Please add your official letterhead and the date
From: 
 (List QRP name/activity) 
To: 
 DLA Disposition Services at (list site name/location)
Subject:  QUALIFIED RECYCLING PROGRAM 

Ref:   QRP Information
1. (List QRP name/activity) has established a Qualified Recycling Program.  Please deposit the sales proceeds of recyclable material governed by 10 U.S.C. 2577 in the following Budget Clearing Account … F3875 (list fund cite information).  The DODAAC associated with this QRP line of accounting is:  (list DODAAC).  Please note:  For automated payments through DFAS, your fund cite and DODAAC should match the TAC 3 DFAS station number (5-6 digits) in DASSINQ. To check this you can visit the website at:  https

 HYPERLINK "https://www.transactionservices.dla.mil/DAASINQ/warning.asp" ://

 HYPERLINK "https://www.transactionservices.dla.mil/DAASINQ/warning.asp" www.transactionservices.dla.mil/DAASINQ/warning.asp.  If the station number does not match the fund cite, please contact your budget POC, servicing DFAS office representative, or your Service DODAAC monitor to have it changed. Associated DODAAC should have an IPAC agreement or payments will be mailed to the TAC1 address of the DODAAC, bypassing the QRP account.  
2. The QRP processes and retains the proceeds from the sale of QRP recyclable materials to fund recycling efforts, energy conservation projects, pollution abatement, occupational safety and health activities, and morale, welfare, and recreation projects.  Any material delivered to the recycling center that is not eligible for recycling or sale by a QRP will be sent to the DLA Disposition Services site.   
3. We look forward to cooperative and beneficial working relationship with your facility.  By working together we can reuse and recycle more materials. 

4. My contact information is (list name QRP Manager, commercial and DSN phone, fax, e-mail).

                                     (Signed by Resource Manager or Commander)
cc:

(List offices that would need copies, example - Budget Office, Environmental Office)
Copies must be submitted to DLA Disposition Services HQ, QRP POC and DLA Disposition Services Finance Office

A normal fund cite looks like - 

1. 2 Digit Service indicator (whatever service is responsible for the QRP even if it is Joint). 

2. F3875 which has been established by the OSD Comptroller and DFAS to identify the exempt status of the recycling account and allows the funds to remain in the account longer than 60 days.

3. An appropriation limit.

4. Fiscal Station Number (if payment goes through DFAS via IPAC agreement).

5. Then any other internal routing information that the RMO/Budget officer wants to include.

6. Example: 

a. Army (21F3875.1111.21001.QRP funds) 

b. Air Force (57F3875.8900.667100)

c. Navy (17F3875 62RM 007 00204 068566 3C 00000 0002044RIBCY STA NBR 068566)

d. Marines (17F3875.27RM007 00146 000027 3C 000000 000014698004)

