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Rocky Mountain Region
Center for Design & Interpretation

 
 

 
Tool for Interpretive Contract Actions 

 
 
For interpretive services or products over $2500: 
 
For Interpretive Services, continue below, for sign panel fabrication, skip to Contract Specifications 
Contract, Exhibit A  
 
Steps to complete: 
 

1. Project must be entered into AAP, (Advanced Acquisition Purchase) list prior to project work being 
initiated.  This should be done through your local administrative officer.  It is helpful to begin 
working with a contract officer even before preparing the contract scope of work for advice and 
procedures.  

 
2. The following must be completed and turned in to the person who is creating the requisition. This 

may be a forest employee, or Kathy Maynes in Engineering.  The requisioner will need the 
following: 

• An “approved” work plan identifying, job code, amount of dollars in the code(s) 
• A government estimate for the work to be contracted 
• Scope of work for the contract 
• (the requisioner will also need to be notified when approval for payments are made during 

life of the contract, so they can receipt against the requisition.) 
 

3. Once the requisition is completed, it is sent to the AQM (contracting) group, and assigned to a 
specific contract officer (CO).  That officer will be in contact with the COR to begin the process of 
solicitation. Any appendices, plans or documents important to include in the contract should be 
provided to the CO at this time.  If using an IDIQ contract, provide the specifics of this contract to 
the CO. 

 
4. As part of the contract process, you must put together a selection committee to evaluate the 

solicitation packages, and make a recommendation for best offers for making an award. 
 

5. See Exhibit B as an example of a interpretive services simple contract.  
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Rocky Mountain Region
Center for Design & Interpretation

 
 

EXHIBIT A 
 
 

INTERPRETIVE PANELS FOR USDA FOREST SERVICE 
 

CONTRACT SPECIFICATIONS FOR 
DIGITALLY PRINTED HIGH PRESSURE LAMINATE, DIGITALLY PRINTED FIBERGLASS 

EMBEDMENT PANELS FOR INSERT YOUR PROJECT NAME HERE 
 

TABLE OF CONTENTS 
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Section 100 - General Description and Scope of Contract 
 This contract requires a proposal for the fabrication of XXX  interpretive panels and XXX number of 
duplicates.  Proposals shall address all specifications and include all requested information in accordance 
with other sections of this contract. 
 
The panels will ultimately be shipped and installed on (insert project location location and forest for your 
project).  The USDA Forest Service district personnel will install the panels (generally, fabricators do not 
install frame/panels onsite.).  Timely delivery of finished panels is required so as not to affect the schedule 
of the panel installation. 
 
 
Section 200 - Government Furnished Materials 
The Government will deliver to the Contractor all digital files and color paper printouts for reference, as 
required, for exhibit panel fabrication.  Digital files will be completed in Adobe Illustrator, version 10 and 
will include all associated files (fonts, symbols, scans and files), and submitted on a CD Rom formatted for 
PC.   
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Each file will be coded to ensure accurate coordination between mediums for ease of fabrication.  Panel and 
transparency coding is shown in Section 300-2 - Panel Requirements. 
 
All Government furnished materials shall remain the property of the Forest Service and shall be returned to 
the Contracting Officer upon completion of the contract.  The Contractor shall be liable for the loss or 
damage of such property, and shall replace lost or damaged articles at no expense to the Government. 
 
 
Section 300 - Technical Specifications 
 
300-1 - General 
 
The Contractor shall furnish all labor, materials, services and incidentals to produce the required number of 
interpretive panels.  The Contractor shall have professional manufacturing capabilities to produce clean, 
consistent prints of materials and inks compatible with the proposed process for the specified use. 
 
 
300-2 - Panel Requirements 
Each panel to be fabricated has individual requirements, according to size, number of duplicates to be 
fabricated, transparencies, etc.  The table below shows the individual panel requirements. 
with individual panel titles, layout formats, panels sizes and any special or unique requirements for 
fabrication. 
 
Project Name: (examples of various types below). 
 
 
EXHIBIT NAME                            LA YOUT           SIZE                    SPECIAL REQUIREMENTS 
 
1.  Title of sign                       Landscape      24” x 18”        no frame, thickness minimum 3/8th  

inch with finished edge, require mounting  
destal for low profile set in stone. 
 

2.  Title 2  Portrait           24” x 36”        Low profile frame, color black 
 
3.  Title 3 Landscape      32” x 28”        Custom cut shape; follow template 
 
4.  Title 4                                Portrait          24” x 36”        No frame, thickness minimum 3/8th  

inch with finished edge, require mounting pedestal 
and legs for ground inset.  

