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Executive Summary

A BASELINE DESCRIPTION OF DTIC
SCIENTIFIC AND TECHNICAL INFORMATION

SUPPORT SYSTEMS

The Defense Technical Information Center (DTIC) knows it must modernize
the support systems it uses to collect, process, and disseminate information on DoD
funded research and development. Most of them are from 10 to 25 years old and
during the last 6 years, DTIC has relied on them while undergoing reductions in
staff and increased demands for its products and services.

The first step in modernization is to construct a description of the current
systems, including their interactions, to serve as a baseline on design and
implementation of improved systems. We have prepared such a description.

We recommend that DTIC take the following next steps in its modernization

project:

® Implement a commercially available automated project management
system to develop and manage systems modernization.

® Make available system analysts to facilitate use of personal computers and

the Distributed Minicomputer for Management Information System
(DMINS) terminals.

® Seek ways to make the process for filling document orders more efficient.

® Use state-of-the-art technology such as database management systems,

high level programming languages and interactive processing to improve
current automated data processing systems.

® Modify the acquisition database to eliminate unnecessary re-entry of data.

11 DL602/SEPT 86



CONTENTS

EXECUTIVE SUMMARY . . . . . . . o o v v v v vt v i e e e oo
LISTOFFIGURES . . . . . . . o o o e vt e e e e e d e e s
LISTOFTABLES . . . . . . . . . o o e e e e e e e e d e e
CHAPTER
1. INTRODUCTION . . . . . . . . . . . o v o v v v v .
Background . . . . . . . . ..o o000 oL
Objectives. . . . . . . . . . . . ..o
Contents . . . . . . . . . . . e e
Glossary . . . . . . . . . . ..o e e e e
) ORGANIZATION DESCRIPTION. . . . . . . . . . . . ..
Introduction . . . . . . . . . .. ..o ...

Mission And Overall Organization . . . . . . . . . .
Office Of The Administrator And Personal
“Staff L. oL L L L Lo
Equal Employment Opportunity Manager . . . . . .
Information Analysis Center (IAC)
ProgramManager . . . . . . . . . .. .. ...
Manpower And Training Research Information
System (MATRIS) Program Manager . . . . . . .
Internal Review Officer. . . . . . . . . . . . . ..
Special Projects Assistant. . . . . . . . . . . . ..
Command Security Office. . . . . . . . . . .. ..
Office Of Policy, Plans, And Resource
Management. . . . . . . . . . .. CRIPRI
Operations Research And Economic
AnalysisOffice . . . . . . . ... ... ....
Organization And Mission Control Division . . . . .
Resource And Program Management Division . . . .
The Financial Management Branch . . . . . . .
Management Engineering Branch. . . . . . . .
Office Of User Services. . . . . . . . . .. ... ..
Regional Offices . . . . . . . . . . . .. .. ...
Office Of Systems Modernization
Office Of Installation Services . . . . . . . . . . ..
Office Of Information Systems And Technology.
Directorate Of Telecommunications And
Automated Data Processing Systems
Management Support Office . . . . . . . . . . ..
Telecommunications Support Office . . . . . . . . .
Automated Data Processing Division
Production Control Branch . . . . . . . . . ..
OperationsBranch. . . . . . . . ... . ...

........

iii

—t
'
- LW NN = [l

[\)
i
© NN Ot =t



CONTENTS (Continued)

CHAPTER 2 (Continued)

Systems Design And Development Division
Technical Support and Control Branch
Systems Design Branch. . . . . . . . .. . ..

Directorate Of Document Services

Micrographics Division. . . . . . . . . . . . . ..
Master Microform Processing Branch. . . . . . .
Microfiche Maintenance and Reproduction

Branch . . . . . . . .. .. ... .. ...
Paper Copy ProcessingBranch . . . . . . . ..
Office of Quality Assurance

Publications Division
PrintingBranch . . . . . . .. .. .. .. ..
Receiving and Distribution Branch . . . . . . .

Document Processing Division . . . . . . . . . ..
Acquisition and Selections Branch. . . . . . . .
Reference Services Branch

Directorate Of Database Services

Database Management Division. . . . . . . . . . .
Bibliographic Database Branch
Database Support Branch. . . . . . . . . . ..
Research and Engineering Programs

Database Branch

AnalysisDivision . . . . . . . . . ... ... ..
Special AnalysisBranch . . . . . . . . . . ..
Retrieval Analysis Branch

SUPPORT SYSTEMS DESCRIPTIONS

Introduction . . . . . . . . . ..o o000
Scientific And Technical Information
Support Systems Process Groups. . . . . . . . ..
Acquire Scientific And Technical Information

Data ProcessGroup . . . . . . . . . . ... ..
Acquire Technical Reports(TRs). . . . . . . . .
Acquire ManagementData . . . . . . . . . ..
Store Technical Reports Process Group
Receive Technical Reports
Select TechnicalReports . . . . . . . . . . ..
Catalog Technical Reports . . . . . . . . . ..
Index Technical Reports Process
Verify Technical Reports . . . . . . . . . . ..
Reproduce Technical Reports
Inventory Technical Reports . . . . . . . . ..
Receive Technical Report Updates

Store Shared Bibliographic Input
Network/Technical Reports

iv



CONTENTS (Continued)

CHAPTER 3 (Continued)

Store Management Data Process Group . . . . . . .
Store Work Unit Information System Data . . . .
Store Independent Research and

DevelopmentData. . . . . . . . . . . . ..

Make Scientific And Technical Information

Data Available ProcessGroup . . . . . . . . ..
Deliver Demand Document Orders. . . . . . . .
Release Limited Documents . . . . . . . . . .
Deliver Demand Bibliographies and
ManagementReports. . . . . . . . . . . ..
Maintain Defense Research, Development,
Test, and Evaluation On Line System and
Databases. . . . . . . .. .. . ... ..
Disseminate Scientific And Technical Products
ProcessGroup . . . . . . . . . . . .. .. ...
Produce Automatic Document Distribution. . . .
Publish Recurring Produets. . . . . . . . . ..
Publish Technical Abstract Bulletin Report
Print Scientific and Technical Information )
and Other Materials . . . . . . . . . .. ..
Maintain Scientific And Technical Information
Tools And Aids Process Group. . . . . . . . . ..
Maintain the Defense Technical Information
Center Retrieval Indexing Terminology . . . .
Maintain Fieldsand Groups. . . . . . . . . ..
Maintain Source Headers, Hierarchy, and
Monitor Acronyms . . . . . . . . . . . . ..
Maintain “How to Get It” and Referral
Databank . . . . . . . . .. ... ... ..
Provide Specialized Scientific And Technical
Information Support Systems Process Group . . . .
Operate Field Offices. . . . . . . . . . . . ..
Manage Information Analysis Centers
Develop New Scientific and Technical
Information Technology . . . . . . .. . ..
Monitor Scientific and Technical Information
Processing Productivity . . . . . . . . . ..
Exchange Scientific and Technical
InformationData . . . . . . .. ... ..
Operate Manpower and Training Research
Information System
Operate Small Business Innovation Research
Program . . . .. ... ... .. .....
Provide User Support Systems Process
Group . . . . . . .. ..o oo
RegisterUsers. . . . . . . . . . . .. ... ...
Register Defense Research, Development, Test, And
Evaluation On Line System Terminal Users . . . .

