Personal Presentation Item (PPI) Acquisition Procedures:
*Distribution of all items must be in compliance with regulation (USAREC Regulation 5-3).  USAAC has specific restrictions for the utilization of PPI for recruiting purposes (directed toward prospects and influencers).  Please consult your legal advisor should you have any questions as to the legal use of all products to ensure regulatory compliance.

1. Determine the item and quantities wanted for purchase.

2. Specifications must be written for each product that will include color, material, size, shape, etc. (An example of the specifications is attached.)  It is imperative to be as specific as possible as this is the standard to which the vendor must adhere.
3. All items must use the Army logo properly as per the Army Style Guide, the logo includes the registered mark ®. If space allows, all items should be produced with the Army Strong. tagline though for Personal Presentation Items (PPI), the tagline need not be placed directly below the logo as show in the style guide. The style guide must also accompany the request for purchase if the vendor does not have it on hand. The Style Guide is the document that controls the usage of the Army logo as well as fonts, colors, spacing issues and other issues. It can be obtained from the US Army Accessions Command by clicking on this link: ARMY STYLE GUIDE or visiting this URL: http://www.usaac.army.mil/sod/. 
4. Determine the dollar amount of the product. This can be accomplished by speaking to a vendor and determining the cost based on the quantity required. (A list of vendors is attached.) A good estimate is needed to obligate the money for the purchase.
5. (Procedures for purchase may differ for each command.) If the cost is $2,500 or less, the items may be purchased through procurement channels with a government credit card as long as it is a one-time buy (repetitive purchases must go out to bid if the cost will exceed $2,500 annually). If the item cost exceeds $2,500, procurement must send the item to contracting to secure bids for the purchase. Plan on the bid process taking up to eight weeks, the entire process from concept to item in hand will take several months.
6. Prepare all documentation required for the purchase and attach the specifications to the request for purchase and process as required. Each command may use different forms for such purchases, check with your Resource Management Office for more information on forms and procedures.

7. Once a vendor is established either through your picking one or through the bid process (whether it is above or below $2,500), a pre-production sample (generally two samples) will be provided by the vendor for your review. This is to determine quality, correct color, placement of logo and text, etc., if the product is of the desired quality and meets your specifications; the product can be approved for mass production. A pre-production sample need not have your specific text on it as long as it is representative of the color, font, placement, etc. of the final product (see the sample specifications attached).
8. Upon approval of the pre-production sample, four proofs are to be sent to you, prior to the vendor beginning mass production. These will also be approved and should be exactly what the vendor will produce for you, the final product. 

9. Delivery dates and quantities should be determined prior to the product being mass produced. With large quantities, we generally have them delivered in equal quantities over a three to four month period which allows the warehouse to function properly and not overburdened.

10. Once the vendor has delivered the product, it is important to inspect to ensure that the product has retained its quality and that the packaging is as described in the specifications as well as ensuring that you receive the correct quantities.

SPECIFICATIONS FOR

Army Center of Influence Ink Pen

QUANTITY:  X,XXX

SIZE:  Approximately 7/16” diameter X 5 – 7/16” length.

DESCRIPTION:  High quality, brass retractable, ballpoint pen with black lacquer coating on barrel, same as or equal to the Monte Cristo Pen.  Clip, tip, ring, cap and retractable button on top are gold colored.  Also, includes a black rubber contoured grip. Lightweight materials such as plastic are not acceptable.  Pen must have an installed medium point ballpoint refill with black ink, ink MUST be black.  

IMPRINT:  On barrel, imprint includes the Army Logo.    To the right of logo, in accordance with the Army style guide (provided), font will be Interstate Bold in all caps, copy to read:
ARMY STRONG.
GOARMY.COM

1-800-USA-ARMY

Example of tag line with service mark as per the Army Style Guide: 

[image: image1.png]ARMY STRONG.




The pen is brass, which has paint and lacquer applied to the barrel.  The imprint is generated by removing the paint and lacquer allowing the brass to show through from underneath so the imprint will not wear off.

PACKAGING:  Contractor to individually bag each ballpoint pen, sealed on all sides so item does not fall out of bag.  The individually wrapped ballpoint pens are then to be packed in a master bag in units of 25.  Master bags must be sealed on all sides.  Twist ties are not an option and are unacceptable.  The bag must be of sufficient strength and last up to 1 year of storage without discoloring.  Contractor are to ensure all bags, individual or master, do not crack, burst or split during shipping.  Each bag is to be marked with the following:



ARMY BALLPOINT PENS

QUANTITY 25

Contractor to put unit bags in PSI 275 master shipping containers, not to exceed 45 lbs. Master boxes must be sealed on all sides.  Each master box will be marked on the side as shown in the PACKAGING paragraph above.  Label on master box will include the number of individual bags within as well as quantity of individual boxes (if any) and total quantity enclosed. (Example: Quantity 100 bags of 25 = 2,500 total in box)

NOTE:  IF ITEMS COME IN WITHOUT THE PROPER MARKINGS ON THE BOXES AS SHOWN ABOVE, THE BOXES WILL BE REFUSED AND SENT BACK TO THE VENDOR AT NO COST TO THE GOVERNMENT.  

