






DATE




MEMORANDUM FOR:	Chairman, NOAA Property Board of Review

THRU:	Office Director (signature)

FROM:	Property Accountability Officer (signature)

SUBJECT:                         Final Event Requests

 

[bookmark: _GoBack]Provide overall summary Justification and detailed Circumstances that led to the loss or theft of the asset(s) listed on your “open” Final Event report.






DATE



MEMORANDUM FOR:	All  	Personnel

FROM:	Property Accountability Officer

SUBJECT:	Property Accountability Corrective Action 





Corrective Action must include detail steps your Line Office has implemented to prevent future loss of government property.





































(Line Office & Date)

Property Inventory & Management Procedures





Property Inventory & Management Procedures must include the following:


I. Purpose

II. Scope

Ill. Policy

IV. Procedures

V. Responsibilities
 











PC Name and Title	Date
Property Custodian







PAO Name and Title	Date
Property Accountability Officer
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