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MEMORADNDUM FOR SEE DISTRIBUTION

SUBJECT:  Memorandum of Instruction (MOI) for Equipment Procurement Process
1. PURPOSE:  To provide guidance and responsibilities to Equipment Procurement Initiators/Requestors
2. APPLICABILITY:  This MOI applies to all personnel who will initiate requests for equipment procurement.
3. GENERAL:   The Equipment Procurement Process MOI is a basic guideline for Equipment Requestors to follow but it is not all inclusive of the detailed regulatory requirements that the complete process entails and that the Initiator/Requestor of the procurement is responsible for adhering to.  Applicable regulations and guidance is noted in Section 5/References.
Requestors may find complete instructional information on the Logistics web page http://www.evans.amedd.army.mil/Logistics/CEEP/ceep.htm under the links provided, i.e.,  “INSTRUCTIONS FOR FILLING OUT DA FORM 5027-R”, “ROUTING FOR CEEP – DA 5028-R”. 
4. PROCEDURES:   
a. Requestor identifies equipment needs based upon routine replacement, new technology, new/changing requirement.

b. Requestor identifies whether funding will be from their associated section or within the CEEP process.

c. Requestor will provide the historical maintenance records on replacement items.

d. Requestor will attain the Source of Supply by doing the following in the below order:

i. Research the Prime Vendor (PV) website to (1) verify availability for procurement, (2) for possible comparable substitutes, accessories, and components.  Once item is found, print out the information and attach the hardcopies to procurement package.

Janet Hinkle, Supervisor, Materiel Branch and PV COR (526-7795) will provide navigational training if needed for the PV/Cardinal website.  The URL and the user login and password are listed below.
1. www.cardinal.com
2. Username: hospital_evans

       Password: evans
ii. If the item is not available through the PV, the Requestor will access the Medical Electronic Catalog (ECAT) to again verify availability for procurement, to research possible comparable substitutes, accessories and/or components.  URL listed below is for NEW USER registration and EXISTING USER login.
1. https://dmmonline.dscp.dla.mil/registration/SiteLogin.aspx
2. ECAT POC is Shirley Carr, Assistant CEEP/MEDCASE Manager, 526-7835.

iii. If the Requestor’s research is unsuccessful from both PV and ECAT websites, they will initiate contact with the PV (phone number listed below) to insure procurement through PV is not possible.  

1. PV Rep: Brick Bowen @ 1-800-888-9675 ext 4501

iv. If the PV Rep confirms he can not procure the item, the Requestor will attach 3 quotes or a sole source justification, manufacturer’s literature, Terms and Conditions of the GSA/VA Contract and the page of the catalog the items in on or have the contract number put on the market research.  

e. It is the Requestor’s responsibility to insure the completeness of the Equipment Procurement package.

f. Requestor will utilize the DA Form 5028R (and continuation page) to staff the completed DA Form 5027R requirement through their Department Administrator and applicable Department Chiefs for review and for approval.

g. Completed packets will be turned in to the Chief, Equipment Branch, Logistics, room 0705.

5. REFERENCES/Point of Contact  
a. References
i. AR 40-61, Medical Logistics Policies and Procedures

ii. SB 8-75-MEDCASE, Army Medical Department Supply Information

iii. Federal Acquisition Regulation (FAR), Subpart 7.4.

b. Points of Contact (POC)

i. Chief, Equipment Branch – 526-7252
ii. PEGGY VAROZ 526-7797 – CEEP/MEDCASE Manager

iii. SHIRLEY CARR 526-7835 – Assistant CEEP/MEDCASE Manager
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