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Collection Approaches 

3 Approaches to Collection 

• Directives:  We Have Directives That Give 
DTIC Direction to Collect Your Documents 

• Benefits:  We Discuss the Benefits for 
Submitting to DTIC 

• And, we have Collection Strategies 



• Travel/Budgetary Constraints – Less travel, limits 
contributor outreach 

• Alerts (Google/DKO) are manual, not automated. 

• Lack of access to DoD limited portals 

• Research not being produced as traditional TR, 
complicates capturing it 

• Documents missing markings information 

• Due to various new security restrictions in the last year, 
some contributors have a harder time transferring their 
classified docs off computers 

Collection Challenges 



Collection Strategies 

• Strategy:  Re-Invent Outreach Program in Today’s Environment 

•  Our Plan:   

– Maximize output generated by conferences through 
alternative communication means such as: 

• Utilizing DCO, tele-conferencing, webinars, etc. 

• Obtain conference attendee demographic information 
(such as SERDP) and contact attendees. 

– Use other communication means, email, phone, etc. 

– DTIC Boot Camp participation with DTIC User Services. 

– Conduct local visits where feasible. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



• Strategy:  Emphasize DoD Subject Areas of Interest 

– New DoD Initiatives (New Strategic Defense Guidance) 

– ASD(R&E) Priorities 

– COCOM Science & Technology Integrated Priority Lists 
(STIPLS) 

– In The News Topics 

– DoD Techipedia Topical Areas 

• Our Plan:      

– Establish and manage alert services (DKO/Google). 

–  Objective search of DoD databases 

 

Collection Strategies 



• Strategy:  Analyze Contributions and Areas of DoD 
Labs 

• Our Plan:      

– Compare previous DoD Lab submission trend data 
(as well as other organizations).  Analyze changes, 
limited/unlimited and classified/unclassified. 

– Contact lower trending organizations and 
understand submission barriers.  

 

Collection Strategies 



Collection Strategies 

• Strategy:  Become Integral Participant in OUSD(I) 
Fundamental Classification Guidance Review (FCGR) 
Process to Capture all Security Classification Guides (SCGs) 
and Maintain SCG Index 

• Our Plan:   

– Currently working with Department of Navy to capture 
SCGs. 

– Capture missing limited SCGs for submission to DTIC for 
other Services/DoD Components. 

– Engage DoD Components and Services so the DTIC SCG 
website is viewed as the authoritative source.  



Collection Strategies 

• Strategy:  Utilize Centralized DTIC Contacts Database  

• Our Plan:   

– Ensure accuracy of database, update contact 
information 

– Expand to include specific Research Areas of 
Interest. 

– When we contact,  understand submission efforts, 
educate about DTIC to promote submissions 



Ms. Amy Tursky, DTIC 
Team Leader, TR Development 

Document Issues 



  

Agenda 
 

• Challenges in Accessioning Public 
Documents 

 

• Challenges in Accessioning  Limited 
Documents 

  

Document  Issues 



Challenges in Accessioning Public Documents 
 

• Technical Reports: 
― State if document is Public Release, copyrighted, 

or limited distribution 
http://www.dtic.mil/dtic/submit/guidance/distribstatement.html  

• Journal Articles: 
― No indication of government funding 
― DoD facilities do not receive journal articles 
― Lack of access to publisher’s website or full text 
 
 

  
  

 
 

Document  Issues 

http://www.dtic.mil/dtic/submit/guidance/distribstatement.html
http://www.dtic.mil/dtic/submit/guidance/distribstatement.html


No Distribution Statement 

Document  Issues 

FINAL TECHNICAL REPORT 

GRANT:  N00014-08-I-0731 

PRINCIPAL INVESTIGATOR: 

Michail V. Zotov, PhD 
Phone: +7 812 328 00 01 
Fax: +7 812 328 00 01 
Email:  zotov@MZ12021.spb.edu 

 INSTITUTION: 
Saint Petersburg State University, Russia 
7/9, Universitetskaya.nab 
St. Petersburg 199034, Russia 

 GRANT TITLE: 

TECHNOLOGY FOR ASSESSING THE RESILIENCE OF TRAINING TO STRESSFUL 
CONDITIONS 

 AWARD PERIOD:  26-AUG-08 TO 31-DEC-10 

NO DISTRIBUTION 
STATEMENT 

mailto:zotov@MZ12021.spb.edu


 

