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MEMORANDUM FOR  169IS/CC





XX XXX XX

       151ARW/CC

       HRO

       TAG   
       IN TURN








       
FROM:  169IS/XXX
SUBJECT:  Retirement Request for MSgt John Doe  (or Resignation as applicable)
1.  I, MSgt John Doe, have filed for retirement on _(date)__ via https://arpc.afrc.af.mil/vPC-GR/retire.asp .

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.  If there are any questions please contact me at 245-XXXX or SMSgt Steve Smith (Supervisor) at 245-XXXX.

JOHN A. DOE
MSgt, UTANG                                                                                   Network Administrator                                                                         
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