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DD Month YYYY

MEMORANDUM FOR	Wing/CC or Equivalent

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

[bookmark: _Hlk55764055]SUBJECT:  Six Month Retirement Application Waiver Approval  
 
1.  In accordance with AFI 36-3203 paragraph 3.1.4 (Regular Retirement) or paragraph 3.8.3 (AF Reserve) or paragraph 3.8.4 (ANG), I am requesting to have my retirement application approved regardless of being submitted less than six months in advance from the effective date.  

FULL DETAILED JUSTIFICATION 
 
2.  If you have any questions, please contact me at email address or XXX-XXX-XXXX.  
FIRST M. LAST, Rank, USAF
Duty Title
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