* SAMPLE EQUIPMENT CUSTODIAN APPOINTMENT LETTER *
PLEASE USE YOUR UNIT'S LETTERHEAD
MEMORANDUM FOR:    HQ AFPC/ DPDXRI                                
                                  550 C Street West, Room E124
                                        Randolph AFB TX 78150-4726
FROM:  _______________ (Your Complete Mailing Address)
SUBJECT: Appointment of Computer Systems (CS) Equipment Custodians (ECs)
In accordance with AFI 33-112 Computer Systems Management, paragraph 7.5, the following individuals are assigned as primary and alternate ECs for CS Equipment assigned to this activity which is reportable to Defense Reporting Agency 6800.
	 
	PRIMARY
	ALTERNATE

	GRADE/NAME
	 
	 

	ORG/OFFICE
	 
	 

	BLDG/ROOM
	 
	 

	STREET ADDRESS
	 
	 

	BASE
	 
	 

	CUSTODIAN CODE
	 
	 

	PHONE NO.
	 
	 

	FAX NO.
	 
	 

	E-MAIL ADDRESSES
	 
	 

	Custodians acknowledgetheir responsibility to transfer accountability for equipment accounts prior to a PCS or TDY of 30 days or more.

	EC PAYROLL SIGNATURES
	 
	 


This office will provide a replacement Equipment Custodian not later than 45 days prior to the departure (including TDYs of 30 days or more) of the primary or alternate Equipment Custodian.  A joint physical inventory will be accomplished by departing and replacement custodian and discrepancies (if any) resolved prior to final outprocessing.
     ____________________________

 Commander’s Signature Block    
