COMPANY
MSC
ADDRESS
ADDRESS LINE 2
OFFICE SYMBOL (635)
SUBJECT:  Request to Transfer to the Individual Ready Reserve (IRR)



OFFICE SYMBOL (635)						                DD Month YYYY


MEMORANDUM THRU

Commander, Company, Battalion (Office Symbol), Address, City, Hawaii  9-digit Zip  
     Code [concur/non-concur box] [signature box]
Commander, Battalion (Office Symbol), Address, City, Hawaii  9-digit Zip Code 
     [concur/non-concur box] [signature box]
Commander, MSC (Office Symbol), Address, City, Hawaii  9-digit Zip Code [concur/non-
     concur box] [signature box]
Commander, Hawaii Army National Guard (NGHI-CG), 91-1227 Enterprise Avenue, 
     Kapolei, Hawaii  96707-2150 [concur/non-concur box] [signature box]

FOR The Adjutant General of Hawaii (NGHI-TAG), 3949 Diamond Head Road, Honolulu, Hawaii  96816-4413

SUBJECT:  Request to Transfer to the Individual Ready Reserve (IRR)


1.  I, RANK First M. Last, request approval to be transferred to the IRR. My current assignment date is as follows:

     a.  UIC:  WXXXXX

     b.  Para/Lin:  XXX/XX

     c.  Duty Position: 

     d.  ETS:  DD Month YYYY

     e.  MSO:  DD Month YYYY

2.  Justification. Explain the reason for the request. 











3.  My current contact information is:

     a.  Address: 

     b.  Contact Number: XXX-XXX-XXXX

     c.  Email: 

4.  Point of contact is RANK First M. Last, Readiness NCO at 808-XXX-XXXX or emailaddress.com.
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