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                      1 April 2009
MEMORANDUM FOR RECORD
SUBJECT:  Visual Information Engineering Standard Operating Procedures (SOP)

1.  The purpose of this memorandum is to establish procedures for the requesting, approval, and completion of work pertaining to Visual Information (VI) engineering services within Headquarters, US Army Intelligence and Security Command (HQ-INSCOM).
2.  This memorandum pertains to the HQ-INSCOM VI engineering support section as well as all Major Subordinate Commands (MSC) entities when requesting technical support through HQ-INSCOM CIO/G-6 Visual Information Management Branch.
3.  References for this memorandum are as follows:

a. Army Regulation 25-1, Army Knowledge Management and Information Technology
b. DA Pamphlet 25-91, Visual Information Procedures
c. DOD Instruction 5040.2, Visual Information
d. DOD Instruction 5040.4, Joint Combat Camera (COMCAM) Program
4.  Hours of Operation

a. Engineering support personnel shall provide services for HQ INSCOM between 0730-1700 hrs Monday through Friday except for federal holidays.  Personnel may be required to perform support outside regular work hours for specific events.  In the event work is required outside the normal prescribed work hours, COR approval will be obtained prior to accepting the tasking.  

5.  VI Engineering Section Scope of Work

a. Personnel assigned to the VI Engineering Section shall support all engineering requirements for INSCOM mission requirements IAW AR 25-1 and DA PAM 25-91.  Additionally, all personnel assigned to the VI Engineering Section shall:
a. Engineer, install and provide limited maintenance service for multi-media architectures consisting of video walls, video displays, video production systems video editing’s systems, large screen projection systems, imaging systems and video teleconferencing systems and networks.  Video teleconference telecommunication equipment consists of the following components: codec; modem; line driver; amplifier; internal distribution of VTC networks and cabling.

b. Prepare system documentation to include floor layouts, lists of bill of materials (BOM), rack face elevation drawings, schematic and installation specifications and as-built documentation.

c. Engineer, install, test and service multi-media systems and sub-systems, both existing and new, to include all associated terminal and ancillary equipment and supporting cable, duct and conduit distributions systems.

d. Provide long and short term multimedia architecture planning for upgrades, expansions, and life cycle replacements.

e. Develop cost and requirements analysis for implementing new IT and multimedia systems, equipment and technologies.
f. Provide conversion and integration support to technology enhancements and innovations.

g. Install hardware, software and new technology upgrades.
h. Conduct acceptance testing of new facilities or installed systems in accordance with the government or contractor developed and government approved test and acceptance plans with COR oversight.

i. Coordinate and assist in training personnel on desktop and conference room video teleconferencing assets.

j. Provide technical support such as communications maintenance and troubleshooting, line problem isolation, and bench-level equipment repair for components of video teleconferencing equipment within the INSCOM Headquarters and Major Subordinate Commands (MSCs) worldwide.
k. Monitor and report operational discrepancies in multiple 1 circuits used for electronic transmission of information and images from INSCOM Headquarters to external subordinate units worldwide.

l. Perform preventative maintenance on all telecommunication equipment associated with video transmission and images from INSCOM Headquarters and worldwide INSCOM sites.

m. Design and configure multi-media systems and modifications.

n. Coordinate the installation and maintenance of communications equipment to include the monitoring of subcontractor personnel.

o. Perform bench diagnostics and component level repair of all VI related electronic equipment

p. Provide a written assessment and recommendation to the COR on proposed modifications/enhancements to systems and equipment.

q. Submit reports detailing the pros and cons of the expansion and the required level of effort and resources needed to implement changes or upgrades to existing communications software, hardware, and components.

r. Prepare, review, and update all technical documents, drawings, and user guides of current system components and software to include electronic schematics, communications wiring diagrams, databases, and user manuals.
s. Utilize the Automated Word-order System (AWOS) database and IR 25-70 process to reflect updates in equipment/system configurations.
t. Implement COR designated modifications to systems operator and technical manuals of sufficient detail including annotation of algorithms, logic, and operating procedures to allow for efficient operation and maintenance of these complex video teleconferencing systems.
u. Manage the maintenance and repair of all video, VTC telecommunication equipment.  Provide installation support for multimedia and VTC telecommunications equipment.

v. Test communication lines and equipment daily to ensure reliability and availability as needed for Telecommunications.  

w. Troubleshoot and correct operation problems for video production equipment to include but not limited to cameras, tape decks, microphones, computers, and video teleconferencing terminals within reasonable time as to not disrupt daily operation.

x. Configure the routing of audio and video signals, closed circuit television in conference rooms, and personal VTC desktop administrative workstations located in personal offices.
y. Install and maintain hardware, software, and firmware, ensuring the system is up-to-date with the COR’s specified equipment configurations.

z. Ensure the operability of internal communications circuits used in support of internal video teleconferencing connected to a secure external circuit capable of worldwide transmission.

aa. Consult outside sources for technical advice as authorized by COR.
ab. Perform component level diagnostics and repair of electronic equipment used in support of video productions and Telecommunication operations.

ac. Regularly troubleshoot, isolate and eliminate line problems to reduce communications down-time.

ad. Interface with network control for secure communications systems to ensure timely and efficient resolution of network problems.

ae. Test, evaluate, recommend, and integrate emerging VI technologies into command architecture.

