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MEMORANDUM FOR Commandant, United States Army Cyber School.  ATTN: Director, 
Office of the Chief of Cyber, 633 Barnes Ave, Fort Gordon, GA 30905 
 
SUBJECT:  Application Checklist for Cyber Operations Specialist – MOS 17C 
 
Applicant:   Snuffy, Joe M. III 
 
Rank: SGT  DOR: 20120115  GT Score: 125 ST Score: 122 
 
Highest Professional Military Education: WLC     SSD Level Complete:  SSD2 
 
Last APFT Date/Score: 20150514 / 288  PULHES: 121111 
 
HT/WT:  73/168    Meets Body fat Standards: Y   
 
Enterprise E-mail: joe.m.snuffy.mil@mail.mil  Work Phone: 555-555-1234 
 
Clearance: Secret 
 
Highest Civilian Education:  AS General Studies University: Central Texas College 
 
Industry Technical Certifications: A+ and CEH  
 
Career Counselor (MOS 79S) E-mail: joe.g.jones.mil@mail.mil  
 
CHECKLIST:  This checklist details items required for an application package.  Verify 
your submission is complete using the most current examples posted on the OCC 17C 
page found at https://uscyberschool.army.mil.  Initial each item below and sign cover 
memo then forward complete packet through your career counselor to Office Chief of 
Cyber, U.S. Army Cyber School, 633 Barnes Ave Fort Gordon, GA 30905 at 
usarmy.gordon.cyber-coe.mbx.occ-enlisted@mail.mil  
 
NOTE: Submit documents in pdf format in the order listed below with this checklist as the 
cover. 
 

1. ______  Cyber Cover Letter (see example) 
 

2. ______  DA 4187 Reclassification Request (see example) 
 

3. ______  Cyber Questionnaire  
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4. ______  Updated Enlisted Record Brief (E6 and Above w/photo) 
 

5. ______  DA Pam 611-21 Acknowledgement Memo (see example) 
 
6. ______  DA Form 705 within 30 days of application 
 
7. ______  DA Form 5500 (if applicable) 
 
8. ______  Security Clearance Verification Memo (see example) 
 
9. ______  NFNA Screening Packet 
 
10. ______  Last 5 NCOERs (SSNs blacked out) 
 
11. ______  All NCOES PME DA Form 1059 (SSNs blacked out) 
 
12. ______ Certifications and Credentials document listing technical experience 

(see example) 
 
13. ______  Civilian Education Transcripts  
 
 

 
I have completed and submitted all items on this checklist.  I acknowledge that it 
is my responsibility to ensure all required documents are accurate and up to date. 
 
 
   
Signature  Date 
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MEMORANDUM FOR Commandant, United States Army Cyber School.  ATTN: Director, 
Office of the Chief of Cyber, 633 Barnes Ave, Fort Gordon, GA 30905 
 
SUBJECT:  Cover Letter for SGT Snuffy, Joe M. 123-45-6789 
 
1. I, SGT Joe M. Snuffy request consideration for reclassification approval for MOS 

17C, Cyber Operations Specialist.  Please find enclosed my application packet for 
your consideration.   
 

2. The body of the cover letter memorandum is limited to no more than 2 pages 
single spaced 12 point Arial font.  This Cover letter is your opportunity to paint a 
picture about yourself.  Follow the following guidelines when composing you cover 
letter: 

 
a. DO NOT use the Cover letter as a resume that just summarizes all the 

documents in your packet. 
 

b. Ensure you discuss any training/education/certifications that you are currently 
working on and your progress (example) I am currently enrolled in a BSITM 
degree program from XYZ University and have completed 96 of the required 
120 credits with a 3.95 GPA, my expected graduation is summer 2016.  
(example)  I have completed the Skillsoft training courses for A+ and NET+ 
and passed the final exam with a 95% score however have not yet taken the 
official certification exam due to lack of exam vouchers. 

 
c. Ensure you discuss any IT related work experience both official and outside 

your daily duties in your current job.  (example)  I currently am the web admin 
for the XYZ veterans website and created and manage 4 additional sites for 
them during my off duty time.      

 
d. Discuss any activities and things you do outside the army that will influence 

for the greater Cyber Community (example) I currently am volunteering at the 
local middle school computer lab after school hours assisting students 
develop coding skills.  (example) I am a founding member of a computer club 
that focus on teaching young skills and help them understand legal and 
ethical considerations when operating in Cyberspace.   

 
e. The 17C Cyber Operations Specialist is a Combat Arms MOS.  For NCO’s 

ensure you discuss your experience or understanding of the operational 
process. 
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f. For all NCO’s ensure you discuss your leadership strengths.  The 17C MOS 
is very technical however, your abilities to lead a small team and conduct 
operations will be critical. 
 

