeric field – max length 15 characters


Output Formats

The output format will be generated in Tagged Image File Format at 300 dpi, grayscale, and lossless compression algorithms.  Metadata will be generated as an XML file containing the information for each file in the batch.  There are no requirements to OCR record image; therefore, the scanned record image will be returned in as a .tif file.  Note:  Naming Convention must be able to handle associated duplicate ROIs that may be scanned.  Naming convention will be listed as a metadata file for any file delivered as outlined below.  The contractor may develop any naming convention that enables unique file ID for each scan and associated metadata.  The naming convention (structure) should be distinct for each of the task orders.  The contractor should understand that there are cases where the metadata fields may be blank and the contractor should determine best method to handle blank XML fields and file naming convention table of handling blank fields.  Unique naming structure for images linked to XML data is required.  

Captured images for each "document" are to be returned as follows in the example:

a. The record cards returned electronically will be in multi-page TIFF with the file extension of '.tif".
b. Captured metadata for each "record" is to be returned in an .xml file 
c. All .tif images and .xml files in a batch will be returned at the same time.  Multiple batches may be necessary due to the amount of records being processed. 

<Document>
<Doc>
  	<Last Name>Smith</Last Name> 
 	<First Name>John</First Name> 
  	<Middle Name>T</Middle Name> 
  	<Suffix Name>Jr</Suffix Name> 
  	<Reservation For>V</Reservation For> 
  	<Burial Location>I</Burial Location> 
  	 <Image File>ROI_Smith_John_T_Jr_1_319.tif<Image File>
</Doc>
</Document>

Acceptance by the Government will be conducted by batch.  Acceptance criteria will be based on image quality, legibility consistent with source documents and random sampling of metadata.

[bookmark: _Toc81814176]Project Plan
The contractor shall prepare a project plan for executing and completing the requirements of this SOW.  The plan shall include milestones and deliverables for all phases of the project.  ANC and RMDA subject matter experts (SME’s) and specifically a representative for Personnel Interment Records, Grave Card Records, Reservations, and Disinterment’s will be made available to the contractor to aid in preparation of the project plan.

Pilot Plan 
A random sampling of the records (200 ROI Cards, 10 Disinterment Packets, 200 Grave Cards, and 200 Reservation Cards) will be provided upon contract award.  The records will be scanned, indexed, QA/QC, returned to ANC for review and upload by government to ensure file and metadata format is in proper form before remaining records are converted and metadata is prepared.  This will allow for process review and ensure that the delivery meets ANCs requirements.  The pilot project shall be completed within one week of record pickup and may be returned to ANC in several completed batches (i.e., ROI, grave cards, disinterment, reservation) during the one week.  It is important that the returned documents be reviewed and uploaded immediately and any issues be identified within 48 hours so the project is not delayed.  Contractor shall submit two sets of DVDs, one to ANC and one to ANC’s designee, due to the accelerated schedule for this project.

The following items need to be considered for the pilot plan:

1. An Arlington National Cemetery (ANC) employee or other authorized ANC employee will be responsible for the identification of the records (ROI, Disinterment, Grave, and Reservation cards) to be converted to electronic form by the contractor.

2. The contractor shall pick-up and return identified records to Arlington National Cemetery.  The records shall remain within 125 mile radius roundtrip within a duty day.

3. If the government requires a record (ROI, Disinterment, Grave, and Reservation cards) which is in possession of the contractor, the contractor shall scan the required records and deliver via email the electronic copy to the government within 48 hours.

4. Scanning resolution shall be at a minimum of 300 DPI, grayscale, and use lossless compression TIFF image format.

5. The contractor shall provide an inventory control sheet of items picked up / returned to the Government.  A detailed inventory of the records will be included in the .xml file and will include the metadata captured (i.e., service member’s name, grave location, section number, etc.) 

6. After identification of material for conversion, the contractor and the government will conduct a joint inventory of the material.  The contractor shall sign for all material designated for conversion and shall be responsible for the safeguarding of the material while in their possession.  Upon completion of all conversion activity and acceptance by the government, the contractor and the government will conduct a joint inventory of the material and the contractor will be given a release and acknowledgement of the return.

7. The contractor shall identify issues/problems via email to the ANC POC for resolution.  Contractor will identify the issue/problem and provide ANC with the scanned image and requested information for resolution.  This will include missing or illegible metadata that is needed to complete a batch.  In order to maintain the aggressive deadline, it is important that the government provide this information to contractor within 48 hours so it does not delay delivery of the entire batch.



[bookmark: _Toc430487794][bookmark: _Toc81814182]DELIVERABLES

The Contractor shall prepare a monthly and cumulative monthly progress reports.  Initial reports are due to the COR 10 days after award and every 10 days thereafter until the last month of performance.  The monthly report shall contain the following: 

1. Description of work planned including workload and milestones by task
1. Description of work accomplished including workload by task
1. Analysis of the difference between planned and accomplished by task
1. Work planned for the following month
1. Open issues

A Government response shall be due (5) working days after receipt of each report.  The final report will be prepared by the contractor to provide a comprehensive review and analysis of cost, schedule, and technical performance of each contract task.  The final report will summarize performance during the entire period of performance and provide the status of any planned transition activity.

