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)

2 Mar 07
MEMORANDUM FOR  HOLM CENTER/SDCS
			     ATTENTION:  EQUIPMENT CONTROL OFFICER (ECO)

FROM:  AFJROTC UNIT XXX/SASI
	   XXXXXXXXXXXXXXX
	   Any town, USA 12345-6789

SUBJECT:  Appointment of Information Technology Equipment Custodian/Alternate, Account XXXX

1.  Reference:  AFI 33-112, para 8.5

2.  The following individuals are appointed Primary and Alternate Information Technology Equipment Custodians (ITEC) for the computer systems equipment assigned to DRA 5795,  Account XXXX.  Each individual certifies they have read and understand the contents of AFI 33-112.

				PRIMARY				ALTERNATE

GRADE/NAME:	TSgt Primary					SSgt Alternate
ORG/OFFICE:	DET XXX/XX				DET XXX/XX
BLDG/ROOM:	500/100					500/100
PHONE COMM:	123-456-7891					123-456-7891
PHONE DSN:		N/A						N/A
FAX:			123-456-7891					123-456-7891
E-MAIL:		anyname@anyplace				anyname@anyplace

SIGNATURE:		________________________		______________________

COMPLETE ORGANIZATION SHIPPING ADDRESS:
AFJROTC UNIT XXX/XX
High School Any Where USA
XXXXXXXXXXXXXXX
Any town, USA 12345-6789

3.  Appoint, in writing, a minimum of one primary and one alternate ITEC, no later than 45 calendar days prior to the projected departure of the current ITEC.

4.  The individuals appointed above have been briefed on the following duties and responsibilities:

a.  They are accountable and responsible for the items on their inventory.  If computer systems equipment items are lost, damaged, or destroyed by fault or neglect of the ITEC, financial liability will be imposed according to AFMAN 23-220.

b.  The ITEC must notify the ECO in writing immediately when any computer systems equipment is gained, moved, replaced/modified by maintenance personnel, lost, stolen, or destroyed.
	
c.  The ITEC will not transfer or dispose of any computer systems equipment without prior approval of the ECO staff.

d.  They also understand that they will not be relieved of their responsibility and will be held accountable until a new ITEC is formally appointed, an inventory conducted with the incoming ITEC, the inventory is signed by both the incoming and outgoing ITEC, and the documentation is accepted by the ECO.




 XXXXXXXX,
 SASI if available, Principal if not
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