 

 

No Distribution Statement 
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Document  Issues 

Google Scholar Alert 



Blocked from publisher’s site 

Document  Issues 



Google Scholar Alert 
 

DESIGN AND FABRICATION OF AN IMPULSE 
MEASUREMENT ... 
onlinelibrary.wiley.com › ... › Journal Home › Vol 35 Issue 3 
by JQ Ehrgott Jr, RG Rhett, SA Akers, US Army Corps of Engineers, 
Engineer Research and Development Center, Vicksburg, MS. – 2011 
 

Document  Issues 

http://onlinelibrary.wiley.com/doi/10.1111/j.1747-1567.2009.00604.x/abstract
http://onlinelibrary.wiley.com/doi/10.1111/j.1747-1567.2009.00604.x/abstract
http://onlinelibrary.wiley.com/doi/10.1111/j.1747-1567.2009.00604.x/abstract
http://onlinelibrary.wiley.com/doi/10.1111/j.1747-1567.2009.00604.x/abstract
http://www.google.com/url?url=http://onlinelibrary.wiley.com/journal/10.1111/(ISSN)1747-1567&rct=j&sa=X&ei=sgFiT-TjBsPe0gGg5_20CA&sqi=2&ved=0CDAQ6QUoADAA&q=design+and+fabrication+of+an+impluse+measurement+device&usg=AFQjCNFSjKJX2xLWTx29635R4evHD_Gidw
http://www.google.com/url?url=http://onlinelibrary.wiley.com/doi/10.1111/ext.2011.35.issue-3/issuetoc&rct=j&sa=X&ei=sgFiT-TjBsPe0gGg5_20CA&sqi=2&ved=0CDEQ6QUoATAA&q=design+and+fabrication+of+an+impluse+measurement+device&usg=AFQjCNGttRbBfR-x2sBIWRMiQm1wyTRrug


Options for accessing this content: 
 
You can purchase online access to this article for a 24-hour 
period (price varies by title)  
 
If you already have a Wiley Online Library or Wiley 
InterScience user account: login above and proceed to 
purchase the article. 
 
New Users: Please register, then proceed to purchase the 
article 
 

Document  Issues 



Document  Issues 

 

Challenges in Accessioning Limited Documents 
 

• Technical Reports 
– Incorrect Distribution Statements 

http://www.dtic.mil/dtic/submit/guidance/distribstatement.html   

 

• Conference Proceedings  
– Limited Document 
 

  
  

 
 

http://www.dtic.mil/dtic/submit/guidance/distribstatement.html
http://www.dtic.mil/dtic/submit/guidance/distribstatement.html


Media Free Coatings Removal Technology for Navy Platforms 
Using Atmospheric Plasma 
Period of Performance: 09/02/2010-02/25/2012 
Contract Number N0014-10-C-0322 
SBIR DATA RIGHTS 
The Government’s rights to use, modify. Reproduce, release, perform, display, 
or disclose technical data or computer software marked with this legend are 
restricted as provided in this paragraph (b) of DFARS 252.227-7018, Rights in 
Noncommercial Technical Data and Computer Software-Small Business 
Innovative Research (SBIR) Program. 
 
DISTRIBUTION STATEMENT C 
Distribution authorized to U.S. Government agencies and their U.S. 
Contractors (administrative/operational use) February 1, 2010.  Other 
requests for this document shall be referred to Dr. Bon Jones, 703-999-9999. 

Incorrect Distribution Statement 

Document  Issues 



Google Scholar Alert 

Document  Issues 



Publication is FOUO 

Document  Issues 



Mr. Jack Rike, DTIC 
TR Integration Team 

Online Electronic 
Submissions 



Collection Strategies: EDOC 
 

Agenda 

• Electronic Submissions 
— Quick 
— Detailed 

 
• Document Submissions  

- New Submissions 
- Maintenance 

 



Collection Strategies: EDOC 
 

• Quick Submission – Unlimited Site (DTIC Online) 
(http://www.dtic.mil/dtic/registration/) 

