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Department of the Army

organizational NAME/TITLE

sTANDARIZED STREET ADDRESS

CITY, STATE, ZIP + 4 CODE



OFFICE SYMBOL 








DATE

MEMORANDUM THRU

White House Liaison Office, Office of the Chief of Staff, Army

Executive Secretary, Office of the Secretary of Defense

FOR Deputy Assistant to the President and Director, White House Military Office,

1600 Pennsylvania Avenue, Washington, DC 20502-0001

SUBJECT: Request Presidential Letter of Appreciation (RPLOA) for Civilian Retiree
Name:  (Miss., Ms., Mrs., Mr.) (Last, First and Middle Initial.) (Remove parenthesis)

Example: Mr. Smith, John P.
Rank:  (Example: YA-02, GS-11, GS-12, WG-08, SES)
Service:   Department of the Army Civilian
Years of Service: (Provide total number of completed years, and Service Computation Date (SCD).  Example:  32 years (SCD: 5/19/78)
Retirement Date: (Example: Tuesday, September 01, 2009)
Ceremony Date: (Example:  Tuesday, September 01, 2009)
Home Address: House Number and Street, City, State and Zip Code

Unit Address: Company/Troop/Battery/Detachment, Fort/Base/Camp, State/Country, Zip Code/APO
Disposition Instructions: Please send the letter to the indicated (Home or Unit) address
POC for this action is (Provide complete name, work commercial phone number, and email address)

Retiree: 
Medal of Honor Recipient – Yes or No

Former Prisoner of War – Yes or No

Original Signature (no CAC signature)
Appropriate Signature Block 
Grade
Position/Title
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