SAMPLE FORMAT FOR MEMORANDUM FOR COPIER REQUEST

(Letterhead)

OFFICE SYMBOL

MEMORANDUM THRU  Your Brigade

FOR  Commander, Eastern Region, ATTN:  ATOE-IM, U.S. Army Cadet 

              Command, Fort Knox, Kentucky  40121

SUBJECT:  Copier Equipment Request

1.  Reference:  AR 25-30.

2.  Background.  Provide background information identifying the problem, condition, or reasons leading to the request.

3.  Objective.  Briefly summarize the overall purpose, goal, or benefit to be achieved in accepting this request.  Include other than monetary benefits expected from the proposed equipment.  Fully explain anticipated gains in personnel time and justify the selection of the requested copier over comparable copiers of the same group.

4.  Equipment requested.

     a.  Specify model, manufacturer, and copier group.

     b.  Include special features or additional accessories; for example, two-sided copying, automatic document feeder, automatic duplexing, collating, and reduction capabilities.

     c.  Provide at least one alternate proposal from a different vendor considered in the selection process.

     d.  Provide the approval control number of the copier identified for turn-in if the request is for a replacement copier.

5.  Estimate the types of material to be copied during a typical month.

     a.  Include description of each type.

     b.  Give number of originals, by type.

     c.  Include average number of copies to be made of each original.

     d.  Indicate copy to original ratio.

     e.  Give monthly estimate of volume.

6.  Other information.

     a.  Include distance from nearest copier that would satisfy existing requirement.

     b.  Give the proposed location of requested copier (building, room).

     c.  Indicate the quantity and security classification of classified material to be reproduced, if applicable.

     d.  Justify fully any unforeseen increase in the amount of material to be reproduced.  Give the basis for the increase such as a change in mission or function.

     e.  Include a completed DA Form 4951 for each copier being considered.

7.  Method of procurement.

     a.  Indicate whether the copier will be procured under flat rental, metered rental, or purchase.

     b.  Indicate if equipment qualifies for purchase under the Quick Return on the Investment Program or if it will qualify after the initial rental period.

8.  Basis for request. (enter justification).

     a.  Indicate procedures currently used for copying material and state why existing copiers cannot be used; for example, relocation or centralization.

     b.  Identify nonmonetary benefits, if any, to be derived from proposed equipment.  This information may be incorporated in paragraph 6.

     c.  Include current monthly cost (for example, rental, purchase, maintenance, supplies) or producing copies.

     d.  Give estimated total monthly cost (rental, purchase, maintenance, supplies, and so forth) of proposed copier.

     e.  Include for special purpose.

9.  Provide point of contact and telephone number.