– Instant Access 

– Receives Submission Notification  Receipt 

Electronic Submissions 

http://www.dtic.mil/dtic/registration/
http://www.dtic.mil/dtic/registration/
http://www.dtic.mil/dtic/registration/


Quick Submission 

Collection Strategies: EDOC 
 



Collection Strategies: EDOC 
 



• Detailed Submission - Limited Site 
(DOAC/DoDTechipedia) 

(https://www.dodtechipedia.mil/dodwiki/dosearchsite.action?
queryString=submitting 

– Need Registration for Oracle 

– Receive Submission Notification Receipt 

– Track Submissions  

Electronic Submissions 

Collection Strategies: EDOC 
 

https://www.dodtechipedia.mil/dodwiki/dosearchsite.action?queryString=submitting
https://www.dodtechipedia.mil/dodwiki/dosearchsite.action?queryString=submitting
https://www.dodtechipedia.mil/dodwiki/dosearchsite.action?queryString=submitting
https://www.dodtechipedia.mil/dodwiki/dosearchsite.action?queryString=submitting


Detailed Submission 

Collection Strategies: EDOC 
 



Additional Registration Information 
needed for Detailed Submission:  

 

• User ID 

• First & Last Name 

• E-Mail 

• Phone 
 

Collection Strategies: EDOC 
 



Collection Strategies: EDOC 
 



Collection Strategies: EDOC 
 



Formats Accepted 

• Adobe Portable Document Format (PDF) 
- Single File Format 
- Attachments 
- Portfolio 

 
• Other 
      -  PowerPoint (.pptx) 
      -  Word (.docx) 
 

Collection Strategies: EDOC 
 



Collection Strategies: EDOC 
 

• Do 
-  Review the Selection Criteria 
(http://www.dtic.mil/dtic/submitting/selec_criteria.html) 
 

-  Insure Proper Distribution Markings 
(http://www.dtic.mil/dtic/submitting/distrib_statement.html)  

 
 
• Do Not 

 - Use Zip Files 
 
 - Use Security Settings on Submitted Files 
 
 

http://www.dtic.mil/dtic/submitting/selec_criteria.html
http://www.dtic.mil/dtic/submitting/distrib_statement.html


Collection Strategies: EDOC 
 

• Unclassified Submission 
– Electronic Submission (Quick & Detailed) 

– CD/DVD 

– Email 

• Public Release 

• CAC Encrypted for Limited Documents  

– Paper 
 

Contributor Submission Options 



Collection Strategies: EDOC 
 

Contributor Submission Options Continued 

• Classified Submission 

– CDs 

– Post Reports to SIPRNET Web Site 

– Email TR@DTIC.SMIL.MIL (SIPRNET) 

– Paper 
 

mailto:TR@DTIC.SMIL.MIL


Collection Strategies: EDOC 
 

Maintenance on Documents and Citations 

• AD Replace AD-Replace@dtic.mil 
– New Images 
– Better Copy 

 
• INFOSEC infosec@dtic.mil  

– Replace Pages 
– Fix Citations (Report Numbers, Titles, etc.) 
– Upgrade/Downgrade 

 
 

mailto:AD-Replace@dtic.mil
mailto:AD-Replace@dtic.mil
mailto:AD-Replace@dtic.mil
mailto:infosec@dtic.mil


Contact Us 

Acquisition is a partnership!!  Please send us 
your documents.  If you have any questions,  

contact us before sending a document by email 
aq@dtic.mil 

mailto:aq@dtic.mil


Lifecycle of a Document  
at DTIC 

Ms. Monica Butteriss, DTIC  
Chief, Subject Analysis Division 
 

 
 
 



The Secret Life of Technical 
Reports:  Input to Output 

 

The Lifecycle of a document at DTIC 
  

Each step is designed to ensure the quality of the 
document, promote information security, and 

facilitate information retrieval. 



• Workflow system 

• Stages of workflow 

• Value of metadata 

• Hurdles to timely processing 

• Tips to facilitate processing 

Lifecycle of a Document 

Outline 



EDMS 
(Electronic Document Management System) 

EDMS is DTIC’s workflow tool to process documents into the TR collection. 

