*IF COLONEL DOES NOT SIGN DA FORM 4187-R SUBMIT MEMORANDUM

DEPARTMENT OF THE ARMY

(STANDARD UNIT LETTERHEAD)

OFFICE SYMBOL









 DATE

MEMORANDUM FOR Commander, III Corps and Fort Hood, ATTN:  

IMWE-HOD-HRM-TC (Transition Center), Fort Hood, TX 76544

SUBJECT: Request for Retirement

1. Request for Retirement on (RANK, NAME, SSN) (UNIT), Fort Hood, Texas 76544 to

retire on (RETIREMENT DATE).

2. The point of contact is the undersigned at (DSN or Commercial Number).

RECOMMEND APPROVAL/DISAPPROVAL

FIRST MI LAST (O6)

COL, (Branch)

Commanding

4 Encls

1. DA 4187 (Request for Retirement)

2. DA 31 (PTDY & Terminal Leave)

3. ERB

4. LES

*NOTE: Bring Personnel File along with request (OPTIONAL but RECOMMENDED).

Personnel File Consist of:

- Enlistment Contract (pages 4-1, 4-2, 4-3)

- Reenlistment(s) (page 4-1)

- DD Form 93

- SGLV -8286 (E)

- Promotion Order

- DD 214 (if applicable)

EXAMPLE
