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NGGA-ZZZ-C
SUBJECT:  Unit Commander’s Recommendation for Exception to Policy (ETP) Request for
PV2 Joe Snuffy


NGGA-ZZZ		4 November 2025


MEMORANDUM FOR RECORD

SUBJECT:  Delegation of Authority for Payment Processing


1. The following individuals assigned to this headquarters are delegated authority to submit payments in the Guard Incentive Management System (GIMS) on behalf of unit commanders.
a. SFC Jill Smith, Senior HRNCO, DODID 1231231231.
b. SSG John Smith, Battalion Career Counselor, DODID 1231231232.
c. SGT Jane Smith, Admin NCO, DODID 1231231233.
2. The unit processing codes (UPCs) for each unit under this headquarters are: PDBT0, PDBT1 (HHC); PDBA0 (Co A); PDBB0, PDBB1 (Co B); PDBC0 (Co C); PDBD0 (Co D); VBMF0 (Spt Co).
3. [Delete this info-only paragraph after reviewing its contents:
__ To edit the letterhead at the top of the page, just double-click on it.  We are the GA Guard, not “Department of the Army.”  Per AR 220-5, para 2-3d(2)(e), use “2d” and “3d” for unit numerals, not 2nd and 3rd.  Per para (3), include “Regiment” when writing the full unit name, if regimentally affiliated.  Per para (3)(a), use “Company A,” not Alpha Company or A Company.
__ Any commander can complete this document; this example is for a battalion commander.
4. POC is CPT Jack Smith, Battalion S1, COMM (555) 555-1234, or email@army.mil.
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