NOTE:  Company name MUST NOT appear anywhere on the item or wrapper.

PRE-AWARD SAMPLES:  Two sample ballpoint pens are required at time of bid submission to INSERT ADDRESS AND NAME OF PROCUREMENT SPECIALIST.  Samples must be representative of actual items being bid with the exception that they need not include our specific imprint.  They should however include some imprint representative of what ultimately will be produced.

PROOFS:  Upon approval of these samples, contractor may proceed with producing 4 pre-production samples, to be sent to THE ABOVE PERSON who will review pre-prods and provide approval/disapproval within 24 hours by telephone.

PALLETIZING INSTRUCTIONS:

Boxes will be placed on a pallet that is 48” wide by 40” long with a 4” fork opening.  Boxes will be stabilized with cardboard corner braces on all 4 corners from top of skid to top layer of boxes.  Corner braces will be strong enough to support pallets being stacked at least 2 pallets high, without buckling, toppling or crushing.  Boxes will be stacked no higher than 72” on the skid.  Boxes will weigh no more than 45 pounds.  The loads will not buckle or shift under pressure.  The contractor will shrink wrap all boxes tight enough onto the skid to prevent boxes from shifting or falling off skid during transport.  Contractor to face the boxes on the skid to show the label of the box and what is inside the box.  Contractor to put at least one (1) label outside of the shrink wrap to identify product inside of boxes.  Partial boxes will be labeled as such and placed on the top of the skid.  A packing list must accompany each shipment.  The packing list will specify the following:  Component, Quantity per Carton, Total Carton Count, Total Quantity.  A standard Bill of Lading will not be substituted for a packing list.  Pallets will be refused if they do not comply with these instructions or if they are double-stacked.  

SHIPPING ADRESS:   

XXX
XXX

XXX
Phone: XXX.XXX.XXXX
Limited List of Army Product Vendors: (All vendors can produce virtually any product you wish to have produced. I have listed some of the products that we purchase below the vendors that either have contracts with us or from which we have made recent purchases.)
Bosma Industries for the Blind 
Magnetic signs with Army Strong; luggage tags

POC:  Kara Fox

PH:  (317) 704-8294

Industries for the Blind 

Army branded writing Instruments

POC:  Deb Lucas

PH:  (414) 778-3043

American Minority Business 

Sports Water Bottles
POC:  Merlin Schroeder

PH:  (320) 634-4499

Promotions Plus         
Army Strong Polos, Outerwear Vests, Army Journals, Messenger Bags
POC:  Dave Tannenbaum

PH:  (440) 582-2855

Blue Dot Promotions 

Folding Chairs
POC:  Terry Davis

PH:  (205) 414-0022

Trega Trek               
Army Logo Lapel Pins, Veterans Pins, Flag Pins  

POC:  Guadalupe Schoger

PH:  (440) 237-3932

Znet Tech LLC            

Umbrellas, Nerf Footballs
POC: James Linder

PH:  (570)586-4200

Incredible Threads       

Tablecloths, Stainless Steel Mugs, Acrylic Mugs, Rugs
POC:  Theresa Windisch

PH:  (847) 783-0325

K&R Industries          

Stainless Steel Travel Mugs
POC:  Mo Harris

PH:  (703) 631-4200

Steelman & Associates 

Army backpacks, Lanyards, Lapel Pins, Laundry Bags
POC:  Samantha Brown

PH:  (256) 539-0950

Corporate Images Inc. 
T-shirts, CD Holders, Flags on Sticks
POC:  Louise Hardy

PH:  (317) 272-6000

Lamar International Inc. 
Coffee Mugs, Carabineers

POC:  Frederick Burnett

PH:  (256) 533-5375 Ext 103

Samurai Office Supply    

Shopping Bags, Mouse Pads, Luggage Tags

POC:  Marc Stewart

PH:  (719) 457-8725

Raye Limited Inc.        

Baseball caps (heavy with embroidery and great price).  

POC:  Arthur Jablon

PH:  (818) 591-1109

Leftwich Recruiting Concepts LLC 

Shirts, silicone bracelets
POC: Scott Leftwich
PH: 615-812-1828
