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AMENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT

Except as provided herein, all terms and conditions of the document referenced in Item 9A or 10A, as heretofore changed, remains unchanged and in full force and effect.

15A. NAME AND TITLE OF SIGNER (Type or print)

30-105-04

EXCEPTION TO SF 30

APPROVED BY OIRM 11-84

STANDARD FORM 30 (Rev. 10-83)

Prescribed by GSA

FAR (48 CFR) 53.243

The purpose of the amendment is to respond to Contractor questions.   The closing date of 02 Oct 2015 remains unchanged.
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24-Sep-2015

16B. UNITED STATES OF AMERICA
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9B. DATED (SEE ITEM 11)

11-Aug-2015

10B. DATED  (SEE ITEM 13)

9A. AMENDMENT OF SOLICITATION NO.

11. THIS ITEM ONLY APPLIES TO AMENDMENTS OF SOLICITATIONS

X

The above numbered solicitation is amended as set forth in Item 14.  The hour and date specified for receipt of Offer  

is extended,

X

is not extended.

Offer must acknowledge receipt of this amendment prior to the hour and date specified in the solicitation or as amended by one of the following methods: 

(a) By completing Items 8 and 15, and returning

copies of the amendment; (b) By acknowledging receipt of this amendment on each copy of the offer submitted;

or (c) By separate letter or telegram which includes a reference to the solicitation and amendment numbers.  FAILURE OF YOUR ACKNOWLEDGMENT TO BE 

RECEIVED AT THE PLACE DESIGNATED FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR AND DATE SPECIFIED MAY RESULT IN  

REJECTION OF YOUR OFFER.  If by virtue of this amendment you desire to change an offer already submitted, such change may be made by telegram or letter, 

provided each telegram or letter makes reference to the solicitation and this amendment, and is received prior to the opening hour and date specified.
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13. THIS ITEM APPLIES ONLY TO MODIFICATIONS OF CONTRACTS/ORDERS.
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SECTION SF 30 BLOCK 14 CONTINUATION PAGE 

The following items are applicable to this modification:   

        AMENDMENT 0004
The following information is provided in response to Contractor questions:

Q1:      It is understood from A6 that the contractor must provide web based access to data repositories, including the use of server side application to review the hosted data. DON will not procure an IT system, software, applications or software licenses under the contract.   It is further confirmed in A8 that the expected number of minimum simultaneous users of contractor hosted systems is 40.  Please confirm that hosting of 10 TB of data on contractor provided, secured, and maintained systems can be charged as an ODC as a charge incidental to and necessary to providing contract services.

A1:  Yes.

Q2:      In A6, DON specifies that “None of the software/applications the contractor will use to provide the services required by the PWS may reside on NGEN or any other government IT system” however DoN references Relativity as an example of a web-based solution that allows access to server based data repositories. Relativity requires the installation of its viewer on user workstations to display native documents, images, productions, and extracted text. The Relativity viewer is not listed in Attachment J as currently being installed on NGEN workstations. Is the Relativity viewer currently installed on DoN user workstations that will require access to Relativity’s functionality or will DoN allow the Relativity viewer to be installed to facilitate access?

A2:  No.  Relativity viewer is not installed on any NGEN workstations.  There are solutions using the NGEN core applications that do not require the installation of Relativity viewer.

Q3:      In A19 and revised labor descriptions in the amendment, Paralegals have a higher education requirement than Associate Paralegals (5 years vs 3 years), implying that Paralegals should be at a higher rate/level than Associate Paralegals.  However, Associate Paralegals have a specific experience requirement (Prior experience in one or more of government contracts, environmental law, federal personnel/EEO.)  Can the Navy confirm that Paralegals should be at a higher rate/level than Associate Paralegals?  

A3:  See the revised Section 9.6.6 language below.

9.6.6 PARALEGAL


A.
Education

1) Associate degree in paralegal studies, Library Science, or related field, or 5 years work experience providing litigation support in a government or private sector legal office.

2) Outstanding experience in one or more of government contracts, environmental law, federal personnel/EEO 



or


B.  
Experience



1)  Equivalent experience in paralegal studies, Library Science, or related 

field.


C.
Duties

1)  Individual shall perform such tasks as are outlined in individual task orders or technical directions.  Work may include organizing documents for varying purposes
and performing various research tasks.  Must have the ability to deliver extremely high quality product in a timely manner under extreme pressure

SUMMARY OF CHANGES  

SECTION C - DESCRIPTIONS AND SPECIFICATIONS 

The following have been modified: 

        PERFORMANCE WORK STATEMENT
PERFORMANCE WORK STATEMENT (PWS)

FOR SERVICES IN SUPPORT OF NAVY LITIGATION
1.0 GENERAL REQUIREMENTS

1.1 Introduction: The contractor shall provide litigation support services to Naval Litigation Office (NLO) trial attorneys and, as required, to other attorneys within the Office of the General Counsel of the Navy (OGC).    All resources needed to provide these services, including qualified personnel, properly equipped facilities, information technology (IT) systems, software, and software licenses, shall be the responsibility of the contractor.     

1.2 Litigation Complexity: The litigation to be supported includes complex class actions; multi-million dollar contract claims; and complaints involving important policy matters, multiple issues, or multiple parties.  Environmental litigation with administrative records consisting of many thousands of documents is commonplace.  In general, the litigation is complex, but smaller, less complex litigation must also be supported.

1.3 Testimony/Presentation of Evidence: The services described in the PWS support litigation.  They generally do not involve testimony or the presentation of evidence by the contractor.
1.3.1 Ineligibility for expert work: To preserve all relevant privileges, the contractor shall be ineligible for contracts to provide the Department of the Navy (DON) with expert witness services. 
1.4 Forums: The contractor shall support litigation and potential litigation in a variety of forums:  Federal Courts, State Courts, the Armed Services Board of Contract Appeals, the Civilian Board of Contract Appeals, the Merit Systems Protection Board, the Equal Employment Opportunity Commission, the Federal Labor Relation Authority, the Government Accountability Office, and other forums as required.

1.5 Litigation Subject Matter: 
1.5.1 Contract claims and disputes under Federal contracts for supplies (including major weapon systems), services, construction, and research and development.

1.5.2 Civilian personnel cases involving members of the federal civil service, employees of non-appropriated funded activities, or applicants for employment.

1.5.3 Federal employment discrimination cases and those alleging sexual harassment.

1.5.4 Environmental law, land use, and natural resources issues involving federal activities and/or base realignment and closure cases.

1.5.5 Any other litigation in which the DON is a party or has an interest in the litigation.

1.6 Contractor staffing: The contractor shall provide and retain sufficient experienced staff to meet applicable case and project deadlines.

1.7 Technical Direction: The Contracting Officer’s Representative (COR) will issue technical direction letters (TDL) in accordance with NAVSUP clause 5252.242-9402 that may encompass individual cases, multiple cases, or independent projects.  Tasks that may be required under this contract are generally described below in Sections 3 through 7.  Specific requirements will be specified in implementing TDLs, and the COR will monitor performance.  In addition to the specific tasks, overall contract tasks shall apply to all work performed under the TDL.
1.7.1 Case-Specific Support Services: Services will be required to provide litigation support to a specific case or group of cases and may include any and all tasks needed for the specific litigation.  The PWS provides examples, but these examples do not restrict or limit in any way the type, nature, or extent of litigation support that may be required under this contract.  The work performed under the TDLs shall support DON trial attorneys with responsibility for the case or group of cases.  The performance locations may be within the Washington, D.C., metropolitan area, elsewhere in the United States, or outside of the United States as specified (estimated OCONUS work is significantly less than1%).  The general types of source documents and their possible locations shall be specified by the Government.   

1.7.2 Office-wide Support Services: Services are required to cover a variety of tasks for different cases.  These services shall generally include one or more of the tasks described in Sections 3 through 7 of the PWS.  The Office Wide services shall be in direct support of the trial attorney(s) with responsibility for a specific case or group of cases or in general support of ongoing litigation.  Because the services may cover many cases, the COR shall identify the location or locations where services shall be required.  The locations may be within the Washington, D.C. metropolitan area, elsewhere in the United States, or outside of the United States.  The general types of source documents and their possible locations shall be specified by the COR.  
1.8 Determination of Conflicts of Interest: The COR shall provide the contractor the following information:  the name of the case or cases to be supported, the names of the parties involved, and, if possible, the names of the attorneys representing the parties.  To the best of his knowledge and belief, the contractor shall inform the COR:  (1) whether it has an organizational, personal, financial, or legal conflict of interest, and (2) whether such conflicts are real, potential, or have the appearance of a conflict.  This information must be provided to the COR in writing and signed by an individual with authority to bind the contractor.  Based on the information provided, the COR shall determine whether the contractor has a conflict of interest.  The contractor shall also be responsible for ensuring that all personnel assigned to perform the work do not have a conflict of interest.  
1.9 Initial Meeting:  The contractor shall be available to meet with the COR and/or any other NLO or OGC representatives to discuss the specifications, and schedule to assure a thorough understanding of the various requirements. 
1.9.1 Written Plan: When requested by the COR or Trial Attorney, the contractor shall provide a preliminary written plan of the case specific or office wide support work required.  This plan shall include, but not be limited to: (1) a brief discussion of the scope of the anticipated support requirements; (2) a detailed plan for accomplishing the task on schedule and within budget; (3) an outline of the tasks and subtasks; (4) a schedule for accomplishing each task and subtask; : (5) all proposed case specific reports; (6) a quality control plan for each task and subtask; (7) the contract labor categories, the specific personnel required to perform each task and subtask, and the estimated hours for each labor category; (8) the names and qualifications of proposed personnel and the applicable labor category; (9) the type(s) and amounts of equipment and materials required; (10) the location(s) where work shall be performed, and (11) any anticipated problems or concerns and recommended solutions. When specified, litigation support plans shall be maintained and modified/updated as necessary.  The timetable for subsequent updates or revisions shall be as specified by the Government.

1.10 Confidentiality and Non-Disclosure: The contractor and its employees shall not communicate with anyone other than the contracting officer, the COR, NLO management, and NLO attorneys and staff concerning any work performed under the contract and/or information obtained by working on the contract.  The contractor shall restrict access to information to those with a need to know and ensure that all of the Government’s evidentiary privileges are retained.  All personnel working under the contract are required to sign non-disclosure agreements.  Failure to comply with these requirements shall be a basis for the Government to terminate this contract.  Related requirements are set forth in Section 11 of the PWS and DFARS 252.204-7014 in Section I of the contract.
1.11 Management Responsibilities and Functions: The contractor  shall provide general contract management as required by Section 2.1 and case-specific project management as required by Section 3.1.  
1.12 Conflicts of Interest: The contractor shall comply with the following provisions with respect to conflicts of interest. The contractor, contractor personnel, subcontractors, subcontractor personnel, and their agents or assigns shall not:

1. Represent, enter into a business transaction, or contract with another person or entity in the same or substantially related matter in which that person or entity’s interests are materially adverse to the interests of the DON.

2. Use information obtained under this contract unless the DON consents in writing after full and complete disclosure/consultation.

3. Acquire interests adverse to the DON without the DON’s informed, written consent

The contractor shall also inform the COR/Trial Attorney of any relationships that create a conflict of interest, potential conflict of interest, or the appearance of a conflict of interest on the part of the contractor or the contractor’s employees, including all instances in which a former or current client is or is likely to become the subject of a DON lawsuit.  In addition, the contractor may not use any information obtained under the contract for financial gain.

