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ADMINISTRATION

ADMINISTRATIVE SERVICE CENTERS (ASC)
Blective 1 July 197Z

Thill a regulation. Loco/limited aupp/ementatlon of thla regulation ill'permltted but"
not require . If aupp/ements are laaued, one copy of each will be furnlalled the Director, Studiet
and Analgal Stal. Office. Secretary of the Army.
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1. Purpose' and Scope. This l'{':"'1t1ntion sets fort,11 b. 1\~lu1llt llgcncies of a huilding wlH'rt· ASC
the ohject.in~, poliC'-y, and pollsibilities for th<- hn,·c been pstublished Ly thl~ DA will Hot use, es-
llt.ilizntjon, mannwment, an operation of com- f-nblish; or' Ilmintnin .sepul'lltc fncilit.iC's at. RHy lo-
man user Administrative Se.... · '" ('..ellrers estnb- cation tlmt duplicnte in whole or in pn,·t any
Jishe"' by ,the Coordinator, Head,. u,1.ers Se,:iee;; of the ,""'"ie'cs ",-nilnble in .\SC wit·hont formal
in GS_\ general purpose spnrr. 111 ,h~ ~atlOnnl waivor appro,-nl of the A(lJlIinistl'ntin~ .-\s.~istnnt

Capitol Region. Lo('.ul opel'lltillg' pl' edures 111-(' ro the SN'r('tnry of the Army. Sepnt'nlr fl1('iJitic~

coul"iJl('d ill Building' ~InllugenH'lIt. )tn.nuuls is- ('xist-ing al" t.he pres<>l1t timp. nrc excepted but will
~u~~d fOl', the r~p~~et hoe bl~il?in~:; b.r thl~\~ppr(l- he l-e\"i"W(.o a::i deenwd npproprintc.
prmto DOD BUI!dmg Admullsl.rutor. '" c. Upon moving into n building whe..., services
i Objective. TIll' prime obj""t,i,·., of the 'AS(>~s ure provided. tenant agencie-s will nbolish internal
to IH'oddc self-s('l',-icc common-u:->t' cxpcudultl~"," facilities p~oviding '~ompuruble scrviceB, and
Rupplit·s nnd fOl'ms~ spt~cial purpose cql1ipm('III: termina.te leasing agre(~lneIlts for equipment used
t15(~ of quick-copy equipment, duplient.illg fnciliti(~" \nternnll.r when such servicE'S nre available from
and I'claWd administrative servieRs "fficicntly un" t~ ASe; equipment surplus to the needs of the
cconomically Ilnd, Ilt the 88mc time, to maintnin age~y will be approprinwly disposed of by DSS-
high qllnlity ser\·ic..e. ",,'" 01 ,thrOll:.!h agency command channels. Trans.
3. Policy. a. To th" extent pl'acticable lind con fer rights of employees "'ill bc honored.
sistt'nt with serdcing agreements. ~\SC pro,·j«.{{·. d. In kt>eping with the eO:-lt J'eduction program
t"nunl ugencies of u bnilding with supplies, us<' DOD Building Administrutors are authorized to
or speeial equipmrl11, and certain.rela.ted mlmill- control the iS$ue of certain special purpose ex-
istl'ati\'(~ Sel'dccs.. 'Yhilc reimbursement is not pendnble supplies by ASC under their supervision
I'e,!"il''''' of DA Dcpurtmentul Heudqnnl'ters ue· und to monitor the utili7~.tion of all quick copy
~.ivitie~, Anny field ngencics UHd nOll-Ann)' ngell- equipme.nt wit-hin their building.
cirs nre required to negotinte n servicing ngl'ecmelll e. .Agelldes in bui1din~s wit.hout ASC may re-
to l'"imbl1l'se th" j)"f.,nse Supply S<m·iec-1Ynsh- 'Iuest serdc" from e.~istin~ ASe in anotherhuild-
iu:.,>ton· (DSS-W) for nctual or pro rntu cost of ing in the vicinity. Such requeslswill be suhmitted
commOIl-l!S<l supplies, quick-copy sen'ices and re- to the Administrntor, OE~I through tI", DOD
pnHlucI ion SCITieps. The l'eimbUl':o;(~IIlPllt l'utc will

. Buildina Administrator concerned.I... d"lt'l'min"d by D5S-W, nnd will, t"gether wllh ,~

th" method of ""imbursemeut. be 1'"f1ecu.d in the 4. Responsibilities. a. end,'l' t,he direct.ion of the
s"l'vicing ngreerllen!. developed by DSS-1V in co- Director, Spn"e nnd Buildin~ lIta,nagenll\nt Sen'·
ordillnt;on witJl tim Officc of Bnilding Mannge- ioo-Wnshinl-,>ton, the Administra~r, OBM is
m"nt, (OEM). responsible to the Coordinator, Headquarters
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Services for· the overall management of ABC
including:

(1) Recommending major changes in servic
ing polideB or procedures of the ASC and effecting
approvoo changes.

