NGHI-XXX-XX (135)
SUBJECT: Notification of Annual Muster Assembly


COMPANY
BATTALION/MSC
HAWAII ARMY NATIONAL GUARD
ADDRESS
CITY, HAWAII  96XXX-XXXX

NGHI-XXX-XX (135)                                                                             DD Month YYYY


MEMORANDUM FOR RANK First M. Last, Unit Address, City, Hawaii  96XXX-XXXX

SUBJECT: Notification of Annual Muster Assembly


1.  Annual Muster for Soldiers assigned to this unit’s Inactive Army National Guard (ING) will be conducted concurrently with the regularly scheduled unit training assembly for this unit on DD Month YYYY, XXXX at Location. 

2.  All Soldiers assigned to the ING of this unit are required to participate in Annual Muster for the purpose of: 

    a.  Screening Soldiers to determine availability for mobilization. 
    b.  Informing Soldiers of unit training plans and objectives. 
    c.  Conducting a showdown inspection of uniforms and clothing bag items. 
    d.  Updating personnel records, performing the annual health assessment, and determining immunization requirements. 

3.  Annual Muster will be conducted in a pay status for one unit training assembly (UTA) (4-hour period). Uniform is required to be worn during Annual Muster; the uniform of the day is _____________________. 

4.  Receipt of this memorandum will be acknowledged by you on the bottom half of this memorandum. The memorandum will be returned to the unit at the unit address shown on the top of the memorandum no later than one week before the Annual Muster. You should keep a copy for your records. If you do not attend this muster, your status in the ING will be reviewed and appropriate action will be taken. If you are unable to attend because you are not present in the State and cannot reasonably travel to the annual muster, are incapacitated, or are incarcerated; you may request to be excused by indicating your reason below. You will be notified in the event your request is approved; otherwise you are required to attend. 




	FIRST M. LAST
	RANK, BRANCH, HIARNG
	Commanding




Receipt of Annual Muster Assembly notification is hereby acknowledged. 

(Check one box) 
___ I will attend this Annual Muster Assembly 
___ I request to be excused from this Annual Muster for the following reason: ______________________________________________________________ 



//SIGNATURE//
SOLDIERS FIRST M. LAST
RANK, HIARNG
                           
2

