SAMPLE MEMORANDUM LETTER BY A COLONEL LEVEL COMMAND/0-6 (RESIGNATION/PREGNANCY)

(LETTERHEAD

(Office Symbol)









(Date)

MEMORANDUM THRU Garrison Director of Human Resources, United States Army Garrison-Hawaii, (IMPC-HAW-HRM), Schofield Barracks, Hawaii 96857-5000
FOR Commander, U.S. Army Human Resources Command, 1600 Spearhead Division Avenue, 
(HRC-OPL-R), Ft. Knox, KY 40122
Subject:  Resignation due to Pregnancy
1.  Recommend (approval or disapproval) (as appropriate) for resignation with issuance of a (Honorable/General) (as appropriate) Certificate.

2.  Officer desires to tender (his/her) Resignation from active duty at this time due to pregnancy.

3.  None of the condition in AR 600-8-24, paragraph 1-11(b) exists.

4.  Officer has been counseled IAW figure 2-2, AR 600-8-24. 

5.  Officer (is/is not) occupying a key position and if a replacement is required.
6.  Office (is/is not) undergoing medical board or PEB proceedings.
7.  Officer (is/is not) currently undergoing a course of instruction which, when completed, will result in an active duty service obligation.  (If yes, specify course title, beginning and closing dates, and service obligations incurred.)

6.  Necessary action will be taken to adjust and close any public property or financial accounts of the officer concerned.

8.  Report of any recent misconduct of the officer concerned, which had not previously been reported to USAHRC.  Any misconduct committed or discovered subsequent to endorsement will be reported to USAHRC (AHRC-OPD-A) in an expeditious manner.

8.  Officer (is/is not) accompanied by dependents.  Normal overseas tour will be completed (date)








Signature Block








Of Colonel Level Command