1.13  Facilities: Section 12 covers general facilities requirements.  Government facilities shall be provided only if expressly stated by the Government. 
1.14  Litigation Support Systems: Because of the rapid evolution of  information technology (IT) and IT systems, it is impossible to specify the hardware and software needed to perform this contract; however, the Government shall undoubtedly require support for new technologies. Toward this end, the contractor shall provide a staff that is trained and competent to work with new technologies as the need arises.  The Government anticipates that Internet and browser based technologies shall continue to grow in prominence over the life of the contract.  Data security and system security shall therefore be of paramount importance when designing and providing databases.  Section 5 covers the requirements for litigation support equipment.  The contractor shall have sufficient resources to provide all litigation support required by the contract without relying on government assistance.
2.0 GENERAL TASKS
2.1 Contract Management: Professional management is essential to the contractor’s ability to perform this contract successfully.  Resources must be employed and monitored to ensure that overall contract requirements are met and that work is completed accurately, on schedule, and within cost estimates. 
2.2 Litigation Support Equipment, Workstations, and Software: The property administration provisions of this contract apply to items (litigation support equipment, workstations, software, and other equipment or materials) delivered to the contractor upon completion of litigation support performed under other contracts.
2.3 Historic Reference Files: The contractor shall receive and maintain historical reference materials used to support litigation.  The contractor shall add to the reference files those materials so designated by NLO.  Materials may be in hard copy or computer readable form.
2.4 Electronic Discovery Advice and Training: The contractor shall provide advice and guidance on electronic discovery issues that arise or may arise in ongoing litigation.  This may include training OGC attorneys and staff on electronic discovery matters and such other tasks as may be directed by the COR.
2.4.1 Quality Control and Quality Assurance:  The services provided under this contract support DON litigation; they must meet the highest standards of quality and professional excellence.  The contractor shall employ quality control and quality assurance processes and procedures to ensure its work meets all identified standards, is accurate, and is performed within applicable time constraints.
2.5 Data and System Security: The maintenance of system and data security is a critical component of the contract.  The appropriate level of security awareness and of active security enforcement is an inherent responsibility of all IT personnel performing at every level. IT personnel are responsible for knowing and observing Government security requirements, for ensuring a high level of security awareness among their co-workers, and for promptly reporting security lapses or violations.
3.0 SPECIFIC TASKS: PROJECT MANAGEMENT AND DIRECTION
3.1 Project Management: The contractor shall implement, manage, and coordinate the various litigation support tasks necessary to support OGC attorneys, other Government employees, and other contractors employed by the DON to support litigation. The following sub-tasks shall be performed. 
3.1.1 Project Direction: The contractor shall provide project direction as required to meet the litigation support requirements of the case within the schedule requirements directed by the COR/Trial Attorney.
3.1.2 Project Schedule: The contractor shall maintain a project schedule, in automated form, including the schedule imposed by the forum, the progress of all tasks, and the availability of key project staff and attorneys for the duration of the case.  Specific computer requirement information will be provided by the Government by indicating a selection from the standard software requirements of the PWS. The contractor shall incorporate into the schedule information provided by the attorneys assigned to the case, other contractors (including expert witnesses and consultants), and information relative to the contractor’s tasks and responsibilities.  
3.1.3 Project Meetings: The contractor shall sponsor periodic project meetings to review task progress, status, and to plan efforts in coordination with OGC attorneys and other contractors.  The project meetings shall be chaired by the attorney(s) assigned to the case or by an individual(s) designated for this function.  The extent of the contractor’s responsibilities for project meetings shall be defined in the applicable TDL and shall address the following:
1. Where the meetings shall be held.

2. The frequency and the anticipated duration of the meetings.

3. Whether the contractor shall be responsible for providing copies of documents for use by the participants at the meeting.

4. The extent to which video teleconferencing shall be used and the Contractor’s responsibilities for providing video teleconferencing equipment.

5. The contractor’s responsibility, if any, for providing minutes of the meeting.

3.14 Cooperation: The contractor shall cooperate with other contractors retained by the DON.  Other contractors shall be identified by the Government issued or by the Trial Attorney during performance

3.15 Compatible Software: For each case, the contractor shall submit all documents and files using software compatible with the software used by the Trial Attorneys.  To the maximum extent feasible, all work performed by contractor personnel shall use the same versions of software used by the Trial Attorneys.  Information concerning the type of software to be used shall be identified by the Government or during performance by the Trial Attorney. The software currently used by NLO is identified in Attachment J to this contract.

4.0 CASE-SPECIFIC TASKS: DOCUMENT MANAGEMENT
4.1 Scope: The contractor shall manage all litigation documents.  As used herein, the term “documents” has the broad meaning defined in Rule 34 of the Federal Rules of Civil Procedure and includes all types of media.  Document management sub-tasks include acquisition, processing, electronic processing, deduplication, electronic data discovery, review, production, storage, reproduction, and the preparation of document management plans.  The specific requirements for each sub-task shall be defined by the COR.  The contractor may be required to screen documents for relevance, privilege, or both prior to photocopying, scanning, and/or coding.  Any additional screening requirements shall be set forth in by the COR.
4.2 Document Management Plan: The contractor shall prepare a Document Management Plan.  The plan shall address with particularity all requirements for each aspect of document acquisition, processing, deduplication, review, production, storage, and reproduction sub-tasks.  The plan shall also describe the security provisions that shall be employed to protect against the improper disclosure of documents and to meet any special security requirements specified in the TDL.

4.3 Document and Data Acquisition: The contractor shall acquire all documents, data, and other media required to support the litigation.  This includes coordination with cognizant document custodians or contractors responsible for DON IT systems.  The documents/data shall be acquired, numbered, reviewed, reproduced, and coded as necessary.  In addition to processing Government documents/data, the contractor may be required to acquire documents/data at the repositories of adverse parties or other sites to which the Government does not control access to the documents/data and/or facilities.  In these situations, the contractor shall provide adequate staff, with any necessary clearances, to coordinate and monitor the activities associated with the acquisition of such documents/data.

4.4 Document Management and Processing: The contractor shall provide document management and processing.  Document management includes establishing control over the movement of all materials (including delivery and pickup), and the associated numbering, copying, retrieving and refiling of the documents.  Organization and indexing services shall typically be required immediately prior to image capture.  Individuals other than the scanner operators should provide these services.  Coordination between any document processing team and other contractor activities is also required.  The contractor shall provide all personnel, training, facilities, equipment, and supplies for the performance of all document-processing services.  Document processing shall include the creation and maintenance of detailed log sheets and associated document controls.  Dissemination of documents, data, and other media is on a need-to-know basis only.  The contractor shall ensure that only appropriate individuals have access to such information.  The COR/Trial Attorney shall determine the extent to which any particular document may be disseminated.

4.4.1 Document Identification and Marking: To the extent specified, the contractor shall design, implement, and complete document identification and marking system.  
4.4.2 Documents for Adverse Parties: The contractor shall prepare documents for review by adverse parties.  This may include, but is not limited to:  placing all Government documents in one location (either physically or in an online database); reviewing Government documents for privilege/relevancy (either physically or in an online database); organizing Government documents in boxes, file cabinets, or other storage media (including but not limited to an online database); and indexing Government documents either online or in hard copy.  The contractor may be required to assist the Government to supervise adverse party review of Government documents and  to duplicate Government documents requested by the adverse party. The contractor may also be required to maintain a database of all documents selected by the adverse party for copying.  When directed by the COR/Trial Attorney, the contractor shall establish an online database for the adverse party to review Government documents (see paragraph 6.7 for an example).

4.4.3 Deduplication of Documents: The contractor shall deduplicate documents within a repository by using any/all combinations of the following methods:

4.4.3.1  identify total duplicates based on standard file-level hashing algorithms;

4.4.3.2 identify total duplicates based on text (extracted text from electronic files and/or OCR text from images);

4.4.3.3 identify near-duplicates (less than 100% match) based on text (extracted text from electronic files and/or OCR text from images);

4.4.3.4 review near-duplicate documents side-by-side to allow determination of duplicate status

4.5 Review:  The contractor shall review documents for relevancy, privilege, and near duplicates (less than 100% match) using keyword term lists and other technologies that enhance speed and quality, as well as other reviews as needed.  The review instructions are to be prepared and approved in advance of the review.
4.6 Production: The contractor shall prepare documents to be produced.  The documents to be produced, as well as the format of the production, shall be specified in a document management plan conforming to Section 4.2 of this PWS.

4.7 Document Storage: The contractor shall store all documents and supporting records generated in the course of the work on the litigation.  At a minimum, the contractor shall have the ability to store 10 TB of electronic data (see Section 6.1 of this PWS) and 130 bankers boxes of hard copy documents and records.  Bankers boxes in excess of 130 may be stored offsite but must be retrievable within three business days or less.  The costs associated with excess storage will be charged as an ODC.  The COR/ Trial Attorney may also instruct that sets or subsets of these materials be shredded or otherwise destroyed with appropriate security and confidentiality precautions.  The contractor shall protect all material, including documentation, reports, software, data, and other types of information under this contract from disclosure to third parties. In the unlikely event that the contractor is ordered by a court, administrative, or legislative body to disclose any information, or release any material related to this contract, the contractor shall provide notice in writing to the COR/Trial Attorney and NLO within two business days of the date the order is issued.

4.8 Document Reproduction: The Contractor shall provide personnel, equipment, and materials for the purpose of organizing and preparing documents for reproduction (including photocopying) or for other image capture.  The contractor shall minimize the amount of reproduction (including photocopying) and scan as many documents as possible to electronic form.  When specified, the Defense Logistics Agency Document Services Defense Printing Service shall be used for reproduction efforts including both photocopying and scanning.   
4.8.1 Reproduction Quality Control: The contractor shall maintain a high level of quality control to assure that each page is reproduced so that every line and character on the original page appear on the reproduced page and is clearly legible.  The contractor shall bring to the COR/Trial Attorney’s attention when the originals are in a poor condition and cannot be accurately copied.  Documents shall be organized and collated as per the originals or upon instruction by the COR/Trial Attorney.  The contractor shall verify the reproduction quality of all efforts, including those performed by the Defense Printing Service.  Reproduced pages with missing lines or characters or pages that are not clearly legible due to lack of contrast between the information and the background shall be rejected by the Government; however, reproduced pages shall only be rejected if the condition is not due to the quality of the original page.  If pages are rejected by the Government, the contractor shall reproduce the rejected page at no additional cost to the Government.  The Government shall also reject improperly collated copies; the contractor shall bear the cost of reassembling the originals and copies to the proper pagination.  In the case of rejected pages reproduced by the Defense Printing Service, the contractor shall return those pages to the Defense Printing Service to be reproduced or reassembled.  The Government shall also reject copies containing physical defects such as folds, wrinkles, or tears.  The contractor shall bear the cost of recopying all rejected output.

4.8.2 Reproduction: The contractor shall provide for high volume, high-speed reproduction (including photocopying) of case related materials according to priorities established by the COR/Trial Attorney.  
4.8.3 Reproduction and other media:  The contractor shall reproduce documents on other media, including, but not limited to, diskette, tape, poster board, CD, DVD, hard drives, and microfilm as specified in the TDL.  The contractor shall provide the capability to copy digital data as well as video and audiotapes for distribution in support of the litigation.

4.8.4 Specific Reproduction Requirements: The contractor shall comply with the following requirements:

4.8.4.1 The contractor shall provide high-volume reproduction of documents.  The contractor shall provide all facilities, equipment, labor, and supplies to perform this work.

