Sample Memorandum - Letter of Recommendation
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MEMORANDUM FOR Chief, Retention and Transition Division (DAAR-RTD), 1401 Deshler Street SW, Fort McPherson, Georgia  30330

SUBJECT:  Letter of Recommendation – Last Name, First, MI, Rank, SSN.

1.  Recommendation.  I strongly recommend Last Name, First, MI, Rank, SSN, for selection as an Army Reserve AGR Recruiter. 

2.  Interview and Counseling.  In accordance with OCAR guidance, on Date, I, the undersigned, conducted the required telephonic interview with Rank Last Name.  

The MSC Commander’s designated representative (Field Grade Officer) will interview all Army Reserve AGR Recruiter applicants for duty as Army Reserve AGR Recruiters.  

The MSC Commander’s designated representative (RTNCO) will advise all Army Reserve AGR Recruiter applicants of the process, procedures, and responsibilities of an Army Reserve AGR Recruiter. 

3.  Waiver Requests.  Rank Last Name requires the following waivers in accordance with AR 601-1 and AR 135-18.

The MSC will request waivers for Army Reserve AGR Recruiter applicants to the Chief, RTD accordance with AR 601-1 and AR 135-18, if applicable.  The justification and supporting documents for the request for waiver will be provided.

4.  Knowledge, Skills, and Abilities.  Paragraph detailing the soldiers KSAs that support his application as an Army Reserve AGR Recruiter.

5.   The point of contact for this action is (RSC/DRC Army Reserve AGR Recruiter Point of Contact) at (Phone Number and electronic mail address).
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