3- 94
3- 94

3- 98



CONTENTS (Continued)

PAGE
CHAPTER 3 (Continued)
BillUsers. . . . . . .. . ... ... ...... 3- 99
Train Users For Defense Research, Development,
Test, And Evaluation On Line System
Retrieval AndInput . . . . . . . .. .. . .. 3-103
Receive User Communications . . . . . . . . . . . 3-104
Conduct User Conferences . . . . . . . . . . . .. 3-105
Support User Organizations. . . . . . . . . . . .. 3-106
Automated Data Processing Support Systems
ProcessGroup . . . . . . . . . .. ... .. ... 3-108
Operate Automated Data Processing
Applications. . . . . . . .. .. o000 L L. 3-108
Develop And Maintain Automated Data
Processing Applications . . . . . . . . . . . .. 3-112
Manage Automated Data Processing Equipment
AndResources. . . . . . . . .. . ... ... 3-116
Staff Functions Support Systems Process
Groups. . . . . . .. SR N N S 3-120
Administer The Organization’s Structure And
Policies ProcessGroup . . . . . . . . . . . . .. 3-120
Maintain the Defense Technical Information
Center’s Organizational Structure. . . . . . . 3-121
Develop Defense Technical Information
CenterPolicies. . . . . . . . . .. .. ... 3-123
Manage the Position Management
Program . . . . . . .. ... ... ... 3-123
Provide Technical Orientation for New
Employees . . . . . . . . ..o .. 3-123
Manage the Standard Operating Procedures
Program . . . . . . . . .. .. 00, 3-124
Implement the Management By Objective
Program . . . . . . .. .. ... ... .. 3-124
Manage the Major Projects System . . . . . . . 3-124
Manage the Internal Control Program . . . . . . 3-124
Administer External Audits . . . . . . . . .. 3-125
Manage Corporate Planning for the Defense
Technical Information Center. . . . . . . . . 3-125
Manage the Defense Technical Information
Center Vital Records Program. . . . . . . . . 3-125
Administer the Freedom of Information
Ackl, . ol- . - M. - o - - xie o . o 3-125
Manage Defense Regional Intensive
Support Program. . . . . . . . .. . .. .. 3-125
Manage the Emergency Planning . . . . . . . . 3-126
Administer The Organization’s Finances
ProcessGroup . . . . . . . . . . . . . .. ... 3-126
Develop and Execute the Defense Technical
Information Center’sBudgets. . . . . . . . . 3-126

vi



CONTENTS (Continued)

PAGE
CHAPTER 3 (Continued)
Prepare Program Objectives Memoranda. . . . . 3-128
Develop Congressional Fact Books. . . . . . . . 3-128
Process Commitment, Obligation, and
Reimbursement Documents. . . . . . . . . . 3-128
Administer The Organization’s Human
Resources ProcessGroup . . . . . . . . . . . .. 3-128
Administer Manpower Control . . . . . . . . . 3-128
Administer Automated Payroll Cost and
PersonnelSystem . . . . . . . ... .. .. 3-130
Maintain the Master AccountRecord . . . . . . 3-130
Produce ManagementReports . . . . . . . .. 3-130
Administer the Quality Assurance
Program . . . . . . .. .. ... ..... 3-131
Perform Public Relations And Marketing
Activities ProcessGroup . . . . . . . . . . . .. 3-131
Prepare Conferences . . . . . . . . . . . . .. 3-131
Write Speeches . . . . . . . .. .. .. ... 3-131
Perform Marketing ... . . . . . . . .. ... 3-131
Publish Promotional Materials . . . . . .. .. 3133
Provide Common, Centralized Administrative
Support ProcessGroup . . . . . . . .. . . . .. 3-133
Administer Office Automation Efforts . . . . . . 3-135
Process Procurement Actions for Supplies,
Equipment, and Equipment
Maintenance . . . . .. . .. .. ... 3-135
Process Building Service Requests. . . . . . . . 3-135
Assure Proper Maintenance of Building . . . . . 3-136
Process MishapReports. . . . . . . . . . . .. 3-136
Manage the Defense Technical Information
Center Technical Library. . . . . . . . . .. 3-136
Administer Training . . . . . . . . . . . . .. 3-137
Monitor Employee Suggestions . . . . . . . . . 3-137
Administer Publications Management
Program . . . . . . . .. ... ... 3-137
Administer Forms Management Program . . . . . 3-138
Process and Approve Travel Requests . . . . . . . 3-138
Administer Personnel Support Services . . . . . . 3-138
Edit Internal Defense Technical Information
Center Newsletter . . . . . . . . . ... ... 3-139
Monitor Defense Technical Information
Center Contracts. . . . . . . . . . ... ... 3-139

Vil



CONTENTS (Continued)

CHAPTER
4. RECOMMENDATIONS FOR MODERNIZATION

Introduction
Improve Planning And Control

Manage Microcomputer And Distributed
Minicomputer System For Management

Information System Implementations . . . .

Productivity Improvements

Upgrade Automated Data Processing

SupportSystems. . . . . . . . . ... ...
Modify The Acquisition Database . . . . . . . .

Modify Machine-Aided Indexing Post Review

Processing. . . . . . . . . . . . . .. ...

Potential Personal Computer And/Or
Distributed Minicomputer System For
Management Information System

Applications . . . . . . .. ... ...

Automate Monitoring Scientific And Technical

Information Productivity (And Status). . . . .
Automate Handling Classified Mail Receipts . . .

APPENDIX
A. PROJECT BIBLIOGRAPHY
B INTERVIEWS
C. PROCESS FLOWCHARTS
D PROCESS AUTOMATION STATUS

viii

. . . .

Develop And Manage Systems Modernization. . .

Review The Demand Document Order System . . . .

PAGE

P N

© 003 ObWw

10

10
12



FIGURE

B BN BN l\')l'\')[\’.)l\')l\')l\')
Nello oJLN| SN

]
it
o

2-11

2-12
2-13

2-14
2-15

2-16
2-17

2-18

P PP PR

]
e o b0 = 5 (0 00 =10 U s LI DI

W ODC»JOO?DODC»JQJ

—
ot

LIST OF FIGURES

Defense Technical Information Center Mission Statement . . . .

DTIC Organization Chart
Office of the Administrator Organization Chart
MATRIS Office Organization Chart
MATRIS Office Interactions
Office of Policy, Plans, and Resource Management
Organization Chart
Office of User Services Organization Chart
Office of Installation Services Organization Chart
Office of Information Systems and Technology
Organization Chart
Directorate of Telecommunications and ADP Systems
Organization Chart
Directorate of Telecommunications and ADP Systems
Interactions
Directorate of Document Services Organization Chart
Directorate of Document Services - Micrographics
Division Interactions
Directorate of Document Services - Publications Division
Interactions
Directorate of Document Services — Document Processing
Division Interactions
Directorate of Database Services Organization Chart
Directorate of Database Services - Database Management
Division Interactions
Directorate of Database Services - Analysis Division
Interactions

STI Support Systems Process Groups
Acquire STI Process Group Functions
Store TRs Process Group
Store TRs Process Group Functions
Store TRs Process Group Participants
Sample Citation Input via RTIS
Store Management Data Process Group
Store Management Data Process Group Functions
Make STI Data Available Process Group Functions
Demand Document Order Process Participants
Disseminate STI Products Process Group Functions
Publish TAB Process Participants
Maintain STI Tools and Aids Process Group Functions
Provide Specialized STI Support Systems Process Group
Functions

ix



FIGURE

3-16
3-17
3-18
3-19
3-20
3-21

3-22
3-23
3-24
3-25

QO QQOOQQQ
WL OUI WM

LIST OF FIGURES (Continued)

MATRIS Office Process Functions . . . . . . . . . . ... ..
Sample MATRIS Automated User Request Log
User Support Systems Process Group Functions
Bill Users Process Participants . . . . . . . . . . ... ...
ADP Support Systems Process Group Processes . . . . . . . . .
Administer the Organization’s Structure and Policies

Process GroupProcesses . . . . . . . . .. ... ... ..
Administer the Organization’s Finances Process Group

Processes . . . . . . . . . . .o 0oL e oL
Administer the Organization’s Human Resources Process

GroupProcesses . . . . . . . .. . ..o 0oL
Perform Public Relations and Marketing Process

GroupProcesses . . . . . . . .. ..o oo L oL
Provide Common, Centralized Administrative Support

Process GroupProcesses . . . . . . . . . . .. ... ...