4.8.4.2 The contractor shall have in place established procedures for ensuring that all incoming documents are logged, tracked, and accounted for at all times. 
4.8.4.3 Original documents shall often have to be disassembled for copying and then reassembled exactly as they originally appeared, including nested stapling, tabs and inserts, etc.  Copies shall also be reassembled to match the original document collection, unless otherwise specified by the COR/TA.  Documents must be returned in good condition.  The contractor must have in place established management procedures and controls for performing reproduction jobs.

4.8.4.4 Document preparation, logging, disassembly and reassembly, quality control, and local delivery, are all part of the photocopying task.

4.8.4.5 Each page shall be reproduced so that every line and character on the original page appears on the reproduced page and is clearly legible.  Documents shall also be collated and assembled as per originals or special instructions by the COR/Trial Attorney.

4.8.4.6 Output paper size, quality, and weight shall be the same as the original documents unless otherwise specified by the COR/Trial Attorney.  Copies must be free off wrinkles, folds, tears, and other physical defects.
4.8.5 Reproduction of other materials: In addition to standard size and type documents, the contractor shall be able to reproduce a wide-range of varying sized documents such as charts, engineering drawings, blueprints, and photographs. The contractor shall provide color copying of documents in color and special copying techniques that may be required to preserve grey tones in source documents, charts, or drawings.  The contractor shall also be able to duplicate electronic documents on computer drives, CDs, or DVDs as directed by the COR/Trial Attorney.

4.8.6 Scan/Image: The contractor shall image and/or scan litigation materials according to priorities established by the COR/Trial Attorney.  All documents shall be accessible on CD, DVD, portable hard drives, or Web-enabled applications to be viewed and/or printed from any workstation through an online secure internet-accessible litigation database provided by the contractor.  Electronic files shall be marked and indexed for search purposes and made available using options identified herein or pursuant to COR direction.  The contractor shall use image-enhancing software to improve the quality of the scanned images.  Unless otherwise specified in the TDL, the contractor shall select the scanning equipment and the computer hardware and software to be employed for the purpose of image enhancement.  The contractor shall ensure that the scanned images can be accessed in a secure web-based repository provided by the contractor.  The web-based repository must operate with software that is compatible with the DON’s IT system, NGEN.  See Attachment J, listing of Navy software.

4.8.7 Specific Scanning Requirements: The contractor shall comply with the following requirements:

4.8.7.1 The contractor shall provide document image scanning and related services.  Image scanning of Government and non-Government documents and related services shall be provided at Government and non-Government sites, including the contractor’s or subcontractor’s facilities. 

4.8.7.2 A system of creating a unique, sequential number for each page scanned is required.  This unique number identifies the location of each document in the collection and shall control document indexing, storage, and retrieval processes throughout the course of the litigation.  The accuracy with which the numbering and indexing procedures is performed is therefore critical to the subsequent use of the image-based systems and products, and is as important as the physical quality of the image products themselves.  Scanning systems shall provide for two options: (1) the unique, sequential number is not physically placed on the original document prior to scanning, but is associated with the digital image file, and is printable or not printable with the digital image file at the user’s discretion; printed numbers shall ideally appear on hard copy in an information channel separate from the page image itself; and (2) the unique, sequential number is physically printed on the original document by the scanning equipment as part of the scanning process, and the document image includes the number. The system must accommodate sequential, consecutive numbering for two-sided originals.
4.8.7.3 The numbering system must have the flexibility to duplicate a numbering scheme that has already been used on the documents, when there is one.  Such flexibility must accommodate alphanumeric characters, including imbedded blank spaces, in any order and length specified by the COR/Trial Attorney.

4.8.7.4 Most scanning shall be performed at 200 dpi or 300 dpi.  In the context of litigation support, it is extremely important that the quality of the images be such as to ensure readability and admissibility in court.  Accordingly, the contractor must have in place and adhere to procedures to maintain the integrity of the document collection and of the collection of digital images, so that document authenticity can be proven in court, if necessary.

4.8.7.5 The contractor shall prepare documents for scanning (i.e., remove staples, paper clips, and prong fasteners), scan each page, and reassemble the documents.  The contractor shall control the flow of documents through supervision, the use of log sheets, and other procedures.  Batches of documents must be controlled so that a particular batch may be immediately retrieved if required.  The contractor shall maintain document integrity throughout the processing cycle.  
4.8.7.6 The contractor shall ensure that all documents designated for scanning are in fact scanned and that an orderly flow of documents through the scanning process is maintained.  In addition, the Contractor shall be responsible for supervising the scanning crew and for dealing with various Government and non-Government officials at field locations (including trial attorneys, other trial staff members, and adversaries) to access to and scan document collections.  The contractor shall ensure that all document collections are kept secure and restored to their original state after scanning.  During scanning, the contractor shall use an indicator system to record information as to the physical attachments present in the original source document file.

4.8.7.7 Organizing, preparing, and indexing document collections shall often be required 
4.8.7.8 To obtain the optimal scanning quality and throughput for source documents of differing qualities, the Contractor shall, at a minimum, employ the following techniques:

a. Adjustment of the scanning density for a particular document or document collection.  This would typically range from 150 to 400 dpi.  A test batch of documents can help determine the balance between quality of image and throughput.

b. Use of scanner contrast settings in relation to image quality.

c. Use of enhancement techniques of a particular scanner by the scanning technician shall be required.  This shall involve both hardware and software techniques and procedures.

d. Checking and adjusting scanner calibration; scan test target pages to analyze system performance.

e. Continual monitoring of image quality by the scanning operator as the images are scanned.

f. The use of target test sheets is to be employed at the start of all batches of documents for scanning, when the type of source documents changes to require new scanner optimization settings, or when a scanning technician suspects hardware inaccuracy.  The target test sheets shall measure the scanner performance with regard to gray scales, resolution, continuous tones, precision measurement marks, linearity, rectangularity, scan size, alignment of page and text characters.

g. Use of optical lens filters for improved image quality as appropriate.

h. Visual comparison of sample image prints to source documents
4.8.7.9 Careful page number records shall be kept of any enhancements or adjustments made to images to ensure legal admissibility

4.8.7.10 All scanning shall be performed in accordance with the latest revision of NSI/AIIM MS44-1993, Recommended Practices for Quality Control of Image Scanners, and other applicable standards.

4.8.7.11 Output media may include diskettes, tape cartridges, CD-ROM disks, DVDs,optical disks, magneto-optical disks, etc., and shall be specified by the COR/Trial Attorney.

4.8.7.12 Periodic review of scanning technology is required to maintain the highest possible standards.  Output must be compatible with downstream information management use of the images in litigation.  In addition, output may be requested to be stored on either the contractor’s or Government’s web servers for web-enabled access.

4.8.7.13 The deliverables for scanned images shall be specified by the COR/Trial Attorney. Generally, however, the contractor shall provide the following as standard deliverables for each unit of digital image media produced with the numbers of copies to be specified by the Government.

a. Copies of the images on the output media specified.

b. Hard copies of typed file level indices.

c. Electronic copies of ASCII or word processing file(s) of typed file level indices, on  media as specified by the COR/TA

4.8.7.14 As specified by the COR/Trial Attorney, the contractor shall deliver one copy of the images to a location specified by the COR/Trial Attorney for archival storage.  The contractor may be required to store the other copy at its own facility for use in providing other, subsequent litigation support services, such as blowback and document processing.
4.8.7.15  The contractor shall provide one copy of the file level indices along with the scanned images.  The indices must be free of typographical errors.  The contractor shall also establish and maintain a comprehensive library of file level indices for all scanning work performed under the contract.  This library shall be turned over to the Government at the COR/Trial Attorney’s direction or at the conclusion of the contract.

4.8.7.16 Depending on the complexity of the case, the sites, and the document acquisition task,             “scouting trips” to survey document collections and sites may be required.  Performance may require document screening that involves the application of established written criteria for selection of documents to be scanned for a particular case.

4.8.7.17 The contractor shall ensure that all deliverables meet applicable AIIM and ANSI standards as well as all other requirements for resolution, contrast, grey scaling, skew, integrity of phrase label index, and general workmanship. The contractor shall ensure at the end of each TDL that the image record is complete, the sequence numbering is correct, and that all image products, including hard copies, meet all contract requirements.
4.8.7.18 Each page of a source document shall be scanned so that each line, character, and image is clearly legible with the naked eye on paper copies made from the digital image.  The reproduction ratio and document orientation shall be such that the entire original page appears on the hard copy page, and the image is not unnecessarily reduced.  Media with missing lines or characters, or with pages that are not clearly legible due to lack of contrast between the information and the background, shall be rejected by the Government where the condition is not due to the quality of the source document  provided to the contractor.  Rejected media shall be rescanned by the contractor at no  additional cost to the Government

4.8.7.19 Scanned/imaged pages shall be returned in the exact order, collation, and condition in which they were received.  Batches not properly collated shall be rejected by the Government and reassembled to the proper pagination and condition by the contractor  at no additional cost to the Government.

4.8.7.20 As specified by the COR/Trial Attorney, the contractor shall provide hard copies from digital image media.  These hard copies shall be delivered in the same order as they appear on the digital media unless otherwise directed by the COR/Trial Attorney. The quality of the hard copy must be vigorously controlled so that all information on a scanned image appears legible on the hard copy.

4.8.7.21 Each image shall be blown back (reproduced in paper format) so that every line and character in the image appears on the blowback and is clearly legible.  Unless otherwise   specified by the COR/Trial Attorney, the reproduction ratio and document orientation shall be such that the entire original page appears on the blowback.  The COR/Trial Attorney may require that the image number be printed on the blowback and that it not

obscure any document information, or the COR/Trial Attorney may require the TIFF header (including all “phrase label information”) be printed on the blowback in a position that does not overlap or obscure any portion of the image. The image shall not be unnecessarily reduced on the page. 

4.8.7.22 Blowbacks with missing lines or characters and blowbacks that are not clearly legible due to lack of contrast between the information and the background shall be rejected by the Government where the condition is not due to the quality of the media.  In instances where the Government rejects blowbacks, the contractor shall be responsible for blowing back (or re-filming/rescanning, if need be) the rejected pages at no additional cost to the Government.  Blowbacks delivered in an order other than that specified by the  COR/Trial Attorney, and blowbacks incorrectly reassembled from the media “first/last” markers shall be rejected and reworked  at no additional cost to the Government.

4.8.8 Duplicating Digital Documents and Images: The contractor shall duplicate digital images, databases, web based files, and websites to current industry standard.
4.8.9 OCR from Digital Image: The contractor shall process digital document images to produce computer readable ASCII data via an optical character recognition scanning process. Machine only OCR will be acceptable in most instances.  Manual cleanup may be required for certain types of documents (e.g., poor quality originals) on an infrequent basis.   OCR data shall be delivered as directed by the COR/Trial Attorney
4.8.10 Data Conversion: The contractor shall be responsible for converting deposition and trial transcripts, interrogatories, interrogatory responses, briefs, and other documents for full-text searching and storing them on CD. Converted data shall be provided in a format specified by the COR/Trial Attorney.  The contractor shall retain backup versions of all converted data until otherwise directed

4.9 Electronic Document Processing: The Contractor shall process electronic documents according to priorities established by the COR/Trial Attorney.  Electronic files shall be accessible on CD, DVD, portable hard drives, or web-enabled applications to be viewed and/or printed from any workstation through an online, secure, internet-accessible database provided by the contractor.  The electronic files shall be marked and indexed for search purposes and made available on options identified herein.   The contractor shall select the equipment used to process the files.  The contractor shall ensure the files can be accessed in a secure web-based repository to be provided by the contractor pursuant to this Section.  The web-based repository must use software and processes that are compatible with the DON’s NGEN IT system and that comply with all applicable requirements for its use, including information assurance (IA) and security requirements .  See Attachment J.