6.  Project Acceptance and Scheduling


a. Customers are required to submit all requests for system engineering support through the appropriate government channels.  In the event engineering personnel are approached with a request for new project support, the customer should be directed to contact the COR or other designated VI government representative.  The designated government representative will gather the customer’s initial requirements for discussion with engineering personnel in order to determine feasibility of the project as well as prioritize the engineering workload.
b. Upon acceptance of the project by the government, engineering personnel may be directed to coordinate with the customer to assess the scope of the project.  This assessment may include, but is not limited to, conduct of a formal site survey; generation of a rough order of magnitude (ROM) or bill of materials (BOM) for cost analysis; and formalized system engineering drawings.  
c. Once all formal documentation is completed, engineering personnel will coordinate with VI government personnel to determine a timeline for completion of the project.  The timeline will be determined based upon current engineering workload as well as prioritization of projects as outlined in conjunction with government personnel.

7.  Point of Contact for this memorandum is the undersigned at 703-706-2181.
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                        1 April 2009
MEMORANDUM FOR RECORD

SUBJECT:  Visual Information Video Production Standard Operating Procedures (SOP)

1.  The purpose of this memorandum is to establish procedures for the requesting, approval, and completion of work orders pertaining to video production services within Headquarters, US Army Intelligence and Security Command (HQ-INSCOM).
2.  This memorandum pertains to the HQ-INSCOM Visual Information video production support section as well as all Major Subordinate Commands (MSC) entities when requesting production support through HQ-INSCOM CIO/G-6 Visual Information Management Branch.

3.  References for this memorandum are as follows:

e. Army Regulation 25-1, Army Knowledge Management and Information Technology
f. DA Pamphlet 25-91, Visual Information Procedures
g. DA Form 3903-R, Visual Information Work Order
h. DOD Instruction 5040.2, Visual Information
i. DOD Instruction 5040.4, Joint Combat Camera (COMCAM) Program
j. DD Form 1995-1 & 2, Visual Information Production Request, Evaluation, and Approval
k. DD Form 2537, Visual Information Caption Sheet
l. DD Form 2830, General Talent Release
4.  Hours of Operation

b. Video production support personnel shall provide production services for HQ INSCOM between 0730-1700 hrs Monday through Friday except for federal holidays.  Personnel may be required to perform video support outside regular work hours for specific events.  In the event work is required outside the normal prescribed work hours, COR approval will be obtained prior to accepting the work order.  

5.  Video Production Section Scope of Work

b. Personnel assigned to the VI Production Section shall support all video production requirements for INSCOM mission requirements IAW AR 25-1 and DA PAM 25-91.  Additionally, all personnel assigned to the VI Production Section shall:

a. Adhere to all phases of the video production cycle.

i.  Pre-Production Phase:  Hold planning meetings; conduct research; develop timelines; provide input for cost estimates; complete administrative paperwork; prepare professionally written scripts; and prepare storyboard and shot lists.

ii.   Production Phase:  Conduct site surveys; provide live video recording; perform editing; provide a rough-cut copy for review; and obtain legal releases for copyrights and/or permissions.

iii.  Post-Production Phase:  Edit for final cut of the video; perform duplication of the video; distribute the video to the original requestor; adapt the finished product to other media formats if required; archive the completed product along with raw footage/media materials; and complete official production folder.

b. In coordination with the government video production manager, coordinate for review and approval of production scripts with Branch and Division Chiefs, Deputy CIO/G-6, CIO/G-6, and relevant staff heads.

c. Comply with the administrative, managerial, operational, and archival instructions established in AR 25-1, DA Pam 25-91, and DODI 5040.2 and 5040.4.

d. Per DA Pam 25-91, paragraph 6-9, prior to accepting a new video production requirement, support personnel shall, in conjunction with the government production manager, ensure that productions are used only when cost-effective and appropriate to support mission requirements IAW the following:

i. Review information from the Defense Imagery website (http://dodimagery.afis.osd.mil/davis/) production file and listings of reasonably available commercial production sources to determine if an acceptable production on the needed subject exists, is planned, or is in preparation within DoD or other Federal agencies, and if DoD has reproduction rights.

ii. Searches are not required for productions with a security classification, for productions certified as having subject matter and applicability limited to a specific MACOM functional area within the Army, of for multi-image products using extensive specialized projection equipment and electronic programmers.

e. Provide technical guidance relating to lighting, sound, and special effects used in video productions.

f. Provide recommendations for new equipment to be utilized for improving audio and video production capabilities.

g. Ensure sound business processes are instituted to optimize production and efficient equipment performance.

h. Perform routine operator maintenance of video cameras utilized in productions.  This maintenance should be conducted IAW manufacturer guidelines outlined in the equipment’s user manuals.

i. Prepare and maintain an automated archival system for completed productions as well as for videotape file and stock footage.

j. Perform post-production editing functions for video productions.

k. Ensure all phases of production processes stay on schedule.  Immediately notify the COR or their designated representative of any issues or delays to the production.