 
300-3 – High-Pressure Laminate 
 

A. Screen Printing 
 

The Contractor shall provide one set of color paper proofs at full size to the Forest Service for 
approval prior to the production of final panels. 
 
Proofs shall accurately represent the image to be fabricated in color, clarity, and consistency.  
Proofs shall be identified with the same identification number as assigned to each panel in Part 300-
2 above. 



 4 

 
All edges of printed art to be sharp and passage of ink when dry to be continuously even and 
opaque, with no bleeding whatsoever.  Contractor is responsible to accurately apply the colored inks 
in perfect registration and with absolute duplication in strict accordance to industry standards.  
Contractor is responsible to touch up and clean up any and all minor imperfections at no additional 
cost to the Forest Service. 
 
Colors and backgrounds will be printed, not sprayed or applied otherwise.  All copies are to be 
consistent in color, opacity, and quality. 
 
Ink colors shall match the specified colors, be opaque, clean, able to withstand the laminate process 
and able to provide ten years of color integrity in outdoor exposure.  

 
 

B. High-Pressure Laminate for all Signs 
 
All high-pressure laminated signs will be sized as listed by title in Section 300-2 and will be equal 
to or greater then Fossil or Izone product standards. 
 
Messages will meet specifications established per exhibit established in the Scope of Services in this 
document. 
 
Text, illustrations and map colors will meet specifications established per exhibit in the Scope of 
Services in this document. 
 
The laminate process requires that the printed paper shall be laminated and processed using exterior 
grade laminates and Exterior Solid Phenolic Core Panels (or interior grade materials if needed) 
approved equivalent. 

 
The panels must be resistant to scratching, ink, paint, steam, acids, and aromatics.  All ink or paint 
markings should be readily removable with soap and water or solvents without harm. 

 
300-4 - Digital Fiberglass Embedded Specifications 
 

A. Screen Printing 
 
The Contractor shall provide one set of color paper proofs to the Forest Service for approval prior to 
the production of final panels.   
 
All edges of silk screened art to be sharp and passage of ink when dry to be continuously even and 
opaque, with no bleeding whatsoever.  Contractor is responsible to accurately apply the screened art 
in perfect registration and with absolute duplication in strict accordance to industry standards.  
Contractor is responsible to touch up and clean up any and all minor imperfections at no additional 
cost to the Forest Service. 
 
Colors and backgrounds will be printed, not sprayed or applied otherwise.  All copies are to be 
consistent in color, opacity, and then quality. 
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Ink colors shall match the specified colors, be opaque, clean, able to withstand the laminate process 
and able to provide ten years of color integrity in outdoor exposure.  
 

 
B. Fiberglass Embedment for all Signs 

 
Messages will meet specifications established per exhibit established in the Scope of Services in this 
document. 
 
Text, illustrations and map colors will meet specifications established per exhibit in the Scope of 
Services in this document. 
 
The embedment process requires that the printed paper shall be totally embedded using the 
Modulite Fiberglass Embedment process by Pannier Corporation, or approved equal using 
fiberglass embedment process using a resin/fiberglass composition. 
 
The panels shall be opaque and with matte finish, be cured and trimmed to the specified final sizes. 
 
The panels must be resistant to scratching, ink, paint, steam, acids, and aromatics.  All ink or paint 
markings should be readily removable with soap and water or solvents without harm.  The panels 
shall also be resistant to burning by cigarettes. 
 

 
300- 5 - Submittal of Proofs/Pre-press Check 

 
Printing must be of the highest quality, able to accurately reproduce the images from the ZIP files and 
transparencies, and have sharp, clean edges.  Resolution of digitized images shall not be less than 300 dpi 
minimum.  Where pantone colors are specified, they shall be accurately reproduced so that entire panels are 
printed true to color without green or red tints.  All duplicates must be consistent in color, clarity, and 
quality with the original panels. 
 
Ink colors must match the specified colors, be opaque, and clean, able to withstand the process for bonding 
the print to the substrate without compromising the images.  Inks must be able to provide a minimum of ten 
years of color integrity in continuous outdoor exposure to ultraviolet radiation. 

 
The Contractor shall provide one set of color paper proofs at half size to the Forest Service for approval 
prior to the production of final panels. Proofs shall accurately represent the image to be fabricated in color, 
clarity, and consistency.  Proofs shall be identified with the same identification number as assigned to each 
panel in Part 300-2 above. 
 
