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SUMMARY OF CHANGES





This supplement supersedes AFI 61-202, RL Supp 1 dtd 8 May 1996.  It updates references and reflects the new AFRL organizational titles.  It deletes report instructions pertaining to RL Hanscom Reports; and paragraph A1-4.3.4. was revised to include web address access for CCAL. 





Air Force Instruction 61-202, 25 Jul 94, is supplemented as follows: 


2.2.1.   All contractor-generated technical reports cite the STINFO Office as the delivery point.  If reports are received elsewhere within Rome Research Site, send them to the STINFO Office by the close of the next working day.





2.2.1.1.	Exception: 





2.2.1.1.1.  Technical reports generated by contractors having access to SCI information during the conduct of a Rome Research Site contract are delivered directly to the Rome Research Site Special Security Office (SSO) by the contractor (through the Defense Courier Service).





2.2.1.1.2.   The SSO immediately notifies the responsible Laboratory program manager (LPM) of the receipt of the report.





2.2.1.1.3.   At the same time, the SSO provides for the review of the document for security.  If the document does not contain SCI material and all needed markings are correct, the document is released to the LPM for further dissemination.





2.2.1.1.4.   The SSO keeps any document which has SCI information and processes it according to their security guidelines.  The STINFO Office provides covers and prefatory material for SCI documents that are identified as Rome Research Site TRs.








2.2.1.1.5.   The SSO does not get involved in any data management, other than for security reasons, between the STINFO Office, the LPM, the administrative contracting officer (ACO) or contractor.  This ensures a single point acceptance or rejection of delivered contractor data is kept in the STINFO Office.





2.2.1.2.  All in-house reports should be approved, through division level, within 30 days after the original drafts are completed.  All later reviews are completed within five days after receipt.





2.2.1.3.  Monitoring, editing, and preparing for reproduction all documents under AFI 61-202.





2.2.1.4.  The Laboratory Program Manager (LPM):





Reviews contractor-generated reports for technical accuracy and releasability.


Conducts militarily critical technologies list (MCTL) /Export Control criteria review.


Completes documents of record.


Notifies the STINFO Office of acceptance or nonacceptance.


Signs publication review page.  (See figure A1-1.)


Forwards.





2.2.1.5.   Branch Chiefs:





Review the report and documentation for technical accuracy and releasability.


Sign only in-house publication review pages.


Certify publication or nonpublication of interim reports on RRS Form 2898, Technical Reports Control, when appropriate.


Sign and approve letters for extensions of TR review.


Coordinate on SF 298 when only SF 298 is sent to DTIC to complete an effort (Atch 


      1, para A1-1.4).


Coordinate on SF 298 when journal article (2 copies) and completed SF 298 is sent 


 to DTIC to document an effort (para 10.6).


Forwards.





2.2.1.6.   Division Chiefs or Division Technical Advisors:


	


Review the report and documentation for technical accuracy, releasability, 	technical propriety and conformance to Laboratory policy.


Approve release of classified reports to non-DOD addressees.


Sign the publication review page for the Director.


Sign and approve publication review page for final TRs that are assigned an AFRL nonpublication (NP) number.  (Atch 1, para A1-1.3.)


Coordinate on SF 298 when only SF 298 is sent to DTIC Technical Report Data 	Base to complete effort.  (Atch 1, para A1-1.4.)


Coordinate on SF 298 when journal article (2 copies) and completed SF 298 is sent 	to DTIC to document an  effort (para 10.6).


Forwards.





8.    Completed RRS Form 2898 is the primary document of record of special notices, secondary distribution, authority and source, review, and authorization.  


9.1.  RRS technical memorandums (TMs) may be authorized for release outside Rome Research Site.





9.2.  Attachment 1 to this supplement specifies procedures for processing Rome Research Site technical reports.





10.6   Two copies of all journal articles with a completed SF Form 298 must be submitted with routing slip, to the Rome Research Site STINFO Office (AFRL/IFOIP) through branch and division level chief. 





