DEPARTMENT OF THE ARMY
HEADQUARTERS, UNITED STATES ARMY GARRISON, HAWAII
SCHOFIELD BARRACKS, HAWAII 96857-5000
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REPLY TO
ATTENTION OF

INSERT OFFICE SYMBOL	   


MEMORANDUM FOR Garrison Commander, U.S. Army Garrison Hawaii

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]SUBJECT:  INSERT NAME OF PROPOSED PROJECT 


1. The XZY Unit would like to formally request that the Directorate of Public Works, Environmental Division review and provide environmental requirements analysis of [Insert Project Name] based on the information provided in the ESQ.

2. 	GIVE A BRIEF DESCRIPTION OF WHO, WHAT, WHEN, WHERE, AND HOW OF THE PROPOSED PROJECT OR TRAINING.

3.	Any question concerning these requirements should be directed to INSERT NAME OF POC THAT CAN ANSWER QUESTIONS ABOUT THIS PROJECT PROPOSAL OR TRAINING EVENT.




Encl		INSERT COMMANDER’S NAME
	Commander, XYZ Unit
	INSERT COMMANDER’S TITLE

CF:
Director, MSE-Hawaii (w/encl)
Director, DPTMS (w/encl)
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