SAMPLE FORMAT OF A MEMORANDUM BY THE APPROVAL AUTHORITY
(UNIT LETTER HEAD)

(Office Symbol)








(Date)

MEMORANDUM FOR Garrison Director of Human Resources, (IMPC-HAW-HRM), United States Army Garrison-Hawaii, Schofield Barracks, HI  96857

SUBJECT:  Separation under Chapter ____, AR 635-200, (Title of the Chapter) 
1.  The request for separation under the provision of AR 635-200, Chapter _____, pertaining to (Rank) (Full Name), (SSN), (Unit), is APPROVED.
2.  (Rank) (Last Name) will receive a characterization of service as HONORABLE.
3.  (Rank) (Last Name) will be (transferred to the Individual Ready Reserve [IRR] or discharged) in accordance with paragraph 1-34, AR 635-200. 
4.  Soldier is not flagged IAW AR 600-8-2.
5.  Request that you issue the necessary orders reassigning the soldier to the United States Army Transition Center, Schofield Barracks, HI for separation processing.
6.  The original copies of this correspondence will be maintained in the soldier’s Military Personnel Record Jacket (MPRJ).






 
Signature Block








(Approval Authority)
