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MEMORANDUM FOR RECORD

SUBJECT: Request Approval for Exception to Policy


1. This memorandum will serve as a request for an Exception to Policy for a Student Loan Repayment (SLRP) or bonus contract. Below are the reasons and details for this request.

2. Give the detailed story (with dates) in chronological order.  Give the who, what, when and where.  Reference supporting documents.  Reference and provide the extension, other contracts, sworn statements, MFR, and any other pertinent documents.
 
3. Detail the actual request. i.e., “I respectfully ask for exception to policy be granted to have my SLRP/Bonus processed without the signed addendum, due to a clerical error.”

4. The point of contact for this memorandum is the undersigned and can be reached at ###-###-#### or youremail@address.
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