3. The Closing paragraph should focus on your greatest strengths already included in 
the body paragraph.  This final paragraph is your last opportunity to express 2 
things. 
 

a. What makes me so special and different from everyone else? 
b. What value do I bring to the organization and the greater Cyber Branch and 

Community? 
  

4. Point of contact for this memorandum is the undersigned at (555) 555-1234 or 
joe.m.snuffy.mil@mail.mil  

 
 
      
 
 
     Joe M. Snuffy 
     SGT, USA 

mailto:joe.m.snuffy.mil@mail.mil
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MEMORANDUM FOR Commandant, United States Army Cyber School.  ATTN: Director, 
Office of the Chief of Cyber, 633 Barnes Ave, Fort Gordon, GA 30905 
 
SUBJECT:  DA Pam 611-21 Acknowledgement Memo for SGT Snuffy, Joe M. 
 
1. I, SGT Snuffy, Joe M. 123-45-6789 by signing this memorandum agree to the 

following statements: 
 

a. I have reviewed DA Pam 611-21 and meet the following minimum 
prerequisites: 

 
(1) A physical profile of 222221 

 
(2) Normal color vision. 

 
(3) A minimum score of 110 in aptitude area for GT and a minimum score 

of 116 in aptitude area ST on Armed Services Vocational Aptitude 
Battery (ASVAB) test administered prior to 2 January 2002. 
 
A minimum score of 110 in aptitude area GT and a minimum score of 
113 in aptitude area ST on ASVAB tests administered on and after 2 
January 2002, but prior to 1 April 2014. 
 
A minimum score of 110 in aptitude area for GT and a minimum score 
of 112 in aptitude area ST on ASVAB tests administered on and after 1 
April 2014. 
 
NOTE: Only include the applicable statement above based on the 
date ASVAB was taken. 
 

(4) A high school graduate or equivalent prior to entry on active duty. 
 

(5) Must be a U.S. citizen. 
 

b. I understand that only a SECRET clearance is required for 17C application 
packet approval. If selected I will have to meet the following requirements in 
order to obtain an INTERIM TS Clearance prior to attending training.   

 
(1) Never been a member of the U.S. Peace Corps, except as specified in 

AR 614-200 (para 3-2). 
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(2) No information in military personnel, Provost Marshal, intelligence, or 

medical records that would prevent the granting of a security eligibility 
under AR 380-67 (para 3.401.a). 
 

(3) No record of conviction by court-martial. 
 

(4) No record of conviction by a civil court for any offense other than minor 
traffic violations. 
 

(5) Have neither commercial nor vested interest in a country within whose 
boundaries physical or mental coercion is known to be a common 
practice against persons acting in the interest of the U.S. This 
requirement applies to the Soldier's spouse as well. 

 
c. I understand that I must obtain a TOP SECRET with SCI Access prior to 

graduation and being awarded MOS 17C.     
 

d. I understand that I must pass an initial Notification of Foreign National 
Association (NFNA) screening and meet the following requirements. 

 
(1) Soldier and spouse must not have immediate family members who 

reside in a country within whose boundaries physical or mental 
coercion is known to be a common practice, either against: persons 
accused of or acting in the interest of the U.S. or the relatives of such 
persons to whom they may reasonably be considered to be bound by 
ties of affection, kinship, or obligation. Immediate family for both 
Soldier and spouse includes both blood and stepparents, spouse, 
children, sisters, brothers, any sole living blood relative, or a person in 
loco parentis per AR 600-8-10. 
 

