DEPARTMENTS OF THE ARMY AND THE AIR FORCE
LAND COMPONENT, JOINT FORCES HEADQUARTERS KANSAS
2800 SOUTHWEST TOPEKA BOULEVARD
TOPEKA, KS 66611-1287

NGKS-AAG 17 November 2011

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: ATAG Policy Letter #14, Procurement of Tools and Equipment

1. This memorandum supersedes USP&FO-S&S Memo #09-04 dated 20 January 2009.

2. Purpose: To establish policy and procedures for KSARNG units to requisition the tools and
equipment identified in IMAP as needing to be procured from a commercial vendor.

3. Units are authorized and strongly encouraged to requisition free-issue tools from the Montana
Army National Guard Tool Program (MTP). The MTP is a NGB approved, web-based inventory
of tools created from excess tools turned in by numerous states. Tools not available from the
MTP will be procured from a commercial vendor.

4. The MTP can be accessed through the following web address: https://55.82.5.6. Units may
select the "Request Access" button and fill out the required information. The unit Commander,
Readiness NCO or activity supervisor must send an email identifying the person authorized to
request tools to the USP&FO (KS) MTP Manager. For additional information, contact the
Material Management Section for USP&FO (KS) at commercial 785-274-1577.

5. After the Material Manager receives the email authorizing a unit representative to order from
the MTP, that person’s account is approved by the State Level Administrator (SLA). The
requestor will receive an automatically generated email granting authorization to order tools
from the MTP.

6. Tools that cannot be filled by MTP will be processed as follows:

a. If the total cost is below $3,000 and the vendor accepts VISA, request funding via email to
Ms. Jolene Shafer at jolene.shafer@ng.army.mil.

b. If the total cost is over $3,000, or if the vendor does not accept VISA, submit a request to
USP&FO-S&S-Material Management at commercial 785-274-1577 using a DD Form 1348-6.

¢. Submit consolidated unit requests for funding as follows:

(1) When ordering one or more tools and equipment from the same vendor, prepare one
DD Form 1348-6. Attach a list of the tools and equipment to your requisition.
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(2) It is mandatory that the IMAP lower checkbook holder sign the request. This
signature certifies adequate dollars are available for withdrawal to fund the requisition(s). Upon
receiving confirmation that the debit adjustment has been actioned by Ms. Shafer, the request(s)
will be processed to Purchasing and Contracting (P&C).

(3) The requestor must provide the NSN or part number, model number, vendor
information, cost of each item and other pertinent information (i.e. website, pictures, etc.) in
order for P&C to procure the item(s) requested.

7. The point of contact for procurement of tools and equipment is USP&FO-S&S-Material
Management at commercial 785-274-1577 or DSN 720-85

ERIC C. PECK
Brigadier General, GS, KSARNG
Commanding
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