DEPARTMENT OF THE AIR FORCE

PACIFIC AIR FORCES

MEMORANDUM FOR Member’s Squadron Commander




Date

FROM: Member’s Squadron/Office Symbol

SUBJECT: Exception to Policy DEROS Curtailment Request, Rank Name, SSAN 

1.  I, MSgt John  J. Smith, SSN 123-45-6789, request a DEROS curtailment for the purpose of retirement. My current DEROS is (date) and my requested DEROS is (date).  
2.  Justification: This request is in the best interest of the Air Force because…provide information here to support your request… 
JOHN J. SMITH, MSgt, USAF 








Duty Title
 1st Ind to Unit/Office Symbol, date of memorandum, Subject of memorandum
Unit/CC

MEMORANDUM for Group/CC
Recommend approval/disapproved







SQUADRON COMMANDER








Signature Block

2nd Ind, Group/CC

MEMORANDUM FOR 3 WG/CC

Recommend approval/disapproved








GROUP COMMANDER








Signature Block

3rd Ind, 3 WG/CC

MEMORANDUM FOR 3 FSS/FSMPD

Approved/Disapproved








WING COMMANDER








Signature Block