• Different queues to categorize and prioritize workload 
• Internal validations provide checks on metadata entry 
• Internal repository with records of all items entered in 

the system 
• Provides the feed to various [external] user systems 

Lifecycle of a Document 

Workflow System 



• Meets twice a week 

• Establishes workload priorities 

• Addresses any unusual problems in the 
document processing 

• Suggests process improvements 

Lifecycle of a Document 

Pipeline Committee 



Lifecycle of a Document 

Submission 
 

Selection 
 

Doc QA 

Citation Upload 
to DTIC retrieval 

systems 

Create Metadata 
and Subject Terms 

Citation 
QA 

E-Mail 

PDF Upload to 
DTIC retrieval 

systems 

Electronic Document Processing 

CD-ROM 

Harvest from 
Web 



• Pre-selection:  File conversion and PDF review 

• Selection:  Initial categorization of item and 
assignment of distribution 

• Document QA:  Ensures visual quality 

• Citation Build:  Entry of metadata and subject 
indexing 

• Citation QA:  Ensures quality of metadata and 
provides final check on classification & distribution 

 

Lifecycle of a Document 

Stages of Workflow 



Pre-Selection: 

• File conversion - convert documents to PDF and 
insert SF 298  

• Look for problem PDFs - duplicates, password 
protected, distribution issues, display issues 

• Report rejected documents to TR Integration Team 
to resolve/notify the contributor 

• Move documents to EDMS 

Lifecycle of a Document 

Stages of Workflow - continued 



Lifecycle of a Document 

Selection: 
• Views item to determine if it meets Selection 

criteria 
• Enters metadata or verifies fields already 

completed 
• Performs a “dup check” to see if item is already in 

the system 
• Identifies and enters item access markings: 

classification, distribution, export control, NATO, 
copyright 

 

Stages of Workflow - continued 



Lifecycle of a Document 

Document QA: 

• 100% check of the visual quality of the item 

• Checks legibility 

• Checks for missing pages 

• Checks completeness (i.e. attachments) 

• Checks for PII (Personally Identifiable Information) 

• Ability to modify PDFs- redact PII  

Stages of Workflow - continued 



Lifecycle of a Document 

Citation Build: 

• Creates the bibliographic record through 
descriptive cataloging, assignment of keywords, 
and subject categorization  

• Reviews classification, distribution, and 
government data rights 

 

Stages of Workflow - continued 



Lifecycle of a Document 

Citation QA: 

• 100% check of metadata accuracy (cataloging) 

• Final check of classification and distribution 

• Can also modify PDFs  

• Items are then stored to await upload to DTIC 
retrieval systems 

 

Stages of Workflow - continued 



Value of Metadata 

• Descriptive cataloging 
– Provides multiple access points & standard formats 

• Indexing 
– Descriptors (controlled vocabulary) and Identifiers 

(open-ended terms) 

• Subject categorization 
– Fields and groups 



Value of Metadata 

• Descriptive cataloging 
– Provides multiple access points for more effective 

search 
– More easily evaluate useful/relevant resources 
– Access to supplemental information 
– Discovers information not on the document 
– Promotes standardization of format (entry & search) 

• DTIC Cataloging, Abstracting and Indexing Guidelines  
http://www.dtic.mil/dtic/pdf/submit/Catguide.pdf (ADA479972) 

• Corporate Source Authority System 
http://www.dtic.mil/dtic/search/tr/cs.html  
 

http://www.dtic.mil/dtic/pdf/submit/Catguide.pdf
http://www.dtic.mil/dtic/pdf/submit/Catguide.pdf
http://www.dtic.mil/dtic/pdf/submit/Catguide.pdf
http://www.dtic.mil/dtic/search/tr/cs.html


• Indexing 
– Descriptors (controlled vocabulary)  

• DTIC Thesaurus- provides a standardized vocabulary 
across numerous disciplines that reduces the need to 
search multiple synonyms and helps mitigate changes in 
terminology over time 
http://www.dtic.mil/dtic/search/tr/thesaurus.html 

– Identifiers (open-ended terms) 
 

 

 

Value of Metadata 

http://www.dtic.mil/dtic/search/tr/thesaurus.html
http://www.dtic.mil/dtic/search/tr/thesaurus.html


Value of Metadata 

• Subject categorization 

– Fields and groups 

• Subject Categorization Guide for Defense S&T- consists 
of 25 broad subject fields and 251 groups to categorize 
content.  Also includes the mapping of each term in the 
DTIC Thesaurus to its corresponding field and group. 