11.  RRS Forms 2942 and 2898 are prescribed by this supplement.





	RAYMOND P. URTZ, Director	Information Directorate














1 Attachment


Technical Report Processing





�
TECHNICAL REPORT PROCESSING





This table of contents is coded to identify the paragraphs pertinent to technical (T) and clerical/administrative C elements of primary concern.
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A1-1.  Laboratory Program Manager’s (LPM) General Responsibilities:


A1-1.1.  Makes sure of broad dissemination of final technical reports received as deliverable items on a contract or resulting from in-house effort (also interim reports when they contain significant technical events), consistent with Rome Research Site’s technical data rights.  Also makes sure data on a new contractor or in-house effort is input into the Technical Effort and Management System  (TEAMS) database and progress is updated frequently through completion of effort.  No technical reports may be released outside Rome Research Site unless they have been reviewed and approved by the appropriate branch and division levels and released by the Public Affairs Office.


A1-1.2.  If positive findings result from an effort, completes the required forms (RRS Form 2898; SF 298, Report Documentation Page; Publication Review Page; distribution list; and mailing labels).  If report needs revisions or corrections do not submit paperwork at this time.  The STINFO office provides forms for contractor reports. 


A1-1.3.  If negative findings result from an effort, sends camera-ready copy of report and the required forms (RRS 2898, SF 298, and publication review page signed by project engineer, branch chief and division chief to the STINFO Office.  The STINFO office assigns a nonpublication (NP) number and sends to the Defense Technical Information Center (DTIC) for archiving and subsequent referral through the DTIC technical report data base.


A1-1.4.  If contract was terminated for lack of funds or significant work was not done, or if the project engineer disapproves the proposed contractor results and no negotiable solution can be reached, prepares SF 298 explaining in block 13 (abstract) what the effort was about and why a technical report will not be submitted.  Includes TEAMS accession number in block 12a of SF 298.  Sends completed SF 298, with routing slip, to the STINFO office, coordinated through branch chief, division chief, and contracting officer.





A1-1.5.  Sends two (2) copies of all journal articles with a completed SF 298, with routing slip, to the STINFO office, through branch and division chiefs.  STINFO coordination and approval is required for all requests for publication of non-personal journal articles when government funds are used for publication and/or reprint charges.





A1-1.6.  Coordinates reports asserting rights limitations or containing material copyrighted by other than the contractor or a subcontractor (or their employees) with the Contracting Officer and servicing Staff Judge Advocate.  Insures that the correct markings are applied to the technical report in the above situations.  See A1-4.1 and A1-4.2 for specific processing instructions.





A1-1.7.  Justifies release of classified report to DOD contractors (figure A1-2) and certifies release of all reports subject to export-control data to contractors on distribution list.





A1-1.8.  Reviews and controls classified reports received from contractors to be sure they comply with DD Form 254, DOD Contract Security Classification Specification, and current classification guide for the technical program.





A1-1.9.  Notifies the STINFO Office, within 15 days of receipt, when reports are not technically acceptable and sends rejected reports to the STINFO Office for return to the contractor.





A1-1.10.  Meets suspense dates for technical review established by the STINFO Office.  Notifies the respective ACO, when the contractor is delinquent in sending the deliverable technical report (normally 30 days after completion of effort).





A1-1.11.  Signs and sends the publication review page for reviews or signatures according to figure A1-1.





A1-1.12.  Reviews and initiates change to documents marked “limited distribution,” under AFI 61-204 when a request for the document is received.  The objective of this review is to replace distribution statement B, C, D, E, F, or X with a less restrictive distribution statement when conditions permit.  The Public Affairs Office reviews those recommended for public release (statement A) and forwards RRS Form 2898, completed and signed by the LPM, to the STINFO Office.  If the Public Affairs Office does not approve the public release, they notify the STINFO Office and the responsible LPM of the reason.





A1-1.13.  Processes changes to classification (other than automatic) under AFI 31-401.  If documents are declassified, determine:


Classification of references or extractions.


Whether it is to be limited or publicly released.  Prepare a new RRS Form 2898 in either case, and send to the STINFO Office within 30 days of document review.





