SAMPLE FORMAT

REQUEST WAIVER TO PERFORM ADDITIONAL139 (or 179) MPA DAYS

MEMORANDUM FOR AU/CCR

FROM:  

SUBJECT:  Request Waiver to Perform an Additional 179 MPA days for FY02

RE:  TSgt Joe Schmoe, 123-45-6789

1.  Request approval for TSgt Joe Schmoe to perform 179 additional MPA days for FY03.

2.  We currently have two positions in our graphics section, a graphic media and visual information technician.  This section is responsible for developing media for CARE war-games, such as JLASS, for over 600 officers annually.

3.  The graphic media tech position is vacant and was announced in August 2000.  We do not have any viable candidates at this time.  It is MISSION CRITICAL that we have the graphic media position filled.  TSgt Schmoe has been performing these duties since 15 September 2001.  His education level, vast experience in human resources and Air Force personnel have been instrumental in keeping up operational.

4.  Additionally, due to AEF commitments and increased deployment levels of our active duty personnel, we are consistently undermanned and do not anticipate any backfills until Aug 08.  

5.  I greatly appreciate your assistance in this matter.  If you need any additional information or have any questions, please call me at 334-953-xxxx.
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