4.9.1 Specific Electronic Document Processing Requirements: The contractor shall comply with the following requirements:

4.9.1.1 Extract metadata from electronic files that can be used to auto fill data fields.

4.9.1.2 Convert native files to images for loading to a web-enabled repository
4.9.1.3 Host natives and images on a web-enabled repository
4.9.1.4 Extract original text from electronic files that can be loaded to the repository and searched.

4.9.1.5 Extract OCR text from image-only files that can be loaded to the repository and searched

4.9.1.6 Create blowback files (i.e., hard copy reproductions of electronically stored media) using  a high speed printer
4.9.1.7 Identify total duplicates based on standard file-level hashing algorithms, identify total duplicates based on text (extracted text from electronic files and/or OCR text from images),  identify near-duplicates (less than100% match) based on text (extracted text from electronic files and/or OCR text from images), and review near-duplicate documents side-by-side to determine duplicate status.

5.0 CASE-SPECIFIC TASKS: LITIGATION SUPPORT SYSTEMS
5.1 Scope: To the extent specified in the TDL, the contractor shall maintain and update a litigation-support system in accordance with the requirements in this section or as otherwise specified in TDLs.  References to NGEN here or elsewhere in this contract refers to the DON’s principal intranet.
5.2 System Requirements: The contractor shall install all software and networking systems to provide:  (1) the necessary capability at each required work station, and (2) communication between the sites for the Government attorneys and other contractors working on the litigation.  The Government will provide information on  the extent to which the required software and networking systems shall:   (1) consist of pre-existing workstations,  (2) be implemented from the inventory of pre-existing litigation support hardware and software,  (3) require the purchase of new hardware or software, (4) require upgrades or modifications to pre-existing workstations, or (5) require upgrades or modifications to software.  The Government will provide specific information as to which the contractor is responsible for the litigation support system.  Unless otherwise advised by the COR, all litigation support systems designed, developed, or used in performing the contract must use software and processes that are compatible with the NGEN and that comply with all applicable requirements for its use, including information assurance (IA) and security requirements .  See Attachment J.

5.3 Computer Software: Unless otherwise directed by the COR, all software used to perform the contract must be compatible with the software used by NLO (see Attachment J).  The contractor may be required to update its software if the software used by NLO changes, is supplemented, or is updated during the contract’s period of performance.

5.4 Software Training and Support: The contractor shall provide training on litigation support software.  All training shall be “hands-on” emphasizing the immediate use of the software. 

6.0 CASE-SPECIFIC TASKS: LITIGATION SUPPORT DATABASES
6.1 Scope:  At a minimum, the contractor shall have the ability to host 10 TB of data in a secure facility that meets NIST/FISMA requirements and is FEDRamp compliant.  To the extent specified in the TDL, the contractor shall design, develop, implement, maintain, and update litigation-support databases.  These databases shall be designed to operate in a web-enabled environment that is accessible simultaneously by a minimum of 40 users in support of the litigation.  System design manuals shall describe information requirements and system design issues, define each data element, describe the relationships between the data elements, provide designs for data entry screens and output reports, etc.  Unless otherwise specified, databases shall be in appropriately secure Internet-accessible repositories that can operate in the NLO NGEN environment.  Databases and their associated systems (“systems”) must comply with DoD Instruction (DoDI) 8510.01 (March 12, 2014).  In accordance with Federal Information Processing Standards (FIPS) Publication 199, the systems shall be categorized at the moderate confidentiality, moderate integrity, and low availability level.  Though the systems are not required to be commercial cloud computing services, FedRAMP security controls shall be implemented. 

In addition to these controls, DoD FedRAMP+ Security Controls/Enhancements shall be implemented at Information Impact Level 4. The controls from the Privacy Overlay (Committee on National Security Systems Instruction No.1253F, Attachment 6, March 23, 2015) shall also be implemented.  The relevant Personally Identifiable Information (PII) Confidentiality Impact Level shall be set at moderate.  At a minimum, the contractor shall meet the values defined in the FedRAMP Securty Controls Baseline Workbook. 

 All data at rest, i.e., all hard drives or other storage media within system devices, as well as all removable media created by or written from the devices while outside a protected workplace, shall be encrypted.  Minimally, the cryptography shall be NIST certified (i.e., FIPS 140-2 or current).      

Using industry standards in addition to the requirements above, the contractor shall immediately report all security incidents involving the systems to the government and respond appropriately. The government may verify compliance with the foregoing security requirements through onsite and remote inspections. 

When developing databases, program code must conform in format and structure to industry standard guidelines and be compatible with NLO systems and software.  Testing of all systems must be comprehensive.  Minor revisions, when required, must be effected in a timely and accurate manner.  Written documentation must conform to DOD guidelines and applicable FIPS standards for software documentation.  Software specifications must comply with applicable DOD, DON, and FIPS requirements; content must accurately reflect system requirements.  The databases required under this contract include, but are not limited to:  (1) searchable, full-text databases; (2) databases composed of coded and formatted data; (3) databases consisting of graphic images of a variety of document types; and (4) such other databases as may be specified by the Government.

The contractor shall immediately notify the government of employees who have left the contract and require their government network credentials to be revoked.

6.1.1 Database Design Requirements: The contractor shall test all databases on its host system.   The contractor shall establish user access to the database, which must conform to DON standards.  The contractor shall design and test the following for all databases:  (1) user data entry screens, reports, query, and navigation tools;  (2) preprocessors and edits;  (3) procedures for database loading and verification as well as database updating or edits, software version upgrades, etc.; (4) remote access to the database and/or procedures for downloading the database or portions of the database, including images, to laptop computers and for synchronization upon return; (5) user documentation , including preliminary and final system design documentation and documentation for end users.

6.1.2 Government ownership of custom databases: If the contractor is tasked to develop custom database applications, the contractor shall provide to the COR copies of any programs or utilities developed in connection with this contract to format data or otherwise used in building database applications, along with documentation and instructions on their use, as requested by the COR.

6.1.3 Archiving Databases: As directed by the COR, the contractor shall archive databases in one or more formats when they are no longer required.  The contractor shall develop archiving process procedures and submit them to the COR for approval.  Following approval, the contractor shall archive the databases and related materials such as images, program code, scripts, and data entry and report modules as directed to enable the databases to be restored if the need arises. 
6.2 Full-Text Databases: The contractor shall provide secure, Internet-accessible database repositories.  The full-text databases shall consist of :  (1) documents that have accurate or “cleaned text” (errors corrected after OCR) and/or (2) documents that that have  “uncleaned text” (no error correcting after OCR). These repositories shall host the native file along with the image and text.

6.2.1 Line and Page Numbering: All documents included in the full-text databases shall retain their original page and line numbering.
6.2.1.1 Image Viewing: The full-text databases shall have an image viewing capability consistent with software approved for NGEN pursuant to Attachment J.  Documents such as handwritten deposition exhibits must be able to be viewed while working with related text.  The system should include the ability to annotate and redact images and documents.  Redacted, annotated, and original documents and images must be maintained and remain available for printing or viewing.

6.3 Coded and Formatted Databases Derived from Expert Databases: The Govt. shall specify databases prepared by experts/consultants that must be made available to the trial team in coded and formatted databases.  The contractor shall convert the database formats as necessary.

6.4 Coded and Formatted Databases based on Manual Input: The contractor shall perform accurate document surveys to identify document types, obtain sample documents, and collect other information as directed by the COR/Trial Attorney in preparation for document coding.  The contractor shall provide the coded databases described in the following subparagraphs.

6.4.1 Document Control Database: The contractor shall create a database to track all documents, data, and other media applicable to the litigation.  This database shall include the title, bar code number, location, and any other identifying information associated with each item.  This database shall also track the originals and all copies of the documents in terms of any one or more of the following: documents that have been distributed or signed out; the recipient of the documents; and when each document is scheduled to be returned.

6.4.2 Case Management Databases: Case Management Databases shall have the following capabilities:

6.4.2.1 Ability to track important factual developments and procedural activity for each case, such as consolidations, venue, and appeal status.

6.4.2.2 Ability to capture relevant information regarding individual claimants, plaintiffs, or parties.

6.4.2.3 Ability to capture relevant information concerning expert witnesses.

6.4.2.4 Ability to capture background information concerning witnesses or other individuals with relevant knowledge or information as directed by the COR

6.4.2.5 Ability to identify the Parties that called the witness and scheduled appearance dates.

6.4.2.6 Ability to track depositions held, including Government attendance.

6.4.2.7 Ability to track such other information/documents as directed by the COR/Trial Attorney.

6.4.3 Master Exhibit and Exhibit Tracking Systems: Master exhibit and exhibit tracking system databases may include any of the following:  deposition exhibits; exhibits submitted by declaration, affidavit, or otherwise; pre-hearing or pretrial exhibits; Armed Services Board of Contract Appeals Rule 4 exhibits; administrative record exhibits; hearing or trial exhibits; and any other type of exhibits relevant to the case.  Information tracked by these systems includes, but is not limited to:  the exhibit number; the name of the offering party and attorney; the name of the witness through whom the exhibit was offered; any objections raised to its use; rulings by the judge or other presiding official on objections, if any; history of the status of each exhibit, i.e., offered, objected to, admitted for limited uses, etc., with corresponding dates and transcript page numbers; the document number of each exhibit, enabling the Trial Attorney to link exhibits to the document database; and other information about the document, which may include a description of the document for purposes of generating Master Exhibit lists.

6.4.4 Prior Claims Database: The contractor shall develop a prior-claims database, which shall include information on all prior claims by the opposing party or parties in the litigation during the relevant time period.  
6.4.5 Other databases: The contractor may be required to develop a variety of databases required by specific cases.

6.5 Coded and Formatted Databases Derived from Pre-Existing Digital Data:  The contractor shall develop coded and formatted databases from pre-existing digital data to be made available to the members of the trial team.  The pre-existing data may include a wide variety of the types typically found in the electronic business records of industrial, commercial, and Government organizations.  The contractor may be required to extract such data from IT systems and convert it into the necessary format(s).
6.6 Document Image Databases: The contractor shall provide local or web-enabled document image litigation databases.  The images shall be displayed using software that is compatible with NGEN (see Attachment J).

6.7 Text Searchable Document Data Bases: The contractor shall design and implement standard design imaging databases for use on a web-enabled system to be provided by the contractor.  The database records shall be linked with their associated digital image files to enable the user, after retrieving a database record, to retrieve the appropriate images.  The contractor shall load data files and digital image files to the database and ensure that records rejected during either the initial load or subsequent updates are corrected and loaded.  These document databases shall have the ability to perform various types of document coding directly into the database.  The database shall also allow trial attorneys to create image notebooks as needed.  The text files, electronic image, and bibliographic data must be fully integrated so that the user can rapidly switch  between electronic images, the associated text files, the native files, and bibliographic data.  The following features shall be provided:

6.7.1 Bibliographic coding shall be recorded for each document to the extent specified.

6.7.2 An approved document numbering system shall be used.

6.7.3 No manual OCR clean up shall be performed, but the contractor shall use state of the art image enhancements to the maximum extent feasible.  
6.7.4 The data that the contractor provides must separate text and images by document and by pages within a document.  The contractor must ensure that pages and documents remain distinct in the data.