A1-1.14.  Certifies DD Forms 250 for all Rome Research Site contracts and distributes them to pertinent contract management offices shown on face of the contract.  Certification is not accomplished prior to receipt of final technical report and formal acceptance by the STINFO office. (A1-2.10).


A1-1.15.  Reviews distribution list for accuracy and compliance with administrative and security or other regulations. Ensures all addressees (other than standard) are eligible to receive the report based on distribution statement assigned and other applicable restrictive markings.





	In-House Reports	Contractor	RL Technical Memos


	(Includes Interims)





	BranchChief	Engineer	Branch Chief


	Division Chief/Tech Advisor	Division Chief/Tech Advisor	Division Chief/Tech Adv.





Figure A1-1.  Signatures Required on Publication Review Page.





A1-2.  STINFO Office General Responsibilities:


A1-2.1.  Administers policy and procedures to be sure Rome Research Site complies with the Air Force, AFMC and AFRL Scientific and Technical Information (STINFO) Program.


A1-2.2.  Receives all contractor technical reports for processing, sends copies to the engineer for technical review, gives guidance for conducting review, and formally accepts or rejects reports.  Returns rejected reports to contractor.


A1-2.3.  Prepares prefatory material for SCI documents that are identified as Rome Research Site TRs (para 2.2.1.1.4).  Prepares documents that are identified as Rome Research Site NPs and sends to DTIC for archiving (para A1-1.3).  Prepares SFs 298 that are identified by contract number and sends to DTIC for archiving (para A1-1.4).  Sends completed SF 298 and two (2) copies of journal article to DTIC (para A1-1.5).  Prepares Rome Research Site TRs for printing.  Prepares and sends RRS Form 2942, Reproduction Assembly, to the Publishing Branch, instructing the printer how to collate and print report.


A1-2.4.  Reviews distribution limitations (AFI 61-204, AFI 31-401) to be sure of compliance and uniformity, and notifies the contracting officer of the distribution limitations to be placed on the technical report so that the contracting officer may so inform the contractor.  Requests engineer to review limited documents when request for the document is received to ensure compliance with AFI 61-204.


A1-2.5.  Keeps RRS 2898 as a permanent record of the administrative processing authority and staff approvals for a report.


A1-2.6.  Keeps records of actions taken and of reviews needed for classification or distribution limitations.


A1-2.7.  Interprets and gives guidance on format or other facets of the technical report program for Rome Research Site and contractor personnel.  Cooperates with the engineer and contracting officer to determine compliance with ANSI/NISO Z39.18-1995.


A1-2.8.  Notifies secondary distribution point (DTIC), National Technical Information Service (NTIS), or the National Security Agency (NSA) of change to distribution limitations or classification.


A1-2.9.  Files distribution lists for Rome Research Site reports.


A1-2.10.  Shows acceptance of technical report by signing RRS Form 2898, block 14b and sends to the project engineer’s management office for processing of DD Form 250.


A1-2.11.  Adds mandatory statements that apply to a specific report on the publication review page (AFI 61-202, AFI 61-204, AFI 31-401).


A1-3.  The STINFO Office DOES NOT:


A1-3.1.  Correct contractor reports unless corrections are minor with respect to editorial and layout needs.


A1-3.2.  Keep a library or copies for secondary distribution.  Refers all requests for copies to the engineer, Rome Research Site Documents Library, Freedom of Information Manager, or the secondary distribution point for approval.


A1-3.3.  Prepare or correct address lists or labels for supplementary addressees.


A1-3.4.  Assign TR numbers until the camera-ready copy of report is approved for publication by the appropriate levels of management.  


A1-3.5.  Notify recipients of unclassified limited documents when they become publicly releasable.  The STINFO Office notifies DTIC, the Technical Library, and when applicable, the Special Security Office (SSO). 


A1-3.6.  Communicate any technical changes or requirements to a contractor.  The STINFO Office is not part of the contract management scheme.  Only the ACO can direct contractors to perform technical effort on a contract.  The STINFO Office provides official acceptance, after technical approval, to the servicing ACO and contractor, and advises the contractor if data does not meet the CDRL or quality required by ANSI STANDARD Z39.18.


