[Command Letterhead]

[Office Symbol]
[Date]

MEMORANDUM FOR Education Division (ATZL-AUA), ACCESS, ArmyU, ATTN: Army Personnel Testing, 1600 Spearhead Division Avenue, Department 410 Fort Knox, KY 40122.

SUBJECT:  Closure of Army Personnel Test Account [T-Account #]

1.
Due to the downsizing of the military population at [site name], the Army Personnel Test Center will cease operation on [date].

2.
Request the closing of Test Account Number [account #] as of [date, due to the closure of [complete site address].

3.
All test materials have been destroyed IAW AR 611-5 and all destruction certificates have been forwarded to the APT Distribution Center.

4.
Point of Contact.  Include telephone, email, and fax number.

COMMAND SIGNATURE

