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.

2.  Justification/objective.

3.  Equipment Required.  Special features or additional accessories needed on copier (i.e., document feeder, duplexing (two-sided copying), finisher, reduction/enlargement, etc).

3.  Time Period.  When do you want the copier installed and when do you want it removed.  You cannot use weekends or holidays.
4.  Number of Copies Per Month.  Estimate the number of copies per month you will be producing.

5.  Security.  Indicate if you are going to reproduce classified material to include the highest classification you will reproduce.
6.  Location.  Indicated the proposed location of the copier (i.e., building number and room number, etc.)
7.  Payment Information.  Your budget office must indicate funds are available to pay for the rental of a cost-per-copy copier.  (We estimate the cost of the copier to be $160 per month or $.02 per copy; whichever is greater.  This cost includes all supplies except what you copy onto (i.e., paper, transparencies, etc).
8.  Point of contact information.

FOR THE COMMANDER:







Signature Block

