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DUTY APPOINTMENT MEMO FORMAT/SAMPLE








SJMXX-XXX                                                  Date








MEMORANDUM FOR Bill E. Bobb





SUBJECT:  Duty Appointment








Effective (date), Bill E. Bobb, GS-999-09, SJMXX-XXX, DSN     123-4567, is appointed as follows:  





    a.  APPOINTMENT TITLE:  Freedom of Information Act (FOIA) Officer.   





    b.  AUTHORITY: AR 25-1, para X-Xa(1); AR 25-55.





    c.  PURPOSE:  Administer the FOIA program for the installation IAW governing directives and higher HQ guidance. 





    d.  PERIOD:  Indefinite.   





    e.  SPECIAL INSTRUCTIONS:  This appointment supersedes all previous appointments. 














                                  COMMANDER’S SIGNATURE BLOCK


                           (or director’s signature block if originated in HQ)


CF:


Appointee’s office file


HQ JMC, ATTN: SFSJM-XXX (office of mission counterpart at higher HQ)


    








