	Fact Sheet: Waiver to Exempt from Deployment or Involuntary Extension

	DATE:

THRU:  Individual’s In-Country Commander (use chain of command) if Involuntary Extension
             Individual’s Commander/Director (use chain of command) if Deployment

             Higher Level Commander/Director
            Chief Operations Officer (if in Region)
             DCMAC-T


TO:       Chief of Staff, DCMA
SUBJECT:  Request for Waiver for  Exemption from Deployment and Involuntary Extension, (individual’s name)
  

	Background

	· Use bullets 

· Be brief (but thorough) and concise 



	Discussion

	· Outline key points 

· Use orderly sequence 

· Limit to one page 

· Use attachments as necessary
· 

	Recommendation

	· List recommendations 

· Indicate what specific action, if any, needs to be taken 

· 

	 

	Coordination (CMO/Center):  
Commander/Director:     Approve: _____        Disapprove:  ____ 
Comments: _______________________________________________________
Coordination (Region/HQ Directorate):  
Commander/Director:     Approve: _____        Disapprove:  ____ 
Comments: _______________________________________________________
Coordination- (Level if applicalbe):  
Chief Operations Officer (COO):     Approve: _____        Disapprove:  ____ 
Comments: _______________________________________________________
Coordination:
Director, CSC, DCMAC-T:     Approve: _____        Disapprove:  ____

Comments: _______________________________________________________
Decision:
Chief of Staff     

Approve: _____        Disapprove:  ____  Other:_____

 

	Comments:
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