l. Coordinate with designated points of contact and subject matter expert for development of script materials.

m. Maintain a production file for each production which contains, at a minimum:

i. Copies of the original DA 3903-R submission

ii. DD Form 1995-1 & 2

iii. All DD Form 2537’s generated during the gathering of raw footage

iv. All DD Form 2830’s signed and dated by talent utilized in the production

v. Draft and final copies of the script, storyboard, and shot sheets

n. Acknowledge all video support requests that are solicited on-line, telephonically, via office visits, or by the government production manager.  Customers who request video support by means other than the web portal shall be directed to the web portal for submission of an official request.

o. Develop and maintain video archives in hard copy and electronic versions.

p. Accurately catalog archive video footage for worldwide INSCOM users.

q. Ensure contingency plans are established and back-up equipment and supplies are on-hand during video shoots to minimize equipment downtime if equipment malfunctions.

r. Assign accessioning numbers to all existing and future CIO/G-6 VI generated products IAW Department of the Army VI guidelines.  Per MFR dated 16 July 2007, all VI products shall be assigned a Visual Information Record Identification Number (VIRIN).  The VIRIN consists of fifteen (15) characters that are assigned as follows:

i. YYMMDD – Date the image was shot

ii. A – Photographer’s branch of Service (Use A-Army)

iii. 1234 – Last four digits of the photographer’s Social Security Number

iv. S – First letter of the photographer’s last name

v. 001 – Sequence number of the image for that day.

vi. An example VIRIN is as follows: 080129-A-1234S-001.  This VIRIN indicates the first image taken on 29 January 2008 by an Army photographer with a SSN ending in 1234 and a last name beginning with the letter S.

s. On a weekly basis, initiate and maintain operational records derived from work performed in electronic format located on a dedicated network (i.e. production log sheets, etc.).

t. Document time and material usage for all video production support work orders and consultation via the VI Work Order Database. 

6.  Video Production Products

a. Production personnel are authorized to produce and/or provide the following in accordance with an approved DA Form 3903-R:

i. Local video productions (with government approval)

ii. Reproductions/copies of non-copyrighted material

iii. Video support or taping of local training sessions

iv. Video support or taping of local ceremonies.  Examples include, but are not limited to, Soldier retirement ceremonies; ethnic heritage celebration ceremonies; Memorial Day/Flag Day ceremonies; and other ceremonies with prior government approval.

v. Reproductions/copies of ceremonies (with government approval)

b. Per DA Pam 25-91, Para. 3-10, the following statement shall accompany all copies of unclassified motion picture footage, video recording, or audio recording distributed:  “Publication or commercial use of this material requires release by a U.S. Army Public Affairs Officer, Credit U.S. Army.”  Additionally, the statement shall include a credit line consisting of the videographer’s name and HQ-INSCOM.  For example, a standard statement will read “Publication or commercial use of this material requires release by a U.S. Army Public Affairs Officer, Credit U.S. Army.  Mr. Steve Jones, Videographer, HQ-INSCOM”.

c. The classification of each video product shall be prominently displayed on the outer casing of the product’s medium.  In addition, all locally produced video products shall clearly state the classification and/or distribution instructions for the product within the final edit.

7.  Work Order Submission and Processing

d. Customers are required to submit a Visual Information Work Order request via the web portal located on SIPRNET.  No work shall be accepted by personnel without a work order request submission.  Customers who request video production work by means other than the web portal shall be directed to the web portal for submission of an official request.

e. Upon completion of an assigned work order, personnel shall re-visit the request via the SIPRNET web portal to ensure assignment of resources against the work completed.  This information is utilized by VI management personnel in tracking work completed as well as resources utilized in support of the Command’s video requirements.

8.  Off-site Video Support

a. Off-site ceremonies and events requiring video support shall be processed through the HQ-INSCOM VI Work Order request portal for forwarding to Ft. Belvoir Training and Support Center (TASC).  A DA Form 3903, Visual Information Work Order, shall be generated and faxed to TASC requesting support and a follow-up phone call will be made to ensure the support is scheduled.

b. Occasionally, a ceremony occurs outside the immediate HQ-INSCOM area of operations involving the Commanding General and/or other senior INSCOM staff members.  In the event video support is requested for these events, the request will be forwarded to the COR for determination whether or not VI video production personnel will provide this support.  TASC support may still be requested; however, due to the high level of visibility accompanying these events, INSCOM VI videographer’s may still be required to videotape the ceremony for accessioning and/or archival purposes.

9.  Captioning Requirements

a. Per DA Pam 25-91, Para. 9-11, “An image (whether a conventional still photo, a reel of motion picture film, a videotape cassette, or electron still video) has absolutely no documentary value without a complete caption.”

b. VI production personnel are required to caption each image with (at a minimum) the following information:

i. The VIRIN of the image

ii. The geographic location where the image was captured

iii. The date the footage was gathered

iv. Description of the operation, exercise, or activity taking place to include the actions, situations, conditions, and methods used

v. Full name, grade, title or position of all identifiable individuals in the picture

vi. The unit concerned with the captured activity

vii. If equipment is included (i.e. HMMWV, M-4 rifle, etc.) in the footage, give the name and model number of the included equipment

viii. If the subject of the footage is in a precise location, state the location (such as Nolan Building, Building 1024, etc.)

ix. Videographer’s name

c. In the event the requesting agency does not require a full-length caption, the DD Form 2537 may contain an abbreviated caption consisting of items (i) through (iv) above.

