
	
[image: image1.wmf]
	DEPARTMENT OF THE ARMY
229th MILITARY INTELLIGENCE BATTALION
CAMP VICTORY
APO AE 09342
REPLY TO
ATTENTION OF:
	


<OFFICE SYMBOL> (of Sender)
February 14, 2014
MEMORANDUM FOR <Office requiring LOL>
SUBJECT:  Letter of Lateness
1.
The purpose of this letter is to explain why SFC Smith's decoration package was late.
2.
SFC Smith's decoration package was late due to a lack of proper planning by my Personnel section. There is no excuse for the late evaluation.
3.
I have taken measures to ensure that, in the future, NCO-ERs will be completed and decoration packages delivered on or before the mandated completion date.
4.
If you have any further concerns please contact me at XXX-8910.


JOHN A. ARMY


<RANK>, <ORG>


<Position>
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