A1-4.  Specific Processing Procedures:


A1-4.1.  Rights Restrictions:


A1-4.1.1.  When a contractor claims a restriction on the Government’s right to use or disseminate a technical report, the LPM sends a copy of the report to the Contracting Officer.  Examples of rights restrictions would be markings such as “Limited Rights”, Restricted Rights”, “Government Purpose License Rights”, “Government License Rights”, and possibly “Proprietary”, “Company Proprietary” and “Company Confidential”, though the latter markings are not in accordance with the DFARS clauses, and would have to be revised.  After the Contracting Officer determines whether the markings are in accordance with the contract terms, the LPM forwards the determination through the Staff Judge Advocate’s office as part of the review and approval process.  Note that a copyright legend indicating copyright held by the contractor, a subcontractor, or their respective employees is not characterized as a restrictive marking and no specific coordination is necessary.





A1-4.1.2.  The technical data and software clauses of the contract (DFARS 252.227-7013 and 7014) require the contractor to conspicuously mark data and software to which restrictions are asserted, with the appropriate legend.  When only portions of a page are subject to the restrictions, such portions shall be identified by circling, underscoring, with a note or other appropriate identifier.





A1-4.2.  Copyright Claims.





A1-4.2.1.  In-House Reports.  Do not include copyrighted material in a TR unless you get the written permission of the copyright holder.  Ask for aid from the servicing Staff Judge Advocate to ask for copyright release.  If the report will be available to DOD contractors through DTIC or NTIS, tell the copyright owner when you ask for release.  Identify copyrighted material specifically, in the report, and add the following statement:  “Reprinted from (title of copyrighted work) by (name of author) by permission of (name of copyright owner).  Copyrighted (date).”





A1-4.2.2.  Contractor Reports.  As noted in A1-4.1.1. above, contractor reports that show a copyright held by the contractor, a subcontractor, or their respective employees, is permissible and does not require specific coordination.  Contractor reports containing material copyrighted by others need to be treated much like the In-House reports in A1-4.2.1. above.  Permission needs to be received from the copyright holder to include the copyrighted material in the report and to allow further dissemination by the Government.  Note that if the entire report is copyrighted by the contractor, the copyright legend should read as follows:





“Copyright ( 19XX,XYZ Corporation.  This material may be reproduced by or for the U.S. Government pursuant to the copyright license under the clause at DFARS 252.227-7013”





Note that for software subject to the 1995 technical data and computer software rules, the clause reference would be DFARS 252.227-7014. 





A1-4.3.  RRS Form 2898 Instructions.  RRS Form 2898 is the only official document of record that shows the authority and reasons for making administrative, security, distribution, and publication determinations for a report.  Prepare a separate form for different volumes when a difference in information is necessary to identify the volume.  (In these cases, show on the RRS Form 2898 the primary number plus a volume identifier to ensure continuity for future reference.)


A1-4.3.1.  The STINFO Office completes section I.


A1-4.3.2.  The project engineer completes section II.  Complete all blocks in this section.  The following apply:


Title, project engineer symbol, telephone extension, classification, and contract number are self-explanatory.  List authors’ names in order of precedence.


List name and complete address of contractor, including zip code, and specific corporate division.


Program element and job order number.


Coordinate with the Special Security Office, other mission organizations, when appropriate, or those needed for technical, administrative, or security purposes to be sure the report is proper and complies with current guidance.


Funding must be available for printing a report and PR# provided in block 13.  





A1-4.3.3.  Section III - Security/Distribution Notices:





Downgrading or declassification notices must conform to AFI 31-401, Chapter 3.


Coordinate with the Special Security Office documents containing foreign intelligence, as shown by restrictive dissemination markings (WNINTEL, NOFORN, etc.), under AFI 14-302 and DCI Directive 1/7, dated 30 Jun 98, or any documents containing classified or unclassified information extracted from other intelligence publications before sending to the STINFO office.


