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                              EXAMPLE OF LETTER TO STUDENT

                                            June 8, 1999

      University of Radcliff

      Andrew Davis

      224 Jones Road

      Louisville, KY 40271

      Dear Andrew,

      My records indicate that you have not turned in the clothing and equipment 

      that was issued to you from our supply room.

      Current Army regulations require that cadets must turn in their clothing 

      and equipment when Reserve Officer’s Training Corps (ROTC) classes are not 

      in session. If you plan to enroll in the fall, which I hope you do, I will 

      keep your uniforms separate and they will be reissued to you in August. 

      In order to close out my records, I request that you turn in your clothing 

      and equipment to us or to our supply clerk/supply sergeant no later than 

      June 13, 1999. If you cannot bring them in, you may mail them back to us 

      using the enclosed free mailing label. Place the items in a box and affix 

      the label to the box and mail.

      If you have any problems or questions, please call us at (502) 

      680-9080/6080.

                             Sincerely,

      Enclosure              Kirk A. Douglas

                             Captain, U.S. Army

                             Property Book Officer

      NOTE: You may elect not to provide free postage mailing label. Modify 

      memorandum accordingly.
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