Flowchart Symbol Definition. . . . . . . . . . . . .. . ..
Acquire TRs Flowchart
StoreTRs Flowchart . . . . . .. . . .« .. .. ... ...
Store Management Data Flowchart
Deliver Demand Orders Flowchart. . . . . . . . . . . . . ..
Release Limited Documents Flowchart. . . . . . . . . . . ..
Deliver Demand Management Database Reports

Flowchart. . . . . . . . . . .. ..o 0000
Deliver Demand Bibliographies Flowchart. . . . . . . . . ..
Register Users Process Flowchart . . . . . . . . . . . . . ..



TABLE

3
3

=J=
DN =

1
2

LIST OF TABLES

PAGE
Sources of Productivity Data for Management Reports . . . . . 3-75
Productivity ManagementReports . . . . . . . . . .. . .. 3-79
Automation Status by Processes. . B ol oy B RS D- 3
ADP Systems-ProcessesUsedIn . . . . . . . . .. .. ... D- 7

xi






1. INTRODUCTION

BACKGROUND

The Defense Technical Information Center (DTIC) provides information prod-
ucts and services to the Department of Defense (DoD) scientific and technical infor-
mation community. Asthe DoD clearinghouse for Research, Development, Test, and

Evaluation (RDT&E) information, DTIC provides a full range of services including:

® Online access to more than 1.5 million records in the Technical Report (TR),
Work Unit Information System (WUIS), Independent Research and
Development (IR&D), and Program Summary (PS) databases

® On-demand and recurring products from those databases

® Technical report acquisition and delivery services

® Research and development (R&D) in applicable information processing
technologies. -

Since 1980, DTIC has experienced a 300 percent growth in online queries of the
TR database and nearly 50 percent growth in the number of documents delivered to
users. During the same period, staffing levels have decreased slightly. Despite these
significant increases in service demands and a corresponding lack of increased
staffing, DTIC has not significantly upgraded or added to its automated systems.
Many of those systems were designed and implemented in the late 1960’s and early
1970’s and reflect the state of automation technology at that time. Already pushed
to the limit of processing capacity, those existing systems offer little further capa-
bility for being expanded to meet future service demands.

To meet the demand for increased levels of service within the constraints
imposed by staffing ceilings, DTIC will rely heavily on improved and expanded

automated support systems. Current automated systems must be upgraded, while
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new systems will be developed for functions and processes that do not have adequate
automation support.

OBJECTIVES

As a first step in its modernization effort, DTIC needs a description of the
current systems: how the work is performed; the support system tools (automated,
mechanical, and manual) used; and the interactions between DTIC’s organizational
elements in carrying out the workflow. Such a description will provide a baseline for
planning the modernization effort. Planning considerations include identification of
DTIC operational areas that require upgraded or newly developed systems,
establishment of priorities among those areas, and an understanding of the affects of
improved automation on the organization.

This report provides the baseline description of DTIC’s support systems as they
existed in June.1986. In additibn to providing documentation of the current environ-
ment, it provides recommendations for changes. However, the recommendations are
a secondary objective of the task and are, therefore, limited both in their scope and
depth of analysis. The report can also serve other purposes such as a basis for
communications between DTIC organizations regarding the workflow and as an

introduction to DTIC operations to new employees.

CONTENTS

This report describes the support systems (as of 1 June 1986) in DTIC’s Head-
quarters; the Boston, Massachusetts and Los Angeles, California field offices; and
the Manpower and Training Research Information System (MATRIS) project office.
It also describes DTIC’s interactions with the DoD-managed Information Analysis
Centers (IACs).

This chapter provides an introduction and a glossary of terms and acronyms
used throughout the report. Chapter 2 provides a description of the support systems

as viewed through the current organizational structure of DTIC. It describes the

1-2



responsibilities assigned to each directorate or office and continues that description
down to the divisions, branches, sections, and informal teams that perform the
actual business functions. The description of the work performed by each organi-
zation is brief because the full description is provided in Chapter 3.

Chapter 3 represents the bulk of the report. It is organized into groups of
related work (referred to as process groups) that are composed of two or more units of
work (processes). The processes describe the work and how it is performed. The
descriptions represent detailed summaries of the work, but at a level higher than
DTIC’s Standard Operating Procedures (SOPs). They focus on the work flow and
how the participating organizations interact with each other.

Chapter 4 presents recommendations regarding potential areas for systems
modernization. Following that chapter are appendices that include the sources of
information used for the development of the report and detailed flowcharts of some of

the more complex processes.

GLOSSARY
- AD Accession Document — A unique identifier for every TR in the
DTIC collection.

ADD Automatic Document Distribution — Consists of profiles estab-
lished at DTIC by DTIC users indicating their areas of inter-
ests, enabling them to receive microfiche copies of newly
acquired TRs which match those interests.

ADP Automated Data Processing.

ADPE Automated Data Processing Equipment.

AMTD Automatic Magnetic Tape Distribution - Citations for DTIC-

accessioned TRs received during a 2-week period that are
provided for a charge on magnetic tape and is a near equivalent
to the information found in Technical Abstract Bulletin (TAB).

APCAPS Automated Payroll Cost and Personnel System.

AQ Database Acquisition Database - Contains information about TRs which
DTIC is attempting or has attempted to obtain.
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ATUTIP

~Bibliographies

~CAB

CD-ROM
CENDI

COBOL
COMSEC
COSATI
CRT

CSL

Current File
DAB

DAL

DASC
DB
DBMS
DDC

Demand

Air Technical Index/Technical Information Pilot - A card
catalog of older documents stored at DTIC.

Listings of TRs related to specific subjects. A computerized
search is made of the DTIC collection to list applicable TRs with
control numbers, descriptive data, and abstracts. There are
three main types of bibliographies: demand, direct response,
and current awareness.

Current Awareness Bibliography - A biweekly customized,
automated bibliography based on the subject needs of DTIC
Users.

Compact Disk, Read Only Memory.

Commerce, Energy, NASA (National Aeronautics and Space
Administration), NLM (National Library of Medicine), Defense
Information Group - A group of Government Scientific and

Technical Information (STI) centers working to improve the
flow of STI.

Common Business Oriented Language.
Communications Security.

Committee on Scientific and Technical Information.
Cathode Ray Tube.

Contributor Summary Listing - An output of WUIS, PS, and
IR&D database transactions displaying those transactions and
any errors which they contain.

A file of newly received TRs not yet updated to the TR database.

Document Abstract Bulletin — An TAC product of citations from
the TR database indicating those TRs that are held in the IAC’s
collection.

Dissemination Authority List - A report indicating DTIC User
access authorization levels derived from the Master User
Access and Contract  MUAC) File.

Defense Administrative Support Center.

Database.

Database Management System.

Defense Document Center - Previous name for DTIC.

A bibliography resulting from a tailor-made literature search

Bibliographies on a particular subject conducted at the request of a DTIC User.



