	Agency Letterhead 
									

Date


MEMORANDUM FOR THE MILITARY ASSISTANT TO THE PRESIDENT 

THRU EXECUTIVE SECRETARY TO THE SECRETARY OF DEFENSE

SUBJECT:  Letter of Appreciation for Military/Civilian Retiree

Request for Presidential Retirement Letter for:

NAME: 

RANK: 

SERVICE: 

YEARS OF SERVICE:  (must be 30 years or more)

RETIREMENT DATE:

CEREMONY DATE: 

HOME ADDRESS: 

UNIT ADDRESS: 

DISPOSITION INSTRUCTIONS:  MAIL TO: or Folded or Unfolded for Presentation

POC FOR THIS ACTION:  Name, phone number, and Email address

RETIREE:  MEDAL OF HONOR RECIPIENT:  YES/NO (optional)

FORMER PRISONER OF WAR:  YES/NO (optional)



	
	Signature of requester
	Printed name, title and office 
For DoD Agencies:  Once signed by requester, Fax to 703-695-1219 or deliver to the Correspondence Management Division, The Pentagon, Room 3C843. 