http://www.dtic.mil/dtic/stresources/techreports/subjCa
tegory/index.html 

 
 

http://www.dtic.mil/dtic/stresources/techreports/subjCategory/index.html
http://www.dtic.mil/dtic/stresources/techreports/subjCategory/index.html
http://www.dtic.mil/dtic/stresources/techreports/subjCategory/index.html
http://www.dtic.mil/dtic/stresources/techreports/subjCategory/index.html


• Incorrect/inconsistent distribution statements 
– Incomplete 
– Document and SF 298 conflict 

• Incomplete documents 
– Missing pages/appendices 
– Missing graphics or incorrect layout 
– Illegible copy 

• Unclear or missing report date 

• SF 298 and item don’t match 

 

Impediments to Processing 



Tips to Facilitate Processing 

• Ensure completeness of document 

• Provide a comprehensive cover page/SF 298 
form with complete information (names, 
addresses, report date, contract numbers, 
sponsor, markings) 

• Provide export control or government data 
rights information (if applicable) 

• Double check classification and distribution 

 

 



SF 298 



SF 298 and Report 
Preparation 

 

“Interim & Final Reports Preparation & Submission” 

http://www.dtic.mil/dtic/submit/guidance/tutorialsando
therguidance.html 

 

“SBIR/STTR Final Reports Preparation & Submission” 

http://www.dtic.mil/dtic/submit/sbir/index.html 

 

http://www.dtic.mil/dtic/submit/guidance/tutorialsandotherguidance.html
http://www.dtic.mil/dtic/submit/guidance/tutorialsandotherguidance.html
http://www.dtic.mil/dtic/submit/guidance/tutorialsandotherguidance.html
http://www.dtic.mil/dtic/submit/sbir/index.html


Digitization on Demand 

Paul Townsend, DTIC  
Chief, Document Management 
 

 
 
 



Digitization on Demand 

• Objectives 

– Understand why Digitization on Demand was 
created. 

– Know the process. 

– Understand how it works. 
 

 



Digitization on Demand 

• DTIC Technical Reports (TRs) Collection 

• Contains research reports, journal articles, 
conference papers, etc. 

• Mostly reporting Defense-sponsored research, 
development, testing and evaluation 

• The collection began with documents captured 
during World War II. 



Digitization on Demand 

• DTIC Technical Reports (TRs) Collection (Cont’d) 

• DTIC never kept paper documents.  Originally 
documents were kept in Microfilm. 

• In 1965, DTIC switched from Microfilm to Microfiche. 

• Digitization of Unclassified documents began in      
Nov 1994. 

• Digitization of Classified documents began in         
May 1997. 

 



Digitization on Demand 

• DTIC Technical Reports (TRs) Collection (Cont’d) 

 

• Over 2 million citations and 600,000+ online 
documents. 

• Both Public release and Limited Distribution. 

• In addition, there are 120-150K Air Technical Index 
(ATI) documents.  Only 15,623 have been digitized. 

 



Digitization on Demand 



Digitization on Demand 

• Background 

• Prior to May 27, 2011 

– Customers ordered Technical Reports (TRs) though the 
automated Request Processing (RP) system. 

– Documents were printed and mailed to the customer. 

– Each document had a cost per page and customers were 
billed accordingly through NTIS deposit account or credit 
card. 

– 300 documents, on average, per month were requested 

 



Digitization on Demand 

• Background (Cont’d) 

• After May 27, 2011 

– Digitization on Demand was created. 

– The RP system and Billing system were discontinued. 

– Routine printing of orders was stopped. 

– Customers order TRs through DTIC online Access 
Controlled (DOAC), then TRs are posted to 
DOAC/SIPRnet. 

– There is no cost to the customer. 

– 600 documents, on average, per month are being 
requested 



Digitization on Demand 

• Purpose of the Change 

– Elimination of charging infrastructure. 

– Removal of printing system and capabilities. 

– Removal of systems like RP due to labor and 
update due to security. 

– Elimination of shopping cart interface within 
DOAC. 

– Ability for external users to request digitization of 
TR documents to be posted online. 

