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Appendix A: Frequently Asked Cultural Resources Questions 
 

Note: These FAQs reflect the major issues that the ARNG-ILE CRM team sees arise. This section will be 
updated annually to address new questions as they come up. 

1.  If a proposed project is on previously “disturbed land” is there any requirement for cultural 
resources evaluation, including an archaeological survey? 

- Depends. It is important to know how you arrived at the “disturbed land” determination. 
Activities that only impact the upper centimeters of the ground (such as agricultural tilling or 
slab paving) may not preclude the need for archaeological surveys, as intact cultural deposits 
may still be present within or adjacent to the disturbance. The Area of Potential Effect must be 
considered in three dimensions – there may be undisturbed land next to, above, or below the 
disturbed soil, and intact cultural deposits may be present adjacent to the disturbance in any of 
these dimensions. Therefore, agricultural fields may require survey and evaluation as part of 
compliance with the Section 106 process. Early consultation with the SHPO to determine the 
extent of “disturbance” can assist in answering this question on a project by project basis in a 
timely manner.  

2. If the Army National Guard (ARNG) is able to comply with our National Environmental Policy Act 
(NEPA) requirements at a Record of Environmental Consideration (REC) level, is there any 
additional consultation required for cultural resources, other than checking the appropriate boxes on 
the REC form? 

- Depends. Regardless of the level of effort under NEPA required of a project, the project (if it is 
occurring on Federal land or is funded partially or in whole by Federal funds) will require 
compliance with the NHPA Section 106 process. NEPA level of effort does not change NHPA 
Section 106 basic requirements. Often the NEPA process will envelop the NHPA process, but 
this is not always the case; for example, no public notification period is required for a NEPA 
REC, but it may still be required under the NHPA. Make sure you have fulfilled your 
requirements under BOTH Federal regulations and received concurrence from the SHPO. 

3. We never receive any responses from Tribes∗ on other projects, so we assume they aren’t interested 
in what we do on our installation or facility, correct? 

- Sometimes Tribes do not respond to individual project requests, but still want information 
about projects within the state or a particular facility. A good response to this situation is to 
conduct annual tribal meetings and lay out an approach for consultation with the Tribes. If a 
Tribe has not been responding to letters, bring this up during consultation and see if there are 
areas/facilities within your state that are of particular interest. These terms can be specified in a 
Memorandum of Understanding (MOU) that will provide a path forward for project 
consultation. 

                                                      
∗ The word “Tribes” (with a capital T) is used inclusively throughout this document to include Federally Recognized Native American Tribes, 
Alaskan Natives, and Native Hawaiians Organizations as defined in the NHPA and the Native American Graves Protection and Repatriation Act 
(NAGPRA).  
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4. Is it true I must consider landscape and viewshed issues only when building within the boundaries 
of a National Register historic district? 

- False. Landscape and viewshed must be considered regardless of historic district status. 
Landscapes can be determined eligible for the National Register of Historic Places (NRHP), 
and the potential effects associated with Federal actions on the landscape require consultation 
with the SHPO and Tribes as appropriate. Impacts to viewsheds must be considered for historic 
districts and for buildings/sites that are individually eligible for or listed in the NRHP. 
Viewsheds encompass views from and to an eligible/listed property and the view of the 
property from elsewhere. That means that new construction, for example, adjacent to a historic 
building requires the Cultural Resource Manager (CRM) to evaluate whether the construction 
will adversely impact the adjacent building because of the change in viewshed. 

5. Once a building/archaeological site is determined eligible for NRHP inclusion, can that designation 
ever change? 

- Yes. Designations can change or be rescinded (36 CFR 63.6). For example, if a major 
renovation changes an eligible historic building significantly, or if an eligible archaeological 
site is damaged by natural or man-made causes, those properties may no longer qualify for 
NRHP inclusion. These cases require consultation with the SHPO, just as original 
determinations of eligibility require consultation.  

6. How can I determine if a Tribe has an interest in an area? 

- Contact the Native American Graves Protection and Repatriation Act (NAGPRA) division in 
the National Park Service to ask which Tribes are culturally affiliated with your state. You can 
also do a records search of representatives (if known) in your area to help determine affiliation. 
The National Park Service (NPS) also offers a Native American Consultation Database and the 
Bureau of Indian Affairs (BIA) publishes the official list of Tribes with updated lists of the 
head of each tribe.  

7. What defines a Federal undertaking under the NHPA Section 106 process? 

- A Federal undertaking means a project, activity, or program funded in whole or in part under 
the direct or indirect jurisdiction of a Federal agency, including those carried out by or on 
behalf of a Federal agency; those carried out with Federal assistance; and those requiring a 
Federal permit, license or approval (36 CFR 800.16(y)). 

8.  How many times do I need to contact Tribes for Federal undertakings?  

- The number of times a Tribe should be contacted will depend on the level of NEPA being 
conducted for the project. Refer to chapter 8 of the Army National Guard (ARNG) NEPA 
Handbook (1 October 2011) for more detailed guidance. 

9. When does NAGPRA apply? 

- There are three sections of NAGPRA relevant to the state ARNGs. Section 3 addresses Native 
American cultural items recovered from Federal lands as a result of ongoing or future projects. 
Sections 5 and 6 apply to cultural items that are under the control or possession of an 
organization receiving Federal funding (a “museum” under NAGPRA). Sections 5 and 6 of 
NAGPRA apply to collections recovered from both state and Federal lands until such time as 
existing collections have met the requirements of these sections.  
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10. When does the Archaeological Resources Protection Act (ARPA) apply? 

- ARPA applies to archaeological resources that are 100 years or older, located on or recovered 
from Federally owned or Tribal lands. ARPA does not apply to state land. Archaeological 
resources include artifacts (items made, modified, or used by humans), structures, features 
(such as fire pits), rock art, graves, and human skeletal remains. ARNG-ILI maintains a list of 
Federally owned ARNG properties. 

11. Does the Programmatic Agreement for the Demolition of World War II Temporary Buildings 
(“demo memo”) (1 May 1991) allow me to do anything to those buildings? 

- No. The “demo memo” only allows demolition of a certain grouping of World War II-era 
“temporary” wood buildings. That means no additional compliance actions can occur for these 
buildings prior to demolition of the buildings, provided the building(s) are within the category 
codes outlined in the “demo memo.” However, all alterations of these buildings (i.e., window, 
roof, door replacement, etc.) do require consultation and compliance with NHPA Section 106 
process. Those actions are not covered under the “demo memo.” 

12. Does the SHPO sign the Integrated Cultural Resource Management Plan (ICRMP)? 

- No. The ICRMP is an “internal planning document” in accordance with Army Regulation (AR) 
200-1. As such, the SHPO and other consulting parties and Tribes are given the opportunity to 
review and comment on the ICRMP, but do not sign the document. The ICRMP is only signed 
by appropriate ARNG personnel. As a result, all proposed ARNG projects (including those 
described within the ICRMP) require consultation on an individual basis in compliance with 
NHPA Section 106. 

