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MEMORANDUM FOR	XX AF/CC

FROM:	XXX WG/CC	
	555 Robins Parkway, Suite 250	
	Robins AFB GA 31098-2005

SUBJECT:	Exception to Policy Request, Mission Essential Travel

1.  XXX Wing requests approval for the following official travel requirement:

Rank	Name			Dates of Travel		Location

2.  Insert justification here. Include direct contribution to combatant commander requirements, unit readiness, etc. Also include why it is necessary to travel (unable to accomplish via virtual means, etc).

3. Member has been counseled to take all necessary precautions including following appropriate social distancing procedures and avoiding travel through high-risk areas.  Member is also aware that a 14-day self-quarantine period might be required at the completion of travel  

4.  The XXX Wing POC for this matter is Lt Col Joseph Doe, DSN 123-4567 or email joseph.doe@us.af.mil. 




							John D. Commander, Col, USAF
							Commander, XXX Wing

1st Ind, XX AF/CC

MEMORANDUM FOR XXX WG/CC

Approved/Disapproved.




							Peter D. General, Maj Gen, USAF
							Commander, XX AF

	
image1.png