 

 

 



Digitization on Demand 

• The Process 

• Requests are generated based upon a link on 
DOAC to a request form.  

• Digitization utilizes microfiche and microfilm 
scanning and posting processes. 

• Requests are tracked and transferred within DTIC’s 
internal Email system. 

• Document posting is manually identified and the 
user is notified when the PDF is online and 
available. 

 



Digitization on Demand 
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• How does it work 

• User requests for a document to be digitized 

• An email goes to an inbox at DTIC 

• DTIC staff pulls the document 

– Roll film or Microfiche 

• DTIC staff scans the document and sends it to the 
Electronic Document Management System 
(EDMS). 

Digitization on Demand 



Digitization on Demand 



Digitization on Demand 



Digitization on Demand 



Digitization on Demand 

User Receipt 
 
From:   DTIC-online@dtic.mil [mailto:dtic-online@dtic.mil] 
Sent:  Wednesday, January 18, 2012 11:53 AM 
To:  Digitization requests; (email address of the requester) 
Subject:  Request digitization:  ADA112123 
 
DTIC has received the following digitization request and will send you a 
notice when your document is available online.  If you have any questions, 
please contact us at ref@dtic.mil or call 1-800-CAL-DTIC (1-800-225-3842) or 
(703) 767-8274, or DSN-427-8274 
 
Name:  (the requester) 
Email:  (email of the requester) 
Phone:  (phone number of the requester) 
Account:  (account of the requester) 
Document ID:  ADA112123 
Comments 

mailto:DTIC-online@dtic.mil
mailto:DTIC-online@dtic.mil
mailto:DTIC-online@dtic.mil
mailto:ref@dtic.mil


Digitization on Demand 



Digitization on Demand 



Digitization on Demand 



• How does it work (Cont’d) 

• Document is uploaded to DOAC/SIPRnet twice a 
week. 

• Notification is sent to the user that the document 
is available online. 

• Exceptions 

– Classified document and user does not have access to 
SIPRnet.  User can request paper copy or CD/DVD. 

– Code F documents – Further Dissemination Only As 
Directed. 

 

Digitization on Demand 



Digitization on Demand 
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Digitization on Demand 

· Automation – Auto Load and Eject allowing stacking of 50-75 fiche/jackets. Pre-scan 
feature automatically determines image location and size to maximize scan rate. 
· Reliability – Sturdy construction, maintains alignment despite repeated handling. 
· Ease of use – Little training required compared to other scanning systems. 
· Flexibility – External PC allows easy upgrade – available software API for  in-house 
customization. 



Digitization on Demand 

Verification Email 
From: Digitization verification   
Sent:  Wednesday, January 25, 2012 10:53 AM 
To:  Email address of the requester 
Subject:  Request digitization:  ADA112123 
 
The document you requested on DTIC Online has been digitized.  Please 
go to DTIC Online (https://www.dtic.mil), search for the accession  
number in the subject line of this message, and open the citation to see 
the PDF link. 
 
If you have any questions, please contact us at ref@dtic.mil or call  
1-800-CAL-DTIC (1-800-225-3842) or (703) 767-8274, or DSN-427-8274 
 

https://www.dtic.mil/
mailto:ref@dtic.mil


 

 

 

 

 

QUESTIONS? 

Digitization on Demand 



Contact Information 

Willis Smith, DTIC  Jack Rike, DTIC 
 703-767-8038   703-767-8040 
 wsmith@dtic.mil  jrike@dtic.mil 
 

Amy Tursky, DTIC  Monica Butteriss, DTIC 
 703-767-8037   703-767-9054 
 atursky@dtic.mil  mbutteri@dtic.mil 
 

Paul Townsend, DTIC  Roberta Schoen, DTIC 
 703-767-7085   703-767-8064 
 ptownsen@dtic.mil  rschoen@dtic.mil 

 

   aq@dtic.mil    



Disclaimer of Endorsement 

     Reference herein to any specific commercial products, 
process, or service by trade name, trademark, 
manufacturer, or otherwise, does not necessarily 
constitute or imply its endorsement, recommendation, 
or favoring by the United States Government.  The views 
and opinions of authors expressed herein do not 
necessarily state or reflect those of the United States 
Government, and shall not be used for advertising or 
product endorsement purposes.  


