LETTERHEAD

MEMORANDUM FOR RECORD
SUBJECT:  Request for Fitness for Duty Appointment
1.  Request that the following service member be scheduled for a fit for duty appointment in reference to ___________________________________________(REASON THE SOLDIER NEEDS TO BE EVALUATED).
1.  Name
1. Rank
1. Birthday
1. SSN
1. Unit
1. Poc (should be 1SG or Commander)
1. Address of Unit
1. Phone and Fax
1.  Home address
1. Phone number
1. Emergency Contact/Next of Kin:
7. Name of spouse, next of kin
7. Address and phone of spouse/next of kin
1.  Point of contact for this memorandum is the undersigned at (315) ###-####

Commander Signature Block


