Department of Veterans Affairs 

Memorandum
Date:
<date signed>
From:
<Requestor’s Title>
Subj:
Request for Issuance of USB Flash Drive
 To:
Field Information Security Officer
Thru:
<Requestor’s Immediate Supervisor>
1. In order to accomplish my duties, I request a USB Flash Drive to store, transport and utilize VA information.  My personal information follows: 
<Requestor’s Full Name>

<Title>

            <Home Address>

<City, State, Zip>

<Home Phone number>

2. Justification for the use of this item (include what type of information will be most commonly stored on the drive):
3. I require the following:

 FORMCHECKBOX 
  1 Gigabyte capacity – no further justification necessary

 FORMCHECKBOX 
  2 Gigabyte capacity – please justify this requirement below

4. I acknowledge that if I plan to store, transport and utilize VA sensitive information outside a protected environment (as determined by OI&T staff), I must obtain approval from my local Director or his/her designee.

<requestor signature>

Required Concurrence and Approval

Approved / Disapprove
____________________________
_____________
<first name last name>


Date

Immediate Superivsor

Concur / Do Not Concur

____________________________
_____________
<first name last name>


Date

Information Security Officer






To be used in lieu of

VA FORM 2105