Demand
Document
Ordering

Demand
Reports

DGIS
DIMES

Direct
Response
Bibliography

DIS
DLA
DLAM
DLAR
DLSC
DLSIE
DMINS

DOE

DRIS

DRIT

DROLS

DROLS User
Council

_ DTIC

DTSS

EEO
FAR

A process whereby DTIC Users may demand (order) TRs in
paper copy or microfiche form from DTIC via DTIC Form 1,
Document Request, Defense RDT&E On Line System (DROLS),
telephone, or letter.

Tailor-made retrievals performed by DTIC from its manage-
ment databases.

Defense Gateway Information Service.
Defense Integrated Management Engineering System.

A list of AD numbers of TRs which meet a specific information
request received by telephone, telegram, Mailgram, or letter.
DTIC responds via telephone.

Defense Investigative Service.

Defense Logistics Agency.

Defense Logistics Agency Manual.

Defense Logistics Agency Regulation.

Defense Logistics Services Center.

Defense Logistics and Studies Information Exchange.

Distributed Minicomputer-System for Management Informa-
tion System - A DLA-wide office automation system.

Department of Energy — DOE’s STI facility in Oak Ridge,
Tennessee is a member of CENDL

Defense Regional Interservice Support.

DTIC Retrieval and Indexing Terminology ~ DTIC’s fully hier-
archical subject headings used in indexing and retrieving STI
data.

Defense RDT&E On Line System - Links remote terminals
located across the United States to DTIC’s central computer at
Cameron Station, Virginia. DROLS is an interactive system
enabling DTIC Users to input as well as retrieve STI infor-
mation.

An independent organization of DTIC/DROLS Users.

Defense Technical Information Center.

DTIC ADPE Time-Sharing Service — A time-sharing service on
the Sperry 1100/61.

Equal Employment Opportunity.
Federal Acquisition Regulation.

1-5



— Fields and
Groups

GFE

GPO

GRA&I

How to Get It

IACs

IAS

IBM
=~ IR&D

IR&D
Database

JCP

- Lexical
Dictionary

Limited
Document

~ MAI

MAR

Broad categories of subject knowledge (fields) with subdivisions
(groups) used by DTIC to control user access to its databases.

Government Furnished Equipment.
Government Printing Office.
Government Reports Announcements and Index.

Subtitled A Guide To Defense Related Information Resources, is-
a DTIC product listing Government released STI documents
and information on how to obtain them.

Information Analysis Centers - Centers for the analysis of STI
in specialized subject areas. DTIC establishes, funds, and
manages a number of these centers for DoD; other DoD IACs
are controlled by other DoD activities. An individual IAC’s
coverage of its specialized subject area is of greater depth and
breadth than is possible at DTIC.

Indexing and Abstracting System - A data entry system used
by the MATRIS Office.

International Business Machines.
Independent Research and Development.

Contains descriptions of technical programs which are initiated
and performed by DoD contractors and are not wholly funded by
DoD. This information is considered proprietary, exempt from
disclosure under the Freedom of Information Act, and available
only to DoD organizations.

Joint Committee on Printing - Congressional Committee
which oversees Government printing operations including
DTIC’s printing division.

Tables within the Machine-Aided Indexing (MAI) programs
that map selected words and phrases into DRIT terms.

A TR that has a distribution limitation imposed by its control-
ling office restricting distribution to defined subsets of DTIC
users. Such documents may be either classified or unclassified.

Machine-Aided Indexing - Computer programs that accept
incoming citations, decompose the text into a series of context-
sensistive and content-free phrases, and convert those phrases
into valid DRIT terms.

Master Account Record.
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MATRIS

MBO

MIP

MIS

MIS Reports

Monitor
Acronym File

MOU
MPT
MUAC

NASA

NATO
NLDB

NLM
NPRDC
NSA
NSF
NTIS

OASD (FM&P)

OCR
OPI

Manpower and Training Research Information System - A
management-support database containing unclassified infor-
mation on Manpower, Personnel, and Training (MPT) research
sponsored by DoD. Specific research areas covered by MATRIS
include manpower and personnel, education and training,
human factors, and simulation and training devices.

Management by Objective.
Model Installation Program.
Management Information System.

Demand and recurring MIS reports involving separate compila-
tions of data contained in the WUIS, PS, and IR&D databases.

Contains codes for Government agencies which released data to
DTIC.

Memorandum of Understanding.
Manpower, Personnel, and Training.

Master User Address and Contract - A computerized central

registry file of users authorized access to defense STI main-
tained by DTIC.

National Aeronautics and Space Administration - NASA’s STI
Program is a member of CENDL.

North Atlantic Treaty Organization.

Natural Language Data Base ~ An older version of the MAI

tables now used only in conjunction with reviewing DRIT
online.

National Library of Medicine - A member of CENDI.
Naval Personnel Research and Development Center.
National Security Agency.

National Science Foundation.

National Technical Information Service — The Department of
Commerce public clearinghouse of unclassified/unlimited
Government reports. NTIS works with DTIC in many areas
including acting as its billing agent and receives unclas-
sified/unlimited TRs that are releasable to the general public.
DTIC documents released to NTIS are indexed in their GRA &I.
NTIS is a member of CENDIL.

Office of the Assistant Secretary of Defense (Force Manage-
ment and Personnel).

Optical Character Reader.
Office of Primary Interest.
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v

0SD

OTIS
OUSDRE

PCS
PEDS
PFLA

Picking
Tickets

Pipeline

POM

Proof-of-
Shipment

PS
PS Database

PSE
RBMT

RD5
RDT&E

Recurring
Reports

Referral
Database

Office of the Secretary of Defense.
Office of Telecommunications and Information Systems.

Office of the Under Secretary of Defense for Research and Engi-
neering.

Planning Control System.
Program Element Descriptive Summary.
Primary Field Level Activity.

Document order forms printed by DTIC’s computers on perfo-
rated card stock. The left side (proof-of-shipment portion) of the
picking ticket contains order information, while the right side
contains the user’s address and is used as a mailing label.

Usually refers to the operation of the Store TR and Publish
TAB processes which begins with a newly received TR and ends
with its announcement in a TAB. Alternatively, it can refer to
any DTIC production process.

Program Objective Memoranda.

The left side of a picking ticket entered into the Request Proces-
sing (RP) system whenever an order is mailed.

Program Summary.

Consists of summary descriptions of proposed project or task-
level RDT&E efforts. This database is actually a subset of the

WUIS database. It is no longer updated and will be replaced by
the PEDS database.

Principal Staff Element.

Retrospective Bibliography on Magnetic Tape — A demand bib-
liography delivered to users on magnetic tape rather than
paper copy.

See PS Database.
Research, Development, Test, and Evaluation.

Customized, automated products composed of WUIS, IR&D, or
PS information based on the subject needs of DTIC Users.
Recurring Reports can be produced on an automated monthly,
quarterly, semiannual, or annual basis. Users can receive
these free, paper copy reports.

A database maintained by DTIC to supplement its document
services by gathering information on specialized scientific and
technical Government-sponsored activities with the capability
and willingness to serve the defense community in their field of
expertise.



Referral
Databank
Directory

Reference
Services

REGIS

RFP
RP

RSAG

RTIS

SBIN

SBIR

SMDR
SOP

Source

Hierarchy List

Source

Header List

STI
STIP
TAB

An unclassified AD document available from both DTIC and
NTIS which lists entries for activities contained in the referral
database.

Services provided by the Reference Section to answer any
questions submitted relating to Government STI and is avail-
able to anyone.

