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[bookmark: _GoBack]DATE:		XXXXXXX, Transit Project Manager 

FROM:	Name, Fleet Manager

TO:		Name, Transit Project Manager 
SUBJECT:	Title Transfer for Surplus Vehicles 



Please schedule an on-site visit with the (name of subrecipient) in order to have the   authorized representative sign the back(s) of the title(s) for vehicles recently retired from public transit service.  These vehicles will be scheduled for public auction by DOAS.

Please ensure the final odometer reading is inserted as well.  However, it is important that the title is not dated on the back at this time. 

Once you’ve obtained the signature and mileage reading, please return to me via interoffice mail.  

 
	Subrecipient
	GDOT Vehicle #

	
	

	
	

	
	

	
	




Thank you for your assistance.   Should you have any questions, please don’t hesitate to contact me.    
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