10.  Accessioning Guidelines

a. Per AR 25-1, Para. 7-10h, as amended by MFR dated 16 July 2007, “VI record documentation will be forwarded for accessioning daily or as soon as possible to the JCCC or DVIC.”  All Army VI activities are required to participate in the Army Documentation program by making daily, or as soon as possible, submissions of VI documentation to JCCC or DVIC for inclusion in the permanent record.

b. The criteria utilized in determining selection of VI material for inclusion in the permanent record, as outlined in AR 25-1 Section 7-11 and DA PAM 25-91, includes media pertaining to:

a. Unit posture readiness

b. Major military operations

c. Major Army peacetime engagements 

d. Programs or projects determined by commanders to have an affect on national or Army policy

e. Significant Research, Development, Test, and Evaluation (RDTE) projects.

f. Major system, facility, and installation construction

g. Any activity involving the President of the United States (POTUS) or a member of his/her family

h. Significant military events such as activation of a unit, unit deployment, promotion to General or higher rank, awarding of the Medal of Honor, etc. 

i. Any outstanding example of military life

j. Specific subject criteria at the request of the Army Visual Information Management Office (AVIMO)

k. General Officer “official selection” portraits

c. Additional requests for accessioning material may be made by VI management personnel.  Examples of events considered worthy of accessioning include, but are not limited to the following:

a. INSCOM annual Memorial Day ceremony

b. HQ-INSCOM Change of Command ceremonies

c. Ceremonies held in and around HQ-INSCOM facilities with Flag Officer or Senior DoD Official participation

11.  Point of Contact for this memorandum is the undersigned at 703-706-2181.
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                    1 April 2009
MEMORANDUM FOR RECORD

SUBJECT:  Visual Information Photography Standard Operating Procedures (SOP)

1.  The purpose of this memorandum is to establish procedures for the requesting, approval, and completion of work orders pertaining to still and digital photography services within Headquarters, US Army Intelligence and Security Command (HQ-INSCOM).
2.  This memorandum pertains to the HQ-INSCOM Visual Information photography support section as well as all Major Subordinate Commands (MSC) entities when requesting photography support through HQ-INSCOM CIO/G-6 Visual Information Management Branch.

3.  References for this memorandum are as follows:


a.  Army Regulation 25-1, Army Knowledge Management and Information Technology

b.  DA Pamphlet 25-91, Visual Information Procedures

c.  MFR dated 16 July 2007, Accessioning of Visual Information (VI) Products

d.  DA Form 3903-R, Visual Information Work Order

e.  DD Form 2537, Visual Information Caption Sheet
4.  Hours of Operation

c. Photo personnel shall provide photographic services for HQ INSCOM between the core operational hours of 0730-1700 Monday through Friday except for federal holidays.  Adjustments to works schedules may be made to ensure support is available during peak times.  Any adjustments to work schedules that preclude the ability to provide support during the core operational hours must be approved by the COR.

d. Personnel may occasionally be required to perform photographic support outside regular work hours for specific events.  In the event work is required outside the normal prescribed work hours, COR approval will be obtained prior to accepting the work order.  

5.  Photography Section Scope of Work

c. Personnel assigned to the VI Photography Section shall support all photographic requirements for INSCOM mission requirements IAW AR 25-1 and DA PAM 25-91.  Additionally, all personnel assigned to the VI Photography Section shall:

a. Maintain an automated copy log of photographic work orders and assignments.   Work orders shall be submitted by the customer via the Visual Information Work Order portal located on SIPRNET.

b. Acknowledge all photographic support requests that are solicited via the on-line portal, telephonically, through office visits, or directed by the Government COR.  If a request is submitted via means other than the on-line portal, the requesting agency shall be directed to the portal for official submission of the request.

c. Maintain a photographic production LAN, perform user level maintenance on assigned Government Furnished Equipment (GFE), and notify the Program Manager and COR immediately of any equipment malfunctions.

d. Develop, update, and maintain photographic archives in hard copy and electronic versions as well as accurately catalog still images for worldwide INSCOM users.

e. Complete all digital photographic work orders within five (5) business days of shooting appointment unless otherwise directed in writing by the COR. 

f. Ensure contingency plans are established and back-up equipment and supplies are on-hand during photographic and video shoots to minimize downtime if equipment and/or supplies malfunction.

g. Assign accessioning numbers to all existing and future CIO/G-6 VI generated products IAW Department of the Army VI guidelines.  Per MFR dated 16 July 2007, all VI products shall be assigned a Visual Information Record Identification Number (VIRIN).  The VIRIN consists of fifteen (15) characters that are assigned as follows:

i. YYMMDD – Date the image was shot

ii. A – Photographer’s branch of Service (Use A-Army)

iii. 1234 – Last four digits of the photographer’s Social Security Number

iv. S – First letter of the photographer’s last name

v. 001 – Sequence number of the image for that day.

vi. An example VIRIN is as follows: 080129-A-1234S-001.  This VIRIN indicates the first image taken on 29 January 2008 by an Army photographer with a SSN ending in 1234 and a last name beginning with the letter S.

h. Complete captioning information for all images.  This captioning may be completed via electronic software for archival purposes.  However, in the event an image is designated for accessioning, the captioning should be annotated on either on DD Form 2537, Visual Information Caption Sheet, or via alternative captioning software for inclusion with the image upload to the JCCC and/or DVIC servers.

