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Task Order 0005 to Delivery Ordexr Number
CPSC~D~07-0001 is hereby issued to provide

scanning services into the Documentum Management
Systems for the period of one (1) year effective
September 27, 2011 through September 26, 2012 in
accordance with the GS Schedule (GS5-25F-0066M) .

(Use Reversa and/or Aftach Addiional Sheets as Necessary)

25. ACCOUNTING AND APPROPRIATION DATA
0100A11DCC-2011~9994800000-EXITIT2400~-252M0
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Documentum Management System.
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STATEMENT OF WORK
1. INTRODUCTION:

The U.S. Consumer Product Safety Commission (CPSC) is a small, independent
regulatory agency with the mission of protecting consumers from injury and death
relating to 15,000 different types of products under its jurisdiction. Though a small
agency, CPSC often makes important news vital to keeping consumers safe.

2. OBJECTIVE:

The contractor shall act independently, and not as an agent of the Government to
provide document scanning services. Documents shall be scanned into the Documentum
Document Management System (EMC Corporation).

3. TASK ORDER: Task order 0005 constitute the specific scanning of The Secretariat
— Office of the Secretary’s Ballot Vote Packages, Briefing Packages and Informational
Packages which are generated each week by staff and distributed throughout the
Commission. These are documents that require scanning in order to be placed in the
electronic OS File Room. Material is from the early 1970s to the present. Currently,
there are 3 — 4 packages a week that are required to be posted on the CPSC website for
public access. In addition, there are older Civil Penalty/Litigation cases that need to be
scanned for preservation. All tasks performed will be based on a fixed rate per page or
fixed rate per quantity. The contractor will be expected to scan a minimum of 1500
pages per day.

4. PERIOD OF PERFORMANCE: The period of performance shall be one year
beginning September 27, 2011 through September 26, 2012.

5. Location of Performance: Work shall be performed by the contractor on-site at CPSC,
4330 East-West Hwy, Bethesda, MD 20814. The worksite will be available from 7:30
AM to 6:00 PM Monday-Friday, excluding Federal Holidays (Labor Day, Columbus
Day, Veteran’s Day, Thanksgiving and Christmas), unless another schedule is agreed
upon between the project officer and the contractor. The contractor shall coordinate the
work schedule directly with the Project Officer. Contractor personnel performing on-site
must comply with all personal identity verification requirements and all rules and
regulations at the Government work-site,

6. PERFORMANCE WORK STATEMENT:

The contractor shall perform the following tasks to scan documents into the Documentum
Management System:

A. Document Inspection and Repair
Inspect documents for torn edges, rips in the paper and punched holes that need repair.
Repair the edges, rips and punched holes in such a manner that will not impede scanning



from either the flatbed or automatic document feeder while maintaining the proper order
and separation of the files.

B. Document Preparation

1. Review and determine the appropriate way to prepare the documents for
scanning, such as removing staples, paper clips, binder clips and rubber bands while
maintaining the proper order and separation of the files.

2. Review documents for post it notes, legal paper or other non 8-1/2” by 11 paper
sizes and making appropriate notation that a different paper size needs to be prepared for
scanning while maintaining the proper order and separation of the files.

3. Review documents for duplex content and making appropriate notation that a
page requiring duplex scanning is in the file while maintaining the proper order and
separation of the files.

4. Review documents for tabs, dividers and any other form of page separator that
may need to be created electronically or scanned while maintaining the proper order and
separation of files.

5. Review documents enclosed in manila file folders, accordion folders and other
file folder types for pertinent information contained on the outside or inner sides of the
folder. The information may need to be scanned if it contains the file name, a file or
recall number or other identifiable information related to the contents of the folder.

C. Scanning - Scan documents, using the Fujitsu Fi-5750C scanners, in a minimum
resolution of 300 by 300 for black-white text and images and 400 by 400 for color text
and images. Utilize Optical Character Recognition (OCR) when scanning the image to
allow for word searches, text manipulation and editing in the future. Save the scanned
image into an Adobe Acrobat PDF file to the designated file server(s).

D. Image Cleanup - Incorporate scanning methodologies to provide a quality image that
can be easily read and printed. These methodologies include, but are not limited to,
despeckling, deskewing, color detection, gamma correction, correction of character
dilation or erosion, background smoothing, content rotation and background cropping.

E. Indexing & Metadata - Provide an electronic index (MS Word or Adobe PDF format).
CPSC will provide electronic indices for the document to be scanned in MS word format.
The contractor will utilize the existing indices, entering the location and document name.
Create a document’s metadata by recording the type of document (report, letter, memo,
note, etc.) the name of the document, a subject, the author, the date and number of pages
into the documents properties.

F. Quality Assurance - Test that the scanned imaged file can be (or allows for):
- read from beginning to end



- scrolled through from beginning to end (up and down)
- keyword searched
- the extraction of data (cut and copied into another file)
- the insertion and appending of other pages (with successful save)
- pages to be moved from one location to another within the document
(with success save)
- pages to be deleted (with successful save)
- contains completed properties (metadata)
- allows the document and/or pages to be printed successfully with readable text.

7. Government-Furnished Equipment:

a. CPSC will provide the required hardware (PC, Monitor, Keyboard, Mouse and
Scanner) and software (Adobe Acrobat 7 Professional). CPSC will provide Dell Optiplex
GX620 Desktop PCs with Windows XP and Adobe Acrobat 7 Professional and two 2
Fujitsu Fi-5750C color and duplex capable scanners with Kofax Virtual Rescan (VRS)
for capturing images of documents and allowing for image enhancements and/or
correction such as content based rotation, character dilation or erosion, despeckling,
automatic color detection, background smoothing, gamma correction, cropping and
deskewing.

b. CPSC will provide network user IDs and passwords to allow for saving scanned
images to the agency’s designated file server(s).

¢. CPSC will provide all documents to be scanned. Although this information can only
be estimated based on a knowledge of the documents, CPSC’s best estimate regarding the
nature of the pages is that they consist of 97.5% black-white images and/or text and 2.5%
color images and text.

8. LC5B Project Officer Designation

a) The following individual has been designated at the Government's Project Officer
for this contract:

Name: Ms. Alberta Mills

The Secretariat —~ Office of the Secretary
Room 820

Telephone: 301-504-7479

Email: amills@cpsc.gov

b) The CPSC Project Officer is responsible for:

(1) monitoring the Contractor’s technical progress, including surveillance and
assessment of performance, and notifying the Contracting Officer within one week when
deliverables (including reports) are not received on schedule in accordance with the
prescribed delivery schedule.


mailto:amills@cpsc.gov

(2) performing technical evaluation as required, assisting the Contractor in the
resolution of technical problems encountered during performance; and

(3) inspection and acceptance of all items required by the contract.
¢) The Project Officer is not authorized to and shall not:

(1) make changes in scope of work, contract schedules, and/or specifications to
meet changes and requirements,

(2) direct or negotiate any change in the terms, conditions, or amounts cited in the
contract; and

(3) take any action that commits the Government or could lead to a claim against
the Government.



