ATOE-IM
                                                                                          29 August 2001

MEMORANDUM FOR BRIGADE/BATTALION COMMANDERS

SUBJECT:  Procurement of Automated Data Processing Equipment (ADPE)

1.  References:  CC 700-1, ROTC Standardized Logistics Procedures and DA PAM 710-2-1, Using Unit Supply System (Manual Procedures).

2.  Summary.  Procuring ADPE (software and/or hardware) through government channels can be a long, tedious and often frustrating process.  The information below standardizes the Second Region procedures for procuring ADPE.

3.  Information.  Basically, four steps are required for procurement of ADPE—none can be bypassed, ignored or overlooked.

     a.  STEP 1—PREPARATION.

          (1)  DETERMINE EQUIPMENT NEED in terms of specifications.  

          (a)  Fort Knox as Support Installation.  If Fort Knox is your support installation, you must contact  Directorate of Information Management (DOIM) at (502)624-1500.   Directorate of Information Management (DOIM) will recommend a vendor and price.  Their goal is to get the customer a quality product, stay within a certain type for property book and maintenance purposes, and to ensure a warranty.  

          (b)  Support Installations other than Fort Knox.  Each support installation has their own requirements for ADP procurement.  Unless your support installation requires you to contact your DOIM for ADP procurement, you may check with local vendors and determine the best type, price, and warranty.  Keep in mind that you must comply with Cadet Command specifications or your request will be disapproved.

          (2)  DETERMINE JUSTIFICATION.  Why do you need this equipment or software?  Do you have something now that can be used just as well?  Is your money well spent?

          (3)  DETERMINE FUNDING.  Often, this is the most frustrating part, but it is your responsibility to arrange for the funding of your ADPE procurement.  You MUST provide the name and telephone number of the resource management officer or budget analyst who is coordinating with you for your funding.  This person is in the RM section of your support installation.  Whoever it is, list his/her name and telephone number.
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     b.  STEP 2—MEMORANDUM.

          (1)  Develop your memorandum with a minimum of the three following topics.  Each is required, and if any are omitted, your request will be returned.

          (a)  Equipment Specifications.  Check listing of Cadet Command specifications and ensure the system you want exceeds those specifications.

          (b)  Justification.  Example:  authorized three computers, have two on hand.  Or, have an outdated Pentium 75 computer, this will be turned in upon receipt of new computer.

          ©   Funding (budget POC and telephone number).  IMPAC card or OMA funds.

          (2)  Distribute your memorandum in the following way:

          (a)  THRU Commander, [Your Brigade]—you MUST receive your Brigade Commander’s approval before sending your request to Region HQ.

          (b)  FOR Commander, Second Region (ROTC), U.S. Army Cadet Command, ATTN:  ATOE-IMO, Ft. Knox, KY  40121-5610—you MUST receive the Region IMO approval in writing.

          (3)  In addition to these three topics, add any information you believe will assist in making your procurement more efficient.  The more equipment specifications you add, the better chance we have of getting what you need.

     c.  STEP 3—APPROVAL.  After your memorandum is approved by your Brigade Commander, it is forwarded to Second Region.  The Region IMO will approve/disapprove via memorandum and fax back to Brigade, who will in turn contact the battalion.

     d.  STEP 4—PROCUREMENT.

          (1)  Once your memorandum is approved and returned to you, DA Form 3161 and DD Form 1348-6 are prepared and finalized (if you are not using IMPAC card for purchase).  Forward these forms to your Brigade for submission to Director of Contracting.  If your purchase is under $2500.00 and you are requesting to use your IMPAC card, Brigade will give you a control number for the purchase.  
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          (2)  After you receive your equipment, submit a copy of the receiving report, packing slip, or DD Form 250 to your DOIM PBO Support Installation.  This will ensure that the equipment was delivered and the serial number entered into the property books.  Any maintenance costs after the manufacturer’s warranty expires will come from your funding.

4. POC at Region Headquarters is IMO, (502) 624-2383/2382/5602.