6.7.5 The system must provide security that allows access control at the document level.  The functionality must include the ability to allow coded information and/or images to be viewed by certain groups, while restricting access to other groups.

6.7.6 The system must provide a method to group documents sets/notebooks logically and allow those groupings to be printed or exported as a group.  As with document level security, notebook security must control access rights for individual users.

6.7.7 The system shall have the ability to provide lists of terms by categorization (such as relevance, privilege, issue-specific) and record which documents within the database  match those lists.
6.7.8 The system shall have the ability to encompass work flow components to support distinctive tasks such as coding, relevancy review, privilege review, and/or other user-defined modes.  These modes shall also allow for assigning and prioritizing batches as well as regulating required prior steps.

6.7.9 The system shall support the identification and review of potential duplicate documents/pairs, including the ability to review documents side-by-side and to mark such documents.  

6.7.10 All viewing components of the system must fall within NGEN approved standards (see  Attachment J).

6.7.11 The system shall be able to record document status, such as privileged, produced, or withheld.

6.7.12 The system shall be able to track reviewers’ metrics, such as their pace or whether the marking on a document was changed.

6.7.13 The system shall be able to record information about the document source.

6.8 Portable Document Data Bases: The contractor shall provide all services and equipment to copy, scan, index, assemble, and retrieve documents using the standard database software.  The contractor shall provide and maintain the document databases on CD-ROMs or portable hard drives with IBM-compatible notebook computers of sufficient capacity to perform all searches rapidly and to display clear images of the documents.  The contractor shall install and maintain the document databases on designated media.  Bibliographic coding shall be recorded for each document as directed by the COR/Trial Attorney.  The file numbering system must be approved by the COR/Trial Attorney.


6.9 Key Word Data Base: The contractor shall provide all services and equipment to provide a key word descriptive database in a database system specified.  The contractor shall have the ability to update the databases on notebook computers remotely.  The electronic image and coded data must be fully integrated to enable the user to switch rapidly between electronic images, and associated text files, and bibliographic data.

6.10 General Database Requirements: The contractor shall be responsible for designing databases based on instructions provided by the COR/Trial Attorney.  The design must include a security plan to ensure data integrity, access security, backup versions of the data, and recovery procedures.  The contractor shall be responsible for maintaining current backup versions of all electronic databases created under the contract during its period of performance.  At contract completion, all data, including data that pertains to database software and files, must be delivered in the format and media specified by the COR/Trial Attorney.  The contractor shall also be required to design, create, maintain, update, and perform searches on electronic databases and other special applications as directed by the Trial Attorney.  The contractor shall be responsible for maintaining the data and associated records in storage in a secured, access controlled environment for the life of the contract.  The contractor shall be responsible for training the attorneys and trial team staff  to use each database provided.
6.11 System Maintenance and Support: The contractor shall maintain the application software, Fields Definition Tables, and data editing instructions.  The contractor shall modify and correct each of these as required and shall revise and distribute all documentation as appropriate.  Any problems with system software shall be brought to the COR/Trial Attorney’s  attention immediately with recommended solutions.  The contractor shall also be required to maintain, support, and/or update the various databases established under the contract as specified in individual TDLs, including, but not limited to: performing on-line batch retrievals, maintaining software, performing database updates, and providing training to all Government and other contractor personnel in the use of any automated databases created or maintained by the  by the contractor.  The contractor may also be required to extract, convert, analyze, and report on a wide variety of data received from outside the DON and to assist in the production of electronic data to opposing counsel.

6.12 Document Coding: Where coding is called for, the contractor shall develop coding instruction manuals, design document coding forms, code relevant information, develop keying instructions, and verify and perform quality control to ensure accuracy.  Inaccurate coding shall be reworked at no additional cost to the Government.  Coding includes the following:

a.  Bibliographic Coding:   all pertinent information found outside the text of the document is to be coded, including the document title or subject.  Coders may be required to create document titles if titles do not exist.

b. Bibliographic with Mentioned Names Coding.   
c. Single Pass Coding including Bibliographic Information, Mentioned Names, and Subject Terms.

d. Bibliographic with Mentioned Names coding, with the additional extraction of subject and/or issue terms according to the definitions, rules, and conventions developed in the taxonomy
e. Subsequent Pass Coding Mentioned Names and Subject Terms:  Subsequent or                  
 simultaneously with the bibliographic coding described above, the contractor may be requested to code either a subset or all of the documents to extract mentioned additional information, such as names and subject terms, from the text of the document.

f. Subsequent Pass Coding Subject Terms:  Subsequent or simultaneously with the bibliographic coding described above, the contractor may be requested to code either a  subset or all of the documents to extract subject terms from the text of the document.
g. Predictive Coding.
6.12.1 Development of Coded Databases:  Prior to development of the database, the contractor shall review the pleadings and other materials provided by the COR/Trial Attorney to become familiar with the case and relevant issues.  The contractor shall develop key words or codes based on this information, which shall be used for the database subject to the COR/Trial Attorney’s approval. The contractor shall also be responsible for the development of any vocabularies; taxonomic structures; definitions; and  rules, conventions, and procedures for applying key words or codes, etc.  These vocabularies; taxonomic structures; definitions; and  rules, conventions, and procedures for applying key words or codes shall be subject to the COR/Trial Attorney’s approval y prior to use. Once approved, the contractor shall provide the taxonomy to the COR/Trial Attorney in the number of copies specified.
6.12.2 Specific Requirements for Document Coding:  To the extent specified in the TDL, the contractor shall:
                    
a.   provide document-coding services specified by the COR/Trial Attorney.  Document         

                         coding  involves the identification of specific information from source documents and 

                         entering such information onto either a computer data entry screen or a paper document 

                            coding form.  Document coding may be ordered at any of several different levels.           

              The contractor shall provide all personnel, training, facilities, equipment and 

                         supplies for the performance of this work.  Document coding services require the creation                

                            and maintenance of detailed procedures and forms for document intake, processing, and 

             quality control, as well as appropriate management, reporting, and tracking procedures and forms;

b.    provide supporting resources, such as staging and storage space, and develop and 

                          implement the necessary procedures for support, control, and tracking functions.  


 The contractor shall be responsible for storing all documents, blowbacks, document               control files (DCFs), and supporting records generated in the course of the contract.  The COR/Trial Attorney may also instruct that sets or subsets of these materials be shredded or  otherwise destroyed with appropriate security precautions


c.  establish control over the movement of all materials (including delivery and pickup) and 
                           the associated numbering, copying, retrieval. and refilling, including coordination 

                           between the document coding team and other contractor activities, such as blowback, 

                           keying, data processing, file maintenance, etc.;
d.  develop quality control procedures for all document coding tasks to ensure compliance  with the coding instructions, including  procedures for modifying the procedures and timely dissemination of any changes.  Procedures shall be submitted to the COR/Trial Attorney for approval;

e.   perform quality control on all assigned document coding tasks to ensure that deliverables  are accurate and have been prepared according to approved instructions, guidelines, and procedures;

            f.  provide training to all appropriate contractor personnel, including supervisors, team 

                 leaders, coders, and quality control reviewers to ensure personnel are able to perform their duties satisfactorily;  

g.    provide  necessary labor, supervision, management, facilities, equipment, supplies, etc.; 


            h.  provide output from the document coding process in a data file directly loadable to the 

                               database management package used for a particular application;

h. process all coder security clearances;

i.  develop and maintain a document coding manual, including creation of coding procedures and conventions, authority lists, and exception handling; create and maintain records of any coding rule changes; distribute this information to the coding team, to the COR/Trial Attorney, and to other individuals as directed.  Design and development of the coding manual shall include:

i.    Design, development, and implementation of the document coding form (DCF) or 
                       computer screens to be used for data entry

                 ii   Compilation of sample documents and sample coding for coder training.  The 
collection of sample coded documents shall be a reasonably complete representation of the document to be coded. 

    iii.  Vocabulary control tools and techniques, including but not limited to authority lists, 

                       lookup tables, data-entry screen edits, and simple subject term lists.

                 iv.  Procedures and forms for production control, document security, and reportin

                 v.  Procedures for modifying coding instructions and for distributing and implementing changes. 
                 vi.  All revisions to the coding instructions, including “coding alerts,” manual revisions 

                       required for successful operation of the coding effort, and manual revisions for final documentation of the project.

                vii. The number of copies of the completed coding manual required for the 
                       Government’s use shall be specified by the COR.

