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DD Month YYYY

MEMORANDUM FOR	HQ RIO

FROM:	ORG/OFFICE SYMBOL
	Organization
	Street Address
	City ST  12345-6789

[bookmark: _Hlk55764055]SUBJECT:  Acknowledgment of Retirement Request – [Member's Rank and Name]

1. I acknowledge that the subject member has requested retirement from the United States Air Force with a requested retirement date of [insert date].

2. I understand the member's record will be reviewed in accordance with DAFI 36-3211, Military Separations, and DAFI 36-3203, Service Retirements. If an Unfavorable Information File (UIF) is discovered, RIO will contact my POC for next steps. For officers requiring an Officer Grade Determination (OGD), RIO's designated administrative case managers will coordinate the required actions with the Air Reserve Personnel Center Judge Advocate General (ARPC/JA).

3. My unit's point of contact for this action and any additional questions is [Name, Email, and/or Phone Number].




FIRST M. LAST, Rank, USAF
Commander
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