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MEMORANDUM FOR
(Unit)/CC
12 January 2010


151ARW/CC


HRO


TAG


IN TURN 

FROM:  (Unit)/(Office Symbol)
SUBJECT:  Request for Voluntary Retirement/Resignation
1. I am requesting a voluntary retirement/resignation be approved with an effective date of ______________.  

2. This memorandum serves as my formal request for approval to retire (or resign) on ______________.  I currently have a leave balance of ____ days.  My terminal leave will start on ______________ (as applicable) and will end on ______________. 

3. My Home of Record is _______________________________________________________.

4. Any questions regarding this matter may be directed to the undersigned at (801) 245-XXXX.


JOHN A. DOE


(Rank), UTARNG


(Title)
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