Research and Engineering General Input System - A system
used to update and maintain WUIS, IR&D, and PS databases.

Request for Proposal.

Request Processing — A system that processes orders for TRs
and maintains an inventory of TRs and their order history.

Resource Sharing Advisory Group - Consists of members
representing DTIC and at least six Shared Bibliographic Input
Network (SBIN) sites, formed in 1980 to provide advice and
make recommendations on matters dealing with the DTIC
Shared Cataloging program and other resources sharing activi-
ties.

Remote Terminal Input Subsystem — A system used by DTIC
and external users to input TR and WUIS data.

Shared Bibliographic Input Network - Consists of over 70 sites
within the community of DoD and its contractors for inputting
bibliographic information for TRs via DROLS and RTIS.

Small Business Innovation Research - A DoD program that
DTIC supports by providing technical information packages for
each topic in DoD’s SBIR program solicitation to small busi-
nesses responding to these solicitations. A technical infor-
mation package contains a bibliography of DoD-funded TRs and
summaries of Research and Development (R&D) projects in
progress. Referrals to DoD IACs and other sources of STI
relevant to the solicitation topic are included.

Summary Management Data Report.
Standard Operating Procedure.

A two-volume publication listing organizations hierarchically
and their codes used in DTIC’s databases.

A two-volume listing of source names and their codes used by
DTIC in its databases.

" Scientific and Technical Information.

Scientific and Technical Information Program.

Technical Abstract Bulletin.
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TAB and
Indexes

TAB-I
TIS
TR

. TR Database

TRAC

Uncontrolled
Terms

UNIDAS

WUIS

WUIS
Database

A biweekly announcement publication (classified confidential)
of TRs accessioned by DTIC within a 2-week processing cycle.
TRs are grouped into a two-level arrangement consisting of
major subject fields and further subdivisions into related
subject groups. TAB Indexes (TAB-I) consist of seven indexes to
the citations in TAB and to the unclassified/unlimited reports
which have been added to the DTIC collection but which are
given their full announcement by NTIS in their GRA&I.

TAB Indexes.

Technical Information Specialist.
Technical Report.

A collection of bibliographic citations to documents that convey
progress or results of defense-sponsored RDT&E efforts.

Technical Reports Awareness Circular - A product scheduled to
replace the TAB in January 1987 and become DTIC’s general
announcement document.

Unrestricted subject terms and identifiers that indexers may
apply to DTIC data.

A database management system used at DTIC to maintain the
full thesaurus version of DRIT.

Work Unit Information System.

A collection of technically oriented summaries describing DoD
research and technology efforts at the work unit level. NASA
efforts are also included. This database includes information
concerning the what, where, when, how and at what costs, by
whom, and under what sponsorship research is being per-
formed.
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2. ORGANIZATION DESCRIPTION

INTRODUCTION

This chapter describes the way DTIC is organized to fulfill its mission. DTIC is
a Defense Logistic Agency (DLA) primary level field activity and is organized
according to guidelines contained in DLA Manual (DLAM) 5810.1, Organization of
DLA Field Activities. DTIC’s mission is summarized in Figure 2-1. DTIC is
organized into six staff elements (five offices and the Administrator’s Personal Staff)
and three mission or line elements (directorates) as shown in Figure 2-2. The line
elements perform direct mission functions, and the staff elements perform advisory
and administrative functions that contribute indirectly to the accomplishment of the
mission. However, in several cases offices also have direct mission responsibilities.

This chapter describes the organizational elements of DTIC in the same order
as presented in DTIC 5810.1, Organizations, Missions, and Functions Statement. A
description of each element’s functions and responsibilities in accomplishing DTIC’s
mission is presented in this chapter and a description of how they perform their
functionsis given in Chapter 3. Organizational relationships within an element are
described in this chapter and organizational interdependencies among elements are
described in Chapter 3. Tools utilized by elements in their work are indicated in this
chapter as are short term future plans that may affect them.

The Organization of DLA Field Activities indicates that staff and mission
elements may be divided into four organizational subdivisions: office or directorate,
division, branch, and section. Additionally, there may be an element that consists of
“Personal Staff.” DTIC conforms to this structure but has found it necessary to
subdivide further below the section level within the mission elements. While DTIC’s

Organizations, Missions, and Functions Statement and other materials such as

2-1



FIGURE 2-1. DEFENSE TECHNICAL INFORMATION CENTER MISSION STATEMENT

DEFENSE TECHNICAL INFORMATION CENTER

A. MISSION

Under the operational control of the Director, DLA, and in accordance with OQUSDR&E
policy guidance, the DTIC shall:

1. Provide centralized operation of DoD services for the acquisition, storage, retrieval,
and dissemination of STl to support DoD research, development, and engineering and studies
programs.

2. Serve as a focus for specific actions required by the OUSDR&E to meet technical
information needs of the STIP.

3. Develop and provide specialized information system support approved or directed
by the OUSDR&E.

4. Work directly with the OUSDR&E to formulate objectives and programs concerning
STI transfer among the Military Departments, Defense Agencies, and other U.S. Government
agencies.

5. Participate with the OSD and federal agencies in formulating DoD and federal
policies relating to STI transfer.

6. Function as a central activity within the Department of Defense for applying
advanced techniques and technology to DoD STI systems and for developing improvements in
services and STI transfer effectiveness in support of STIP objectives.

7. Represent the Department of Defense at STl meetings, conferences, or symposia to
support mission objectives.

8. Provide liaison with other DoD and government STI organizations (such as the
Defense Logistics and Studies Information Exchange (DLSIE) and the National Aeronautics and
Space Administration.)

SOURCE: DoD Scientific and Technical Information Program, Department of Defense Directive
No. 3200.12, 15 February 1983.
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DTIC’s personnel listing reflect their organization only to the section level, this
report includes subdivisions below the section. No formal designations exist to
identify these lower subdivisions except that they are called teams. In all the
orgaﬁizational charts appearing in this chapter, these informal subdivisions are
illustrated by dotted boxes. These teams are included in the descriptions of DTIC’s
organization and support systems. Additionally, there are charts that depict the
interactions an office or directorate has with other organizational elements. The

arrows that appear on these charts indicate the flow of information and/or materials.
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MISSION AND OVERALL ORGANIZATION

The mission of DTIC (specified in Figure 2-1) consists of three programs within
the DoD STIP. Those programs include the operational program, the IAC program,
and the development program. In the development and operational programs, DTIC
acts with DoD Components and other agencies to create and establish management
and technical information systems and services to exchange DoD STI easily. DTIC
also operates, maintains, and enhances these systems. In the IAC program, DTIC
acts directly with OUSDRE and other agencies to operate assigned DoD IACs.

DTIC’s organizational structure was shown in Figure 2-2 on page 2-3. The
responsibilities and functions of the offices include standard administrative
management support activities described in DLAM 5810.1. The Office of Systems
Modernization is a recent addition to DTIC’s organization and is not yet fully staffed.

Most of the activities performed by the three Directorates contribute directly to
DTIC’s missions. The activities of the Directorate of Document Services generally
include the physical handling of documents which consist of: (1) actively acquiring
TR documents, (2) maintaining an inventory of TRs, (3) reproducing the original
TRs, and (4) sending copies to requesters. The activities of that Directorate also
include “nondocument” oriented work such as registering users and providing
reference services.

The activities of the Directorate of Database Services generally focus upon
information about the documents and their representation in DTIC’s computerized
databases. Much of the activity in that Directorate involves entering information
into the databases and retrieving data from them.

