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HEADQUARTERS, 7TH infantry division 
Box 339500, mail stop 59
JOINT BASE LEWIS-MCCHORD, WA 98433-9500


AFZC-CG
SUBJECT:  Example Memo


AFZC-()                                                                                                       17 March 2015


MEMORANDUM FOR RECORD
 
SUBJECT: Subquota Matrix Validation and prioritization 


1. References. 

a. AR 350-1, Army Training and Leader Development, 19 August 2014
b. [bookmark: _GoBack]I CORPS Reg 350-1, Leader Development and Training Management, 5 August 13.
c. I CORPS OPORD 275-15, JBLM FY16 Schools Quota Matrix Validation, 8 April 15.

2. The (UNIT) Brigade Subquota Matrix Worksheet has been reviewed by (Person) for accuracy and I approve the number of seats that have been requested for each class, I also understand that as per JBLM Regulation 350-1, JBLM will provide up to at least 50 percent of resident training seats required by units and that all other seats may have to be procured through other means (TDY and Return).

4. I request that training seat priority goes to my brigade during (what QTRS). 

5. The point of contact for this memorandum is (POC) at (253) 477-**** or (POC).mil@mail.mil.
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