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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Command Policy Letter  #26  - Office Copier Management Policies and Procedures

1.  REFERENCES.

     a.  AR 25-30, 27 March 2002, The Army Publishing Program.

     b.  Eighth U.S Army Pam 25-1, 21 November 2001, Publications and Records Management Procedures Guide.

2.  PURPOSE.  This policy letter provides policies and procedures for management of office copiers in staff sections of HQ, 19th Theater Support Command (TSC) and its subordinate units.

3.  APPLICABILITY.  This policy applies to all personnel utilizing office copiers within 19th Theater Support Command.

4.  RESPONSIBILITIES.  

     a.  Area/Group Commanders will appoint a Unit Copier Manager to serve as the primary point of contact for copier program management for their organization.


b.  A Copier Monitor will be appointed for every office that has a copier on hand.

5.  POLICIES.


a.
Office copiers will be used for official business only.


b.  Copiers will not be obtained nor purchased as a convenience.  Requirements will be justified as making a significant contribution to mission accomplishment and be cost effective.


c.  Copiers must be moved by the maintenance contractor that installed the machine for legal contract purposes.  Movement of copiers will be reported to the Command Copier Manager, at 768-6402.


d.  The EA Form 501-R will be used to record all maintenance repair services completed by contractor technicians.  When copier has consistent maintenance problems, this form will be submitted through the Unit Copier Manager to Command Copier Manager for replacement.
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6.  PROCEDURES.


a.  Unit Copier Manager will monitor and collect the monthly meter readings for all copiers within their jurisdiction.  A consolidated meter readings report will be forwarded to the 19th TSC Command Copier Manager, Mr. Yu, building 1501, room 112, Camp Henry (EANC-IM-ASD) NLT the 25th of each month.  This report must be signed by the Commander or his/her authorized representative on orders as certification.

     b.  Copier Monitors:



(1)  Will record the meter reading for each copier and report to Unit Copier Manager on the 22nd of each month or the last duty day prior to it if the 22nd falls on a weekend/holiday. 



(2)  Meter readings data will include copier model number, serial number, location (room and building), unit/office name, previous month meter reading and current month meter reading, number of copies made the current month, POC’s name and telephone number.  



(3)  Use DA Form 4575 (Copy Machine Production Log) or similar measurer to eliminate unnecessary use and reduce costs.



(4)  Will monitor usage levels to ensure consistency with the specific model of copier.

     c.  Units/offices that consistently fail to report or submit late meter reading reports for one or more months will have their leased copier permanently removed.  Failure to report copier usage causes the waste of government funds when the contractor is paid for a usage rate that has not been met.  Copier monitors/managers are also required to accurately record the meter readings and insure the correct serial number is recorded.

7.  SUPERSESSION.  This policy letter supersedes 19th TSC Policy Memo 55-02, 12 Apr 02.

6.  The Point of contact is the ACofS, G6, Admin Service Div, at 768-6402. 
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