SAMPLE TRANSFER OF COMPUTER SYSTEMS RESOURCES (Within Holm Center) LETTER

(ORGANIZATIONAL LETTERHEAD)

DATE

MEMORANDUM FOR AETC HOLM CENTER/SDCS

ATTENTION:  DRA 5795 ECO

FROM:  AFROTC DETACHMENT 999 (Losing EC)

              123 Campus Drive

              Washington DC  12345-6789

SUBJECT:  Transfer of Computer Systems Resources 

1.  Request the following computer systems resources be transferred from EC Account # 9999 to EC Account # 9898.

    MAKE
MODEL
DESCRIPTION                    SERIAL NO. 

    Dell
MMS
Dell 17” Monitor

    7344449993


2.  Please generate new computer systems equipment listings for both organizations, reflecting the above changes.

3.  If there are any questions, please contact TSgt Smith, (202) 555-1212.  (EC of losing organization, phone number).


JOHN JONES, MSgt, USAF


LOSING EC

1st Ind, 22 Support Squadron/CC (Gaining unit)

MEMORANDUM FOR AFOATS/SDCS

I accept responsibility for the above listed equipment.  Please implement the changes.


STEVE JONES, MSgt, USAF


GAINING EC

cc:  

Holm Center/SDCS
