SAMPLE

MEMORANDUM FOR 27 SOFSS/FSDL
FROM:

SUBJECT:  Appointment of Library Custodian and Alternate

1. The purpose of this letter is to notify you of the appointment of the following library custodian and alternate.

PRIMARY

NAME AND RANK - ___________________________________

PHONE - _______________OFFICE SYMBOL_______________

SIGNATURE - _________________________________________

ALTERNATE

NAME AND RANK - ___________________________________

PHONE - _______________OFFICE SYMBOL_______________

SIGNATURE - _________________________________________

2. The custodian or alternate will sign for all informational materials in the section and assist in the annual inventory provided by the library.

3. Before leaving/clearing the Cannon AFB, the custodian will have the account re-inventoried and signed by another appointed individual.

4. This letter supersedes all previous letters, same subject.

Commander’s signature

