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MEMORANDUM FOR HQ/(Program Manager Office)

                                         HQ ARPC/DPA

                                         HQ ARPC/CC

                                         IN TURN

FROM:   XXXXXXXXXXXXX

               XXXXXXXXXXXXX

               XXXXXXXXXX  XX  XXXXX

SUBJECT:  Request for Exception to Policy - Quarterly IDT Requirement

1.  Please grant an exception to policy to allow (NAME, SSAN) to complete (number of IDTs) from (insert dates) for (quarter).  

2.  I certify this exception to policy is necessary based on mission requirements.  Specifically, 

(NAME) is essential to this mission…(provide justification).

3.  Please contact me at DSN 777-7777 or email XXXXXXXXXXX@XXXXXXX.af.mil if you have any questions.

                                   


                           Commander signature block
1st Ind, HQ/(Program Manager office) 

MEMORANDUM FOR HQ ARPC/DPA

I concur / nonconcur with this request for an exception to policy.  

                                                                                         (Signature block)

                                                                                         Program Manager

2ND Ind to HQ/(Program Manager office), (date), Request for Exception to Policy – Quarterly IDT Requirement, (Member’s name)

HQ ARPC/DPA

MEMORANDUM FOR HQ ARPC/CC

Recommend approval / disapproval of exception to policy request.

                                                                                         NANCY C. ROBINSON, Lt Col, USAF

                                                                                         Director of Assignments

3rd Ind, HQ ARPC/CC

MEMORANDUM FOR HQ XXXX/XXX

                                        HQ ARPC/DPA

Request for exception to policy is approved / disapproved.

                                                                                         JAMES L. PLAYFORD, Colonel, USAF

                                                                                         Commander







