Annex B, 4th Region SOP 145-4





1 August 2003

Recruiting, Marketing and Advertising Standard Operation Procedures

SUMMARY:  Procedures for submitting printing requirements. 

REQUIREMENTS:  Printing requirements should be purchased through support installation or local Defense Automated Printing Service (DAPS) office.

INSTRUCTIONS:

1.  Brigade/Battalion prepares DD 282 or SF 1 as required by support installation/local DAPS office.

2.  Brigade/Battalion should use their IMPAC credit card to purchase printing requirements.  All printing must be procured from the Government Printing Office (GPO) or through DAPS.

3.  When IMPAC credit card cannot be utilized, Brigade/Battalion must work through the support installation to get accounting citation information on the document to ensure payment.

ADDITIONAL INFORMATION:

1.  Regulation:  AR 25-30
2.  Applicable forms:  DD 282, SF 1
3.  Enclosures:  Detailed instructions for forms for DD 282 and SF 1.

INSTRUCTIONS FOR DD 282 – DOD PRINTING REQUISITION/ORDER

 

	[image: image1.png]


Block #
	Description

	Classification
	Enter appropriate classification.

	Date of Request
	Current date.

	Requested Date
	Date you need by.

	Estimated Cost
	Self explanatory

	For Reference Consult
	Provide name of person who can provide any additional information if needed. 

	Phone
	Telephone number of above.

	Form/Publication # and Title
	Self explanatory.

	Qty
	Quantity needed.

	Pages
	Number of pages.  

	Qty will last
	Optional

	Job To Be Printed 
	Mark appropriate box.  

	Job Is
	Mark appropriate box.

	Enclosures
	Indicate any enclosures.

	Specification Boxes
	Complete as applicable.  

	Disposition Of
	Mark appropriate box.

	Approving Office
	Typed name and signature.  

	Deliver To
	Indicate name and number.  

	Material Received
	Signature once received.  [image: image2.png]





 

INSTRUCTIONS FOR SF 1 – PRINTING AND BINDING
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Block #
	Description

	From
	Brigade/Battalion

	Date
	Current date.

	Authorized By
	Name and number.

	Quantity Level
	Self explanatory.

	Jacket No
	Self explanatory.

	Quantity
	Self explanatory.

	Finished Product
	Mark appropriate box.

	Classification
	Enter appropriate classification.

	Paper Stock and Ink
	Fill out appropriate boxes.  

	Composition
	Fill out appropriate boxes.

	Press and Bindery
	Fill out appropriate boxes.

	Proofs and Delivery
	Fill out appropriate boxes.  

	Additional Information
	Provide any additional, pertinent information.  

	For Additional Information Contact
	Provide name/number of person who can provide any additional information if needed.  

	Authorized Signature, Title
	Brigade/Battalion Commander[image: image4.png]





LOCAL PURCHASE PRINT POC’S AND LOCATIONS

Listed below are Document Automation and Production Service (DAPS) and Government Print Office (GPO) locations by state/territory.  You may also access this information from the DAPS web page at:

DAPS

http://www.daps.dla.mil/
GPO

http://www.access.gpo.gov/aboutgpo/bld3.html
ALABAMA

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Anniston Army Depot
   Anniston, AL   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Birmingham HQ
   Birmingham, AL   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Fort Rucker
   Fort Rucker, AL   
	(334) 255-9356
DSN: 558-9356   

	  


	Customer Service  
	US Army Corps of Engineers
   Huntsville, AL   
	(253) 895-1202
DSN:   

	  


	Customer Service  
	Maxwell AFB-Gunter Annex
   MAFB-Gunter Annex, AL   
	(334) 416-4016
DSN: 596-4016   

	  


	Customer Service  
	Maxwell AFB
   Maxwell AFB, AL   
	(334) 953-6952
DSN: 493-6952   

	  


	Customer Service  
	Redstone Arsenal
   Redstone Arsenal, AL   
	(256) 876-2759
DSN: 746-2759   


ALASKA

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Eielson AFB
   Eielson AFB/Fairbanks, AK   
	(907) 377-1720
DSN: 377-1720 

