MEMORANDUM FOR COMMANDER




Date:

SUBJECT:  Off Duty Employment Request

1.
I request approval to begin off duty employment.  The following information is provided:


a.
Employer:  _________________________


b.
Type of employment and nature of the work:  ____________________________


c.
Beginning date:  ________________________


d.
Hours per day:  _________________________


e.
Number of days per week: ________________


f.
Total hours per week: ____________________


g.
Location of work:  _______________________


h.
Telephone number at place of employment: _____________________________


I.
Distance from duty station: ______________ 


J.
Reason for outside work:  __________________________________________

2.
I have read and I understand the provisions of Command Policy Memorandum #13 - Off Duty Employment of Personnel.  My off duty employment will not interfere with my military duties, and I understand that the commander may deny (or subsequently rescind) approval if he/she determines that my off duty employment violates the restrictions outlined in paragraph 6 of the policy.









(Requester's Signature Block)

Recommend Approval/Disapproval

____________________________________________________

(Immediate Supervisor signature block/ date)

Recommend Approval/ Disapproval

____________________________________________________

(Platoon-level supervisor signature block/ date)

Approval/ Disapproval

____________________________________________________

(Commander signature block/ date)

IF APPLICABLE

Approval/ Disapproval

____________________________________________________

(Appeal Authority signature block/ date)
