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      EXAMPLE OF LETTER TO STUDENT WHO WAS COMMISSIONED

      ATZZ-BW-L (MARKS NUMBER)               13 June 1999

      MEMORANDUM FOR 2LT Clark Gable, 123-45-6789,

                       Quartermaster Officer’s Basic

                       Course, Fort Lee VA 23666

      SUBJECT: Loss of Government Property

      1. According to records in the supply room, you neglected to turn in the 

      following equipment:

      ITEM         QUANTITY   COST

      Parka, w/w      1     $30.80

      Trousers, w/w   1      22.30

                      TOTAL $53.10

      2. Request you provide this office with proof of turn-in, payment for 

      equipment, or return the equipment. Proof of turn-in must consist of your 

      cleared DA Form 3645-1 (Additional Organization Clothing and Equipment 

      Record) or other proof that you cleared the supply room. If you opt to pay 

      for these items, a cashiers check for the total amount should be made out 

      to FAO and returned to me. If these items are in your possession and you 

      wish to return them, a free mailing label is enclosed. Place all items in 

      a box, affix the label, and mail them free of charge. The proof of 

      turn-in, cashiers check, or equipment should be mailed to Battalion 

      Commander, U.S. Army ROTC Battalion, University of Your School, Hometown, 

      ST, 40233-5000. Point of contact at this office is CPT Douglas, 

      (503)680-6888.

      FOR THE BATTALION COMMANDER:

      Encl                  KIRK A. DOUGLAS

                           Captain, QM

                           Property Book Officer

      NOTE: You may elect not to provide free postage mailing label. Modify 

      memorandum accordingly.
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