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CIVILIAN HUMAN RESOURCES AGENCY

INFORMATION TECHNOLOGY PROCUREMENT FUNDING

STANDARD OPERATING PROCEDURES

VERSION 1.3

JULY 28, 2004

I.
    PURPOSE:  

The purpose of this Standard Operation Procedure (SOP) is to establish policy and to provide guidance in the use of Other Procurement, Army (OPA) and Operation and Maintenance, Army (OMA) funding for the acquisition of Information Technology (IT) for Army civilian personnel  systems.

II.
    SCOPE:  

This SOP states Army policy and applies to all personnel assigned to the Civilian Human Resources Agency (CHRA) and Assistant Program Manager for Civilian Personnel Regionalization (APM-CPR). It is effective the date it is signed and remains in effect until revised or rescinded.

III.
BACKGROUND:

Systems managed by an Army-Acquisition-Executive-Chartered Program Executive Officer (PEO) or Program Manager (PM)  are considered centrally managed systems.  Civilian Personnel Regionalization (CPR) is a centrally managed system as designated by the Civilian Personnel Management System Office, DoD.  As such, the total cost of the program is visible – no costs are “hidden” in field-level budgets.  The PM maintains control over configuration and manages life cycle and sustainment costs by keeping costs to a minimum and replacing equipment in an efficient manner.

IV. DEFINITIONS:

A.  Investments / OPA:

Investments are costs to acquire capital assets such as real property and equipment. Congressional direction and DoD / Army guidance state that OPA funds must be used for the acquisition, modification and support costs of IT if the cost is equal to or greater than the investment threshold of $250,000 per unit or system, or if it is part of a centrally managed system.  

B.  Expenses / OMA:

Expenses are costs of resources consumed in operating and maintaining the Department of Defense.   OMA funds are used if the cost is less than the investment threshold of $250,000.

C.  Requirement:

The requirement is the basic determining factor for all expense/investment criteria decisions.  A requirement consists of the set of capabilities which are necessary to perform the mission.  This set of capabilities directs the decision as to what is or is not part of a system, or what is an independent upgrade.  Neither the capability nor the requirement will be fragmented to circumvent application of the expense/investment criteria.  

D.  Violation:

Use of the incorrect funding source (OMA or OPA) is a statutory, rather than a regulatory, violation.  For regulatory violations, individuals receive letters of reprimand or other administrative discipline.  Statutory violations may result in prosecution or fines.

V.
    AUTHORITY: 

APO-CPR is the sole acquisition authority for IT (hardware, software and communications infrastructure) to support the CPR program as designated in a charter between the Deputy Assistant Secretary for Civilian Personnel Policy (Mr. Snyder) and the PEO at the inception of the program in 1994

VI.
    POLICY:

All centrally managed IT systems include infrastructure components designed to function within the context of a whole system, interconnected to satisfy an approved requirement.  System components include routers, controllers, servers, storage devices, personal computers, printers, connecting cable and networks.  Software required to perform the civilian personnel mission is also considered part of the centrally managed system.  Acquisition of any portion of the CPR centrally managed IT program will be accomplished using OPA funds.  Attachment A contains a Decision Diagram that describes the OMA / OPA decision process in its simplest terms.  Attachment B contains a List of Frequently Asked Questions regarding OMA / OPA procurements.
The CPR centrally managed program includes:


Civilian Personnel Operation Centers (CPOCs)


Civilian Personnel Advisory Centers (CPACs)


Army Central Data Center (ACDC) at Rock Island (excluding AG-1/HQ DA systems)
Those activities supported by CPR but not part of the CPR centrally managed system are:


Army Benefits Center – Civilian (ABC-C)


CHRA


Regional Human Resource Directors


APO-CPR


AG-1 Civilian Personnel entities at Hoffman (CP)


AG-1/HQ DA systems at ACDC


Positions at CPOCs and CPACs above the approved population ratio (see below)

Acquisition of IT components for civilian personnel components not part of the CPR centrally managed program may be accomplished using OMA funds, subject to the investment threshold ($250,000).   

Procurement officers for the organizations listed above will ensure the correct source of funds are used to procure all IT (hardware, software and communications infrastructure) based upon the information and guidance contained in this document.  Any questions, issues or concerns should be directed to APO-CPR, Mrs. Mary Kay Woodside, Project Officer, comm 703 373 -1043 or DSN: 328-0668 ext 257 or Ms. Cynthia Duquette, comm. 703 373-1040 or DSN: 328-0668 ext 253.

VII.      RATIOS: 

AG-1 CP and CHRA validate and approve figures for serviced population strength and program ratios for CPOCs and CPACs.  The CPR centrally managed program applies to IT that directly supports positions within the approved ratios.  Specifically,

For CPOCs the ratio of PCs is 1:133 of serviced population.
For CPACs the ratio of PCs is 1:200 of serviced population.

For both CPOCs and CPACs the ratio of printers is 1:8 (that is, one for every 8 PCs).