6.13 Database searches: The contractor shall perform database searches.  If requested, the results shall be produced in hard copy.  The results of all searches shall be provided to the COR/Trial Attorney within the timeframe directed.
6.14 Review and Approval Process: The contractor shall submit for review and approval by the COR/Trial Attorney a system design for each database created under this contract.  At a minimum, system design shall include:  Draft Fields Definition Table (DFDT) and proposed data edits; system flow charts (functional block diagrams showing the contractor’s proposed approach to fulfilling the requirements of the TDL, as well as major computer logical decisions); in-process review schedule; project milestones with completion schedules and costs; and identification of personnel assigned to system implementation.  Upon approval of the design, the contractor shall develop, test, debug, and install software to allow on-line data entry and updating and on-line retrieval with search/query capability.  Batch update and retrieval shall also be available. The development of databases includes, but is not be limited to:  design of new file layouts; design of new output reports; preparation of milestones with completion schedules;  DFDT listings; design and implementation of data entry screens, including editing and validation functions, default values,  etc.; design and implementation of a menu system for selecting options, moving from one system function to another, etc., for on-line, full screen systems; development of a user documentation manual, including all revisions and corrections to the manual; implementation of quality control instructions and procedures for activities; keying instructions; linkage of all users and maintenance established for the case to the appropriate database or databases; implementation of macros; implementation of edits for input data; implementation of standardized duplicate check programs with DCFs to be loaded to the database and checked against items previously loaded to the database for duplicate document number values and/ or duplicate document numbers within the file to be loaded; establishment and maintenance of appropriate system documentation of files and macros created for each database; and periodic updates  to reflect changes, deletions, additions, or other modifications.
7.0 CASE-SPECIFIC TASKS:  SUPPORT FOR TRIALS, HEARINGS, AND OTHER PROCEEDINGS.
7.1 Scope:  The contractor shall support the Trial Attorney before, during, and after trials, hearings, and other proceedings.  The support may include a wide variety of tasks including, but not limited to, those described in this section.
7.2 Organization and Maintenance of Case Files:  Case files include a wide variety of  information pertinent to litigation, including pleadings, discovery, correspondence, research, etc..  To the extent specified, the contractor shall maintain case files in hard copy and/or electronic versions.  Hard copies of case files shall be maintained in a series of binders at the locations described by the COR with additional copies distributed to experts and other contractors as specified.  Electronic versions of the case files shall be maintained as directed by the COR/Trial Attorney.  The contractor may be required to obtain docket information from the applicable forums on a periodic basis and to verify the accuracy of the docket in comparison with the pleading files maintained for the case.  To perform this task, a subscription with the U.S. Federal Courts PACER service shall be required.  The website for PACER may be found at http://pacer.psc.uscourts.gov/.
7.3 Case Submissions: The Contractor shall assist the Trial Attorney to prepare case submissions in hard copy and/or electronic media as required.  Such assistance shall include checking to assure that each submission is properly formatted and that citations follow the current edition of “A Uniform System of Citations” or other format requirements as specified.  The contractor shall ensure timely delivery to the forum, to attorneys or representatives for other parties, and to other required recipients in the format specified.
7.4 Discovery Assistance:  The Contractor shall assist the Trial Attorney by (1) collecting and reproducing in both hard copy and electronic formats documents produced by the opposition in response to the DON’s discovery requests, (2) preparing responses to opposition’s requests for production of documents, (3) assisting with answers to interrogatories or other discovery requests, (4) supervising document review by other parties involved in the litigation, (5) maintaining files of responses to discovery requests and determining whether responses are consistent with earlier responses, (6) assisting and providing guidance on electronic discovery issues, (7) updating discovery responses, and (8) providing such other discovery support as may be requested by the Trial Attorney.
7.4.1 Discovery by Adverse Parties: The contractor shall assist the Trial Attorney by providing adequate staff to coordinate and monitor the activities associated with the Government’s production of documents to adverse parties.  In consultation with the trial staff and after issuance of any necessary protective orders, the contractor may be required to review Government documents to be produced.  The contractor may also be required to track documents selected for copying by the adverse parties and to amend the database with a notation as to each document selected.  The contractor may be required to duplicate all documents selected for copying by the adverse party.  The contractor shall provide the assistance required to produce documents in electronic format.  Occasionally, this may necessitate providing limited access by opposing parties to databases.
7.4.2 Discovery by Government:  To assist the Trial Attorney, the contractor shall provide appropriate numbers of adequately trained and knowledgeable staff to assist with the review and collection of documents belonging to adverse parties and third parties.  These tasks may include, but are not to be limited to:  cataloging adverse party and third party documents, selecting adverse party and third party documents for copying pursuant to directions from the Trial Attorney, maintaining a list or database of adverse party and third party documents, comparing copies of adverse party and third party documents received to the list or database prepared and providing the Trial Attorney with a list of missing documents, copying adverse party or third party documents (including providing equipment and personnel to copy such documents and returning the originals to their original condition or arranging to reimburse the third party or adverse party for the cost of duplication).  
7.4.3 Electronic Discovery Efforts: As directed by the Trial Attorney, the contractor shall assist with electronic discovery obligations.  Such assistance may include drafting directions/instructions  to DON personnel to retain electronic documents, drafting discovery requests for electronic files, collecting electronic files for production to adverse parties and for other litigation uses, ensuring that all electronic data can be properly authenticated, identifying total duplicates based on standard file-level hashing algorithms, identifying total duplicates based on text (extracted text from electronic files and/or OCR text from images), identifying near-duplicates (less than 100% match) based on text (extracted text from electronic files and/or OCR text from images), reviewing near- duplicate documents side-by-side to determine duplicate status, working with the Trial Attorney to ensure that all relevant electronic data is identified and produced as required, working with the Trial Attorney to negotiate electronic discovery agreements with adverse parties, and providing such other assistance as may be required
7.4.4 Log of documents in special categories: As directed by the Trial Attorney, the contractor shall maintain a log of documents in designated categories including, but not limited to:  privileged, classified, proprietary, Privacy Act, business sensitive, deliberative process, For Official Use Only, Unclassified Controlled Nuclear Information, and otherwise sensitive or confidential information.
7.4.5 Subpoenas: As directed by the Trial Attorney, the contractor shall assist in the subpoena process, including drafting, preparing, and serving subpoenas.
7.4.6 Preparation of Deposition Exhibits: The contractor shall provide the Trial Attorney with copies of documents for depositions.  The Trial Attorney shall specify the specific number of deposition exhibits required.  When directed by the Trial Attorney, the documents shall be indexed and tabbed.
7.4.7 Suggestions for Discovery: When requested by the Trial Attorney, the contractor shall provide recommendations for lines of inquiry and specific topics, requests for admissions, and questions with respect to various forms of discovery available for the case.  Such assistance may include electronic discovery issues.
7.5 Preparation of Documents Required for the Case: The contractor shall prepare various documents required for the proceedings in the case in hard copy, electronic version, or both.  Such documents may include, but are not limited to, those described in the following subsections.
7.5.1 Creation of binders for witnesses or potential witnesses: The contractor shall prepare binders containing information on each witness or potential witness to be deposed or examined during proceedings in the case.  Such binders shall include documents as directed by the Trial Attorney and may include correspondence, memoranda, investigation reports, previous witness statements, declarations and affidavits, transcripts of depositions or prior testimony, and any other requested documents.  When requested by the Trial Attorney, the contractor shall recommend specific documents to be included in each binder.  When directed by the Trial Attorney, the documents included in the binder shall be indexed and tabbed.
7.5.2 Creation of Subject Binders:  The contractor shall prepare subject binders on the topics identified by the Trial Attorney or on topics recommended by the contractor and approved by the Trial Attorney.  When directed by the Trial Attorney, the documents included in the binders shall be indexed and tabbed.
7.5.3 Preparation of Document Compilations and Summaries:  The contractor shall provide relevant document compilations and summaries for issues that arise during the course of litigation.
7.5.4 Production of exhibits and exhibit lists: The contractor shall:  (1) produce exhibits in the form and quantity directed by the Trial Attorney, (2) prepare displays of selected exhibits in the required size and format, (3) maintain a list of exhibits designating those that are proffered and entered into the record during the proceedings, (4) prepare exhibit binders for the proceedings, (5) prepare exhibits for projection or electronic display, and (6) prepare other exhibits as directed.
7.5.5 Preparation of Administrative Records: The contractor shall compile, index, tab, and prepare copies of the administrative record applicable to the case.  Administrative records may be in hard copy, electronic media, or both.  For example, in ASBCA cases, the contractor may be required to prepare indexed and tabbed Rule 4 files and Rule 4 supplements pursuant to the Rules of the Armed Services Board of Contract Appeals.  In civilian personnel cases, the contractor may be required to prepare administrative records for proceedings conducted pursuant to the Administrative Procedure Act.  In environmental cases, administrative records may be required to support various types of DON actions.  The COR/Trial Attorney shall specify the number of copies required for each administrative record as well as any specific requirements for the particular administrative record to be prepared.  
7.5.6 Digests: At the direction of the Trial Attorney, the contractor shall prepare and provide digests for depositions, trials, hearings, transcripts, and other documents.  Persons knowledgeable about the facts and legal issues in the case shall prepare the digests.  The digest shall be in a format directed by the Trial Attorney.  The contractor shall prepare digest guidelines based on the TDL as well as issues identified by the Trial Attorney and the contractor based on its review of the facts and legal issues in the case.  The contractor shall provide the digest guidelines to the Trial Attorney approval.
7.6 Interview of Potential Witnesses: Under the direction of the Trial Attorney, the contractor shall: (1) identify potential witnesses, (2) provide investigators to locate witnesses, (3) assist the Trial Attorney to contact witnesses; (4) assist the Trial Attorney with preliminary and in-depth interview
7.7 Paralegal and Legal Analysis Support: The contractor shall assist the Trial Attorney by providing paralegal and legal analysis support for a wide range of tasks including, but not limited to:  legal research; factual research; preparation of pleadings, motions, discovery responses, and discovery requests; preparation of deposition digests; and preparation of legal memoranda.
7.8 Subject-matter Research and Investigation: The contractor shall research issues relevant to the litigation.  For example, in an environmental case, this might encompass the following tasks:  (1) locate, copy, review, organize, and index old records; (2) assist the Trial Attorney to locate parties: and (3) review scientific and technical data to identify and track contaminants at a cleanup site and to identify the source or sources.
7.9 Videotape synchronization and editing:  The contractor may be required to provide support for video depositions (tape, CD, DVD or other media) during a trial, hearing, or other proceeding, including coding video to match segments with transcript pages and line numbers to allow rapid access, and preparing media segments separated by appropriate blank spacers.
7.10 Assistance During Proceedings: The contractor shall provide, set up, and operate the following:  video monitors, video and audio players for the presentation of  exhibits, document exhibit cameras, laptops, projectors, interactive white boards, and video teleconferencing equipment.  The equipment provided shall be in the format directed by the Trial Attorney.  The contractor shall also provide and use the following types of software programs: presentation tools, programs for on-site exhibit creation, video-editing, and real-time transcript programs.  The contractor shall provide other assistance as required to support the proceedings.
7.11 Consultant Services: The contractor shall provide consulting services required during litigation including, but not limited to, jury consultants, trial exhibit consultants, and subject matter consultants.
7.11.1 Translation services: The contractor shall provide translation and consecutive interpreter services.  Translations may be entered into evidence and must be able to be certified as complete and accurate.  Documents needing translation may be typed or handwritten.  Translators may also be required to work with output from computer-aided translation programs as an initial draft.  Formatting and any other special requirements shall be specified by the COR/Trial Attorney.  The contractor shall deliver final translations in hard copy with an electronic copy in Microsoft Word or other word processing format specified by the COR/Trial Attorney.
7.12 Research and Analysis Services: The contractor shall perform subject matter, technical, or historical research in support of  litigation.  Such research may include, but not be limited to:  conducting interviews, gathering information from various sources, synthesizing and summarizing information, preparing reports, and assisting with case preparation.  The research may also involve specialized support for environmental litigation, including CERCLA liability allocation, cost analysis for CERCLA settlements, and liability insurance issues.
7.13 Other Litigation Support Services: The contractor shall provide other litigation support services including, but not limited to:  (1) recommending areas of discovery; (2) responding to discovery requests; (3) recommending lines of examination and cross- examination; (4) preparing documents for archiving; (5) arranging depositions;  (6) issuing, administering, and monitoring litigation holds (6) preparing appeal files in accordance with the rules of the applicable Court or forum; (7) other necessary litigation support.
8.0 GENERAL DATA REQUIREMENTS
8.1 Scope:  The project reports delivered under this contract shall be submitted in accordance with the Contract Data Requirements List (DD Form 1423).  The contractor shall furnish all work incidental to preparation of the reports.
8.2 Reports:  The contractor shall be required to deliver a wide-range of data and reports pursuant to the requirements of the contract.
8.2.1 Status and Progress Reports: The contractor shall report to the COR/Trial Attorney as required.  Reports shall include expenditures, schedules, and projections.  The contractor shall be responsible for reporting progress on each task and subtask for each case and project.  The COR/Trial Attorney may require a wide variety of daily, weekly, and monthly progress and status reports; daily task reports; daily, weekly, and monthly progress and financial status reports; and monthly narratives of accomplishments, etc.  The reports required for individual cases shall vary with the needs of the litigation.  Numerous specialized reports may be required, particularly on large or complex projects or the creation of databases.  The contractor shall also provide case-specific reports and written minutes of meetings as required by the COR/Trial Attorney.  Meetings with the COR/Trial Attorney may be required to discuss the required reports and project status.  Fiscal reporting must conform to the Government’s fiscal year, October 1 through September 30.  Reports may be required in hard copy and/or electronic formats.
8.2.1.1 Status Reports: The contractor shall submit status reports requested by the COR/Trial Attorney for each case or project.  The reports shall include, at a minimum, a narrative addressing:
                     1.  work progress during the reporting period;


         2.  activities scheduled to be completed during the reporting period that remain incomplete;

         3.  problems encountered or anticipated that shall affect completion of the work;
         4.  recommendations to correct any problems encountered or to otherwise improve performance; 

         5.  work planned for the next reporting period.