The Government will review proofs and return one copy per original panel as approved; approved with 
conditions; or rejected altogether.  Review will be in writing to the Contractor.  This review will be 
completed within three weeks of receipt of the proofs.   
 
Rejected proofs shall be corrected as required, and resubmitted in duplicate as specified above, for review 
and approval by the Contracting Officer.  Corrections that are not within control of the Government, such 
as corrections for color matching, imperfections, etc., will be made at the expense of the Contractor. 
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Panel face surface shall be non-glare and resistant to steam, aromatics, scratching, acids, ink and paint.  
Any ink or paint marking should be readily removable with soap and water or solvents, without harm to the 
surface or printed image. 
 
All fabricated panels shall be trimmed to the finished size as specified in Part 300 -2 Panel Requirements.  
Images and text shall be level and square on each panel.  Panels shall be centered horizontally and 
vertically within the finished size to accommodate ½ inch frame borders. Furnishing frames is not part of 
this contract.  The finished panels shall carry a minimum TEN-year warranty against fading of color, 
chipping, crazing, peeling and weathering of panel surface and substrate. 
 
Shipping costs will be paid by the Contractor and reflected in the quote.  
 
Panels will be shipped to the following address: 
 
Insert unit and contact for where to ship panels 
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EXHIBIT B 
 

Example scope of work for interpretive planning, exhibit design and  
fabrication for use in of IDIQ contract, for a complete example of all services that can be contracted 

using the IDIQ, contact Carol Ryan or CDI. 
 

 

Rocky Mountain Region
Center for Design & Interpretation

 
 

Task Order for Interpretive Exhibit Design and Fabrication of 17 sign panels 
 
Name:  Interpretive panels for Wyoming Centennial Scenic Byway (SB).  
 
Location: The Wyoming Centennial SB is located in the heart of Wyoming traversing from Dubois 
through Jackson, and continuing into Pinedale, WY.  This particular task involves signage for several sites 
at different points along the byway. 
 
Contracting Info:  
CO:  (CO must be from same region as which the project is taking place, R4 CO oversee’s the master IDIQ 
contract 
Phone:   
Email:  
 
COR:  your name, or who is serving as the COR 
Phone:   
Email:  
 
Contract Inspector as designated 
 
Coordinator Coordinator:  Carol Ryan 
Phone:  801-625-5171/ 970-295-6660 
Email: carolryan@fs.fed.us 
 
Forest POC:  Your name, or forest point of contact 
Phone:   
Email:  
 
Estimated Task Order Award Date:  When desired to be awarded 
  
Completion Date:  
 
Quotes are due to (who will receive quote information) on or before close of business (date).  They may be 
sent by e-mail shown above or fax to XXXXXXX. 
 

mailto:carolryan@fs.fed.us
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Please submit a detailed cost estimate according to your schedule of items including unit prices, hours, 
travel, etc to complete the project for a total job amount. 
 
1.  STATEMENT OF WORK   

This task order is for the design and fabrication for 14 interpretive panels along the byway.  
 
2.  BACKGROUND 

An interpretive plan for the byway was completed in 2004.  Portal sign panels were developed by 
the Forest Service Center for Design & Interpretation in 2007/2008 with an approved standard for 
all byway signage. A new grant was obtained in 2008 for 17 additional panels at various sites. 

 
3.   SCOPE OF WORK 

Under the terms and conditions of the contract document, the Contractor shall perform specific tasks 
related to exhibit design, fabrication, and delivery for 17 interpretive panels.  All work shall be 
performed in accordance with the contract document, Section III, and the information below.  
Specific tasks relating to this task order are listed below as according to the contract with more 
detailed information:   
 

Task 1.  Site Visit 
 
1.1  Travel to the Wyoming Centennial Scenic Byway for a site visit with the project manager and 
others to discuss project and to document the areas to be covered under this task order.  Daily government 
rate for this area is $132 for lodging & $54 for meals during the height of the summer season. 
(www.gsa.gov). We estimate a 3-day stay for one person. 
 
1.2  Observe Site Conditions.  
Gain a general understanding of the resources available for this project; observe site conditions; assess 
project needs; identify and interview project resource persons; survey other interpretive operations in the 
immediate area, and determine their relevance to the project.  Critical sites to visit along the byway where 
these panels will be installed include Duck Creek, Togwotee Overlook, Teton Pass, Blackrock Ranger 
Station and Dubois sites.  Additionally, stops at portal areas and sites where interpretive panels are already 
installed will provide additional insight into the project scope. 
 