	  


	Customer Service  
	Fort Richardson
   Fort Richardson/Anchorage, AK   
	(907) 384-2901
DSN: 384-2901 


ARIZONA

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Davis Monthan AFB
   Davis Monthan AFB, AZ   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Fort Huachuca
   Fort Huachuca, AZ   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Luke AFB
   Luke AFB, AZ   
	(877) 327-7226
DSN:   


ARKANSAS

DAPS

	Doc Access
Link 
Title 
Location 
Phone Number 
  


Customer Service  
Little Rock AFB
   Little Rock, AR   
(501) 988-6258
DSN: 731-6258   
  


Customer Service  
Engineer District
   Little Rock, AR   
(877) 327-7226
DSN:   



CALIFORNIA

GPO

Suite 110, 12501 E. Imperial Hwy., Norwalk, CA 90650-3136.         562-863-1708

Suite 109, 2221 Camino Del Rio S., San Diego, CA 92108-3609    619-497-6050

Suite I, 536 Stone Rd., Benicia, CA 94510-1170 

          707-748-1970

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Fort Irwin, Marine Corps Logistics Base
   Barstow, CA   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Beale AFB
   Beale AFB, CA   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Camp Pendleton, MCBCP
   Camp Pendleton, CA   
	(760) 725-6985
DSN: 365-6985 

	  


	Customer Service  
	Naval Air Weapons Station
   China Lake, CA   
	(760) 939-4777
DSN: 437-4777 

	  


	Customer Service  
	NWAD
   Corona, CA   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Edwards AFB
   Edwards AFB, CA   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	National Training Center
   Fort Irwin, CA   
	(760) 380-3727
DSN: 470-3727 

	  


	Customer Service  
	NAS Lemoore
   Lemoore NAS, CA   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	COE Los Angeles, Army Corps of Engineers
   Los Angeles, CA   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Los Angeles AFB
   Los Angeles AFB, CA   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	March ARB
   March ARB, CA   
	(909) 655-3686
DSN: 447-3686 

	  


	Customer Service  
	Graphics & Decals
   McClellan , CA   
	(916) 643-4952
DSN:   

	  


	Customer Service  
	Sacramento
   McClellan , CA   
	(916) 643-3277
DSN:   

	  


	Customer Service  
	Naval Postgraduate School
   Monterey, CA   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Defense Language Institute (DLI)
   Monterey, CA   
	(831) 242-5509
DSN: 878-5509 

	  


	Customer Service  
	Naval Air Weapons Center
   Point Mugu, CA   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Port Hueneme, NCBC
   Port Hueneme, CA   
	(805) 982-4310
DSN: 551-4310 

	  


	Customer Service  
	COE Sacramento, Army Corps of Engineers
   Sacramento, CA   
	(916) 557-7882
DSN:   

	  


	Customer Service  
	SPAWAR Systems Command, San Diego
   San Diego, CA   
	(619) 553-3814
DSN: 553-3816 

	  


	Customer Service  
	MCAS Miramar
   San Diego, CA   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	NAS North Island
   San Diego, CA   
	(619) 545-1917
DSN: 735-1916 

	  


	Customer Service  
	Naval Station San Diego
   San Diego, CA   
	(619) 556-7164
DSN: 526-7175 

	  


	Customer Service  
	FISC San Diego
   San Diego, CA   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Onizuka AFB
   Sunnyvale, CA   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Def Dist Lathrop, San Joaquin
   Tracy, CA   
	(209) 839-4063
DSN: 462-4063 

	  


	Customer Service  
	Travis AFB
   Travis AFB, CA   
	(707) 424-1436
DSN: 837-1436 

	  


	Customer Service  
	MCAGCC
   Twentynine Palms, CA   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Vandenberg AFB
   Vandenberg AFB, CA   
	(805) 606-4389
DSN: 276-4389


COLORADO

GPO

Rm. D-1010, Bldg. 53, Denver Federal Center, 80225-0347.          303-236-5292

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	DAPS Denver
   Aurora , CO   
	(303) 340-3494
DSN: 926-2290 

	  