The contractor will submit images and metadata files to the Government on a TBD basis.  Data will be delivered on DVD for government upload to servers and in the formats specified above.  All boxes will be signed for by the receiver of the boxes and by the deliverer of the boxes for accountability and control purposes.  The contractor will maintain an inventory of materials picked up and returned.  Any discrepancy will be reported to the government immediately.

Datasets will be delivered in batches after QA/QC has been conducted by the contractor.  Each batch will consist of approximately 50,000 records.   The dataset will be scanned into an electronic file, a TIFF file format, and 1 set of the images will be delivered to ANC along with an XML file with associated metadata.  The DVDs should be consistent with the information labeled on the box (i.e., Row 1-10, AAAA-BEA).


[bookmark: _Toc430487797][bookmark: _Toc81814185]SCHEDULE REQUIREMENTS

Due to the fact that a contract does not yet exist for this project and personnel are not yet assigned for specific tasks and the possibility of Delivery Order modifications is possible on this project, a specific schedule does not exist.

ANC requires incremental delivery of the records in batches.  At project mid-point, ANC expects 40% of the ROIs and 40% of Grave Cards (28 sections) to be completed.  ANC will prioritize Grave Card Sections delivered based previous scans gaps.

The period of performance shall be TBD after task order is awarded as negotiated by the Contracting Officer with records delivered in batches.

[bookmark: _Toc430487799][bookmark: _Toc81814187]SPECIAL PROVISIONS

[bookmark: _Toc430487800][bookmark: _Toc81814188]Contract Type

This will be a TBD contract.

[bookmark: _Toc430487801][bookmark: _Toc81814189]Customer Responsibilities

The customer shall be responsible for providing the following during the off-site activity:
· Pre-arranged accessibility to the key personnel that will be participating in this project for pickup, delivery of records
· Pre-arranged accessibility to the key personnel for specific questions on ROI cards, Grave cards, Reservation cards, and Disinterment cards (i.e., email, phone) that has the authority to make decisions on ANC’s behalf
· Pre-arranged accessibility to the key personnel for acceptance of converted documents
· Must provide consistent volume of records for scanning so there is no gap in production.

Contracting Officer Representative

The government shall assign a Contracting Officer Representative (COR) who has delegated authority from the Contracting Officer and will act as the single point of contact with Contractor and has full project authority and convenient access to all decision-makers.
8.0	Security Requirements

All personnel assigned to the project will be required to adhere to the guidelines prescribed under the Freedom of Information Act (FOIA) and the Privacy Act. Non-disclosure statements will be provided to the Government prior to delivery of any material.  This includes the validation of appropriate access and clearances.  All on-site representatives are required to hold current United States of America citizenship.
9.0	Acceptance

The ROI cards, Grave cards, Disinterment cards, and Reservation cards will be scanned and indexed, followed by a post-scan visual quality assurance process to ensure that all documents within the batch were captured correctly.  The review will ensure that pages have the correct orientation.  Once the quality assurance process has been accomplished, a random sampling quality control inspection will be held jointly with the government.  The government will perform a 1% random sample of each returned batch for QA/QC.  This will include the review of the .tiff image for correct page orientation and legibility as well as the metadata files for accurate text field information.

Upon completion of the quality control process, the government will provide an acceptance document and take possession of the processed records.  At a mutually agreed upon point in the process, the government may move to statistical sampling to generate the acceptance documents.  All files will be deemed accepted (no issues identified) or Rejected (additional work is required with an indication as to what requires correction) within 5 working days of receipt.  Rescans required will be determined mutually by contractor and government representatives and will be based on the legibility of the initial scanned image.  There will be no charge/cost to the Government for rescans.

10   PERIOD OF PERFORMANCE

The period of performance shall be four months after contract award date.


Table 1: Section Name Decipher Index
In some cases in the section column on ROIs, Grave Cards or Reservations there will not be a numeric number in this field.  There may be an abbreviation for the section terminology that is reflected.  In these cases, please use the numeric designator to refer to the Section Number

1 Western
2 Eastern
3 Southern
4 Four
5 Five
6 Six
7 Seven
8 Eight
9 Nine
10 Ten
11 Fort Pherson
12 Plaza
13 Field of Dead
14 Sylvan Hall
15 Fort Myer
16 Confederate
17 White Enlisted
18 White World War 
19 Colored World War
20 Enlisted
21 Nurses
22 Spanish American
23 Colored Enlisted (old)
24 Maine
25 Colored Enlisted (new)
26 Garden Plot
27 Lower Cemetery


Appendix

Definitions

Branch of Service
USA – US Army
USN – US Navy
USMC – US Marine Corps
USAR – US Air Force
USMM – US Merchant Marine
USPHS – US Public Health Service (?)
Other – ‘use annotation from card’


Need Listing of Religions – Capture as Written on Card


Need Listing of Ranks of Services – Capture as one of the following Abbreviations.  For reference of Officers ranking, use the following if possible.  In the event the rank is of historic nature and does not align with the below chart please capture as is; ranks of WWII are also listed below http://en.wikipedia.org/wiki/United_States_Army_officer_rank_insignia.