  



Final Army National Guard 
Cultural Resources Handbook 

A-6 2013 

 



Final Army National Guard 
Cultural Resources Handbook 

2013 B-1 

 

Appendix B 

Appendix B: Supplemental Laws, Statutes, and Regulations 

 

  



Final Army National Guard 
Cultural Resources Handbook 

B-2 2013 

 

 

 

  



Final Army National Guard 
Cultural Resources Handbook 

2013 B-3 

Appendix B: Supplemental Laws, Statutes, and Regulations 
 Recommend state ARNGs use this Appendix to keep copies of relevant state regulations. 

 

American Antiquities Act of 1906 
• Provides information on permitting valid archaeological investigations and penalties for damage 

and destruction of antiquities. This act also empowered presidents to declare National 
Monuments, parks, and historical sites. This law is enforced on Federal lands only; otherwise 
state laws apply. 

Archaeological and Historic Preservation Act of 1974 (AHPA) 
• Provides for the preservation of historical and archaeological data, including relics and specimens 

on Federal lands only; otherwise state laws apply. 

American Indian Religious Freedom Act of 1978 (AIRFA) 
• Provides for the protection and preservation of traditional American Indian religions. 

Energy Independence and Security Act of 2007  
• Sets forth energy reduction goals in Federal buildings. 

• Directs the Secretary of Energy to establish specific energy-efficiency performance standards for 
Federal buildings. 

EO 13327 – Federal Real Property Asset Management (03 March 2003) 
• Requires Federal agencies to develop and submit asset management plans that incorporate the 

management requirements for historic properties established in EO 13287 (3 March 2003) and the 
environmental management requirements established in EO 13148 (21 April 2000). 

• Establishes the Federal Real Property Council, which is tasked with consideration of the 
environmental costs, including restoration and compliance expenditures, associated with property 
ownership. 

EO 13514 – Federal Leadership in Environmental, Energy, and Economic Performance 
(05 October 2009) 

• Ensures all new Federal buildings are designed to achieve zero net energy by 2030.  

• Ensures all new construction, major renovations, or repair or alteration of Federal buildings 
comply with the Guiding Principles of Federal Leadership in High Performance and Sustainable 
Buildings. 

• Ensures at least 15 percent of existing agency buildings and leases (above 5,000 gross square 
feet) meet the Guiding Principles by fiscal year (FY) 2015. 

• Ensures that the agency makes annual progress towards 100 percent compliance across its 
building inventory.  

• Ensures that cost-effective, innovative strategies to minimize energy, water, and materials 
consumption are pursued. 

• Requires existing building systems to reduce the consumption of energy, water, and materials, 
and to identify alternatives to renovation that reduce existing asset deferred maintenance costs.  
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• Requires the identification of opportunities to: 

o Consolidate and eliminate existing assets.  

o Optimize the performance of portfolio property.  

o Reduce associated environmental impacts.  

• Ensures rehabilitation of Federally owned historic buildings utilizes best practices and 
technologies in retrofitting to promote long-term viability of the building. 

• Provides requirements on advance regional and local integrated planning. 

Defense Installations Strategic Plan 2007 
• Outlines measures for managing cultural resources to support missions and benefiting future 

generations. 

• Calls for improved availability of information on National Historic Landmarks. 

• Calls for standardized military construction (MILCON) program metrics. 

Army Memorandum: Sustainable Design and Development Policy Update (27 October 
2010)  
This memorandum is the Department of Army’s 2010 update to the Sustainable Design and Development 
Policy. The memorandum stipulates that all new vertical construction be Leadership in Energy and 
Environmental Design (LEED) Silver-certified starting with FY 2013.  

Army Memorandum: Strategy for the Environment (October 2004) 
This 2004 Department of Army memorandum establishes a long-range vision for sustainability. It 
outlines requirements for energy efficiency, reduction in the use of fossil fuels, water conservation, 
improved utility systems, building lifecycle costs, and recycling of materials. 

Army Memorandum: Sustainable Strategy for Waste in Military Construction, Renovation, 
and Demolition Activities (6 February 2006) 
The 2006 memorandum requires compliance with LEED standards as set forth in the Strategy for the 
Environment memorandum. Further, it mandates that all construction, renovation, and demolition projects 
reduce diversion of waste to the landfills by 50 percent. 

AR 420-1: Army Facilities Management (24 August 2012)  
This regulation addresses the management of Army facilities. It applies to Active Army, ARNG, and U.S. 
Army Reserve and tenants on Active Army installations. Specifically, this regulation addresses the 
operations and management of public works activities, housing and other facilities management, military 
construction program development and execution, master planning, utilities services and energy 
management, and fire and emergency services. It contains management control provisions and identifies 
key management controls that must be evaluated. 
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Paleontological Laws  

Federal Antiquities Act of 1906 
Paleontological resources are recognized as significant to our culture and are given Federal, state, and 
local protection by the Federal Antiquities Act of 1906.  

National Environmental Policy Act of 1969 (NEPA) 
NEPA requires Federal agencies take all practicable measures to “preserve important historic, cultural, 
and natural aspects of our national heritage” (NEPA Sec. 101[b][4]). NEPA does not provide specific 
guidance regarding paleontological resources. 

Federal Land Policy and Management Act of 1976 (FLPMA)  
The FLPMA directs Federal land managers to “minimize adverse impacts on the natural, environmental, 
scientific, cultural, and other resources and values (including fish and wildlife habitat) of the public lands 
involved.” This applies to resources found on BLM lands. 

Paleontological Resources Preservation Act (PRPA) (30 March 2009) 
The PRPA requires the Secretaries of the Interior and Agriculture to “manage and protect paleontological 
resources on Federal land using scientific principles and expertise.” The PRPA defines Federal land as 
that controlled or administered by the Secretary of the Interior, except American Indian land; or National 
Forest System land controlled or administered by the Secretary of Agriculture. The PRPA only applies to 
Federal lands and does not affect private lands.  
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Location of State Laws  

ALABAMA 
http://www.legislature.state.al.us/Search/SearchText.htm 
 
ALASKA 
http://www.legis.state.ak.us/folhome.htm 
 
ARIZONA 
http://www.azleg.state.az.us/ArizonaRevisedStatutes.asp 
 
ARKANSAS 
http://www.lexisnexis.com/hottopics/arcode/Default.asp 
 
CALIFORNIA 
http://www.leginfo.ca.gov/calaw.html 
 
COLORADO 
http://www.michie.com/colorado/lpext.dll?f=templates&f
n=main-h.htm&cp= 
 