	Customer Service  
	DAPS USAF Academy
   Colorado Springs, CO   
	(719) 333-2350
DSN: 333-2350 

	  


	Customer Service  
	Fort Carson
   Colorado Springs, CO   
	(719) 526-6172
DSN: 691-3300 

	  


	Customer Service  
	USAF Academy
   Colorado Springs, CO   
	(719) 333-4687
DSN: 333-4687 

	  


	Customer Service  
	Peterson AFB
   Peterson AFB, CO   
	(719) 554-2588
DSN: 692-2588 

	  


	Customer Service  
	Peterson AFB
   Peterson AFB, CO   
	(719) 554-8047
DSN: 


FLORIDA

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Homestead AFB
   Homestead ARS, FL   
	(305) 224-7139
DSN: 791-7130   

	  


	Customer Service  
	Hurlburt Field AFB
   Hurlburt Field AFB, FL   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Naval Aviation Depot
   Jacksonville, FL   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	COE Jacksonville, Army Corps of Engineers
   Jacksonville, FL   
	(904) 232-2292
DSN:   

	  


	Office Director  
	NAS Jacksonville
   Jacksonville, FL   
	(904) 542-3446
DSN: 942-3446   

	  


	Customer Service  
	MacDill AFB
   MacDill AFB, FL   
	(813) 828-4646
DSN: 968-4646   

	  


	Customer Service  
	Naval Station Mayport
   Mayport, FL   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Naval Air Warfare Center
   Orlando, FL   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	CSC
   Panama City, FL   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Patrick AFB
   Patrick AFB, FL   
	(321) 494-6168
DSN: 854-6168   

	  


	Customer Service  
	NAS Pensacola
   Pensacola, FL   
	(850) 452-3897
DSN: 922-3897   

	  


	Office Director  
	Pensacola Office
   Pensacola, FL   
	(850) 452-3024
DSN: 922-3024   

	  


	Customer Service  
	Tyndall AFB
   Tyndall AFB, FL   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Eglin AFB
   Valparaiso, FL   
	(850) 882-2417
DSN: 872-2417   


GUAM

DAPS

	Doc Access
Link 
Title 
Location 
Phone Number 
  


Customer Service  
DAPS Guam
   Guam, Mariana Island, Guam   
011-671-339-7195
DSN: 339-7195   



HAWAII

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	DFAS Ford Island
   Ford Island, HI   
	(315) 472-1050
DSN: 472-1050 

	  


	Customer Service  
	DAPS Pearl Habor
   Pearl Harbor, HI   
	(808) 473-3989
DSN: 473-3989 

	  


	Customer Service  
	Schofield Barracks
   Schofield Barracks, HI   
	(808) 655-1400
DSN: 655-1400 


IDAHO

DAPS
	Doc Access
Link 
Title 
Location 
Phone Number 
  


Customer Service  
Mountain Home AFB
   Mountain Home AFB, ID   
(877) 327-7226
DSN:   



ILLINOIS

GPO

Suite 810, 200 N. LaSalle St., Chicago, Ill  60601-1055.                 312-353-3916

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	FEDsource Federal Document Automation Center
   Chicago, IL   
	(312) 886-2302
DSN:   

	  


	Director  
	DAPS Great Lakes Office
   Great Lakes, IL   
	(847) 688-2211
DSN: 792-2211   

	  


	Customer Service  
	DAPS Rock Island Center
   Rock Island, IL   
	(309) 782-1428
DSN: 793-1428   

	  


	Customer Service  
	DAPS Scott AFB
   Scott AFB, IL   
	(618)256-4686
DSN: 576-4686   


INDIANA

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	DAPS Crane Center, NSWC
   Crane, IN   
	(812) 854-1465
DSN: 482-1465   

	  


	Customer Service  
	DAPS Indianapolis
   Indianapolis, IN   
	(317) 510-4495
DSN: 699-4495   


KANSAS

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Fort Leavenworth
   Fort Leavenworth, KS   
	(913) 684-5591
DSN: 552-5591 

	  


	Customer Service  
	Fort Riley
   Fort Riley, KS   
	(785) 239-2532
DSN: 856-2532 