1.4  Determine & Inspect Wayside Locations.   
Inspect measure, map, photograph, and otherwise document proposed wayside sites. 
 
1.7  Inspect Graphics.  
Inspect graphics in Forest Service collections and other designated sources to determine their suitability 
for inclusion in exhibits; copy or photograph the graphics, and record information regarding subject, 
source, and content. 
 
Task #4  Exhibit Design Package 
 
4.1 Prepare Exhibit Resource Package.  Assemble and organize all the text, graphics, artifacts, and 
source information that will be presented in the exhibit design package. Include draft text and text resource 
information, labels.  Assemble the Resource Package in the format specified in the Task Order. 
 

http://www.gsa.gov/
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4.2 Conduct General Research.  
Conduct general research to support exhibit planning and design work during the concept planning and 
design phase. Locate and identify graphics, artifacts and display objects.  Contractor shall use the 
guidelines listed in attachment 2 and the information provided in Section 6 (Guidance and Resources) of 
this contract document. 
 
Task # 6.  Project Schedule 
6.1 Prepare Project Schedule.  Prepare a schedule for the phases of the entire project 
 
Task # 7.  Exhibit Project Budget 
7.1  Prepare Cost Estimates.  Prepare a cost estimate for wayside final design/ fabrication and 
installation. 
 
Task # 10.  Exhibit Labels 
10.1 Write Exhibit Labels/Text.   
Write label copy for all proposed exhibits as specified in the Line Item.  Provide copies of the text in hard 
copy form as well as digital via either email or disk.  Format must be in MS Word. 
 
Task # 13.  Exhibit Graphics Package 
13.1 Prepare Exhibit Graphics Package.   
Acquire all reproducible negatives, transparencies, slides, prints, or other image formats that will be used 
to reproduce graphic during the Production Phase of the project. Assemble proposed graphics and layouts 
for review phases with numbers as specified, in a notebook(s) clearly labeled, as well as electronic files. 
Upon final fabrication, 3 sets of all digital files in graphic software program (Adobe Suite) is provided to 
the government. 
 
13.2   For each graphic in the Exhibit Graphics Package determine if it is necessary to acquire use rights. 
Acquire one-time use rights on behalf of the Government for all graphics which legally require such 
permission, and pay the fees required for such rights. Provide to the COR all documentation demonstrating 
that rights have been secured and include that documentation in the Exhibit Graphic Package notebook(s). 
Integrate revised credit lines into the Planning Database. Notify the COR promptly of any issues 
concerning use rights disputes or price negotiations problems. All finished products shall be provided free 
of copyright encumbrances. 
 

Task # 16.  Exhibit Fabrication and Installation 

16.1   Project Management:  Scheduling, coordinating, overseeing, and fabrication and delivery of panels is 
required under this contract. 
16.2   Exhibit Structures are not part of this contract. 
16.4  Photographs: Production of all photographic images. 

16.5   Graphics: Production of all graphics elements, whatever the medium. 

Name of Site General Location # of sign 
panels 

Duck Creek Outside Pinedale 4 
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16.6   Artifacts: Preparation of artifact mounts for installation, including design, production, and 
installation. 
 
 
WARRANTIES 
All interior exhibit components developed under this contract shall be warranted by the Contractor for a 
period of at least 1 year from all operational and visual defects.  All exterior (wayside type) exhibits shall 
be warranted for a period of at least 5 years from all defects, including fading.  These warrantees shall 
exclude any defects as a result of acts of God or visitor vandalism. 

 
TASK ORDER EVALUATION 
This task order will be evaluated by the following factors: 
a.  Price 
1.   Include pricing sheet. 
 
b.  Ability to complete the work by the stated deadline 
1.    Include statement of assurance that the deadline can be met at stated. 
 
c.  Expertise in wayside exhibit design and fabrication 
1.  Include a list of past projects of similar nature that the primary has completed. 
 
5.   PAYMENT 
 
The Contractor shall be paid in full upon completion and acceptance of all work covered under this task 
order. 
 
 
Attach Vicinity Map 
 
Govt estimate: 
Design costs: 
 
Fabrication 
 
Art procurement fees -   
Original illustrations-   
 
30% business overhead costs -   
TOTAL =   
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