The Directorate of Telecommunications and ADP Systems supports the
activities of the other two directorates through such activities as performing data
entry, producing outputs, and operating ADP equipment. That Directorate also

provides nonoperational support such as programming the computers to perform

2-5



additional functions. The offices and directorates are described further in the

following subsections.
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OFFICE OF THE ADMINISTRATOR AND PERSONAL STAFF

Six organizational elements make up the Office of the Administrator, including
the Administrator’s own office. The Adxﬁinistrator directs and controls DTIC in the
accomplishment of its mission and is supported by a Deputy Administrator who acts
for the Administrator as required. The elements that constitute the Administrator’s
Personal Staff are the Internal Review Officer, the Equal Employment Opportunity
(EEO) Manager, the Program Manager for the IACs, the Program Manager for
MATRIS, a Special Projects Assistant, and the Command Security Office. Figure 2-3
depicts the organization of the Office of the Administrator and his personal staff.
Equal Employment Opportunity Manager (DTIC-DK)

The EEO Manager acts as the principal advisor and assistant to the Admini-
strator on the development, execution, and evaluation of the EEO Program. The
EEO Manager: (1) takes positive steps to prevent EEO complaints from DTIC
personnel and ensures. that DTIC positions reflect the EEO composition of the
Metropolitan Washington, D.C. area; (2) investigates EEO complaints, observing
legally prescribed procedures and issuing decisions that ére either implemented or

appealed; (3) reports on DTIC’s EEO status to DLA and DoD; and (4) participates in

EEO conferences.

Tools. The EEO Manager utilizes a system operated by DLA that tracks and
reports minority positions (these reports are produced quarterly and upon
request). DTIC minority position data are prepared on a form by this manager
and forwarded to DLA for entry into the DLA system located in Richmond,
Virginia.

Organizational Interactions. The EEO Manager works with the EEO desig-
nated representatives of each Principal Staff Element, with EEO
complainants, and with external EEO representatives from DLA, DoD, the
U.S. EEO Commission, and other persons as required.

Future Plans. The EEO Manager expects a Distributed Minicomputer System
for Management Information System (DMINS) terminal.

2-7
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Information Analysis Center (IAC) Program Manager (DTIC-DF)

The program manager for IACs operates and manages the contractor-operated
DoD IACs assigned to DTIC as the sponsoring DoD component by OUSDRE.
Activities performed by this program manager include: (1) preparing and defending
annual and outyear budgets for funding the individual IACs, (2) initiating procure-
ment activity for IAC contracts authorized by OUSDRE and preparing necessary
contract documents including distribution-of-funding authority with the appropriate
contracting officer technical representatives and procurement contracting officer,
(3) organizing and evaluating the technical proposals in response to the Requests for
Proposals, (4) reviewing IAC performance and recommending improvements,
(5) sponsoring IAC technical meetings to exchange information on common
problems, and (6) implementing IAC program objectives and requirements including
preparing Congressional hearing IAC fact sheets.

Tools. Manual forms are utilized.

Organizational Interactions. The program manager for IACs interacts with

OUSDRE, vendors, sponsoring DoD Components, DoD component contracting

offices, contracting officer technical representatives, current and potential IAC
users, and other DTIC staff elements.

Manpower And Training Research Information System (MATRIS)
Program Manager

The program manager for MATRIS, unlike the other members of the Admini-
strator’s personal staff, has responsibility for an operational organization.
Additionally, it is the only DTIC personal staff position occupied by an employee also
filling another position. Usually, the MATRIS program manager is also one of the
supervisors in the Office of Information Systems and Technology.

The MATRIS Office is located in San Diego, California. A significant function

of the MATRIS program manager is liaison and coordination between the San Diego
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Office and the DTIC Headquarters. This liaison includes representing MATRIS in
DTIC management meetings and other DTIC-wide activities such as budgeting.

The program manager also oversees the MATRIS operation which provides
information, products, and services on research and development (R&D) projects
related to Manpower, Personnel, and Training (MPT). MATRIS collects MPT data at
four levels: summary program element data, project data, task data, and individual
work units; it formats, edits, and enters the data into a database. MATRIS works
only with R&D summary information and does not work with TRs. Within that
scope, MATRIS provides a variety of information products, services, and publi-
cations. In providing these products and services MATRIS develops new approaches
to information delivery and productivity enhancement.

MATRIS was initially developed as part of the U.S. Navy. As interest in its
operation spread to the other Military Services, it was transferred to DTIC in 1982
but remained in San Diego, California. An executive council composed of DTIC,
DLA, OUSDRE, and the Office of the Assistant Secretary of Defense (Force Manage-
ment and Personnel, [OASD(FM&P)] personnel provides policy guidance for the
MATRIS mission.

MATRIS is organized in three major teams - Systems Support, Operations Sup-
port, and Administrative Support - managed by a program manager. A fourth area -
Development and Analysis Support - has been approved but not yet staffed.
Figure 2-4 depicts MATRIS’ organizational structure. Figure 2-5 illustrates

MATRIS interfaces with other organizational elements.

Tools. The MATRIS Program Office uses 16 International Business Machines"
(IBM) personal computers (PCs) to support almost all aspects of its work, from
office automation and data entry to user query processing. A variety of
software packages support the various applications. The PCs are linked by a
local area network. The MATRIS Program Office maintains its primary

database on the Sperry 1100/61 using the BASIS database management
system.
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Organizational Interactions. The MATRIS Program Office handles most of its
workload in San Diego, California. It relies on the Printing Branch for the
reproduction of some annual products and large volume printing. It also works
with the Telecommunications and ADP Systems Directorate for 1100/61
computer support. It relies on DLA offices in Los Angeles, California and
U.S. Navy facilities in San Diego, California for some of its administrative

support. By definition of its work, the MATRIS Program Office has 1ts most
extensive contact with its user commumty

Future Plans. The MATRIS Program Office will acquire two new large-scale
microcomputers. One will support the MATRIS database which will be
removed from the Sperry 1100/61. The other will be used as a Defense Gateway
Information Service (DGIS) gateway node. Other MATRIS plans include
replicating the MATRIS concept in new subject areas. MATRIS has been work-
ing with the Military Services to develop a system for the Biomedical Research
Community.

Internal Review Officer (DTIC-DI)

The Internal Review Officer is responsible for providing the Administrator
with an independent appraisal of DTIC’s operations and the effectiveness of its inter-
nal control procedures. The operational controls that check, balance, and prevent
ldsses from fraud, waste, abuse, and mismanagement of resources are established
and implemented by the internal control program. The Office of Policy, Plans, and
Resource Management (DTIC-L) controls that program; provides policies, proce-
dures, and guidance as required; and acts as DTIC’s focal point on all matters
pertaining to internal control. The Internal Review Office is responsible for review-
ing these internal control objectives and procedures to evaluate their effectiveness

and report that evaluation to the Administrator for subsequent action.

Tools. Manual forms are used to document the internal control procedures
which are assessed, during face-to-face interviews and on-site inspections.

Organizational Interactions. The Internal Review Officer meets with any
DTIC personnel as appropriate.

Special Projects Assistant (DTIC-DE)

The Special Projects Assistant serves as a staff assistant to the Administrator
with responsibilities assigned on an as-needed basis. Examples of recent activities of

this assistant include performing as DTIC’s planner for the CENDI Group;
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coordinating the implementation at DTIC of the use of DTIC Form 2345 for export
control of technical data; and advising DTIC and its user community on the process
for certification with the Defense Logistics Services Center (DLSC) for access to
unclassified, export-controlled technical data. No standard or Qngoing support
system tools are utilized by this Office. This Office interacts on an as-needed basis
with any other internal or external organizational element.