CONNECTICUT 
http://www.cga.ct.gov/asp/menu/Statutes.asp 
 
DELAWARE 
http://delcode.delaware.gov/index.shtml 
 
FLORIDA 
http://www.floridalawonline.net/ 
 
GEORGIA 
http://w3.lexis-nexis.com/hottopics/gacode/default.asp 
 
HAWAII 
http://www.capitol.hawaii.gov/  
 
IDAHO 
http://www.idaho.gov/laws_rules/   
 
ILLINOIS 
http://www.ilga.gov/legislation/ilcs/ilcs.asp 
 
INDIANA 
http://www.ai.org/legislative/ic/code/ 
 
IOWA 
http://www2.legis.state.ia.us/IACODE/ 
 
KANSAS 
http://www.kslegislature.org/li/b2011_12/statute/  
 
KENTUCKY 
http://www.lrc.state.ky.us/krs/titles.htm 
 
LOUISIANA 
http://www.legis.state.la.us/ 
 
MAINE 
http://www.mainelegislature.org/legis/statutes/ 
 
MARYLAND 
http://mlis.state.md.us/asp/web_statutes.asp 

 
MASSACHUSETTS 
http://www.mass.gov/legis/laws/mgl/ 
 
MICHIGAN 
http://www.legislature.mi.gov/(S(iifav4iiub5ggnm2c5kmx
f3r))/mileg.aspx?page=home 
 
MINNESOTA 
https://www.revisor.mn.gov/pubs/ 
 
MISSISSIPPI 
http://www.michie.com/mississippi 
 
MISSOURI 
http://www.moga.mo.gov/htmlpages/Indexnewtest2.html   
 
MONTANA 
http://leg.mt.gov/css/default.asp   
 
NEBRASKA 
http://uniweb.legislature.ne.gov/laws/laws.php 
 
NEVADA 
http://www.leg.state.nv.us/law1.cfm 
 
NEW HAMPSHIRE 
http://www.gencourt.state.nh.us/rsa/html/indexes/default.h
tml 
 
NEW JERSEY 
http://lis.njleg.state.nj.us/cgi-
bin/om_isapi.dll?clientID=525039&depth=2&expandhead
ings=off&headingswithhits=on&infobase=statutes.nfo&so
ftpage=TOC_Frame_Pg42  
 
NEW MEXICO 
http://www.nmonesource.com/nmnxtadmin/NMPublic.asp
x  
 
NEW YORK 
http://www.findlaw.com/11stategov/ny/laws.html 
 
NORTH CAROLINA  
http://www.ncleg.net/gascripts/Statutes/StatutesTOC.pl 
 
NORTH DAKOTA 
http://www.law.cornell.edu/states/north_dakota  
 
OHIO 
http://codes.ohio.gov/orc 
 
OKLAHOMA 
http://www.lsb.state.ok.us/ 
 
OREGON 
http://www.leg.state.or.us/ors/ 
 

http://www.legislature.state.al.us/Search/SearchText.htm
http://www.legis.state.ak.us/folhome.htm
http://www.azleg.state.az.us/ArizonaRevisedStatutes.asp
http://www.lexisnexis.com/hottopics/arcode/Default.asp
http://www.leginfo.ca.gov/calaw.html
http://www.michie.com/colorado/lpext.dll?f=templates&fn=main-h.htm&cp
http://www.michie.com/colorado/lpext.dll?f=templates&fn=main-h.htm&cp
http://www.cga.ct.gov/asp/menu/Statutes.asp
http://delcode.delaware.gov/index.shtml
http://www.floridalawonline.net/
http://w3.lexis-nexis.com/hottopics/gacode/default.asp
http://www.capitol.hawaii.gov/
http://www.idaho.gov/laws_rules/
http://www.ilga.gov/legislation/ilcs/ilcs.asp
http://www.ai.org/legislative/ic/code/
http://www2.legis.state.ia.us/IACODE/
http://www.kslegislature.org/li/b2011_12/statute/
http://www.lrc.state.ky.us/krs/titles.htm
http://www.legis.state.la.us/
http://www.mainelegislature.org/legis/statutes/
http://mlis.state.md.us/asp/web_statutes.asp
http://www.mass.gov/legis/laws/mgl/
http://www.legislature.mi.gov/(S(iifav4iiub5ggnm2c5kmxf3r))/mileg.aspx?page=home
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http://lis.njleg.state.nj.us/cgi-bin/om_isapi.dll?clientID=525039&depth=2&expandheadings=off&headingswithhits=on&infobase=statutes.nfo&softpage=TOC_Frame_Pg42
http://lis.njleg.state.nj.us/cgi-bin/om_isapi.dll?clientID=525039&depth=2&expandheadings=off&headingswithhits=on&infobase=statutes.nfo&softpage=TOC_Frame_Pg42
http://www.nmonesource.com/nmnxtadmin/NMPublic.aspx
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PENNSYLVANIA 
http://government.westlaw.com/linkedslice/default.asp?SP
=pac-1000 
 
RHODE ISLAND 
http://www.rilin.state.ri.us/Statutes/Statutes.html 
 
SOUTH CAROLINA 
http://www.scstatehouse.gov/code/statmast.php  
 
SOUTH DAKOTA 
http://legis.state.sd.us/statutes/TitleList.aspx 
 
TENNESEE 
http://www.michie.com/tennessee 
 
TEXAS 
http://www.statutes.legis.state.tx.us/ 
http://codes.lp.findlaw.com/txstatutes 
 
UTAH 
http://www.michie.com/utah 
 
VERMONT 
http://www.leg.state.vt.us/statutesMain.cfm  

VIRGINIA 
http://leg1.state.va.us/000/src.htm 
 
WASHINGTON 
http://apps.leg.wa.gov/rcw/ 
 
WEST VIRGINIA 
http://www.legis.state.wv.us/WVCODE/Code.cfm 
 
WISCONSIN 
http://www.legis.state.wi.us/rsb/stats.html 
 
WYOMING 
http://legisweb.state.wy.us/titles/statutes.htm 
 
GUAM 
http://www.guamcourts.org/CompilerofLaws/index.html 
 
NORTHERN MARIANAS 
http://www.cnmilaw.org/welcome.php 
 
PUERTO RICO 
http://michie.lexisnexis.com/puertorico/ 
 
U.S. VIRGIN ISLANDS 
http://michie.lexisnexis.com/virginislands 
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Appendix C: Points of Contact List — ARNG, Tribes, and SHPO 
 

ARNG 

ACSIM Point of Contact:  

Ms. Kathleen McLaughlin 
Department of Army, ACSIM 
Attn: McLaughlin/PT9301 
600 Army Pentagon 
Washington, DC 20310-0600 
Email: kathleen.a.mclaughlin8.civ@mail.mil  
Phone: 703-601-1593 
 
Army National Guard Staff Point of Contact:  

Dr. Rebecca Klein (Archaeologist and Eastern POC) 
Army National Guard Directorate 
Attn: ARNG-ILE 
111 S. George Mason Dr. 
Arlington VA 22204 
Email: rebecca.a.klein16.civ@mail.mil   
Phone: 703-607-1176 
 
Derek Manning (Architectural Historian and Central POC) 
Army National Guard Directorate 
Attn: ARNG-ILE 
111 S. George Mason Dr. 
Arlington VA 22204 
Email: derek.manning.civ@mail.mil 
Phone: 703-607-7190 
 
Stephanie Webber (Native American Consultation and Western POC) 
Army National Guard Directorate 
Attn: ARNG-ILE 
111 S. George Mason Dr. 
Arlington VA 22204 
Email: stephanie.e.webber.ctr@mail.mil 
Phone: 703-601-7036 
 
Personnel in these positions may change. For the most up-to-date information please contact the offices 
listed above.  
 
