Sample Letter Notifying the Acquiring 
Agency of the Transfer of Excess Property

GENERAL SERVICES ADMINISTRATION

(Regional Office Address)

(Date)




(Agency)




(Street Address)




(City  State and Zip Code)

Dear Sir:

On (Date)           , you requested transfer to the (Acquiring Agency) of       (#)        acres (hectares) of land, more or less, at the (Property Name, Location and GSA Control Number), and the improvements and related personal property located thereon, reported (Date)      , as excess to the needs of the  Holding Agency).

Accordingly, pursuant to the Federal Property and Administrative Services Act of 1949, as amended, and acting under authority delegated to me, I hereby transfer the property        1/       to the (Acquiring Agency).  (If the acquiring agency has been designated as the lead agency for compliance with NEPA, add the additional statement, "The property is transferred subject to compliance by the (Acquiring Agency) with the provisions of the National Environmental Policy Act of 1969, as amended, including the preparation of an environmental impact statement if required.")  (If the property has historical, archeological or cultural significance, add the additional statement, "The property is transferred subject to compliance by the (Acquiring Agency) with Section 106 of the National Historic Preservation Act of 1966, and Executive Order 11593.")

(Holding Agency Representative Name and Address) will act for the (Holding Agency) in arranging for the transfer of custody and accountability of the property and in other matters related to the transfer.

A copy of our letter of same date to the (Holding Agency Representative) is enclosed for your information.  It is requested that you acknowledge receipt of this communication in 

the space provided on the enclosed copy of this letter and return it to this office, and that such steps as necessary be taken by your Agency to consummate the transaction.

Sincerely,
Receipt acknowledged:
                                   Name


                                   Title


                                   Date


Enclosures

1/  Enter the words "without reimbursement" if reimbursement is not required, or the phrase "at a reimbursement of $   " if reimbursement is required.**

**  In the latter situation, include the sentence "Reimbursement shall be made to (enter the name  address, and other identifying data pertinent to the regional office to which the reimbursement should be sent)."
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