Command Security Office

The Command Security Office [DLA-TO (DTIC)] is administratively placed

within the DLA security organization. However, its duties are almost entirely
oriented to supporting DTIC. The Security Office is composed of a chief, an ADP
facilities security officer, and a security guard force.

The Security Office and the guard force are responsible for the direct physical
security of the DTIC facility, which includes monitoring and controlling of all per-
sonnel into classified areas, patrolling the facility to verify its security status, and
monitoring the alarm system.

The ADP Security Officer is responsible for all aspects of ADP security except
software security, which is the responsibility of the staff of the Telecommunications
and ADP Systems Directorate. The ADP Security Officer is also responsible for
physical security of the equipment areas and for telecommunications security, such
as security of the cryptographic equipment.

The Chief Security Officer is responsible for overseeing all of these operations
and administrating the security program in the rest of the organization. Each DTIC
organizational element has a security representative who informs staff members of
security policies and responsibilities. That representative also monitors and main-
tains security records for newly employed and departing personnel.

The Chief Security Officer is also responsible for monitoring DTIC’s adherence

to its security procedures. That responsibility includes performing periodic security
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inspections and investigating any reports of possible security violations. Staffing
frequently requires hiring personnel who do not have a security clearance. The
Chief Security Officer is authorized to issue waivers that will allow an employee to

begin work pending the security investigation.

Tools. The Security Office uses DTIC ADP Equipment (ADPE) Time-Sharing
Service (DTSS) to maintain logs of non-DTIC personnel who have been given
access to the secure areas.

Organizational Interactions. The Security Office interacts with all organiza-
tional elements at DTIC, primarily through the security representatives.
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OFFICE OF POLICY, PLANS, AND RESOURCE
MANAGEMENT (DTIC-L)

The Office of Policy, Plans, and Resource Management is responsible for
developing and implementing policies and objectives relating to: (1) managing
plans, systems, procedures, and management of organization and position; (2) con-
ducting operations research and economic analyses; and (3) administrating the
commercial activities program. It is organized into five elements shown in
Figure 2-6 and discussed below.

Operations Research And Economic Analysis Office (DTIC-LO)

This organizational element is currently being staffed. Its primary planned
functions are operations research and economic (cost-benefit) analyses of DTIC’s
operations.

Organization And Mission Control Division (DTIC-LP)

The Organization and Mission Control Division is responsible for organization
support, position management, defense regional interservice support, emergency
planning, corporate planning, systems and procedures support, and command ad-
ministration. There are no further subdivisions within this division.

Resource And Program Management Division (DTIC-LR)

The Resource and Program Management Division contains two branches as
described below.

The Financial Management Branch (DTIC-LRF)

The Financial Management Branch is responsible for financial management,
programming/budgeting, and systems analysis and procedures support.

Management Eng‘inéerin,g,r Branch (DTIC-LRE)

The Management Engineering Branch is responsible for management engi-

neering, commercial activities support, and quality assurance.
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Tools. An IBM PC is used with LOTUS 1-2-3 spreadsheet software to develop
and maintain DTIC’s budget, the “checkbook,” the obligation-and-commitment
documents, and the model installation program (MIP) activities. A Hewlett
Packard PC is used to draw graphs and other presentation materials. A
computer device terminal is used to access remote systems. A Motorola Four-

Phase terminal is used for data entry to Automated Payroll Cost and Personnel
System (APCAPS).

Organizational~Interactions. This Office works with all other DTIC organi-
zational elements as well as with other Government agencies (particularly
DLA) providing administrative support to DTIC.

¢ U
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OFFICE OF USER SERVICES (DTIC-B)

The activities of the Office of User Services are conducted by four informally
organized teams (Figure 2-7): the Regional Offices Team, the Small Business Inno-
vation Research (SBIR) Team, the User Training Team, and the Various Programs
Team. The Regional Offices Team is composed of four employees who operate DTIC’s
field offices in El Segundo, California and Boston, Massachusetts. The User Train-
ing Team is responsible for providing user training and assistance on DTIC’s online
retrieval and input systems. The SBIR Team is responsible for operating DTIC’s
portion of the DoD’s SBIR Program. The Various Programs Team is responsible for a

variety of activities including:

@ Responding to user queries, providing assistance, and resolving complaints

® Organizing annual and regional conferences

® Providing DTIC liaison to The Pentagon

® Approving public and media releases of DTIC information

® Assisting in writing and reviewing speeches

® Providing public relations activities such as tours

® Formulating DTIC marketing activities.

The compositions of the teams and their activities shift to meet DTIC’s needs.
The Training Team is mostly dedicated to the training activity. The SBIR Team’s
activities vary; the SBIR program operates on a yearly cycle, with extensive work in
the fall and minimal work after the end of January. During the fall, staff is added to
the team not only from the Office of User Services but from other DTIC organizations
as well. When time permits the SBIR Team members assist in the Various Programs

Team activities.

Tools. The Training Team utilizes a training room equipped with cathode ray
tube (CRT) terminals and an electrohome. It also maintains training and
reference manuals for student use. The SBIR Team utilizes terminals for
ordering documents and dedicated phone lines; otherwise, they utilize the tools
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and resources of the other directorates. The remaining Office of User Services
functions are performed without the use of any specific support systems.

Organizational Interactions. With the exception of the SBIR program, which
works with the Micrographics and Publications Divisions, the Office of User
Services deals with all the other DTIC organizations in a mostly nonroutine
mode. By definition, the office deals extensively with users. It works with a
contractor on a regular basis for organizing the annual conference.

Future Plans. DTIC is developing a plan to increase its marketing efforts, but
the plans are not yet formalized. Plans call for the Office of User Services to
absorb two functions - Defense Research, Development, Test, and Evaluation
(RDT&E) On Line System (DROLS) Registration and User Assistance - from
the Management Support Office of the Directorate of Telecommunications and
ADP Systems. y

Regional Offices

DTIC maintains a regional office in Boston, Massachusetts and in El Segundo,
California. Both offices are staffed by two DTIC employees who report to the Direc-
tor of User Services. These regional offices provide as many DTIC services as
possible in the local area and they “ﬁarket” DTIC’s products and services.

In performing these missions, the field offices -provide a variety of functions,

which include:

® Performing searches for local users who do not have direct online access
themselves and assisting in query formulation for those who do but still
require assistance

® Ordering documents

® Providing reference services

® Serving as an intermediary for local users with DTIC users over admini-
strative issues such as registration, export control, etc.

® Assisting with the SBIR Program
® Providing training assistance
® Conducting briefings and other public relations activities

® Reproducing microfiche from their collection of unclassified/unlimited docu-
ments.

Tools. The most critical tools for the regional offices are their dedicated-
classified terminals and printers which are extensively used. These offices
receive copies of all unclassified/unlimited microfiche and have microfiche
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reproduction equipment available. Additionally, they make use of all DTIC
printed reference material such as Dissemination Authority Lists (DAL) and
the DTIC Retrieval and Indexing Terminology (DRIT). Access to DTIC
databases and files is limited to the four primary databases (plus online
ordering). They do not access other files such as the Request Processing (RP)
Order History, or Acquisitions files. They also do not have DGIS access.

Organizational Interactions. In performing their missions, both regional
offices work frequently with most of the elements of DTIC; this includes up to
as many as 20 telephone conversations a day. The most frequent contacts are
with registration, order processing, and DROLS operations organizations.
Most of these conversations relate to assisting a user with a problem or needing
information.