(2) Reviewing and, if appropriate, recom
mending t<> the Director, DSS-W ser.icin!!: agree
ments with tenant agencies for UBe of ASe serl'ices
and facilities..

(3) Recommending to the Director, DSS-W,
the int·.lu5ioll, deletion. or substitution of it(',ms as
common-usc expendable suppli"" in the ))S8-'"
Stock FWld Catalog.

(4) Providinl( guidance und instruction per
taining to the mana!!ement und operation of the
ASC.

(5) Providing DSS-W, at. the end of each
calendar qUllrter, a listing of serviced organiza
tions (rlepaltment.al und field) and personnel
strengths.

(6) Prm'iding DSS-W information of each
movemont of n. mnjor tenant orWlnization into or
out of • building within 30 days of each move.

b. 1'1", DOD Builrling Administ·rator of each
DA mnlla~t~dbuilding honsing A.5C is responsible
for tlm efficient mllJH1~ment nnd operation of th(\.
..\SC. lind will-

(1) lnsul'c eOlllplinnc~. wit-h this Rlld all up
pJienhle c!il'ccth'C'_;,; p('rtnillillg' to the scn-iee... pro
dded hy' the ASe.

(2) Cite abuses of servie'" arnulgemenl, and
l'ecommPIHl cOl'rer.t.i\·c fiction to tenant agency
heads.

(a) ~;slahlish and muintain a pass syst"m for
"ccess t<> the AS(':.

(4) Impose fea.ihl. Buppl)' '"mtrols and othe,'
econol11Y procedures 1\5 I'eqnir~d or as reqll('st~d by
fundin~ a;""Cllcies.

(5) Recommend to the Administrator, ORM
procoollml <:1lan~ i-elated to .'lose sen·i..e<.

(fi) As requested, provide. for the P"cpul'"tion
of ne<:PA'\sar,r .requisit.ions for procurement of spe
cial and non-expendabl6 supplies, equipment 01'

sarnc"" in accordance with Alt 1..,'l9; assure that
requirNI documentution is fumished by thc

z

using agency; arrange for delivery' direct t.othe
user; and, u..<; necessary, revie~ and report on the
status of SIl<:1, requests. .

(7) Develop and issue such local operating
procedul'os lIS are deemed nooessary.
. (8) Upon notification of a new building

t~llnnt, mllk(~ on-sitt~ redow of service require
JUcmts and determine necessary actions ,to fissure
the tenant of lIdequau, sen'ice by the ABC.

c. Heads of DOD tCJ18nt agelleies ore respon
sible for-

(1) Designating an indh'idllal to represent
the agency on matters lx'rtaining to operat.ion of
ASe; the de_,ignee's name, grade/rank, room nllm
her and telephone extension will be furnished in
writing to the respollsible DOD Bnilding
Administraulr.

(2) I.IISIlring that all IISCrs of the ABC "re
informed of and adhere to the policy outlinoo in
this "eglllation and 10..,,1, supplemental procedures.

(3) Addsingthe appropriate DOD Building
.\dmi..nic;trator of new service n~uirementB and
foreseeable workload changes as far in ad".lIIe.e as
possible to nssurc pffecth'c programminJ.{ of
resources.
5. Security. a. Users of .'lose serl·ices and fneili·
lies are responsible fol'-

(l) :'''fel,'\l8l'dinl! classified material taken
to ASe for seH-sel'dee I'eprodllction.

(2) Pladng all required protective, special,
and downgrading markings on material suhmitted
for repl'Ooudion sorvice. (This ,....quirement is to
ill;ure that the original submitted is protected and
that copie_< produced bear all n""",_"ary markings.)

(a) Compliance with polic-y and pro<:ooures
applicable to the reproduction of TOP SECRET
and other ..ontrolled cl.ssified mat._ri.l.

Ii. ASe; personnel lim responsible for-
(1) Tnsuring that receipting rt'.quirements are

ndhered to hefore aC('('pting or deliveringclll3.,ifie4
material.

(2) !\otifying the appropriate ugeney seeu
ril.)' official of the de.taiIs concerning violations of
re.gulations for handling classified documents or
materials. -
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The proponent of this regulation Is the OIIIce, Secretary of the Army. Us...
are Invited to lend comments and suggested Improvements on DA Form
2028 (Recommended Changes to Publications) direct to the Administra
tive Assistant, Office, Secretary of the Army, Washington, DC 20310.

By Order of the Secretary of the Anny:

Official:
\"1m::.." L. 1l0WJ<:R.'i,
JIajo,' General, United SUJte8 Army,
The Adjutant General.

W. C. WESTMORELAND,
Gtmer<il, United SUJte8 A""y,
CTtief of Staff.

Distribution:
To be distributed in accordancc with DA Form 12-9 requirements for AR, Administration.

AotimeArmy: MAWDC (qty rqrblockNo.l).
ARNG: None.
DSAN: Xone.
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