Office Symbol  (25-30zz)
Date

MEMORANDUM THRU (your budget office)

FOR Cdr, USAFACFS, ATTN:  ATZR-URA (Copiers)

SUBJECT:  Request for Office Copier

1.  Action Requested.  (Include the copier you would like to purchase.)

2.  Justification/objective.

3.  Security.  (Indicate if you are going to reproduce classified material to include the highest classification you will reproduce.)
4.  Location.  (Indicated the proposed location of the copier (i.e., building number and room number, etc.))
5.  Payment Information.  (Your budget office must indicate funds are available to purchase a tactical copier.)
6.  Point of contact information.

FOR THE COMMANDER:







Signature Block

