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14.  Justification:
Hand Receipt No.:
13.  UIC No.:
11.  Point of Contact and Extension No. for this Request:
10.  Location of item:
Condition Code:
Fund Code:
61
Fund Code:  VS
Fund Code:  RM
Job Order:
12.  Check box to verify certification is affixed to the applicable item:
Job Order:
Accounting Class:
Job Order:
SOMARDS:
SIFS:
8.
9.
7.  Description/Serial No./Barcode/Nomenclature (minimum):
6a.  MODEL/PN:
6.  MFG:
5a.  Total Cost:
5.  Unit Cost:
4.  Quantity:
3.  PBO Document No.:  W52H1B
2.  Unit of Issue:
1.  Stock No.:
(The following entries are to be completed for expendable and nonexpendable items.)
SUBJECT:  Request for Turn-In
Date:
MEMORANDUM FOR ASCE-LRI
(OFFICE SYMBOL):
FOR TURN-IN ONLY
CONTRACTOR
CTRL No.
Lin:
INTERNAL USE ONLY
MEO
DATE RECEIVED:
RECEIVED BY:
RECEIVED BY:
DATE RECEIVED:
POSTED BY & DATE:
FSC:
ADPE:
Phone (digital/cell):
N/A:
School Donation:
**NOTE: A copy of the certificates must be attached to the item and a copy/original needs to accompany the turn-in request.
**NOTE: "INTERNAL USE ONLY" shaded area is for MEO/Contractor use only.
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INSTRUCTIONS FOR TURN-IN
RIA 735-2T
1.
Stock No.:
Enter Stock Number, if known
mm/dd/yyyy
(Submitted)
Enter your organization office symbol
(OFFICE SYMBOL):
MEMORANDUM FOR ASCE-LRI
SUBJECT:  Request forTurn-in
Date:
2.
Unit of Issue:
Enter Unit of Issue
3.
PBO Document No.:
Leave Blank
Enter the Quantity
Enter the cost of equipment being turned in.
Enter the total cost of equipment being turned in.
Enter manufacture's name.
Enter Model Number or Part Number.
Enter the Point of Contact and telephone extension of personnel
Ensure the appropriate certificate is attached to the item for
Enter the applicable information pertaining to your organization.
This block is optional for customers with turn-ins.  However, justification is required for mobile equipment
and controlled items.
A. For items such as refrigerators or RIA Machines, ensure the item has been properly cleaned.
B.  For ADP Equipment (computers, monitors, printers, blackberries, notebooks, batteries, etc...) ensure that items 
with memory capabilities or hard drives have been cleared through the DOIM and the Hard Drive certificate is attached.
i.  See Appendix 1 for specific instructions and an example of the Hard Drive Certificates that must accompany
the paperwork and item for all ADP Equipment.  (attached on next page)
C.  For phone (digital/cell) ensure the batteries are removed.
D.  For School Donations - Hard drive cannot be removed.  All cables, cards, mouse, etc... are to be placed with the computer.
turn-in and check the box that applies.
knowledgeable of request and location of item for turn-in.
Enter complete item description of equipment being turned in/ to include serial number and barcode number.
This is a drop down box consisting of Serviceable and Unserviceable.  Select and enter the appropriate selection.
Enter the office symbol, building, floor, wing, etc..., where equipment is located for pick-up.
Place an "X" in the appropriate block: SIFS, SOMARDS or Accounting Classification.  
SIFS:  JMTC customers only.  Annotate "7ZIF91" as the job order.
SOMARDS:  HQ, JMC, ASC, TACOM-RI, and Garrison-RI customers.  Annotate "6RMURN" as the job order number an "61" as the
fund code.
A
ccounting Classification - All other tenant customers.  Annotate appropriate job order assigned by the organization's financial office.
4.
Quantity:
5.
Unit Cost:
5a. Total Cost:
6.
MFG:
6a. MODEL/PN:
7.
Description:
8.
9.
Condition Code:
10. Location:
11. Point of Contact for this Request and Extension Number:
12. Check Box to verify certification is affixed to the applicable item:
13. UIC No. /TDA Paragraph No. /Hand Receipt No.:
14. Justification:
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Special Instructions for Preparing Computer Equipment for Turn-in
(CPU, Laptop, Notebook, Blackberry, Palm Pilot, Docking Station, Organizer, etc.)
One copy gets
securely
attached to the item identified on RIA Form 735-2T.
Make sure the certification form is clearly
visible; i.e., if hard drive is removed and sanitized, DO NOT attach form to hard drive if it is going back into the CPU.
BAR CODE #
This certifies hard drive, Serial #
Make and Model
Was
IAW DOD Memorandum
Printed Name and Rank/Grade
METHOD OF DESTRUCTION:
"Disposition of Unclassified DOD Computer Hard Drives" on
Must give the following information here (name of manufacturer,
product version, issue date of software or degausser used).
CERTIFICATION OF HARD DRIVE/BATTERY DISPOSITION
desktops, laptops, and docking stations.
3.  The following computer medias and cards must be removed:
Secure Data Cards 
Compact Flash Cards 
CD-ROM Media  Smart Card Media 
Multi-media Card
Memory 
Sticks  Micro-drives  PCMCI 
Cards 
Back-Up 
Tapes  Floppy 
Diskettes
Zip Media
4.  Ensure memory sticks are removed from other forms of computer equipment; i.e., handheld computer (e.g., palm pilot, organizer,
Blackberry, etc.).
5.  Internal drives; i.e., graphic, sound, networks, or controller cards, may stay in the CPU.
6.  Once equipment has been sanitized, etc, please ensure person/persons who actually sanitized the equipment complete 
(in duplicate) the Certification document (samples below) to accompany all computer equipment.  The two copies will be:
     One copy gets attached to the RIA Form 735-2T, Request for Turn-in, and sent to IMNE-RIA-LGS
are degaussed, overwritten or removed from all forms of computer equipment; i.e., notebooks,
hard drives and batteries
2.  Ensure
1.  When turning in a CPU with a hard drive, ensure the hard drives have been degaussed or overwritten IAW the DOD Memo "Disposition
of Unclassified Computer Hard Drives", June 4, 2001.
Signature
Date
BAR CODE #
This certifies hard drive, Serial #
Make and Model
Was
IAW DOD Memorandum
Printed Name and Rank/Grade
METHOD OF DESTRUCTION:
"Disposition of Unclassified DOD Computer Hard Drives" on
Must give the following information here (name of manufacturer,
product version, issue date of software or degausser used).
CERTIFICATION OF HARD DRIVE/BATTERY DISPOSITION
Signature
Date
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