  

mailto:kathleen.a.mclaughlin8.civ@mail.mil
mailto:rebecca.a.klein16.civ@mail.mil
mailto:Derek.Manning.Civ@Mail.Mil
mailto:Stephanie.E.Webber.Ctr@Mail.Mil
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Tribes 

Consultation with Tribes is an important aspect of cultural resource management and compliance with 
Federal laws, regulations, and executive orders. There are more than 560 Federally recognized American 
Indian tribes, Native Hawaiian organizations, and Alaska Native villages and corporations with which the 
ARNG could potentially consult. The National Park Service offers a Native American Consultation 
Database that can be queried by the county in which an installation is located to identify which Tribes to 
consult and to obtain contact information (http://grants.cr.nps.gov/nacd/index.cfm). Additionally, THPO 
identification and contact information can be accessed at (http://grants.cr.nps.gov/THPO_Review/ 
index.cfm). The Bureau of Indian Affairs (BIA) publishes the official list of Tribes with updated lists of 
the head of each Tribe; this can be found at 
http://www.bia.gov/idc/groups/public/documents/text/idc002652.pdf. This information may change 
periodically; please check the websites for each project or consultation for the most updated information. 

http://grants.cr.nps.gov/nacd/index.cfm
http://grants.cr.nps.gov/THPO_Review/index.cfm
http://grants.cr.nps.gov/THPO_Review/index.cfm
http://www.bia.gov/idc/groups/public/documents/text/idc002652.pdf
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SHPO 

ALABAMA 
Alabama Historical Commission 
468 South Perry Street 
Montgomery, AL 36130-0900 
Phone: 334-242-3184 
Fax: 334-240-3477  

Online Staff Directory: 
http://www.preserveala.org/ 
staffdirectory.aspx?sm=a_d 

 

ALASKA 
Alaska DNR, Office of History & Archaeology 
550 West 7th Avenue 
Suite 1310 
Anchorage, AK 99501-3565 
Phone: 907-269-8721  
Fax: 907-269-8908 

Online Staff Directory: 
http://dnr.alaska.gov/parks/oha/misc/ohastaff. 
htm 

 

ARIZONA 
Arizona State Parks 
1300 West Washington 
Phoenix, AZ 85007 
Phone: 602-542-4174 
Fax: 602-542-4180 

Online Staff Directory: 
http://azstateparks.com/SHPO/staff.html 

 

ARKANSAS 
Department of Arkansas Heritage 
323 Center Street 
Suite 1500 
Little Rock, AR 72201 
Phone: 501-324-9150 
Fax: 501-324-9154 

Online Staff Directory: 
http://www.arkansaspreservation.org/staff-
directory/ 

 

CALIFORNIA 
Office of Historic Preservation 
Department of Parks & Recreation 
P.O. Box 942896 
Sacramento, CA 94296-0001 
Phone: 916-653-6624  
Fax: 916-653-9824 

Online Staff Directory: 
http://ohp.parks.ca.gov/?page_id=1075 

 

COLORADO 
Colorado Historical Society 
1300 Broadway  
Denver, CO 80203 
Phone: 303-866-3355 
Fax: 303-866-4464 

Online Staff Directory: 
http://www.coloradohistory-
oahp.org/staff/staff.htm 

 

CONNECTICUT 
Connecticut Commission on Culture & Tourism 
One Constitution Plaza 
Hartford, Connecticut 06103 
Phone: 860-256-2753 
Fax: 860-256-2811  

Online Staff Directory: 
http://www.cultureandtourism.org/cct/cwp/view.
asp?a=2271&q=302030 

 

DELAWARE 
Division of Historical and Cultural Affairs 
21 The Green 
Dover, DE 19901 
Phone: 302-739-5313 
Fax: 302-739-6711 

 

http://www.preserveala.org/staffdirectory.aspx?sm=a_d
http://www.preserveala.org/staffdirectory.aspx?sm=a_d
http://dnr.alaska.gov/parks/oha/misc/ohastaff.htm
http://dnr.alaska.gov/parks/oha/misc/ohastaff.htm
http://azstateparks.com/SHPO/staff.html
http://www.arkansaspreservation.org/staff-directory/
http://www.arkansaspreservation.org/staff-directory/
http://ohp.parks.ca.gov/?page_id=1075
http://www.coloradohistory-oahp.org/staff/staff.htm
http://www.coloradohistory-oahp.org/staff/staff.htm
http://www.cultureandtourism.org/cct/cwp/view.asp?a=2271&q=302030
http://www.cultureandtourism.org/cct/cwp/view.asp?a=2271&q=302030
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FLORIDA 
Division of Historical Resources, Department of 
State 
500 South Bronough Street 
Room 305  
Tallahassee, FL 32399-0250 
Phone: 850-245-6300 

Bureau of Historic Preservation 
Toll Free Phone: 800-847-7278 
Phone: 850-245-6333 
Fax: 850-245-6437 

Online Staff Directory: 
http://www.flheritage.com/contact/people.cfm#
Dept4 

 

GEORGIA 
Historic Preservation Division/DNR 
34 Peachtree Street NW 
Suite 1600 
Atlanta, GA 30303-2316 
Phone: 404-656-2840  
Fax: 404-651-8739 

Online Staff Directory:  
http://georgiashpo.org/staff_directory  

 

 

GUAM 
Guam Historic Preservation Office 
Department of Parks & Recreation 
490 Chalan Palasyo 
Agana Heights, Guam 96910 
Phone: 671-475-6296/7 
Fax: 671-477-2822 

Online Staff Directory: 
http://historicguam.org/about.htm 

 

HAWAII 
Department of Land & Natural Resources 
601 Kamokila Boulevard 
Suite 555  
Kapolei, HI 96707 
Phone: 808-587-0400 
Fax: 808-587-0390  

State Historic Preservation Office 
Phone: 808-692-8015 
Fax: 808-692-8020 

Online Staff Directory: 
http://www.state.hi.us/dlnr/hpd/hpphone.htm 

 

