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	REPLY TO

ATTENTION OF
	DEPARTMENT OF THE ARMY

Your Letterhead goes in here
	 


Your Office Symbol
2 January 2004

MEMORANDUM THRU Headquarters, XXth Brigade, Western Region, Street Address, Bldg #, Installation, State Zip Code

FOR Commander, Headquarters, Western Region, ATTN: ATOW-PA, Bldg 1010, Fort Lewis, WA 98433-7200

SUBJECT:  Nomination for Employee of the Quarter, XX Qtr, FYXX

1.  I nominate name of employee, title for Employee of the Quarter.

2.  Next paragraphs need to list details what the employee did during this specific time period that warrants them to be the Employee of the Quarter.

3.  Memo can be more than 1 page, but should not exceed two pages.

4.  POC is the undersigned, (123) 456-7890


First MI Last Name


LTC,  (Branch)


Professor of Military Science
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