RETIREMENT LETTER OF APPRECIATION

[30 years or more service]

*SAMPLE FORMAT*

(Appropriate Letterhead)

(DATE)

MEMORANDUM THRU WHITE HOUSE LIAISON OFFICE, OSA

EXECUTIVE SECRETARY, DEPARTMENT OF DEFENSE

FOR DEPUTY ASSISTANT TO THE PRESIDENT AND

      DIRECTOR, WHITE HOUSE MILITARY OFFICE

Subject:
Letter of Appreciation for Civilian Retiree

Name:  ________________________________           (Notes:  Must be U.S. Citizen)
Grade:  ________________________________

Service:  United States Army Civil Service

Years of Service:  ________________________           (Notes:  Must have 30 or more
                                                                                                       Years of service)
Retirement Date:  ____________________________

Home Address:  _____________________________     (Notes:  Home address is
                           _____________________________                   required)

                           _____________________________

Unit Address:  _____________________________________ (Notes:  Also Required)
Disposition Instructions:  (advise whether to send letter to home or unit address)
                                          (NOTES:  Is required)

POC for this action is _______________________________________________

(Appropriate Signature Block)

*SAMPLE FORMAT*

Submit Request 30-45 day

FAX to:  DSN:  227-2971 or Comm:  (703) 697-0740