IDAHO 
Idaho State Historical Society 
2205 Old Penitentiary Road 
Boise, ID 83712 
Phone: 208-334-2682  

 

ILLINOIS 
Illinois Historic Preservation Agency 
1 Old State Capitol Plaza 
Springfield, IL 62701-1512 
Phone: 217-782-4836 
Fax: 217-524-7525  

 

INDIANA 
Department of Natural Resources 
402 West Washington Street 
Indiana Government Center South 
Room W256 
Indianapolis, IN 46204 

Division of Historic Preservation & 
Archaeology 
402 West Washington Street 
Room W274 
Indianapolis, IN 46204 

 

http://www.flheritage.com/contact/people.cfm#Dept4
http://www.flheritage.com/contact/people.cfm#Dept4
http://georgiashpo.org/staff_directory
http://historicguam.org/about.htm
http://www.state.hi.us/dlnr/hpd/hpphone.htm
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IOWA 
State Historical Society of Iowa 
Capitol Complex 
East 6th and Locust Street 
Des Moines, IA 50319 
Phone: 515-281-8741  
Fax: 515-242-6498 

Online Staff Directory: 
http://www.iowahistory.org/contact-list.html 

 

KANSAS 
Kansas State Historical Society 
6425 Southwest 6th Avenue 
Topeka, KS 66615-1099 
Phone: 785-272-8681 ext. 210 
Fax: 785-272-8682 

Online Staff Directory: 
http://www.kshs.org/staff  

 

KENTUCKY 
Kentucky Heritage Council 
300 Washington Street 
Frankfort, KY 40601 
Phone: 502-564-7005  
Fax: 502-564-5820  

Online Staff Directory: 
http://heritage.ky.gov/staff.htm 

 

LOUISIANA 
Department of Culture, Recreation & Tourism 
P.O. Box 44247 
Baton Rouge, LA 70804 
Phone: 225-342-8200 
Fax: 225-342-8173 
Website: http://www.crt.state.la.us/hp/? 

Online Staff Directory: 
http://www.crt.state.la.us/hp/staff.aspx 

 

MAINE 
Maine Historic Preservation Commission 
55 Capitol Street 
Station 65  
Augusta, ME 04333 
Phone: 207-287-2132  
Fax: 207-287-2335 

Online Staff Directory: 
http://www.state.me.us/mhpc/contact.html 

 

MARYLAND 
Maryland Historical Trust 
100 Community Place 
3rd Floor  
Crownsville, MD 21032-2023 
Phone: 410-514-7600 
Fax: 410-514-7678 

Online Staff Directory: 
http://mht.maryland.gov/MHT_staff.html 

 

MASSACHUSETTS 
Massachusetts Historical Commission 
220 Morrissey Boulevard 
Boston, MA 02125 
Phone: 617-727-8470  
Fax: 617-727-5128 

 

MICHIGAN 
Michigan Historical Center 
702 West Kalamazoo Street 
P.O. Box 30740 
Lansing, MI 48909-8240 
Phone: 517-373-1630  
Fax: 517-335-0348  

Online Staff Directory: 
http://www.michigan.gov/mshda/0,4641,7-141-
54317_54760_61869---,00.html 

 

http://www.iowahistory.org/contact-list.html
http://www.kshs.org/staff
http://heritage.ky.gov/staff.htm
http://www.crt.state.la.us/hp/?
http://www.crt.state.la.us/hp/staff.aspx
http://www.state.me.us/mhpc/contact.html
http://mht.maryland.gov/MHT_staff.html
http://www.michigan.gov/mshda/0,4641,7-141-54317_54760_61869---,00.html
http://www.michigan.gov/mshda/0,4641,7-141-54317_54760_61869---,00.html
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MINNESOTA 
Minnesota Historical Society 
345 Kellogg Boulevard West 
St. Paul, MN 55102-1906 
Phone: 651-259-3100 
Fax: 651-282-2374 

Online Staff Directory: 
http://www.mnhs.org/shpo/contact.htm 

 

MISSISSIPPI 
Mississippi Department of Archives & History 
P.O. Box 571 
Jackson, MS 39205-0571 
Phone: 601-576-6850 

Division of Historic Preservation 
Phone: 601-576-6940 
Fax: 601-576-6955 

Online Staff Directory: 
http://mdah.state.ms.us/admin/contact.html 

 

MISSOURI 
State Department of Natural Resources 
Phone: 573-751-4732  
Fax: 573-751-7627 

State Historic Preservation Office 
P.O. Box 176 
Jefferson City, MO 65102 
Phone: 573-751-7858  
Fax: 573-526-2852 

Online Staff Directory: 
http://www.dnr.mo.gov/shpo/staffdir.htm 

 

MONTANA 
State Historic Preservation Office 
1410 8th Avenue 
P.O. Box 201202 
Helena, MT 59620-1202 
Phone: 406-444-7719 
Fax: 406-444-6575  

Online Staff Directory: 
http://www.montanahistoricalsociety.com/shpo/ 
staff.asp 

NEBRASKA 
Nebraska State Historical Society 
P.O. Box 82554 
1500 R Street 
Lincoln, NE 68501 
Phone: 402-471-4745  
Fax: 402-471-3100 

 

NEVADA 
Historic Preservation Office  
100 North Stewart Street 
Capitol Complex 
Carson City, NV 89701-4285 
Phone: 775-684-3440 
Fax: 775-684-3442 

Online Staff Directory:  
http://nvshpo.org/index.php?option=com_conten
t&view=article&id=28  

 

NEW HAMPSHIRE 
New Hampshire Division of Historical 
Resources 
19 Pillsbury Street  
2nd Floor 
Concord, NH 03301-3570 
Phone: 603-271-8850 
Fax: 603-271-3433 
TDD: 800-735-2964 

Online Staff Directory: 
http://www.nh.gov/nhdhr/staff.html 

 

http://www.mnhs.org/shpo/contact.htm
http://mdah.state.ms.us/admin/contact.html
http://www.dnr.mo.gov/shpo/staffdir.htm
http://www.montanahistoricalsociety.com/shpo/staff.asp
http://www.montanahistoricalsociety.com/shpo/staff.asp
http://nvshpo.org/index.php?option=com_content&view=article&id=28
http://nvshpo.org/index.php?option=com_content&view=article&id=28
http://www.nh.gov/nhdhr/staff.html
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NEW JERSEY 
Department of Environmental Protection 
401 East State Street 
P.O. Box 402 
Trenton, NJ 08625 
Phone: 609-292-2885 
Fax: 609-292-7695  

Historic Preservation Office 
4th Floor  
501 East State Street 
P.O. Box 404 
Trenton, NJ 08625  
Phone: 609-984-0176 
Fax: 609-984-0578  

Online Staff Directory: 
http://www.nj.gov/dep/hpo/whos_who_03_28_2
012.pdf  

 