PCs, printers and other IT equipment for positions over and above the approved ratios may be procured using OMA funds, subject to the investment threshold.  Examples of positions above the ratio include overhires, interns, temporary hires, summer hires, students, head works council reps, EEO reps, NAF personnelists and personnel offices that provide personnel services on a reimbursable basis.  PCs and printers procured locally, using OMA funds, above the authorized ratios, will not increase the programmed ratios for the centrally managed program, and must be maintained with local OMA funds.
VIII.      REFERENCES: 

A.
DFAS-IN MANUAL 37-100-04, The Army Management Structure, Appendix A, Expense/Investment Criteria, Oct 2003 (message change 2004-03).

B.
Assistant Secretary of the Army (Manpower and Reserve Affairs) memorandum, May 15, 1998, subject: Purchase of Information Management Area (IMA) Infrastructure for the Army Civilian Personnel Regionalization and Systems Modernization Project – Guidance Memorandum 98-6.

X. Memorandum, signed by Mr. Snyder, Subject: Purchase of Automation, Software and Communications Infrastructure for the Army Civilian Personnel Regionalization and Systems Modernization Project, November 2000.

X. RESPONSIBILITIES: 

A. APO-CPR 

APO-CPR is the sole acquisition authority for hardware, software and communications infrastructure to support the centrally managed Army Civilian Personnel Regionalization IT program.  The APO-CPR will adhere to this SOP and provide guidance to other Army Civilian Personnel procurement officers as required.

B.  AG-1 CP and CHRA Directors and Managers
Directors and Managers will insure that their procurement officers adhere to the funding guidance described in this SOP.

X. EQUIPMENT REUTILIZATION:  

Equipment may be acquired / reutilized for the CPR program from another source (originally bought for other purposes), no matter which appropriation (OMA or OPA) was used to acquire it.  However, if  enhancements are needed to make it suitable for use, OPA funds managed by CPR must be used.  Contact APO-CPR prior to reutilizing equipment from another source.

Approved by:

___________________________________           Date_______________________
Mary Kay Woodside

Project Officer

Assistant Project Office

Civilian Personnel Regionalization

ATTACHMENT A

OPA / OMA DECISION DIAGRAM
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ATTACHMENT B

FREQUENTLY ASKED QUESTIONS (FAQs)

	FAQs
	OMA
	OPA

	Unit or system cost ≥ $250K investment threshold
	
	X

	IT for centrally managed positions:
	
	X

	   Software: Operating system and CPR standard config
	
	X

	   Other Software :
	
	

	       Digital camera
	X
	

	       Microsoft MSDN
	X
	

	       Software tools provided by DOIM to push patches
	X
	

	       Front Page, Corel, Project, MSDN, etc.
	X
	

	       Contact APO-CPR for guidance
	
	

	   Server, PC, Monitor, Printer, Router, Hub, New Cable
	
	X

	   Notebook  connected to network w/docking station
	
	X

	   Scanner
	
	X

	   Hard drive
	
	X

	   CD / DVD drive
	
	X

	   Tape drive
	
	X

	   Server UPS
	
	X

	   UPS for PCs
	X
	

	   CAC reader
	X
	

	   RAM
	
	X

	   Mouse (either standard or ergonomic)
	
	X

	   Keyboard (either standard or ergonomic)
	
	X

	   Other IT accommodations for handicapped employees
	
	X

	   Maintenance for servers/equipment
	X
	

	
	
	

	IT not connected to centrally managed OPA IT:
	X
	

	   Printer connected to OMA-purchased PC
	X
	

	   Scanner connected to OMA-purchased PC
	X
	

	   Notebook for use away from office (not on OPA network)
	X
	

	   Mouse or Keyboard
	X
	

	
	
	


Page B-1

	FAQs
	OMA
	OPA

	Consumables:
	X
	

	   Supplies (toner, inkjet cartridges, paper, projector bulbs,
   etc)
	X
	

	   Media (Floppy disks, CD/DVDs, Tapes, Zip disks)
	X
	

	   USB Thumb drive
	X
	

	   Replacement cable
	X
	

	   Plugs for OCONUS sites
	X
	

	   
	
	

	
	
	

	Expendable items:
	X
	

	   Fax machine 
	X
	

	   Copier 
	X
	

	   Digital sender 
	X
	

	   Digital camera 
	X
	

	   Projectors & bulbs
	X
	

	
	
	

	Life Cycle Replacement of centrally managed OPA IT:
	
	

	   Servers – NLT 5 years, earlier if funds are available
	
	X

	   PCs/monitors – NLT 5 years, earlier if funds are available
	
	X

	   Printers - NLT 5 years, earlier if funds are available
	
	X


Mice and keyboards that fail are included in the warranty / maintenance for PCs and will be replaced under the appropriate maintenance vehicle (NBD/Next Business Day for centrally managed equipment).  They are not considered consumables in this context.  

Repair of equipment is funded with OMA dollars, though equipment procured by APO-CPR is usually procured with a minimum of 3 years NBD on-site warranty (and follow-on maintenance contracts for the entire life cycle of the equipment).  Contact APO-CPR prior to purchasing repair service if there is any uncertainty regarding warranty status. 
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