[SERVICE MEMBER’S UNIT LETTERHEAD]
[OFFICE SYMBOL]
SUBJECT:  Request to Transfer to the Individual Ready Reserve (IRR)




[OFFICE SYMBOL] (RN [ARIMS#])	[DD MONTH YYYY]


MEMORANDUM THRU 

Commander, [SM’S UNIT]
Commander, [SM’S BN]
Commander, [SM’S MSC]

FOR Commander, Hawaii Army National Guard, 91-1227 Enterprise Avenue, Kapolei, Hawaii  96707-2150

SUBJECT: Request for Retention Beyond Mandatory Removal Date (MRD)


1. 	I, [RANK FIRST MI LAST], am requesting approval to be retained beyond my current MRD of [DD MONTH YYYY]. I request a two year extension of my MRD to [TWO YEARS AFTER THE CURRENT MRD] for the following reasons:

	a. 	[PROVIDE REASON SUCH AS IN ORDER TO MEET MILTECH RETIREMENT ANNUITY, TO REACH SANCTUARY, ETC.]

	b. 	I am able and willing to continue contributing towards the Hawaii Army National Guard’s readiness as one of its senior leaders.

2. 	I meet all required Physical Health Assessment, Army Physical Fitness Test, and Height/Weight standards for retention.

3. 	The point of contact for this memorandum is the undersigned at [WORK PHONE] or [MILITARY EMAIL].
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