ATOE-IM
                                                                                          29 August 2001

MEMORANDUM FOR BRIGADE/BATTALION COMMANDERS

SUBJECT:  Copier Procurement

1.  References:  AR 25-30, The Army Publishing and Printing Program.

2.  Summary.  Requirements for procuring copier equipment are that it is cost effective and a valid need exists.

3.  Information.  The following steps outline the process for submitting a request to procure a copier.

     a.  STEP 1—PREPARATION.

          (1)  DETERMINE JUSTIFICATION.  Determine that a valid need exists for a copier machine.  If the current copier is outdated (for example, over 5 years old), ensure that the reason is stated in your memorandum requesting a copier.  Keep in mind that if the machine is functioning well, it may not be necessary to replace.  Keeping track of maintenance calls is important if you want to justify purchasing a new copier.    

          (2)  DETERMINE FUNDING.  Contact your support installation resource management point of contact for funding information.  

     b.  STEP 2—MEMORANDUM.

          (1)  Develop your memorandum using the enclosed example.  

          (2)  Enclose at least two copier specifications from different vendors.

          (3)  Enclose the monthly copy requirements sheet.

          (4)  Enclose DA Form 4951-R (filled out) for each copier.

          (5)  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.
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          (b)  FOR Commander, Eastern Region, U.S. Army Cadet Command, ATTN:  ATOB-IMO, Ft. Knox, KY  40121-5610—you MUST receive the Region IMO approval in writing.

     c.  STEP 3—APPROVAL.  After your memorandum is approved by your Brigade Commander, it is forwarded to Eastern Region HQ.  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.  

          (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.

          (3)  Submit a copy of the Notice of Installation to Eastern Region IMO.  This will be kept on file for future reference.  For Fort Knox supported schools, the memorandum is forwarded to the Fort Knox DOIM for establishment of maintenance support.

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

