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      Type documents to forward as exhibits:

      1. Copy of hand receipt and/or clothing record. Complete all information 

      accurately and legibly. Enter full name, home telephone number, home 

      address, social security number, and MS/LET class. Additionally, ensure 

      the individual receiving the property signs and dates the receipt 


document.

      2. Letters to parents and cadet.

      3. Copy of memorandum/letter to institution for withholding grades or 

      transcripts. 

      4. Copy of notice from institution on withholding grades, transcripts, or 

      institution's refusal.

      5. Copy of cadet roster showing the dates of enrollment and last date of 

      attendance.

      6. Copy of statement from cadets for property not covered by insurance, 

      e.g., loss in fire/accident/ theft.

      7. Copy of accident/police reports (when applicable).

      8. Copy of suspense/working files established to track actions taken to 

      recover property from cadets (should include date the cadets left and 

      actions taken until initiation of ROS).

      9. Copy of letter to commanders of NG/USAR (when applicable if SMP cadet 

      or currently assigned to a unit). 

      10. Letter of lateness (if battalion did not comply with regulatory 

      processing times).

      11. A copy of the certified return mail receipt.

      Sample of how exhibits will be marked:

      1. The cadet's clothing record should be "Exhibit A1, ROS, date of ROS, 

      dollar amount, and school name."

      2. The letter to the cadet should be "Exhibit A2, ROS, etc."

      3. The letter to the cadet's parents should be "Exhibit A3."

      4. The letter to the school officials requesting the withholding of grades 

      or transcripts should be "Exhibit A4."

      5. Any other items pertaining to this cadet should be marked "Exhibit A5, 

      A6, etc."

      6. The next cadet's exhibits should be marked "Exhibit B1, B2, etc."

      7. Clearly identify exhibits by annotating them at the bottom in the 

      following manner:

      a. "Exhibit A1, ROS 1 June 1989, $250.00, University of Miami (ROS 

      6289-0001)."

      b. "Exhibit A2, ROS 1 June 1989, $250.00, University of Miami (ROS 

      6280-0001)."