	  


	Customer Service  
	McConnell AFB
   McConnell AFB, KS   
	(316) 759-4291
DSN:   


LOUISIANA

GPO

Rm. 310, 423 Canal St, New Orleans, LA  70130-2352                    504-589-2538

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Barksdale AFB
   Barksdale AFB, LA   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Fort Polk
   Leesville, LA   
	(337) 531-1673
DSN: 863-1673   

	  


	Customer Service  
	DAPS New Orleans
   New Orleans, LA   
	(504) 678-6650
DSN: 678-6650   


MICHIGAN

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Def Log Ctr, Battle Creek
   Battle Creek, MI   
	(616) 961-4895
DSN: 932-4895   

	  


	Customer Service  
	DAPS Warren Center, Tank and Automotive Command
   Warren, MI   
	(810) 574-6077
DSN: 786-6077   


MINNESOTA

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	DAPS Minneapolis Center
   Minneapolis, MN   
	(877) 327-7226
DSN: 783-1024 

	  


	Customer Service  
	Air Force Reserve
   St. Paul, MN   
	(877) 327-7226
DSN:   


MISSISSIPPI

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Keesler AFB
   Biloxi, MS   
	(228) 377-2612
DSN: 597-2612   

	  


	Customer Service  
	Columbus AFB
   Columbus AFB, MS   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	
   Vicksburg, MS   
	(877) 327-7226
DSN:   


MISSOURI

GPO

Rm. 328, 815 Olive St, ST. LOUIS, MO  63101-1597                       314-241-0349

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Kansas City
   Kansas City, MO   
	(816) 426-5711
DSN:   

	  


	Customer Service  
	Bannister Complex, KC
   Kansas City, MO   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	GSA St. Louis
   St. Louis , MO   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	DAPS St. Louis
   St. Louis, MO   
	(314) 263-3049
DSN: 693-3049   

	  


	Customer Service  
	Fort Leonard Wood
   Waynesville, MO   
	(573) 596-0724
DSN:   

	  


	Customer Service  
	Whiteman AFB
   Whiteman AFB, MO   
	(660) 687-6340
DSN:   


MONTANA

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	GSA Billings
   Billings, MT   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Malmstrom AFB
   Great Falls, MT   
	(877) 327-7226
DSN:   


NEW MEXICO

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Cannon AFB
   Cannon AFB, NM   
	(505) 784-7630
DSN:   

	  


	Customer Service  
	Holloman AFB
   Holloman, NM   
	(505) 572-7401
DSN:   

	  


	Customer Service  
	Albuquerque/Kirtland AFB
   Kirtland AFB, NM   
	(505) 846-4294
DSN: 246-4294 

	  


	Customer Service  
	White Sands
   White Sands, NM   
	(877) 327-7226
DSN:   


NORTH DAKOTA

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Grand Forks AFB
   Grand Forks AFB, ND   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Minot AFB
   Minot AFB, ND   
	(701) 723-4544
DSN: 453-4544 


NEBRASKA

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	DAPS Offutt AFB
   Offutt AFB, NE   
	(402) 294-8232
DSN: 272-8232

	  


	Customer Service  
	COE Omaha, Army Corps of Engineers
   Omaha, NE   
	
DSN:   


NEVADA

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Nellis AFB
   Las Vegas, NV   
	(702) 652-2871
DSN: 862-2871 


OREGON

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	DAPS Portland
   Portland, OR   
	(503) 808-5130
DSN:   


OKLAHOMA

GPO

Suite 100, 3420 D Ave, Tinker AFB, OK  73145-9188.
405-231-4146

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Altus AFB
   Altus AFB, OK   
	(580) 481-6621
DSN:   

	  


	Customer Service  
	Vance AFB, NW-RPD
   Enid, OK   
	(580) 213-7569
DSN: 448-7569 

	  


	Customer Service  
	Fort Sill
   Lawton, OK   
	(580) 442-2116
DSN: 639-2116 

	  


	Customer Service  
	McAllester Army Amm. Plant
   McAllester, OK   
	(918) 420-6481
DSN:   

	  


	Office Director  
	Tinker AFB
   Tinker AFB, OK   
	(405) 734-2177
DSN: 884-2177 


SOUTH DAKOTA

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Ellsworth AFB
   Rapid City, SD   
	(877) 327-7226
DSN:   


TEXAS

GPO

Rm. 3D4, 1100 Commerce St, Dallas TX,  75242-0395
214-767-0451

Bldg. 1552, Door 2, Kelly AFB, TX,  78241-5000. 

