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DEPARTMENT OF THE ARMY

Headquarters, U.S. Army Medical Department Activity

1650 Cochrane Circle

Fort Carson, Colorado  80913

MCXE-CO-CDR
  
             (DATE)
MEMORANDUM FOR RECORD
SUBJECT: Lateness Memorandum
1.  Leave request for (SOLDIER’S NAME) is late due to (YOUR REASON).
2. Point of Contact for this memorandum is the undersigned at (PHONE NUMBER).
                                                                                  (SOLDIER’S NAME)
                                                                                  (RANK), USA
                                                                                  (JOB POSITION)
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