NEW MEXICO 
Historic Preservation Division 
Bataan Memorial Building 
407 Galisteo Street 
Suite 236 
Santa Fe, NM 87501 
Phone: 505-827-6320 
Fax: 505-827-6338 

Online Staff Directory:  
http://www.nmhistoricpreservation.org/about/sta
ff-list.html  

 

NEW YORK 
Parks, Recreation & Historic Preservation 
Agency Building #1 
Empire State Plaza  
Albany, NY 12238 
Phone: 518-474-0443 

Field Services Bureau 
NY State Parks, Recreation & Historic 
Preservation 
Peebles Island P.O. 189 
Waterford, NY 12188-0189 
Phone: 518-237-8643 (ext. 3269)  
Fax: 518-233-9049 

Online Staff Directory: 
http://nysparks.state.ny.us/shpo/contact/ 

 

NORTH CAROLINA  
Division of Archives & History 
4610 Mail Service Center 
Raleigh, NC 27699-4610 
Phone: 919-807-7280 
Fax: 919-733-8807 

Division of Archives & History 
4617 Mail Service Center 
Raleigh, NC 27699-4617 
Phone: 919-733-4763  
Fax: 919-733-8653 

Online Staff Directory: 
http://www.hpo.ncdcr.gov/hpostaff.htm 

 

NORTH DAKOTA 
State Historical Society of North Dakota 
612 East Boulevard Avenue 
Bismarck, ND 58505 
Phone: 701-328-2666  
Fax: 701-328-3710 

 

NORTHERN MARIANAS 
Department of Community & Cultural Affairs 
Division of Historic Preservation, Airport Road 
Saipan, MP 96950 
Phone: 670-664-2120/2125  
Fax: 670-664-2139 

Online Staff Directory:  
http://www.cnmihpo.net/personnel.html  

 

OHIO 
Ohio Historic Preservation Office 
Ohio Historical Society 
567 East Hudson Street 
Columbus, OH 43211-1030 
Phone: 614-298-2000 
Fax: 614-298-2037 

Online Staff Directory: 
http://www.ohiohistory.org/about-us  

http://www.nj.gov/dep/hpo/whos_who_03_28_2012.pdf
http://www.nj.gov/dep/hpo/whos_who_03_28_2012.pdf
http://www.nmhistoricpreservation.org/about/staff-list.html
http://www.nmhistoricpreservation.org/about/staff-list.html
http://nysparks.state.ny.us/shpo/contact/
http://www.hpo.ncdcr.gov/hpostaff.htm
http://www.cnmihpo.net/personnel.html
http://www.ohiohistory.org/about-us
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OKLAHOMA 
State Historic Preservation Office  
Oklahoma Historical Society 
Oklahoma History Center 
2401 North Laird Avenue 
Oklahoma City, OK 73105-7914 
Phone: 405-521-6249 
Fax: 405-522-0816  

Online Staff Directory: 
http://www.okhistory.org/shpo/shpostaff.htm 

 

OREGON 
Oregon Parks & Recreation Department 
725 Summer Street NE 
Suite C  
Salem, OR 97301 

Online Staff Directory: 
http://egov.oregon.gov/OPRD/HCD/ 
contact_us_directory.shtml 

 

PENNSYLVANIA 
Pennsylvania Historical and Museum 
Commission 
300 North Street 
Harrisburg, PA 17120 
Phone: 717-787-2891 

Bureau for Historic Preservation 
Commonwealth Keystone Building 
2nd Floor  
400 North Street 
Harrisburg, PA 17120-0093 
Phone: 717-705-4035  
Fax: 717-772-0920 

Online Staff Directory: 
http://www.portal.state.pa.us/portal/server.pt?op
en=512&objID=3741&&PageID=417977&level
=2&css=L2&mode=2 

 

PUERTO RICO 
State Historic Preservation Office 
P.O. Box 9066581 
San Juan, PR 00906-6581 
Phone: 787-721-3737 
Fax: 787-721-3773 

RHODE ISLAND 
Rhode Island Historic Preservation & Heritage 
Commission 
Old State House 
150 Benefit Street  
Providence, RI 02903 
Phone: 401-222-2678 
Fax: 401-222-2968 

Online Staff Directory: 
http://www.preservation.ri.gov/about/directory. 
php 

 

SOUTH CAROLINA 
Department of Archives & History 
8301 Parklane Road 
Columbia, SC 29223-4905 
Phone: 803-896-6100 
Fax: 803-896-6167 

Online Staff Directory: 
http://scdah.sc.gov/aboutus/Pages/agencydirecto
ry.aspx  

 

SOUTH DAKOTA 
State Historic Preservation Office 
Cultural Heritage Center 
900 Governors Drive 
Pierre, SD 57501 
Phone: 605-773-3458  
Fax: 605-773-6041 

Online Staff Directory: 
http://www.sdhistory.org/HP/hp_staff.htm 

 

TENNESEE 
Tennessee Historical Commission 
2941 Lebanon Road 
Nashville, TN 37243-0442 
Phone: 615-532-1550 
Fax: 615-532-1549 

Online Staff Directory: 
http://www.tn.gov/environment/hist/staff.shtml 

 

http://www.okhistory.org/shpo/shpostaff.htm
http://egov.oregon.gov/OPRD/HCD/contact_us_directory.shtml
http://egov.oregon.gov/OPRD/HCD/contact_us_directory.shtml
http://www.portal.state.pa.us/portal/server.pt?open=512&objID=3741&&PageID=417977&level=2&css=L2&mode=2
http://www.portal.state.pa.us/portal/server.pt?open=512&objID=3741&&PageID=417977&level=2&css=L2&mode=2
http://www.portal.state.pa.us/portal/server.pt?open=512&objID=3741&&PageID=417977&level=2&css=L2&mode=2
http://www.preservation.ri.gov/about/directory.php
http://www.preservation.ri.gov/about/directory.php
http://scdah.sc.gov/aboutus/Pages/agencydirectory.aspx
http://scdah.sc.gov/aboutus/Pages/agencydirectory.aspx
http://www.sdhistory.org/HP/hp_staff.htm
http://www.tn.gov/environment/hist/staff.shtml
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TEXAS 
Texas Historical Commission 
P.O. Box 12276 
Austin, TX 78711-2276 
Phone: 512-463-6100  
Fax: 512-463-8222 

Architecture Division 
Phone: 512-463-6094 
Fax: 512-463-6095 

Online Staff Directory: 
http://www.thc.state.tx.us/contactus/cotdefault. 
shtml 

 

U.S. VIRGIN ISLANDS 
Department of Planning & Natural Resources  
Cyril E. King Airport 
Terminal Building - 2nd Floor 
St. Thomas, VI 00802 

State Historic Preservation Office  
17 Kongens Gade 
Charlotte Amalie 
St. Thomas, VI 00802  
Phone: 340-776-8605 
Fax: 340-776-7236 

