October 1, 2003

ADPE TURN IN PROCEDURES

1. Contact the DOIM IT SUPPORT DESK 526-2270 to submit a work order or IMO can submit request via Mid Tier or request can be e-mail to the Help Desk to have equipment inspected for turn in. Tell IT technician how many pieces of equipment you want to have inspected, i.e. 5 CPU’S or 5 Laptops, 6 monitors, 7 printers etc. DOIM IT Tech will be assigned and Tech will call to set up an appointment with POC on that work order. DA Form 2407 must be completed and attached to each piece of equipment before the DOIM personnel arrive.  Fill out these forms starting with the blue copy. (Skip the first three copies) The only copies required are the blue (organization) and the yellow hard copy (file copy). The equipment will either be Condition Code B-Serviceable or Condition Code H – Not cost effective to repair/scrap.

2. NON-SERVICEABLE EQUIPMENT: If the equipment has been given a Code “H”, prepare CIPBO MEMO FOR request for turn in. Attach blue copy of DA Form 2407 and take to your Hand Receipt Manager IPBO, Bldg 330, room 204 or Regimental PBO to be processed for assignment of document number(s) four or five days prior to turn in.

     NOTE: DRMO FREE TURN IN DAYS ARE MONDAY, TUESDAY AND WEDNESDAY 0730 – 1400.
3. SERVICEABLE EQUIPMENT:  If the equipment has been given a Code “B”, bring a copy of either the installation or regimental hand receipt as appropriate to the DOIM Logistics Branch, ATTN: Robert Campbell, for submission into the Defense Information Technology Management System (DITMS).  All serviceable equipment must be highlighted on the hand receipt to be reported. Turn in of ADPE equipment is not authorized until disposition instructions are received from the DOIM Logistics Branch.

DOIM Logistics is located in Bldg 1550, RM 2040 and the phone number is 526-2726.

3a.  Upon receipt of final disposition instructions, take instructions, CIPBO Memo (listing all equipment) and blue copy of DA Form 2407 to your Hand Receipt Manager, IPBO Bldg 330, room 204 or Regimental PBO to be processed for assignment of document number. Certification of Hard Drive Disposition must be on all CPU w/storage capacity. (See samples)

NOTE: The DODDAC & number assigned each piece of equipment are not to be used as turn in document numbers. Document numbers will be assigned at IPBO or the appropriate Property Book Officer.

3b. Take all paperwork to either your Hand Receipt Manager, IPBO or Regimental PBO to be processed for assignment of document numbers four or five days prior to turn in date. DRMO will give you copies of DA Form 1348-1A to take back to Bldg 330 in exchange for your hard copies of the DA Form 2765-1.

      3c.  Return to the appropriate PBO with quantity, signature and stamped copies of DA Form 2765-1 in exchange for one copy of DA Form          2765-1 and transaction register for turn in credit.

4. SOFTWARE DISPOSITION AND DESTRUCTION:  Upon turn in of computer(s) all serviceable software associated with the computer will be reported to DOIM IAW DA Pam 710-2-1, Para 3-15 to be reported excess through DITMS. Older versions will be destroyed. This includes all diskettes and their manuals. Although software is not hand receipted it is the unit IMO/Software managers responsibility for all software destruction and reuse within the command. Upon completion copies of the certificate should be kept with the IMO/Software managers and Hand receipt until the next update or change of command. See attached Certificate of Software Destruction. NOTE: Create the certificate in  Word with your unit Letterhead stationary.

5. BE SURE TO REPRODUCE COPIES OF ALL PAPERWORK FOR YOUR REFERENCE FILE PRIOR TO TURN IN TO THE APPROPRIATE PROPERTY BOOK OFFICER.

NOTE: POC phone number  for other equipment non computer related is 526-5641. Bldg 8000 Door # 45.