6.  Photographic Products

d. Photographic personnel are authorized to produce the following in accordance with an approved DA Form 3903-R:

vi. Hard copy prints of photographs

vii. Digital image files of photographs

viii. CD-ROM copies of photographs

ix. Other storage medium copies or files of photographs as directed by the COR

e. Per DA Pam 25-91, Para. 3-10, the following statement shall be placed upon the back of all unclassified hard copy photographs or other imagery distribution mediums (i.e. CD-ROM, DVD-ROM, etc.):  “Publication or commercial use of this material requires release by a U.S. Army Public Affairs Officer, Credit U.S. Army.”  Additionally, the statement shall include a credit line consisting of the photographer’s name and HQ-INSCOM.  For example, a standard statement will read “Publication or commercial use of this material requires release by a U.S. Army Public Affairs Officer, Credit U.S. Army.  Mr. Steve Jones, Photographer, HQ-INSCOM”.

7.  Work Order Submission and Processing

f. Customers are required to submit a Visual Information Work Order request via the web portal located on SIPRNET.  No work shall be accepted by personnel without a work order request submission.  Customers who request photography work by means other than the web portal shall be directed to the web portal for submission of an official request.  

g. In the event a customer does not have access to SIPRNET for work order submission (i.e. HHC INSCOM, etc.), photography section personnel may submit the work order on behalf of the customer.  In these instances, the customer should submit their request via email and a copy of the email traffic attached to the work order submission for tracking purposes.

h. Upon completion of an assigned work order, personnel shall re-visit the request via the SIPRNET web portal to ensure assignment of resources against the work completed.  This information is utilized by VI management personnel in tracking work completed as well as resources utilized in support of the Command’s photography requirements.

8.  Off-site Photography Support

c. Off-site ceremonies and events requiring photographic support shall be processed through the HQ-INSCOM VI Work Order request portal for forwarding to Ft. Belvoir Training and Support Center (TASC).  A DA Form 3903, Visual Information Work Order, shall be generated and submitted to the COR or their designated government representative.  Government personnel will in turn fax the work order request to TASC requesting support.  Additionally, a follow-up phone call to TASC will be made by government personnel to ensure the support is scheduled.

d. Occasionally, a ceremony occurs outside the immediate HQ-INSCOM area of operations involving the Commanding General and/or other senior INSCOM staff members.  In the event photographic support is requested for these events, the request will be forwarded to the COR for determination whether or not VI photographic personnel will provide this support.  TASC support may still be requested; however, due to the high level of visibility accompanying these events, INSCOM VI photographer’s may still be required to photograph the ceremony for accessioning purposes.

9.  Captioning Requirements

d. Per DA Pam 25-91, Para. 9-11, “An image…has absolutely no documentary value without a complete caption.”

e. VI photographic personnel are required to caption each image with (at a minimum) the following information:

i. The VIRIN of the image

ii. The geographic location where the image was captured

iii. The date the photo was taken

iv. Description of the operation, exercise, or activity taking place to include the actions, situations, conditions, and methods used

v. Full name, grade, title or position of all identifiable individuals in the picture

vi. The unit concerned with the captured activity

vii. If equipment is included (i.e. HMMWV, M-4 rifle, etc.) in the photograph, give the name and model number of the included equipment

viii. If the subject of the photograph is in a precise location, state the location (such as Nolan Building, Building 1024, etc.)

ix. Photographer’s name

f. In the event the requesting agency does not require a full-length caption, the DD Form 2537 may contain an abbreviated caption consisting of items (i) through (iv) above.

g. No image shall be provided to the end user without at least an abbreviated caption attached.  

10.  Accessioning Guidelines
d. Per AR 25-1, Para. 7-10h, as amended by MFR dated 16 July 2007, “VI record documentation will be forwarded for accessioning daily or as soon as possible to the JCCC or DVIC.”  All Army VI activities are required to participate in the Army Documentation program by making daily, or as soon as possible, submissions of VI documentation to JCCC or DVIC for inclusion in the permanent record.
e. The criteria utilized in determining selection of VI material for inclusion in the permanent record, as outlined in AR 25-1 Section 7-11 and DA PAM 25-91, includes media pertaining to:

a. Unit posture readiness

b. Major military operations

c. Major Army peacetime engagements 

d. Programs or projects determined by commanders to have an affect on national or Army policy

e. Significant Research, Development, Test, and Evaluation (RDTE) projects.

f. Major system, facility, and installation construction

g. Any activity involving the President of the United States (POTUS) or a member of his/her family

h. Significant military events such as activation of a unit, unit deployment, promotion to General or higher rank, awarding of the Medal of Honor, etc. 

i. Any outstanding example of military life

j. Specific subject criteria at the request of the Army Visual Information Management Office (AVIMO)

k. General Officer “official selection” portraits

f. Additional requests for accessioning material may be made by VI management personnel.  Examples of events considered worthy of accessioning include, but are not limited to the following: 
a. INSCOM annual Memorial Day ceremony

b. HQ-INSCOM Change of Command ceremonies

c. Ceremonies held in and around HQ-INSCOM facilities with Flag Officer or Senior DoD Official participation (determination made on a case-by-case basis)

g. Once an image has been identified for accessioning, the image and captioning information should be forwarded to the government accessioning manager.  The government accessioning manager is responsible for submission of the image to JCCC in a timely manner.