 

UTAH 
Utah State History 
300 Rio Grande 
Salt Lake City, UT 84101 
Phone: 801-533-3500  
Fax: 801-533-3503 

Online Staff Directory: 
http://history.utah.gov/about_us/staff_directory.
html 

 

VERMONT 
Vermont Division for Historic Preservation 
National Life Building, Drawer 20 
Montpelier, VT 05620-0501 
Phone: 802-828-3211 

Online Staff Directory:  
http://accd.vermont.gov/about_us/staff  

VIRGINIA 
Department of Historic Resources 
2801 Kensington Avenue 
Richmond, VA 23221 
Phone: 804-367-2323  
Fax: 804-367-2391 

Online Staff Directory:  
http://www.dhr.virginia.gov/homepage_features/
ContactUs.htm  

 

WASHINGTON 
Office of Archeology & Historic Preservation 
P.O. Box 48343 
Olympia, WA 98504-8343 

1063 South Capitol Way 
Suite 106  
Olympia, WA 98501 
Phone: 360-586-3065/3064 
Fax: 360-586-3067 

Online Staff Directory:  
http://www.dahp.wa.gov/about-us/staff-directory  

 

WEST VIRGINIA 
West Virginia Division of Culture & History 
Historic Preservation Office 
1900 Kanawha Boulevard East 
Charleston, WV 25305-0300 
Phone: 304-558-0220  
Fax: 304-558-2779 

Online Staff Directory: 
http://www.wvculture.org/agency/stafflist2.html 

 

WISCONSIN 
Wisconsin Historical Society 
816 State Street 
Madison WI 53706 
Phone: 608-264-6464 
Fax: 608-264-6504 

Online Staff Directory: 
http://www.wisconsinhistory.org/about/stafflist/ 

 

http://www.thc.state.tx.us/contactus/cotdefault.shtml
http://www.thc.state.tx.us/contactus/cotdefault.shtml
http://history.utah.gov/about_us/staff_directory.html
http://history.utah.gov/about_us/staff_directory.html
http://accd.vermont.gov/about_us/staff
http://www.dhr.virginia.gov/homepage_features/ContactUs.htm
http://www.dhr.virginia.gov/homepage_features/ContactUs.htm
http://www.dahp.wa.gov/about-us/staff-directory
http://www.wvculture.org/agency/stafflist2.html
http://www.wisconsinhistory.org/about/stafflist/
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WYOMING 
Wyoming State Historic Preservation Office 
2301 Central Avenue 
3rd Floor  
Cheyenne, WY 82002 
Phone: 307-777-7697 
Fax: 307-777-6421 

Online Staff Directory:  
http://wyoshpo.state.wy.us/Contact/Staff.aspx  

 

 

 

 

 
 

 

http://wyoshpo.state.wy.us/Contact/Staff.aspx
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Appendix D 

Appendix D: Sample Memorandum for Record 
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Appendix D: Sample Federal Memorandum for Record  
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Appendix E 

Appendix E: Sample NHPA Memorandum of Agreement 
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Appendix E.1: Sample Memorandum of Agreement — Buildings  
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Appendix E.2: Sample Memorandum of Agreement — Archaeology  
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Appendix F 
 

Appendix F: Environmental Document Review SOPs 
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Appendix F: Environmental Document Review SOPs 
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Appendix G 

Appendix G: NHPA Programmatic Agreement Guidance 
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Appendix G: Programmatic Agreement Guidance 
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Appendix H 

Appendix H: Sample Tribal Consultation Checklist 
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Appendix H: Sample Tribal Consultation Checklist 
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Appendix I 

Appendix I: Tribal Consultation Memorandum of Understanding (MOU) Guidance 
and Sample 
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Appendix I: Tribal Consultation Memorandum 
of Understanding (MOU) Guidance and Sample 
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Appendix J: Tribal Consultation Meeting Guidance 
 

Notes on Government-to-Government Consultation Meetings  
Each tribal consultation meeting/workshop is unique and will be influenced by the personalities and 
interests of the participants. Meeting agendas can be specific but must remain flexible, addressing 
concerns as they arise while keeping the overall flow and objectives clear. Consultation meetings are 
productive when they are viewed as a learning experience for both the Federal agency and the tribal 
governments. Given the numerous Tribes and representatives participating, a meeting may move more 
slowly than anticipated and seem to stray from the agenda. The agenda should be viewed as an overall 
plan for continuous exchange while moving toward the meeting goals. 

Consultation Meeting Agendas  
Often a consultation meeting goal is to provide Tribes information needed to determine what resources, 
projects, programs, etc., at the state ARNG are of interest or concern to them, and to define how the 
ARNG should consult with them (MOU development). Since each Tribe is a sovereign nation, each will 
make these determinations individually although some or all may choose to work out a collective or 
consensus-based consultation response or protocol.  

Tribal representatives may request the inclusion of a tribal caucus in the agenda. A tribal caucus is a time 
for the tribal representatives to meet and discuss issues among themselves. Generally, the agency or 
others are not invited to participate in a caucus. A tribal caucus provides the Tribes a venue to discuss 
issues of their liking without the constraints of an imposed or agenda or meeting facilitator. It also 
provides a measure of confidentiality. However, difficulty can arise in maintaining the tribal caucus 
within the schedule for the overall meeting since the meeting’s resumption is dependent on the duration of 
the caucus.  

Additional Suggestions  
The objective of this section is to provide knowledge for effective engagement with American Indian 
tribal leaders so the state ARNG can conduct meaningful consultation and build relationships with 
relevant Tribes. Information that is shared at these meetings should be treated as confidential and any 
request to share the information should be made during the meeting. 

• Many American Indian cultures are deeply rooted in oral traditions. Part of this tradition includes 
active listening and taking care to not interrupt someone while he or she is speaking, even to ask 
questions or make a comment.  

• Patience is valued and a sign of respect. 

• Opening and closing prayers by a tribal elder are a respectful and common practice at 
government-to-government consultation meetings with Tribes. It is not perceived as religious but 
as an important process to call on a higher power for clear consciousness for everyone involved at 
the meeting. Opening prayers set the correct tone for the meeting; closing prayers express 
appreciation for the good attention of the higher power and generally wish the participants safe 
travels on their return home. 

• Historical events are sometimes told by a tribal representative during introductions or during 
private conversations. The event is told from an American Indian perspective and is often told as 
a means of establishing trust. Openness and attentiveness are appropriate and respectful 
responses. Do not challenge the factual basis of statements. 
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• Openly accept gifts on behalf of the ARNG and express appreciation. Gifts can be displayed at 
the ARNG installation in lobbies or meeting rooms without violating government rules against 
personal acceptance of gifts. To deny or return a gift is considered an offense.  

• When photographing events, always ask if representatives would like their photographs taken. 
Refrain from photographing anyone who declines.  

