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Sample Nomination Memorandum for Cadet Command Admin Tech of the Year Award

(Office symbol)                  (date)

MEMORANDUM FOR

SUBJECT:  Nomination of Cadet Command Administrative Technician of the Year Award

1. Submitted herewith is nomination for the Administrative Technician of the Year Award of the (college/university name) for exceptional performance and standards.

2. The following information is furnished as requested:

a. Name and address of college or university:

b. Name of individual:  (First name, middle name, surname)

c. Permanent (home) address:

d. Years of service:

e. Service time at the Battalion:

f. Rank or Grade:

g. Justification of nomination by the Battalion Commander:

h. To who award is to be forwarded for presentation to the recipient:

i. Remarks:

Encl





(Signature/signature block of Bn Cdr)
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