11.  Point of Contact for this memorandum is the undersigned at 703-706-2181.
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MEMORANDUM FOR RECORD

SUBJECT:  Visual Information Government Furnished Equipment (GFE) Standard Operating         Procedures (SOP)

1.  The purpose of this memorandum is to establish procedures for the acquisition, handling, and disposal of government furnished equipment (GFE) in support of the HQ-INSCOM, CIO/G-6 VI mission and requirements.
2.  This memorandum pertains to all contractor and government personnel assigned to  HQ-INSCOM CIO/G-6 VI. 
3.  References for this memorandum are as follows:


a.  Army Regulation 710-2, Supply Policy Below the National Level, Chapter 1 & Table 2-1

b.  DA Pamphlet 710-2-1, Using Unit Supply System (Manual Procedures), Chapters 2 thru 5 and Chapter 9

c.  Army Regulation 735-5, Policies and Procedures for Property Accountability, Chapters 2, 7, 12, 13, and paragraph 6-3

d.  INSCOM Regulation 700-7, Supply Policies and Procedures

e.  INSCOM Regulation 25-70, Acquisition and Management of Information Resource


f.  DA Form 2062, Hand Receipt/Annex Number


g. DA Form 3161, Request for Issue or Turn-In


h. DD Form 1150, Request for Issue or Turn-In

 i. DD Form 1149, Requisition and Invoice/Shipping Document


 j.  IA Form 3044-R-E, Automations/Communications/Network


 k. DD Form 1577-2, Unserviceable (Repairable) Tag, Materiel
4.   Roles and Responsibilities

a. Primary Hand Receipt Holder

i. The Primary Hand Receipt Holder (PHRH) for CIO/G-6 VI is the main point of contact for all actions involving government furnished equipment (GFE).  In the event the PHRH is unavailable, all GFE actions should be forwarded through the COR for approval.

ii. The PHRH is responsible for conducting quarterly and annual inventory inspections IAW regulatory guidance.  These inspections may include, but are not limited to, inventory of hand-receipted items and inventory of sensitive items.  Sensitive items are those items determined by the INSCOM Property Book Office as having a high intelligence value or other value regardless of the actual dollar value of the item.

iii. The PHRH or their designated government representative are the only individuals authorized to sign for CIO/G-6 VI equipment entering or exiting the HQ-INSCOM buildings.  These buildings include the Nolan building and the Metro Park facility.

iv. The PHRH is the primary point of contact for submission and approval of any Automated Work Order System (AWOS) requests.

v. The PHRH, in conjunction with the contract logistics analyst, is responsible for ensuring all procured equipment is added to the ASID database.  The ASID database serves as the primary means for tracking equipment that does not meet the current Property Book Officer’s accountability threshold.

b. Contracting Officer’s Representative

i. In instances where the PHRH is unavailable, the COR will serve as the primary point of contact for contractor personnel with regards to government furnished equipment.

ii. The COR is responsible for oversight of contractor personnel with regards to their use, maintenance, and accountability of GFE.

iii. The COR should report any discrepancies or deficiencies to the PHRH immediately upon discovery.

iv. Periodically, the COR may be asked to assist the PHRH in the administration of the hand receipt.  This assistance may include assisting with entry/exit of GFE from HQ-INSCOM; assisting with periodic inventories to ensure regulatory compliance on the part of contractor personnel; and assisting with completion of turn-in documentation.  Normally, this assistance will come in the form of tasking contractor personnel for task completion.

v. The COR is responsible for ensuring the PHRH receives a copy of all submitted task orders submitted by contract personnel.  The PHRH will forward the documentation to the appropriate property book and warehouse personnel.

c. Contract Personnel

i. Contractor personnel assigned to the CIO/G-6 VI section shall utilize the government’s established procedures to exercise stewardship of government furnished equipment (GFE).  Additionally, contract personnel shall:

i. Utilize GFE for official requirements only.  When GFE is unavailable, the COR may authorize contractor rental of the necessary equipment at a reasonable cost to the government.

ii. Prepare and maintain appropriate documentation to locate the whereabouts of GFE at all times.

iii. Prepare appropriate documentation to relocate and/or utilize equipment within and outside HQ-INSCOM buildings.

iv. Report equipment disposition and condition code to the COR and PHRH as required.

v. Comply with INSCOM G-4, G-6, and PHRH policies for entry and exit of equipment from HQ-INSCOM buildings.

vi. On a daily basis, and with COR oversight, assist in the management and administration of the accounting, maintenance, handling, storage, transfer, receipt, and turn-in of GFE.

vii. Respond immediately to COR and PHRH requests for on-site inspection of GFE.

viii. Document usage of supplies to correlate to tasking and work orders.  One example of this documentation is the updating of the VI Work Order system for time and material usage upon completion of the work order.

ix. Maintain a 30-day balance of production supplies and report refill orders to the COR as needed.

x. Maintain a 30-day inventory of supplies for use in the photo lab, conference rooms, and teleconferencing operations.  These supplies include, but are not limited to, videocassettes, audio tape, cables, paper, production lighting bulbs, and photographic paper.