Future Plans. DTIC is considering an increase in the number of field offices.
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OFFICE OF SYSTEMS MODERNIZATION (DTIC-R)

The Office of Systems Modernization is newly created and has not yet been
formally staffed. Currently, the functions are being performed as collateral respon-
sibilities by a task group of three employees who are also continuing their perma-
nent duties.

The mission of the Office is to advise the Administrator on the “management,
planning, coordination, integration, and implementation of the DTIC System Mod-
ernization Project.” That Project encompasses the overall modernization of DTIC’s
support systems. One of the first tasks of the Office is to provide baseline status of
these systems to be used for evaluating and developing a project management plan
for the development of replacement systems.

As the project manager for DTIC’s modernization effort, the Office will provide
overall project coordination through the offices an& directorates. Individual projects
‘will continue to be directed by the responsible office and directorate.

Other activities of the task group currently include further planning of the

Office’s organization, operations, and functions.

Organizational Interactions. The Office will work most closely with the Direc-
torate of Telecommunications and ADP Systems, the Office of Information
Systems and Technology, and the Office of Policy, Plans, and Resource Man-
agement, but will interact with all organizational elements on an ad hoc basis
governed by the needs of individual modernization projects.
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OFFICE OF INSTALLATION SERVICES (DTIC-W)

The Office of Installation Services performs a variety of centralized admin-
istrative business functions for other elements within DTIC. Those functions
include handling procurement requests, contracting support, personnel services,
travel requests, building requests, property control, leave requests, forms, records,
publications management, safety and health issues, privacy act requests, training
requests, the DTIC library, office automation efforts, and supply requests.

This Office is not organized formally at lower levels. There are fourinformal
teams as depicted in Figure 2-8: (1) supply, (2) forms and publications, (3) DTIC li-
brary, and (4) administrative activities (two management analysts who report
directly to the Director and perform administrative or support activities that do not

fall logically into any of the other three teams).

Tools. The DTIC Library has an IBM PC allowing users to access remote bib-
liographical systems via a dial-up modem to search and retrieve bibliographies.
The PC has accounting, spreadsheet, database management, and word-proc-
essing capabilities. This office is responsible for acquiring numerous tools used
by other principal staff elements (PSEs); for example, the Hewlett Packard PC,
a hygrometer, and microfiche readers.

Organizational Interactions. Project work in support of various DTIC
organizations causes this Office to work with all DTIC organizations. Admin-
istrative activities lead to extensive contact with external organizations
including, vendors, users, and other Government agencies.

Future Plans. This Office will coordinate implementation of the DLA Office
Automation System (DMINS) for DTIC. It also controls (within DTIC) and
coordinates (with the Defense Administrative Support Center [DASC])
completed Requests for Personnel Action (SF-52) and Justification for Filling
Position (Form 462) from the Office of Policy, Plans, and Resource Manage-
ment (DTIC-L).
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OFFICE OF INFORMATION SYSTEMS AND TECHNOLOGY (DTIC-E)

The Office of Information Systems and Technology is divided into two divisions
(ShBwilin) Bigtre2i): iheintormatian Rasearchiand Téchnology) Division (DIIC-
EA) and the Information Systems Division (DTIC-EB). The distinction between the
divisions is more administrative than functional, both perform similar project
oriented work. The Office is responsible for two major areas: the first is supporting
the DTIC mission of being the DoD focal point for the development of new areas of
information systems technology; the second is assisting the directorates and the
other offices in the development of new technology for the direct support of their
operations. This Office is responsible for investigating, evaluating, and making

recommendations regarding Information System Change Requests (DTIC

Form 372s) submitted by other DTIC organizations.

Tools. The Office makes use of several microcomputers including one
MacIntosh with a laser printer. These computers are used to perform project
work (programming) and support functions such as word processing and
graphics production. The Office operates a DEC VAX minicomputer which
supports the DGIS. :

Organizational Interactions. Project work in support of various DTIC organ-
izations causes this Office to work with every organization in DTIC. Project
work also leads to extensive contact with external organizations including
vendors, users, and other information suppliers.

Future Plans. A reorganization is planned which will reassign the respon-
sibilities of the two divisions, and remove the function of evaluating the DTIC
Form 372.
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DIRECTORATE OF TELECOMMUNICATIONS AND AUTOMATED
DATA PROCESSING SYSTEMS (DTIC-Z)

The Directorate of Telecommunications and ADP Systems is responsible for
developing and executing automated procedures. It is organized into the Director’s
Office, two divisions with two branches in each, and two offices. Two of the branches
have four informal teams each and the other twobranches have three informal
teams each. The elements of this Directorate are shown in Figure 2-10 and described
below. Figure 2-11 illustrates the major interfaces of this Directorate. The Direc-
torate will be reorganized in the near future, as directed by DLA-Z, to more closely
resemble DLA organization of Office of Telecommunication and Information
Systems Offices.

Management Support Office (DTIC-ZM)

The Management Support Office of this Directorate is the primary contact
point for potential and acti_ve users of the DROLS. It provides potential users with
the requirements and procedures for becoming DROLS users, and assists users with
problems. Based on the nature or difficulty of the problem with the DROLS system,
this Office will consult with the appropriate DTIC organizational element or occa-
sionally refer the user to the appropriate DTIC personnel. This function is one of the
most important performed by this Office and constitutes the bulk of its activities.
Nominally, the Management Support Office implements and monitors ADP systems
plans and procedures. In addition, it develops requirements for additional re-
sources — equipment, space, and personnel — and provides administrative support for
the Directorate. Because of staff shortages in this Office, however, these
responsibilities are actually performed by the other organizational elements at the

division and branch management levels.

Tools. A terminal is used to enter data into the DTIC ADPE Inventory System
operating on the Defense ADPE Time-Sharing Service System.
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Organizational Interactions. The Management Support Office works with
registered DTIC users as well as potential users. Additionally, its personnel
consult with appropriate organizational elements of DTIC.

Future Plans. DROLS-related functions will be transferred to the Office of
User Services.

Telecommunications Support Office (DTIC-ZT)

The Telecommunications Support Office is the primary focal point on commu-
nications facilities for potential and active users of DTIC, as well as DTIC’s in-house
staff. It manages all equipment and hardware resources affecting tele-
communication capabilities. Its functions include: (1) performing feasibility
analyses to identify and determine the appropriateness of alternatives to upgrade or
expand DTIC’s communication capabilities, and proposals to access DTIC’s data-
bases; (2) reviewing, approving, and overseeing the installation of new or additional
DROLS and standard telephone communications equipment requested by DTIC in-.
house users; (3) reviewing and approving new DROLS users’ communication con-
figurations and implementing the DTIC portion of the approved conﬁgurétions:
(4) implementing DROLS security procedures and safeguarding the security of clas-
sified communications links to and from DTIC; (5) assisting in installing DROLS
terminals; (6) consolidating communications-related budgetary data from other
DTIC offices and directorates and verifying and validating budgetary requests for
communications equipment; and (7) certifying telephone and other communication
billings.

For all communication security (COMSEC) equipment and resources and those
activities involving access to classified communications lines, this Office reports di-
rectly to the Administrator of the COMSEC Office at Kelly Air Force Base, Texas.

Two people staff the Technical Control Facility Team Within_this Office. This
Team operates and monitors all the COMSEC equipment and accesses to DTIC’s

classified data. This Team works during the same hours that DROLS is operational.
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Tools. COMSEC equipment, encrypting devices, communications monitoring
devices, telecommunications ports and mode