LANG-_______








(date)

MEMORANDUM FOR LANG-_____, (Program Manager - Education, Facility, or OEP)

SUBJECT:  Request for State Mandays

1.  Request the following individuals be placed on state mandays:

Rank Name,  SSN, Period 

Rank Name,  SSN, Period 

Rank Name,  SSN, Period 

Rank Name,  SSN, Period 

2.  Period:  (Beginning Date)  to (End Date)

3.  Justification:

4.  Point of contact  is the undersigned, telephone extension _______..

(Requestor SIGNATURE BLOCK)

CONCUR  -  NON-CONCUR

(Director signature block)


APPROVE - DISAPPROVE







(Program Manager signature block)








(Education - BG Averitt)

(Facility - COL Schmidt)

(OEP- COL Brown)

(Others - COL Appe)