5.  Government Furnished Equipment Procurement

a. Per INSCOM Regulation 25-70, IA Form 3044-R-E will be used to document automation, communications, networks, and software requirements.  All GFE requests must gain approval through the IR 25-70 process prior to procurement.

b. GFE procurement actions shall occur via submission of either a Purchase Request (PR) through the contracting office or a Task Order (TO) through the COR.

c. Procurements involving equipment and/or supplies (such as cables, connectors, etc. but excluding office supplies) shall be shipped to the following address:

Mission Support Activity

Mission Stock Record Account

Attn:  Ann Ruby/Jeremy Stieler CIO-G6-VIA 703-706-1957

9801 Dalrymple Rd., Suite 1

Fort Belvoir, VA  22060-5435

d. Procurements involving office supplies, warranty information, or software upgrades should be shipped to the Nolan Building at the following address:

HQ-INSCOM

Attn:  Jeremy Stieler CIO-G6-VIA 703-706-1957

8825 Beulah Street

Fort Belvoir, VA  22060

e. The process for submitting procurement requests via task order (TO) is as follows:

i. Requirement is identified via mutual agreement between contractor and government personnel.  If the procurement request is a result of contractor-specified requirements, a project plan shall be submitted and reviewed prior to consideration for procurement by the government.  This project plan shall include a justification, system drawings, projected timeline and milestones, and a rough order of materials (ROM).

ii. Government and contractor personnel work concurrently to generate IR 25-70 packet.  This packet includes submission of IA Form 3044 to include procurement justification and equipment specifications.

iii. Once the IR 25-70 packet is complete, it should be forwarded to the PHRH, the COR, or their designated representative.  Upon receipt of the completed IR 25-70 packet, the receiving individual will forward a copy of the packet to the designated CIO/G6 IR 25-70 representative.

iv. Upon IR 25-70 process approval, contractor personnel generate TO outlining cost, to include any labor or shipping charges.  Labor and shipping charges must appear as a separate line item within the TO and cannot be bundled into a total cost, single line item figure.

v. Contract personnel generate DD Form 1149, Requisition and Invoice/Shipping Document, and ODC letter to accompany TO submission.  Contract personnel should also attach copies of the specifications for equipment purchases as part of the TO packet.

vi. The COR reviews and signs the completed TO packet. The COR also retains a copy of the completed TO packet for forwarding to the appropriate personnel.  At a minimum, the completed TO packet must be forwarded to the PHRH and the contract logistics analyst.

vii. Contractor personnel submit order for procurement to appropriate vendor.

f. The process for submitting procurement requests via contract is as follows:

i. Requirement is identified via mutual agreement between contractor and government personnel.  A project plan must be submitted and reviewed prior to consideration for procurement.  This project plan shall include a justification, system drawings, projected timeline and milestones, and a rough order of materials (ROM).

ii. Government and contractor personnel work concurrently to generate IR 25-70 packet.  This packet includes submission of IA Form 3044 to include procurement justification and equipment specifications.

iii. Once the IR 25-70 packet is complete, it should be forwarded to the PHRH, the COR, or their designated representative.  Upon receipt of the completed IR 25-70 packet, the receiving individual will forward a copy of the packet to the designated CIO/G6 IR 25-70 representative.

iv. Upon IR 25-70 process approval, government personnel shall generate the PR&C request paperwork.  The PR&C packet includes submission of the Purchase Request (PR) through the Aquiline system located on the NIPRNET at: http://160.147.33.107/acquiline/.  A completed PR&C packet includes a cover letter with the CIO/G6’s signature block requesting the contract action; an Aquiline print out of all line items; the original IA Form 3044 submission; the identification of a minimum of three vendors capable of providing the equipment; and all equipment specifications.  The completed PR&C packet must be attached to the Purchase Request in Aquiline prior to routing the PR through the system.

v. In the event a procurement request exceeds the $100,000 threshold, government personnel shall submit the completed PR&C packet for review by the Contracting Action Review Board (CARB).  Government personnel shall place the request into the CARB schedule and attend the CARB review as well as the CARB signing ceremony.

vi. Following approval of the procurement action by the CARB, government personnel shall track the contracting action through to completion.

