[image: image1.emf] 


INTERNATIONAL POLICE LIAISON OFFICERS


IRAQ ASSIGNMENT

POLICY & PROCEDURE MANUAL






03.100

ACQUISITION OF EQUIPMENT
EFFECTIVE 03/15/2005

3.100
PURPOSE
It is the purpose of this policy to inform International Police Liaison Officers (IPLOs) of the procedures for acquiring equipment.

1.
To provide an understanding of the procedures for requesting equipment.
2.
To provide an understanding as to the process involved when personnel are acquiring equipment.
3.101
DEFINITIONS

A.
For the purpose of this policy, equipment includes fixed assets that can be depreciated
B.
Equipment is defined as any single item costing $200.00 or more.  Equipment does not include computer hardware and telecommunication items.
C.
Supplies are defined as any group of items costing less than $200.00 per transaction.  Refer to Petty Cash/Operational Funds Policy #7.100 for purchase of supplies.

D.
Computer hardware and telecommunications items include computers (desktops and laptops), scanners, copiers, telephones, fax machines, monitors, flat screens, televisions, gateways, routers, switchers, hubs, internet services, telephones, phone chips, phone cards, SIM Cards, etc.

3.102
PROCEDURES FOR ACQUIRING EQUIPMENT
A.
Equipment can be purchased after receiving authorization from the Deputy Bureau Commanders.
1.
Each Regional Commander or their designee may request authorization to purchase equipment by completing Equipment Request form (ETU-2).
2.
Each type of equipment item to be purchased will require three (3) written bids regarding the purchase of each type of equipment.

a.
In the event four desks are to be purchased this is one type of equipment purchase.  Three bids would be required for the four desks.

3.
The purchase price for equipment must be greater than $200.00 but less than $2.500.00.

4.
The written bids will be submitted to CPATT for additional processing.  The written bids should be submitted with a recommendation as to which vendor the equipment should be purchased from and an explanation as to why that vendor was selected.
5.
Operations will review the recommendation and request that CivPol provide the necessary funding for the purchase of the equipment. 

6.
Once CivPol has approved the purchase of the equipment the Regional Commander or designee may purchase the equipment with personal funds or delay the purchase until funds are made available from CivPol.

a.
In those regions where a CivPol representative is assigned and the equipment is to be purchased, the CivPol representative will be responsible for the disbursement of the required funds.

b.
In the event personal funds are used, the user must include the receipt for the purchase in an expense report to obtain reimbursement.

3.103
PROCEDURES FOR ACQUIRING COMPUTERS OR TELECOMMUNICATION ITEMS
A.
Computer and telecommunication equipment should be requested by the Regional Commander or designee.  The request should include appropriate justification as to the use, need, and location the equipment will be used.  The request will be forwarded to Operations.

1.
Bids are not required for this type of purchase.


2.
The Deputy Commander of Field Operations will review and forward the request to CivPol.  Upon approval, CivPol will acquire the equipment.

B.
Telephone SIM Cards and telephone phone cards are available for those personnel working and residing outside of the Baghdad MSC.
1.
A telephone SIM Card may be purchased by a user so that a cellular phone will work on a phone system other than the phone system in operation in Baghdad.
a.
The cost of the SIM Card will be reimbursed up to a cost of $100.00.

b.
Reimbursement is available after purchasing the SIM Card and submitting an expense report to the Finance Office.  A dated receipt must be submitted with the expense report.

c.
As a result of reimbursement, the SIM Card is the property of the U.S. Government and must be registered with CivPol.

1)
In the event the SIM Card is not returned to CivPol once the user’s contract ends, the cost of the card will be withheld from the user’s last paycheck.


2.
Telephone cards may be purchased by a user so that a cellular phone can be charged or recharged with talk minutes.
a.
A maximum of $50.00 of phone cards may be purchased per calendar month.

b.
Reimbursement is available after purchasing the phone card(s) and submitting an expense report to the Finance Office.  A dated receipt must be submitted with the expense report.
C.
Reimbursement for Internet service is available from the Finance Office.


1.
Reimbursement not to exceed $50.00 per calendar month is available for each IPLO living outside the Baghdad MSC and not having access to Internet service provided by either CivPol or the military.
2.
Reimbursement is available from the Finance Office.  A dated receipt must be submitted with the expense report.
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   Approved by David Dobrotka
      Director of Organizational Division, 
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