[image: ]

For enlisted personnel, use the following from http://en.wikipedia.org/wiki/United_States_Army_enlisted_rank_insignia



[image: ]

Ranks of WWII reflecting Technical Sergeant Ranks:
[image: ]
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See also [edit]

* United States Army enlisted rank insignia of World War Il
* United States Army officer rank insignia
* United States warrant officer rank insignia

References [edit]

« US Army Rank and Insignia?
« Army Regulation 600-20 1} Table 1-1 lists all current enlisted ranks, the correct form of address, the associated pay grade, and the correct abbresiation.

Pay Grade
B1 B2 E3 4 5 E6 ET 23 E9
Branch of Service |
Airforce:  AB  Am  AIC ES ssgt  Tsgt  Msgt susgt CHSgt- CCM - CHSAF - SEAC
Ammy:  PVT  Pv2  PFC SPC.CRL  SGT  SSG sre 156156, SGH - CSH - SWA - SEAC
Marine Corps: Pt PFC Lol cpl st st Gysat Msgt- 1stsgt MGySgt - Satitaj - SatfajtarCor - SEAC
Waw: SR sa sn P03 P02 POI  CPO-SEA  SCPO-CHDSCRO MCPO - CDCH - FORCH - FLTCH - WCPON - SEAC
CoastGuard: SR SA SN P03 P02 POt cpo scpo. MCPO - CHC - HCPOCG

Categories: Miltary ranks of the United States Army | Miltary insignia

“This page was last modified on 14 March 2011 at 21:03.

‘Text s avaiable under the Creative Commons Atirbuton-ShareAlke License; addiional tems may apply. See Terms of Use for detals.
Wiipedia® s a registered trademark of the Wikimedia Foundation, ., non-proft organization.

Contactus =l

B oot 5 LUD 0 Gaels DO 12

Lrstart| | @ O (4 * | [ iwbox -Mirosof . | ) ANC 5OW informa.. | 1) ANC IT Spec 5-2... | 31 VC Basement Fund...| € ity Ranis .





image3.png
of World the free encyclop dows Internet Explorer -[o) x|
v |\ hitp:/jen.widpedia.org/wki/U.5. _Army_World_War II_Enisted_Ranks =2 [ ] ive searcn

9§ 55 - | © wingon atonlCemetery .| W Untes states amy et x | | BB -8 G- @8 ) &
“on T specialty and SKITWWATe The Gcral irsignia was Just @ Single chiewron, 1 was ot uncomman Tor commanders 1o authanze Tocal Use of Specialist msiga which consisted of ]
one chewon and one to six rockers depending on the pay grade of the specialist (one rocker at Grade 6, six rockers at Grade 1) and a specialty symbol located between the chewon
and the first rocker. These were often identical to a specialty symbol which had been authorized for use during World War 1.1

1942 changes
1st Grade. 2nd Grade 3rd Grade 4th Grade 5th Grade 6thGrade | ™"
Grade
N "o
@ Insignia
<’
Master First Technical Staff | Technician Third | o 1T Private First | .
Sergeant | Sergeant | Sergeant | Sergeant Grade s Class
Wisgt. st St Tisgt Sisgt . St . cpl . Pl [
Technicians

On January 8, 1942, under War Department Circular No. 5, the ranks of Technician Third Grade (T/3), Technician Fourth Grade (T/4), and Technician Fifth Grade (T/5) were created
and replaced the existing specialist ranks. Intially, these ranks used the same insignia as the Staff Sergeant, Sergeant, and Corporal, but on September 4, 1942, Change 1to AR
600-35 added a "T" for “Technician" to the standard chevron design that corresponded with that grade. I’ Despite that, as with the Specialists that they replaced, unoficial insignia
using a specialty symbol instead of the T were used in some units 1272107 2ozl

Atechnician was generally not addressed as such, but rather as the equivalent line (NCO) rank in its pay grade (T/5 as Corporal; T/4 as Sergeant; /3 as Sergeant or Staff Sergeant)
Offciall, a technician did not have the authority to give commands or issue orders but could under combat conditions be placed second in command of a squad by a Sergeant.
Unofficially, most units treated them as though they were of the equivalent rank of the same pay grade (/51107 needed]

The Technician ranks were removed fiom the rank system in 1948. The concept was brought back with Specialist ranks in 1955.

Technical Sergeant
Technical Sergeant was renamed Sergeant First Class in 1948. However, it still survives as an Air Force rank.

First Sergeant
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