210-924-4245

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Corpus Christi
   Corpus Christi, TX   
	(361) 961-3469
DSN: 861-3469 

	  


	Customer Service  
	Dyess AFB
   Dyess AFB, TX   
	(915) 696-3036
DSN:   

	  


	Customer Service  
	William Beaumont Medical Center (WBAMC)
   El Paso, TX   
	(915) 569-2876
DSN: 979-2876 

	  


	Customer Service  
	Fort Bliss
   El Paso, TX   
	(915) 568-1323
DSN: 978-1323 

	  


	Customer Service  
	Darnell Hospital (DACH), Fort Hood
   Fort Hood, TX   
	(254) 288-8011
DSN:   

	  


	Customer Service  
	
   Fort Worth, TX   
	(817) 334-5695
DSN:   

	  


	Customer Service  
	Fort Hood
   Kileen, TX   
	(254) 287-3741
DSN: 737-3741 

	  


	Customer Service  
	Lackland AFB
   Lackland AFB, TX   
	(210) 671-1407
DSN: 473-1407 

	  


	Customer Service  
	Fort Sam Houston
   San Antonio, TX   
	(210) 221-3058
DSN: 471-3058 

	  


	Customer Service  
	Laughlin AFB
   San Antonio, TX   
	(877) 327-7226
DSN: 

	  


	Customer Service  
	(AFOMS) Randolph AFB (MPC)
   San Antonio, TX   
	(210) 652-7145
DSN: 487-7145 

	  


	Customer Service  
	Randolph AFB
   San Antonio, TX   
	(210) 652-3924
DSN: 487-3924 

	  


	Customer Service  
	Red River Army Depot
   Texarkana, TX   
	(903) 334-2322
DSN: 829-2322 

	  


	Customer Service  
	Sheppard AFB
   Wichita Falls, TX   
	(940) 676-4582
DSN: 736-4582 


UTAH

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	DAPS Hill AFB
   Ogden, UT   
	(801) 777-7707
DSN: 777-7707 

	  


	Customer Service  
	GSA Salt Lake City
   Salt Lake City, UT   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Tooele Army Depot
   Tooele, UT   
	(877) 327-7226
DSN:   


WASHINGTON

GPO

4735 E. Marginal Way S., Federal Center South, 98134-2397         206-764-3726

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Office Director  
	DAPS Bangor
   Bangor, WA   
	(360) 315-4003
DSN: 322-4003 

	  


	Customer Service  
	DAPS Puget Sound, Puget Sound Naval Shipyard
   Bremerton, WA   
	(360) 476-2640
DSN: 439-2640 

	  


	Customer Service  
	Fairchild AFB
   Fairchild AFB, WA   
	(877) 327-7226
DSN:   

	  


	Customer Service  
	Fort Lewis
   Fort Lewis, WA   
	(253) 967-4544
DSN: 357-4544 

	  


	Customer Service  
	
   Oak Harbor, WA   
	(360) 257-8795
DSN: 820-8795 

	  


	Customer Service  
	COE Walla Walla, Army Corps of Engineers
   Walla Walla, WA   
	(509) 527-7231
DSN:   

	  


	Customer Service  
	Whidbey Island
   Whidbey Island, WA   
	(877) 327-7226
DSN:   


WISCONSIN

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	Fort McCoy, Sparta Center
   Sparta, WI   
	(608) 388-2711
DSN: 280-2711   


WYOMING

DAPS

	Doc Access
Link 
	Title 
	Location 
	Phone Number 

	  


	Customer Service  
	F. E. Warren AFB
   F. E. Warren AFB, WY   
	(877) 327-7226
DSN:   
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