8.2.1.2 Tracking Reports: The following tracking reports may be required by the COR/Trial Attorney during performance of the contract:  a report showing the progress of database creation (specific information and milestones/stages to be reported shall vary with the case methodology and complexity); a summary by labor category of the units delivered and funds expended for the reporting period, the invoice period, the cumulative to date for the individual project(s) and a total for the TDL and balances remaining

8.2.1.3 Monthly Summary TDL Report: This report is used to ensure that both the Government and the contractor maintain an accurate record and common understanding of all various tasks  under the contract and their financial status. The Monthly Summary Report shall contain, at minimum, for each project:
1.  TDL number



2.  Current amount obligated and history of all modifications of the total amount.

          3.  Cases or project names

          4.  Total amount obligated by labor category

          5.  Amount expended by labor category for the reporting period
          6.  Cumulative amount expended by labor category for the TDL

          7.  Accrued costs (unbilled contractor obligations)

          8.  Rebates, credits, and penalties

          9.  Balance remaining by labor category for the TDL

          10.  Planned/actual date of completion

          11.  Updated projected annual cost

          12.  TDL date

          13.  Contractor assigned project number
          14.  Other relevant information.

Using these categories of information, other specialized financial reports shall be produced as requested (such as total funds obligated, expended, and remaining for the entire contract).

8.2.1.4 Contractor Personnel Security Status Report: The purpose of this report is to maintain current and accurate records of the hiring and related clearance status of all contractor personnel who have submitted security clearance packages.  The Contractor Personnel Security Status Report may be requested on a weekly/monthly basis and shall be delivered to the COR/Trial Attorney on a day to be specified by the close of the reporting period.

8.2.1.5 Government Owned Property Report:  
The Government Owned Property Report is used to maintain current and accurate records of the property type, location, identification number, and quantity of any property furnished to the contractor by the Government or acquired by the contractor on behalf of the Government for use under this contract.  The contractor shall conduct a monthly review of all Government owned property in its custody and document and update the holdings.  The Government Owned Property Report shall be delivered to the COR/Trial Attorney at the close of the specified business day.  The report shall contain, at a minimum, the following information:
             1.
Item Type

             2.
Item description

             3.
Make and model

             4.
Serial Number

             5.
DOD/DON inventory numbers

             6.
Leased or purchased

             7.
Month/Year invoiced, if purchased for DON

             8.
Warranty/maintenance information

             9.
Current location (bldg./room)

             10.
Previous location or disposition

             11.
Case or project for which originally acquired

             12.
Comments

At the end of this contract, these reports shall be used in conjunction with invoice records to determine Government furnished materials owed by the contractor to the Government.

8.2.1.6 Summary Report: At the completion of the various projects, the contractor may be required to submit a summary report containing a history of the project, important statistics for the project, operational lessons learned, and recommendations for improvements in the performance of future projects.  For long-lived projects or projects of exceptional significance, a more detailed report may be requested.

8.2.1.7 Case File:  At the completion of  various tasks , the contractor shall ensure that a master set of documentation for each project is archived at the contractor’s site for a period to be determined by the COR/Trial Attorney.  The contractor must retain both hard copies and word processing versions of the documentation.  Word processing versions must be compatible with Microsoft Word.  In addition to the summary report required above, the documentation must include all screening, coding, document handling, and user manuals; system design manuals, including file layouts and decode table; location of any original media or copies of original media (in any form) in the Contractor’s possession; and identification and location of all data files.  Throughout the life of the contract and at the end of contract performance, the contractor shall provide the services needed to transfer any or all of the data in the proper format.

8.2.2 Substantive Data: The contractor shall be required to deliver a wide-range of data encompassed by the requirements of Sections 3 through 7 above.

9.0 PERSONNEL REQUIREMENTS
9.1 Scope: The contractor shall be responsible for providing a trained and experienced staff to perform the work required by this contract and to monitor, manage, and control the work. The contractor shall make every effort to retain staff who have experience on the contract and to minimize staff turnover.
9.2 Staff Training: The contractor shall train its staff to ensure that all personnel are able to perform their duties satisfactorily.  Except where specifically approved by the COR/Trial Attorney, training is not separately billable as a contract cost.  In addition to job-specific or professional training, the contractor shall ensure its staff are trained on “contract-specific” issues such as DON ethics, standards of conduct, individual conflicts of interest, confidentiality requirements, DON security requirements, litigation processes and terminology, contract reporting requirements, quality control and quality assurance, and relevant facts and issues concerning specific litigation.  In addition, the contractor’s managers and supervisors should be familiar with the terms and conditions of the contract.

9.3 Contractor Responsibility for personnel: The contractor is responsible for the assignment, reassignment, transfer, and overall supervision of contractor employees pursuant to the terms of this contract.

9.4 Qualifications of contractor personnel: The Government reserves the right to review the qualifications of any individual(s) selected to work on the contract, including the individuals proposed and any replacements for those individuals, and to reject any individual(s) failing to meet the qualifications set forth in this contract.  In addition, the COR or Contracting Officer may require the contractor to reassign from the contract contractor employee(s),  subcontractor employee(s),  or any other individual deemed incompetent or unsuitable to perform work under the contract, whose performance endangers the timely completion of any work required under the contract, or whose continued performance on the contract is otherwise not in the best interests of the Government.  The contractor shall remove and replace any employee within two working days of receiving notice to do so in accordance with this Section.

9.5 Labor Category Requirement: Personnel assigned to work under this contract must meet the requirements as described in Section 9.6 “Labor Categories”. Additionally, all personnel must be United States citizens or have been legal permanent residents for at least four years.

9.6 Labor Categories
9.6.1 PROGRAM MANAGER 

A.  Education



1)  Masters degree in business, technical (computer science, management information systems, or engineering) or related field or J.D.




2)  Seven (7) years of management experience of complex litigation support

operations including coordination of staff activities in diverse organizational units inside and outside the home company

3)  Four (4) years directly related litigation services.

or


1) Bachelor’s degree in business, technical (computer science, management information systems, or engineering) or related field.

2) Ten (10) years of management experience of complex litigation support operations including coordination of staff activities in diverse organizational units inside and outside the home company.

3)  Five (5) years directly related litigation services.


B.
Experience

1)  Eight (8) years in design and implementation of information 

                         delivery systems experience.

                    
2)  Five (5) years of legal information delivery systems experience.

              C.  
Duties

1) The Program Manager directs and supports all work under this contract.  The individual shall manage, monitor, and audit numerous complex litigation support operations.  The Program Manager must demonstrate the ability to deliver high quality product in a timely manner under extreme pressure.

9.6.2 ASSISTANT PROGRAM MANAGER 

A.  Education


      
1)  Masters degree in business, technical (computer science, management information systems, or engineering) or related field or J.D.

            2)  Three (3) years of management experience of complex litigation support operations including coordination of staff activities in diverse organizational units inside and outside the home company.

3)  Two (2) years directly related litigation services.

or

1)  Bachelors degree in business, technical (computer science, management information 

                              systems, or engineering) or related field.



2)  Five (5) years of management experience of complex litigation support operations including coordination of staff activities in diverse organizational units inside and outside the home company.

                              3)
Three (3) years directly related litigation services.

             B.  Experience


    
  1)  Five (5) years in design and implementation of information 

                         delivery systems experience.

                  
  2)  Three (3) years of legal information delivery systems experience.

              C.  Duties

1)  This will tend to be the Government’s primary point of contact for all support for a particular case or cases. The APM will have frequent contact with the COR/TA, and sometimes opposing counsel.  The APM will be responsible for planning and managing all support for the case and assure that contract requirements are fully complied with in a timely manner.  The individual shall manage, monitor and audit numerous complex litigation support operations. The APM MUST have the ability to assure timely, high quality work under extreme pressure.

9.6.3 SITE MANAGER

A.
Education

1)  Masters degree in relevant field with three years of relevant experience.



or

1)  Bachelors degree in business, technical (computer science, management information 

                              systems, or engineering) or related field.



2)  Five (5) years of management experience of complex litigation support operations including         coordination of staff activities in diverse organizational units inside and outside the home company.

                 3)  Three (3) years directly related litigation services
B.
Experience

1)  Experience in management of litigation support or relevant field.

2)  Broad understanding of budget, personnel and facilities management requirements of complex litigation.

C.
Duties

1)  Works under the direction of a project manager and/or assistant project manager.  Responsible for managing LSOs, DCCs or both.  Individual shall be responsible for overall management of document control centers.

9.6.4 SENIOR PARALEGAL 

A.
Education

1)  Legal Assistant/Paralegal certification



or

2)  Post High School Degree (Associates, Bachelors, Juris Doctor) in legal related studies.



B.
Experience



1)  Five (5) years as an Associate Paralegal or equivalent preparing legal 
documents.



2)  Familiarization with automated research techniques such as West-Law, 
LEXIS, Juris and 



Electronic Legal Research tools.

3)  Background in one or more of the following government contracts, environmental law, federal civilian personnel law/EEO



C.
Duties

1)  Directs and supervises the work of paralegals and other support staff on cases.  Coordinates with TA to make certain that all work is performed in a timely manner and to quality standards.  May be responsible for specific smaller cases.  It is anticipated that the contractor will assign an assistant project manager to the larger cases.  The individual shall perform and when necessary supervise the contractor’s performance of a variety of paralegal tasks as outlined in the task order.  Such tasks may include but not be limited to legal research using Westlaw, Lexis, or Juris and other document research using the databases created under the contract.  Must have the ability to deliver high quality product in a timely manner under extreme pressure.

9.6.5 ASSOCIATE PARALEGAL


A
Education

1)  Associates degree in paralegal studies or related field, or 3 years work experience providing litigation support in a government or private sector legal office.



2)  Background, training and experience in litigation support.



B   Experience

1)  Prior experience in one or more of government contracts, environmental 

law, federal personnel/EEO.



C
Duties

1)  Individual shall perform such duties as outlined in the task order or technical direction.    Tasks may include performing research using West-Law, Lexis, Juris.  May also use other Electronic Legal Research tools as needed to support the case.  May perform factual research, assist in discovery efforts, and perform other paralegal functions.  Must have the ability to deliver extremely high quality product in a timely manner under extreme pressure.

9.6.6 PARALEGAL


A.
Education

1) Associate degree in paralegal studies, Library Science, or related field, or 5 years work experience providing litigation support in a government or private sector legal office.

2) Outstanding experience in one or more of government contracts, environmental law, federal personnel/EEO 

.



or


B.  
Experience



1)  Equivalent experience in paralegal studies, Library Science, or related 

field.


C.
Duties

1)  Individual shall perform such tasks as are outlined in individual task orders or technical directions.  Work may include organizing documents for varying purposes
and performing various research tasks.  Must have the ability to deliver extremely high quality product in a timely manner under extreme pressure.

9.6.7 LEGAL TECHNICIAN


A.
Education

1)  Associates degree in paralegal studies library science or related field or 
equivalent experience can substitute on a year for year basis with the 
degree requirement (i.e. two years of related experience).


B.
Experience

1)  One (1) year of related legal experience


C.
Duties

1)  Individual shall perform such tasks as are ordered in individual task orders or technical directions. Work may include organizing documents for varying purposes and performing various research tasks.  Must have ability to provide highest quality work under extreme pressure.

9.6.8  Law Clerk

A.  Qualifications.  

1)  Law degree or currently attending an ABA accredited law school having satisfactorily completed one year of study.

2) Demonstrated ability to use law library resources, working knowledge of automated legal research tools such as LEXIS or WESTLAW.  Demonstrated excellent legal writing skills; excellent written and oral communication skills.  Proficiency in using WORD and/or WORDPERFECT software.

B.  
Duties. Works under the direction of the Senior Paralegal.  Performs complex legal research for the trial staff.  Prepares draft legal documents.  Screens documents for privilege.  Assists the trial attorney with all phases of the litigation

9.6.9  SENIOR PROGRAM ANALYST 

A
Education

1)  Bachelor’s degree in computer science or management information systems.

