LETTERHEAD OF AGENCY
MEMORANDUM FOR EXECUTIVE SECRETARY, DEPARTMENT OF DEFENSE

SUBJECT:  Request for Secretary of Defense Retirement Letter

Request for a Secretary of Defense retirement letter for:

Name:  
Grade/Rank:  
Years of Service (must have at least 25 years combined military and/or civilian)

Date of Retirement Ceremony:  
Date of Retirement (if no ceremony is planned):  

Home Address: 
Organization:  
Disposition Instructions: (who to mail the letter to):
Date of Request: 
Point of Contact and Telephone Number: 






GS-15 or above can sign

