SAMPLE MEMO FOR CHANGING ACCOUNT MANAGEMENT INFORMATION
(Blue = indicate required data/blue will print as black)
(Red = Information / Delete before printing)
DEPARTMENT OF THE ARMY

UNIT INFORMATION

APVR-XXX-XX
DATE

MEMORANDUM FOR Regional Contracting Office, Alaska ATTN: SFCA-PRA-AA (Agency/ Organization Program Coordinator), Bldg 600, Fort Richardson, Alaska 99505

SUBJECT:  Alternate Billing Official Change for Company #XXXXX or Account # 4716 3045 XXXX XXXX
1.  SSG JOHN C DOE attended/will attend GPC Training on DDMONYYYY.

2.  SSG DOE will replace the existing alternate BO on this account.

3.  This change is to take effect immediately/on XX June 2000
4.  The mailing address is PO Box XXXX, Fort X, AK  99XXX-XXXX.

5.  POC is the undersigned at XXX-XXXX/Fax-XXXX.


UNIT COMMANDER


SIGNATURE BLOCK

*******NOTE********

Alternate Certifying Officer appointment letter must accompany this memo before the change can take effect.  Questions should be addressed to Virginia Wilt (Agency/Organization Program Coordinator).

