(Sample Army Waiver Request)

OFFICE SYMBOL                                                                                          DATE

MEMORANDUM FOR The Adjutant General of Missouri, ATTN: NGMO-HRD-S, 2302 Militia Drive, Jefferson City, MO  65101-1203

SUBJECT:  Military Technician (type of waiver requesting) Assignment

1.  Request a (type of waiver requesting) for (individual’s rank and name) to be assigned as (military description and unit).

2.  (Individual’s rank and name) is currently assigned as (official technician position description title, position description number, and technician pay plan, series, and grade in the organization/activity).  He/she is currently occupying    UIC _____________ MTOE/TDA # ______________    MOS __________.

3.  Requested military assignment is Military Unit _______________________________ UIC ___________ MTOE/TDA # _________________    MTOE/TDA Para ________ MTOE/TDA Line ________    MOS __________.

4.  If approved, request an effective date of ____________________.

5.  Justification Statement.  (Must be for military “mission essential” reasons and not solely for the benefit of the military technician.  A plan to return the military technician to a compatible military assignment must accompany a request for a command/leadership assignment).

6.  Reintegration Plan. (Individual’s rank and name) has been counseled and understands that upon the expiration of this waiver, he/she will return to his/her assigned position at (Unit, Duty Position, UIC, Para, Line, DMOS). The Unit will ensure this position is vacant and available at the end of (Individual’s rank and name) waiver.
7.  Point of contact for this action is (rank, name, title, and phone number).

                                                                     Signature Block (of immediate civilian

                                                                      supervisor)

CF: Military unit concerned
NOTE:  Be sure your request is forwarded through the appropriate civilian chain prior to arriving at the Human Resources Office.
