Attachment 2


MEMO TO REQUEST DCRT ACCOUNT
DATE:
TO:

Division Director (for Parachute and Data Warehouse (Local View()

Through:  Chief Administrative Officer _____________

or


Executive Officer, ORS (for Data Warehouse (ICD or Special View( and Silk Web)

Through:  Division Director_________________ 

     Chief Administrative Officer ____________



FROM:
Employee Name, Division/Branch/Section 

Position Title/Grade

SUBJECT:
Request for Approval of (Name of DCRT Account)

This is to request approval for a (insert the type of DCRT account/services being requested). As part of my official duties, I have a need for this account because I am required to (provide justification for request):                   

Approval/Disapproval:
                                                                                                         



Division Director




Date

or

Executive Officer, ORS



Date     

cc: EO (for Data Warehouse (Local View( and Parachute account requests)

