Sample Memorandum - Letter of Request for Physical

Office Symbol







Date

MEMORANDUM FOR Commander, Recruiting Battalion, (ARMY RESERVE Operations Officer), Full Address

SUBJECT:  Request for Physical – Last Name, First, MI, Rank, SSN.
1.  Request that Last Name, First, MI, Rank, SSN, receive a Chapter 3 Retention Physical at the MEP Station at Location on Date.

The MSC, in coordination with the applicable Recruiting Battalion will schedule applicants for physicals at a Military Entrance Processing Station.  

2.  MSCs will provide the following information for the request. 

Applicant’s Full Name (Maiden), Social Security Number, Rank/Grade, Date of Birth, Place of Birth, Current Mailing Address, Phone Number, Education Level Primary Military Occupational Specialty, and Citizenship.

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








I.M. GOOD








FIELD GRADE OFFICER









Office

Sample Memorandum - Letter of By Name Request 

Office Symbol







Date

MEMORANDUM FOR Chief, Retention and Transition Division (DAAR-RTD), 1401 Deshler Street SW, Fort McPherson, Goergia  30330

SUBJECT:  By Name Request – Last Name, First, MI, Rank, SSN

1.  By Name Request.  I accept Last Name, First, MI, Rank, SSN, as an Army Reserve AGR Recruiter for the Recruiting Battalion.
The MSC may obtain a “By Name Request” from a Recruiting Battalion Commander, if the battalion accepts the soldier for a valid vacancy.  

2.  Required Information.  The following information is provided to support this request:

Applicant’s Full Name, Rank/Grade, Social Security Number, Recruiting Station and RSID, the Line/Paragraph Number, and the current status of the position.
3.  The point of contact for this action is (RSC/DRC ARMY RESERVE AGR Recruiter Point of Contact) at (Phone Number and electronic mail address).








I.M. GOOD








FIELD GRADE OFFICER









Office

Sample memorandum - Letter of Acknowledgement of Service Obligation Extension 

Office Symbol







Date

MEMORANDUM FOR Chief, Retention and Transition Division (DAAR-RTD), 1401 Deshler Street SW, Fort McPherson, Goergia  30330

SUBJECT:  Acknowledgement of Service Obligation Extension

1.  In accordance with Army Regulation 601-1, 2 March 1992, Assignment of Enlisted Personnel to the U.S. Army Recruiting Command and Army Regulation 140-111, 01 September 1994, U.S. Army Reserve Reenlistment Program.  

2.  I understand that I am required to have 36 months of service remaining on my enlistment contract before reporting for my initial active duty tour as a U.S. Army Reserve Active Guard and Reserve Recruiter.

3.  Upon arrival at the Army Recruiting Course at Ft. Jackson, South Carolina I will be required to extend my current enlistment contract to establish a simultaneous End Term of Service (ETS) and Released from Active Duty (REFRAD) date.

4.  If I fail to execute this extension of my enlistment contract, I understand that I will be removed from active duty and transferred to the Individual Ready Reserve (IRR).

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).







I.M. GOOD








Rank, U.S. Army

Sample Memorandum - Letter of Acknowledgement of Loss of Benefits

Office Symbol







Date

MEMORANDUM FOR Chief, Retention and Transition Division (DAAR-RTD),  1401 Deshler Street SW, Fort McPherson, Goergia  30330

SUBJECT:  Acknowledgement of Loss of Benefits

1.  In accordance with:  AR 135-18, 01 September 1994, The Active Guard Reserve (AGR) Program;  AR 140-30, 01 September 1994, Active Duty in Support of the United States Army Reserve and Active Guard Reserve Management Program; AR 140-111, 01 January 1983, U.S. Army Reserve Reenlistment Program;  and AR 135-7.

2.  I understand, in accordance with the above listed regulations that I am currently serving an obligated period of service pursuant to receipt of an enlistment or re-enlistment bonus IAW AR 135-7.  

3.  I acknowledge, that I have been counseled and understand that upon acceptance into the Army Reserve AGR Program and re-classification that I will become ineligible for future benefit payments.

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







I.M. GOOD








Rank, U.S. Army








AGR Recruiter Applicant
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