(UNIT HEADING)

OFFICE SYMBOL (600-19a)






DATE

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:
Designation of (Unit or Battalion – choose one) Family Volunteer

1.  Effective XX October 2XXX, Mrs. Mary S. Doe is designated as the Unit Family Volunteer for Co X 2nd Bn XXXth Inf.

2.  Authority:  WIARNG Reg 600-12/WIANG Reg 211-1, paragraph 2-5.

3.  Purpose:  Mrs. Mary S. Doe, will serve as the key volunteer staff member of this unit in carrying out and conducting the WING Family Program. 

4.  Contact information:   
121 Oak Court





Green Bay, WI  50000, 





(H)414-555-8990





(W)414-555-7896





(C) 414-555-9980





Mary.Doe@yahoo.com
5.  Period: (volunteer commitment should normally be for one year.  However, commitment may be less than a year.  Yearly or other period of commitment may be renewed annually up to a recommended maximum period of 3 years)

6.  Special instructions: Commander may designate authorized use of government resources here, or outline approval procedures for activities.  EXAMPLE: Mrs. Mary Doe is authorized to publish a quarterly command letter for families and use government postage.  She is authorized to use the unit phone, GSA vehicle, available office space, and office equipment.   Regardless of instructions placed here, the commander should hold a meeting with the volunteer to explain expectations, possible training available, general guidance, etc… 







JOHN J. SMITH







CPT, IN, WIARNG







Commanding

DISTRIBUTION:

Mrs. Mary S. Doe

WING-J1-FAM

Cdr, 32d Sep Inf Bde

Cdr, 2d Bn 127th Inf

Unit Family Assistance Officer

Unit File 