6.  Government Furnished Equipment Turn-In Procedures

a. As GFE ages and/or is no longer cost-effective for repair, it shall be identified and tagged appropriately for turn-in.  Each item will have an attached DD Form 1577-2 indicating its current state prior to submission for turn-in.  

b. The color-coding of DD form 1577-2 is relative to the equipment’s operational status at time of turn-in and is as follows:

i. Red:  Non-Repairable

ii. Green:  Repairable

iii. Yellow:  Serviceable

c. Following the tagging of equipment identified for turn-in, a list of all equipment will be forwarded to the PHRH and contract logistics analyst for Automated Work Order System (AWOS) submission.  This list must include make, model, serial number and barcode (if attached) for each item.

d. In the event items originally designated for turn-in are deemed required following submission of the initial turn-in list, the PHRH and contract logistics analyst must be notified immediately.  This notification should occur via email and must include the make, model, serial number, and barcode (if attached) for each removed item.

e. Upon receipt of turn-in list, the PHRH or their designated representative will submit an AWOS to have the equipment inspected by the appropriate personnel.  Following this inspection, the PHRH will receive notification from the Property Book Office (PBO) with a pick-up date for the equipment.

f. The PHRH or their designated representative shall prepare an entry/exit form to remove the identified equipment from HQ-INSCOM for turn-in to the warehouse.  Additionally, government and contract personnel will ensure barcodes and/or INSCOM labeling are removed from the equipment prior to exiting HQ-INSCOM facilities.

g. The PHRH or their designated representative will turn-in the equipment to warehouse personnel per PBO instructions.  Upon turn-in, the PBO will provide the PHRH a signed and completed DA Form 2765-1 indicating receipt of the equipment by warehouse personnel.

h. The PHRH or their designated representative will attach the DA Form 2765-1’s to the entry/exit pass for future reference.  This completed packet will remain on file with the PHRH for use in the event a discrepancy arises in the future.

7.  Government Furnished Equipment Entry/Exit Procedures

a. All equipment entering or exiting HQ-INSCOM facilities must be accompanied by an entry/exit pass.  Three copies of the pass are required and shall be disseminated as follows:

i. One copy will remain with the equipment

ii. One copy will remain with the Military Police manning the front desk area

iii. One copy will be turned in to the PHRH or their designated representative for filing locally

b. The entry/exit pass must be signed by government personnel prior to the equipment entering or exiting HQ-INSCOM facilities.  The primary POC for this action is the PHRH.

c. Entry/exit passes are only valid for a period of 24 hours.  For items exiting HQ-INSCOM facilities and returning more than 24 hours later, a separate entry/exit pass form will be submitted for each instance.  

d. Items that frequently enter and exit HQ-INSCOM facilities, such as a government furnished laptop computer, should be identified to the PHRH or their designated representative.  In these instances the PHRH will generate a memorandum authorizing the entry and exit of the item for a period up to six (6) months.  A copy of this memorandum must remain with the item at all times.

8.  Movement & Installation of Government Furnished Equipment

a. All movement of GFE must be approved by the PHRH, the COR, or their designated representative.  This policy applies to all equipment regardless of dollar value.

b. HQ-INSCOM utilizes the Automated Work Order System (AWOS) to track movement and installation requests involving automation and communications equipment, including GFE assigned to CIO/G-6 VI.  Prior to moving or installing any GFE, submission of an Automated Work Order System (AWOS) request must occur.  This request may be submitted by either contractor or government personnel.

c. In certain instances where submission of an AWOS would preclude accomplishing the work in a timely fashion, the PHRH may authorize the movement or installation of GFE prior to AWOS submission.  An example of such an instance is the failure of a plasma display in the operations center.  In this instance, the PHRH or their designated representative must be notified via email regarding the make/model/serial number/barcode of the unit designated as a replacement as well as the room/floor/workstation where the equipment will reside in order to accurately track the whereabouts of GFE.  Upon notification, the PHRH or their designated representative will authorize commencement of the work.  This authorization does not alleviate AWOS submission requirements.  Immediately upon completion of the work an AWOS must be submitted in order to ensure correct tracking of equipment.

d. Failure to comply with the outlined policies and procedures with regards to movement and/or installation of GFE could result in the misplacement or loss of equipment.  In the event an item is deemed to be missing as a result of an individual’s non-compliance with this guidance, the individual or vendor may be held liable for the cost of the equipment.

9.  Inventory Control Procedures

a. The PHRH is responsible for completing all inventories required by the INSCOM Property Book Officer (PBO).  These inventories include, but are not limited to, 10% inventories; quarterly cyclic inventories; and sensitive item inventories.

b. The PHRH may request assistance from the contract logistics analyst in completing these inventories.  However, requesting this assistance does not absolve the PHRH from overall responsibility for the accuracy of the inventory.

c. Inventory guidance passed down from the INSCOM PBO should be treated as an assigned duty.  Every effort should be made to ensure compliance with the provided suspense dates.  In the event a suspense date cannot be met, the PHRH should notify the PBO immediately to request an extension.

d. The required inventories as outlined by the INSCOM PBO should be treated as a minimum requirement.  If necessary, the PHRH reserves the right to require additional inventories.  These inventories may include, but are not limited to, spot-checks for equipment accountability; monthly cyclic inventories; and monthly sensitive item inventories.

10.  Point of contact for this memorandum is the undersigned at 703.706.1957.







EVERTON A. HARRIS







Chief, VI Management Branch
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