• Any information related to sacred sites or related to human remains should remain within the 
confines of the consultation meeting. Unless given specific permission, none of the sacred 
information should be made available in a map.  

• Asking questions about Native stories or specific traditions is often seen in a positive light from 
the tribal communities. The consultation process is a way to open communication channels, and 
expressing an interest in tribal traditions is a good way to begin to break down cultural barriers.  

• The following websites provide additional resources for tribal consultation: 

http://www.achp.gov/nap.html 

http://www.bia.gov/WhoWeAre/AS-IA/Consultation/index.htm   

http://www.denix.osd.mil/na/ 

http://www.ncsl.org/issues-research/tribal/list-of-federal-and-state-recognized-
tribes.aspx#State 

http://www.indian.senate.gov/# 

http://www.cast.uark.edu/home/research/archaeology-and-historic-
preservation/archaeological-informatics/native-american-consultation-database.html.  

    

 

 

http://www.achp.gov/nap.html
http://www.bia.gov/WhoWeAre/AS-IA/Consultation/index.htm
http://www.denix.osd.mil/na/
http://www.ncsl.org/issues-research/tribal/list-of-federal-and-state-recognized-tribes.aspx#State
http://www.ncsl.org/issues-research/tribal/list-of-federal-and-state-recognized-tribes.aspx#State
http://www.indian.senate.gov/
http://www.cast.uark.edu/home/research/archaeology-and-historic-preservation/archaeological-informatics/native-american-consultation-database.html
http://www.cast.uark.edu/home/research/archaeology-and-historic-preservation/archaeological-informatics/native-american-consultation-database.html
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Appendix N: Statement of Work Guidance  
 

Statement of Work  

Determining and creating the Statement of Work (SOW) for ARNG archaeological investigations is the 
first step in inventorying and evaluating a project area. A clearly defined SOW allows contractors to 
understand the investigation’s objectives. The SOW should include detailed descriptions of the following 
elements: 

• Purpose of the project and objectives (include maps or GIS shape files of project areas); 

• Type of work required (survey, testing, or excavation) and any performance standards (such as 
shovel test intervals; transect intervals; percent of site to be tested or excavated, preferred 
methods); 

• Applicable Federal and state regulations; 

• Description of the deliverables and timeframe; 

o Include GIS requirements; 

o Record-keeping and artifact-collection and curatorial requirements; 

o Number of final reports and format; and  

o Qualification for those performing the work. 
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GUIDELINES TO WRITING A STATEMENT OF WORK 

TITLE of PROJECT/Work to Perform 

The title summarizes the name of the proposed project. This should include “who” (state ARNG) and 
“what” work is requested. 

INTRODUCTION / BACKGROUND 

Provide a short description of the State ARNG cultural resources program and the operational 
requirement for which the statement of work is submitted. Describe the main objective or focus of the 
project. Additional important information to include is the reason or regulatory drivers to initiate and 
complete the project. Include the state ARNG’s objective during and after completion of the project.  

If applicable, identify if the project is one-time only project, the first in a series of requirements/projects, a 
phase within a larger project, or a multi– phase project. If the project is recurring or multi-phase, describe 
what has been completed and the results. 

PROJECT OBJECTIVE 

List project objectives including overall outcome or results of contracted work. This provides a clear 
understanding to the contractor and enforces the expectation of work performed. Objectives should 
include wording such as “contractor will supply necessary items, labor, material, supervision, 
transportation, equipment, and/or supplies to complete each project task.”  

If applicable, list quantities (# of acres, buildings, etc.) within the summary for the contractor to include in 
their proposal. 

APPLICABLE REGULATIONS 

List all Federal regulations that apply to this project and its objectives. List State laws if applicable. 

STATEMENT OF WORK 

The SOW helps the contractor understand the work required and develop a responsive proposal. More 
specifically, it describes the boundaries of work to take place by describing tasks the contractor is 
required to complete. Do not over-specify how to complete the tasks by suggesting methods or 
approaches.  

For each task described to complete, identify a schedule and if a deliverable is required.  

An opportunity for the contractor to amend the scope is often accepted. It allows the contractor to include 
additional scope parameters or technical requirements if needed.  

DELIVERABLES 

The deliverables can be associated with tasks and/or as a final result of the task(s) completed. 
Deliverables are tangible products that contractors often use as milestones to submit invoice payments.  

Deliverables need to be clearly identified with required contents, format, hard or soft copies, software, 
size, number of copies, delivery directions, and required period of submittal and reviews.  
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PAYMENT/INVOICE 

Clearly identify when payment will occur and the amount of payment. For example, a percentage of the 
overall contract value will be submitted upon invoice of each milestone or task deliverable; payment upon 
completion of the deliverable; payment upon monthly invoice.  

CONTRACTOR REQUIREMENTS and QUALIFICATIONS 

Identify how the contractor is required to undertake the project by specifying the type of skill sets and 
accountability the contractor is required to deploy. This establishes a foundation of qualified contractors 
to apply to the selection and evaluation criteria of selecting a contractor.  

Assessing contractor qualification includes listing Federal guideline qualifications that apply to the 
proposed work. This may include skills and experience needed to meet qualification standards. If Federal 
guidelines do not apply to the project, identify specific skills or experience the contractor must possess to 
complete the work. 

Reference: 

RFP Solutions, Inc 
2009 Statement of Work (SOW) Writing Guide. RFP Solutions, Inc., Ottawa, Canada.  

 
TIPS to Writing a Statement of Work (RFP Solutions, Inc 2009)  

• When writing a Statement of Work (SOW), think ahead to the contract management 
stage as a way to communicate mutual expectations of the project/contract, and to easily 
describe the project. A well written SOW will minimize potential misunderstandings.  

• Write the SOW with details that provide a base understanding of goals. The goals can 
used to develop your criteria to help to differentiate competing proposals.  

• The criteria must have a foundation within the text of the SOW.  
• Be descriptive of project requirements, but try to leave flexibility for the contractor to 

offer innovative strategies with goals and responsibilities.  
• Group SOW information or tasks in a logical format.  
• Use plain and simple language. Spell out acronyms and include definitions of technical 

or unique terms. 
• Use the present/active tense when writing a SOW.  

 “The words “will” and “shall” have specific, legally interpreted meanings within a SOW. The 
word “Shall” is always used to convey a binding provision on the Contractor (i.e., “The 
Contractor shall supply ,...”). The word “Will” is always used to convey a declaration of future 
action by the Buyer/Government (i.e., “The Department will provide the Contractor with...”).” 

• Avoid jargon, vague terms, run on sentences, and writing all possible expectations.  

 “There is a tendency to want to cover-off all possible contingencies in a SOW and to establish 
the basis for an irontight, no-risk, enforceable contract, this often leads to excessive ‘legalese’ 
with the document, creating confusion, misunderstandings and contradictions.” 
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