Check one of the blocks pertaining to information referenced or extracted from other classified documents.  If the report is unclassified UNLIMITED, distribution statement A, do not include classified references.  If a limited reference is used in an unclassified unlimited report, check the applicable block on RRS Form 2898 and provide complete reference information. 





*A1-4.3.4.  Distribution Limitations:


These limitations are designed to denote the extent of its availability for distribution.


If you select a statement A distribution and it is approved when reviewed by the servicing Public Affairs Office, the technical report is stored and approved for open public sale at NTIS.  (Check this block in the secondary distribution.)  If you select statement B, C, D, or E, you must show the qualifying reason(s).  No qualifying reason is required on reports bearing statement F and X.  Fill in the date and controlling office symbol (normally LPM’s).  DTIC stores and makes secondary distribution to qualified requesters.  Unless your report bears statement A or is on ELINT, COMINT, or COMSEC, check DTIC as the secondary distributor.  NSA stores and makes secondary distribution on ELINT, COMINT, COMSEC or other reports containing AFI 14-302/DCI Directive 1/7 dated 30 Jun 98 notices published by Rome Research Site. 


If report is unclassified and contains export-controlled data, only qualified contractors that are registered with the Defense Logistics Services Center (DLSC), Battle Creek, MI 49016-3412, phone 1-800-352-3572 can be added to the distribution list.  Contractors must be on Certified Contractor’s Access List (CCAL).  On-line access to the CCAL is at http://www.dlsc.dla.mil/ccal/.


A1-4.4.  Preparing the Distribution List.  All Rome Research Site divisions must use the following system when preparing a distribution list for technical reports:


A1-4.4.1  A Technical Report Distribution List (TRDL) system for Rome Research Site technical reports exists in the MISVAX computer program.


A1-4.4.2.  For further information, contact the Help Desk at x7275.


A1-4.4.3.  Important Things to Remember:


Consolidate all like addressees for different individuals with the same mailing address for bulk mailing.


Classified Release Authority.  If your technical report is classified, release to non-DOD requesters requires approval and signature of the authority designated in figure A1-2.


For reports marked  “export controlled”, current CCAL certification number must appear next to contractor address on distribution list.





A1-5.  Rome Research Site In-House Reports.  In-house reports are normally technical reports or technical memorandums, depending on the degree of technical importance of the work or the need to disseminate widely.  In-house technical reports are processed the same way as contractor-prepared reports except as noted in Figure A1-1.  The STINFO office can help on the methods best suited for copy preparation.


A1-6.  Co-authorship





A1-6.1.  Co-authorship with active Rome Research Site contractors is generally not encouraged.


A1-6.2.  Co-authorship with active Rome Research Site contractors and cooperative research organizations is permitted when both Rome Research Site personnel and contractor, or cooperative research organization personnel have worked closely together on a technical effort, where the work of each is not easily separable, and where both Rome Research Site personnel and the contractor or cooperative research organization personnel have made major, significant contributions to the hours expended on the effort, the technical results, and the writing of the report.  In such cases a statement must be placed in a preface to the report outlining the general contribution of each author.

















Action Required�
DOD Addresses, Prime Contractor�
DOD Contractors (Other Than Prime Contractor)�
Non-DOD Govt Agencies (Within Executive Branch)�
Other Non-DOD Addresses (Outside Executive Branch)�
�
Engineer may add to distribution list; no further approval needed.�



  X�
�
�
�
�



Engineer certifies, by citing current DOD contract number beside address on distr list.  Direct questions on release of intelligence data to the SSO.�
�



  X�
�
�
�



Division Chief signs beside address on distr list to show recommendation to release.�
�
�



  X�
�
�



Security Office coordinates on distr list.�
�
�



  X�
�
�



Director or Deputy Director signs beside address on distr list to show approval to release.�



�
�



  X�
�
�



Division Chief certifies, by letter, need-to-know and explains why addressee is being put on distribution.�
�
�



�



  X�
�



Security Office Coordinates on letter.�
�
�
�



  X�
�



Director or Deputy Director signs approval on letter.�
�
�
�



  X�
�






Figure A1-2.  Additions to Standard Distribution List - Classified Reports  
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