(2) Have neither commercial nor vested interest in a country within whose 
boundaries physical or mental coercion is known to be a common 
practice against persons acting in the interest of the U.S. This 
requirement applies to the Soldier's spouse as well. 

 
e. I understand that due to the nature of training and assignments, temporary 

restrictions may be placed on foreign travel both during and after the term of 
service. 
 

f. I understand that if I am selected I will be required to receive and pass a 
Counterintelligence Scope Polygraph (CSP) prior to being awarded the MOS 
and must continue to pass subsequent CSPs to hold the MOS. Soldiers who 
refuse to take or fail a CSP will be reclassified.  



 

Office Symbol 
SUBJECT: DA Pam 611-21 Acknowledgement Memo for SGT Snuffy, Joe M. 

 
g. I understand that if I am selected for and complete the Cyber Operations 

Specialist MOS 17C course, I will have to serve a minimum of 36 months 
upon completion of 17C training. If I do not have enough time in service 
remaining upon graduation, I will have to re-enlist or extend to meet the 
Service Remaining Requirement IAW AR 614-200 Chapter 4 and AR 601-
280. 

 
h. I understand that the Cyber Operations Specialist MOS 17C Course is a 2- 

phased PCS course.  Phase 1 is currently 24 weeks at Corey Station, FL and 
Phase 2 is currently 23 weeks at Fort Gordon, GA.  If I am selected I 
acknowledge that I will be placed in the first available training class which 
may reduce normal assignment notification timelines IAW AR 614-200.   
 

i. I understand I will be reclassified to MOS 17C after the completion of the 17C 
course and will be assigned based on the needs of the Army to an authorized 
17C coded position. 

 
2. Point of contact for this memorandum is the undersigned at (555) 555-1234 or 

joe.m.snuffy.mil@mail.mil  
 

 
      
 
 
     Joe M. Snuffy 
     SGT, USA 

mailto:joe.m.snuffy.mil@mail.mil
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MEMORANDUM FOR Commandant, United States Army Cyber School.  ATTN: Director, 
Office of the Chief of Cyber, 633 Barnes Ave, Fort Gordon, GA 30905 
 
SUBJECT:  Security Clearance Verification for SGT Snuffy, Joe M.  
 
 
1. References: a. AR 380-67, Personnel Security Program, 9 Sep 88. 
 
2. (RANK, Last Name, First Name, Middle Name, XXX-XX-Last four) was granted 
(Type of security clearance for example TS/SCI) eligibility on (date clearance was 
granted) by the Army Central Clearance Facility (CCF). (Rank Last Name) had a PPR 
closed on (date investigation was closed) 
 
3. The point of contact for this memorandum is (Your S2/ Security Manager’s Name, 
Phone Number, and E-mail address). 
 
 
 
 

Security Manager’s Signature 
      Block with Signature 
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MEMORANDUM FOR Commandant, United States Army Cyber School.  ATTN: Director, 
Office of the Chief of Cyber, 633 Barnes Ave, Fort Gordon, GA 30905 
 
SUBJECT:  SGT Snuffy, Joe M. Cyber Certifications and Credentials 
 
1. Summary of Qualifications (Required Entry)  

a. Highly trainable with the exceptional ability to learn new concepts and 
procedures with minimal instruction or supervision 

b. Excellent communication and interpersonal skills that build strong 
professional rapport with clients, coworkers, and superiors 

 
2. Education and Certifications (Required Entry) 

 
Associates of Science in General Studies Central Texas College, May 2011 
 
CompTIA A+ Certification  Jun 2010 
 
CEH Certification   Feb 2011 
 

3. IT Work Experience (Required Entry) 
 
Network Administrator    1-22 IN BN Jun 2010 – Aug 2013 
 
NOTE: Official IT work experience is not required for reclassification packet 
approval.  If you have no official IT work experience list any experience 
outside official duties (see example below) 
 
Code for Kids advisor   Sunny Middle School  Jun 2010 – Aug 2013 
 

4. REFERENCES (no more than 2) 
 

1SG Joe, Greg I.   greg.joe.mil@mail.mil   706-777-7777 
WO3 Snuffy, Joe   joe.snuffy.mil@mail.mil   706-777-7778 

  
 
   

Signature  Date 
 
NOTE: This document is a summary of all cyber certifications and credentials. Ensure 
you include all Transcripts both civilian and military and copies of certifications 
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