2)  Four years experience in computer systems analysis and/or computer programming two of which were in systems programming

3)  Experience in computer systems analysis and/or computer programming can substitute on a year for year basis for the required college education

or

1)  Bachelors degree

and

2)  Five (5) years experience in computer systems analysis and /or computer programming, two years of which were in system programming.

3)  Experience in computer systems analysis and/or computer programming can substitute on a year for year basis for the required college education.

B.  Duties

1)  Individual shall perform computer programming and systems analysis as provided in each task order in support of numerous complex litigation support operations.  Personnel in this position must demonstrate substantial in-depth skills and experience to a variety of programming and systems responsibilities and tasks.  Must be able to manage and assure timely and high quality performance of all applicable tasks.

9.6.10 PROGRAM ANALYST/DATA BASE
A.
Education

1) Doctorate in computer science or management information systems.

2) One (1) year experience in data base design

or

1) Masters degree in computer science or management information systems

2) Two (2) years experience in computer programming

3) One (1) year experience in data base design

or

1) Bachelors degree in computer science or management information systems

2) Three (3) years experience in computer programming

3) One (1) years must have involved data base design

or

1) Bachelors degree in computer science or management information systems

2) Four (4) years experience in computer programming

3) One (1) year must have been in data base design

B.
Duties

1) Individual shall perform such tasks as is outlined in the task order.  Work shall include the development, improvement, updating of, and working with various management information systems needed to support numerous litigation support operation. Ability to research, design, and integrate innovative technical solutions to litigation support needs.

9.6.11 SENIOR COMPUTER PROGRAMMER
A.
Education

1) Masters degree with related field.

2) Ten (10) years related experience

or

1)  Bachelors Degree with fifteen (15) years experience in the field

B.
Experience

1) Experience must include computer programming and providing technical support on PC Based hardware and software.

2) Must be familiar with MS-DOS, Windows, and network environments.

C.
Duties

1) Individual shall be responsible for computer programming and providing technical support using PC based hardware and software in support of numerous complex litigation support operations.

9.6.12 COMPUTER PROGRAMMER

A.
Education

1) Bachelor’s degree with related field.

2) Five (5) years related experience.

B.  Experience

1) Experience must include computer programming and providing technical support on PC based hardware and software including programming and support for the LAN/WAN

2) Must be familiar with MS-DOS, Windows, and network environments

C.
Duties

1) Individual shall be responsible for computer programming and providing technical support using PC based hardware and software in support of numerous complex litigation support operations.

9.6.13 JUNIOR COMPUTER PROGRAMMER
A.
Education

1) Associates degree with related field and/or equivalent training.

2) Two (2) years  related experience.

B. Experience

1) Experience must include computer programming and providing technical support on PC based hardware and software.

2) Must be familiar with MS-DOS, Windows, and network environments

C
Duties

1) Individual shall be responsible for computer programming and providing  technical support using PC based hardware and software in support of numerous complex litigation support operations.

9.6.14 SR. SCANNING TECHNICIAN & SCANNING TECHNICIAN
A. Education

1) Training and experience in document scanning

B.  Experience

1) For a Senior Scanning Technician:  

i. One(1) year of experience document scanning and coding in a litigation support environment and demonstrated leadership ability.

2) For a Scanning Technician:  

i. Prior experience doing equivalent work in litigation context.

ii. For certain cases prior military experience, preferable with the Department of the Navy/U.S Marine Corps may be required.

C.
Duties

3) Individual shall operate digital image processing equipment, performance of OCRing from digital images, burning CD’s, creation of backup copies of image files, establishment and maintenance of links between images and database files, conversion of image files from one medium to another.

9.6.15 Coding Technician

A.  Qualifications:  High school diploma or GED certificate.  Undergraduate degree preferable. Ability to analyze documents to extract appropriate level of information.  Typing skills and familiarity with office automation programs, especially data entry. Ability to pay attention to detail.  Ability to understand and follow oral and written instructions explicitly and consistently.

B.  Responsibilities:  Extracts bibliographic and /or subjective information for documents and records the extracted information.

9.6.16 DOCUMENT CUSTODIAN/LIBRARIAN
A.
Education

1) Bachelors degree or equivalent in Library Science or related field

2) Two (2) years experience in Library Science or related field

or

1) Associates degree and two (2) years office work experience

2) Two (2) years experience in Library Science or related field

B.
Experience

1) Thorough Knowledge of one or more of government personnel documents, government contract documents or environmental document

C.
Duties

1) Individual shall be responsible for maintaining, retrieving and filing individual documents as requested by each individual task order in support of numerous complex litigation support operations. Must be able to perform tasks with either hardcopies or in an online environment.

9.6.17 Electronic Discovery Consultant 
A.
Education

1) Individuals will either have sufficient education or practical

experience

B.
Experience/Duties

1) Personnel in this labor category will have extensive demonstrable knowledge, skills and abilities to provide advanced level assistance and training on the subject of electronic discovery obligations and requirements.  Personnel will assist with electronic document retention and discovery issues both affirmatively and defensively during all phases of the litigation.  The contractor will demonstrate that personnel proposed for this labor category have the background, education and skills to provide assistance in electronic discovery both defensively and offensively. 

9.6.18 ADMINISTRATIVE ASSISTANT
A.
Education

1) Bachelors degree or equivalent in Library Science or related field

or

1) High School diploma or GED

2)  Four (4) years of administrative assistant type experience.

B. 
Experience

1)  Experience shall include administering office policies and procedures,   preparing documents and planning travel and meetings.

C.
Duties

1) Individual shall assist in monitoring, managing and administering each  individual task order in support of numerous complex litigation support operations.  Must be able to operate a variety of office equipment.  Attention to detail is critical.  Must be able to produce high quality work in a high pressure environment.

9.6.19 CLERK/ADMINISTRATIVE SUPPORT
A.
Education

1)  High School diploma or GED

2)  One (1) year of secretarial or clerical experience

B.
Experience

1)  Hands on experience with a word processing system

2)  Vocational/technical training in an area of secretarial science or  office/business studies can substitute at the rate of 60 classroom hours for each month of the required work experience.


C.
Duties

Individual shall provide accurate high quality secretarial support in support of numerous complex litigation support operations.  Attention to detail is critical.

10.0 QUALITY ASSURANCE
10.1 Scope: The contractor shall develop and use quality control procedures and processes to ensure that all tasks are completed accurately and within the time period specified

10.2 Work Performed: The contractor shall maintain quality control of all work performed, review the condition and appearance of output, check output for accuracy and consistency, ensure completion of all tasks, and produce the required number of deliverables in the required format and timeframe. 
10.3 Failure to Meet Standards: Work failing to meet the standards set forth in this contract or otherwise specifically identified by the COR/Trial Attorney shall be rejected and reworked at no additional cost to the Government.  The COR/Trial Attorney shall notify the contractor of any work that fails to meet the standards set forth in the contract.  In the event the COR determines that case deadlines or other factors preclude the necessary rework, the contractor shall not invoice the Government for any costs associated with the rejected work. The COR’s decision in this regard shall be considered final and not subject to the Disputes clause of this contract.

10.4 Quality Assurance Plan: The Contractor shall provide a tailored quality assurance plan for the work performed under the contract.  The quality assurance plan shall address the level of review, the type and scope of review, sample sizes (if applicable), the criteria for non-conforming work, and the quality controls applicable to each type of litigation support required by the contract.  These requirements and controls shall apply to all work performed under the contract.  Additional quality assurance may be requested by the COR/Trial Attorney in individual cases.

11.0 ACCESS AND CONTROL REQUIREMENTS
11.1 Access Restrictions: The contractor shall comply with all access and distribution restrictions applicable to information and documents it receives during the course of contract performance.  Among these are legally privileged documents, classified information, documents marked For Official Use Only, Unclassified Controlled Nuclear Information, proprietary information, trade secrets, Privacy Act information, PII (personally identifiable information), and other sensitive or confidential information.

11.2 Consultant Status: With the exception of matters addressed in Section 1.3, the contractor, contractor employees, agents, subcontractor(s),  and subcontractor employees are  retained solely to facilitate confidential attorney-client communication , to perform tasks in anticipation of litigation, and/ or to prepare for trial and are not expected to serve as witnesses within the meaning of Rule 26(b)(4)(B) of the Federal Rules of Civil Procedure.
11.3 Compartmentalization: All information, in whatever form, pertaining to or related to a case shall be separated or partitioned from information pertaining to or related to other cases.  The contractor is responsible for ensuring that all information is compartmented and that access to case specific information is limited to those individuals that are specifically assigned to that particular case.  A breach of this requirement shall be a basis for the Government to terminate the contract.
11.3.1 Assigned Personnel: Contractor personnel to be assigned to each task/project relating to a case shall be specifically identified.  Prior to commencing a task/project, the contractor shall submit a written list of the names of the personnel to be assigned for approval by the COR/Trial Attorney.  In the event the personnel are already assigned to another pending or ongoing task/project, the COR/Trial Attorney may reject the individual at his or her discretion.  For all new tasks/projects on a case, the contractor shall make every effort to assign personnel who are familiar with that type of case.  The contractor shall also make every effort to assign personnel who are already familiar with the case to perform additional and ongoing work.  

11.3.2 Execution of Contract Non-Disclosure Agreement: Every individual assigned by the contractor to work under this contract must execute a Non-Disclosure Agreement in accordance with DFARS 252.204-7014.

11.4 Fencing Requirements: When required by the COR/Trial Attorney, the contractor shall ensure that designated personnel do not have access to specified information.

11.5 Security Clearances: The contractor’s employees shall be required to have current security clearances and the contractor shall be required to have a facility clearance at the level of Secret within a 20-mile radius of the Washington Navy Yard (see 12.2).  The necessary clearances shall be required at contract award if the contractor does not already have such clearances.

11.6 Foreign Nationals: The contractor shall comply with applicable requirements restricting the access of foreign nationals to data and documents subject to such restrictions.

12.0 FACILITY REQUIREMENTS
12.1 Contractor Facilities: The contractor shall perform a substantial portion of this contract in the Washington D.C. metropolitan area.  Accordingly, a local facility within a 20-mile radius (street entrance to street entrance) by bus, subway, or automobile of the Washington Navy Yard is required.  The facility shall enable contractor personnel to work closely with DON trial attorneys whenever required, either at NLO or at the contractor’s offices.  The contractor’s local facility must have the capacity to store documents, especially for smaller cases, and key documents for all cases, in accordance with Section 4.7 of this PWS.    The facilities must also have sufficient space to conduct meetings with trial attorneys and other persons working on the case.  The facility must be fully furnished and equipped for contract work.  Work that does not require the presence of DON personnel (e.g., data hosting, document scanning, data processing, excess document storage, etc.)  may be performed at contractor facilities outside the 20-mile radius.  
12.2 Access: Access to contractor facilities must be restricted to Government staff and those contractor and subcontractor employees who have signed appropriate non-disclosure agreements and are authorized to have access.  
DEFINITIONS

	ASCII
	American Standard Code for Information Interchange 

	AIIM
	Association for Information and Image Management 

	ANSI
	American National Standards Institute 

	TIFF
	Tagged Image File Format

	OCR
	Optical Character Recognition 

	NGEN
	Next Generation Enterprise Network (NGEN) 

	NIST
	National Institute of Standards and Technology 

	FISMA
	Federal Information Security Management Act 

	CERCLA
	Comprehensive Environmental Response, Compensation & Liability Act is better known as the “SuperFund Act”.   


(End of Summary of Changes) 
