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DEPARTMENT OF THE ARMY





ORGANIZATIONAL NAME/TITLE


STANDARDIZED STREET ADDRESS
CITY STATE ZIP+4



YOUR OFFICE SYMBOL
Current Date
MEMORANDUM THRU 
Supervisor Name, Title, Organization, City, State, Zip
ACPM Name, Title, Organization, City, State, Zip 
Mr. Michael W. DeYoung, CP61 Career Program Manager (AAMH-CP), Center of Military History, Ft McNair, Washington, DC 20319

FOR Mr. Jon T. Hoffman, CP61 Functional Chief Representative (AAMH-CP), Center of Military History, Ft McNair, Washington, DC 20319

SUBJECT: Request for CP61 Funding of (name of conference and dates)
1. I request funding to attend the (fill in name of conference, location, and dates).  The total amount requested for travel, M&IE and lodging, and conference costs is $x,xxx,xx
2. Attending the meeting will improve my technical competencies as a GS-XXXX. And it will benefit my organization by (insert justification for conference attendance).

3. I have completed the CES Foundation Course, and the DL portion of the grade-appropriate CES Course. Only if applicable: I have requested enrollment in the residence portion of the grade-appropriate CES Course on (date). 
4. I have or will obtain a Government Travel Card (GTC) and have or will comply with the DOD requirement to take on line DTS training. 


5. A copy of my ACTNOW IDP is attached. 


Encl

IDP
  

EMPLOYEE’S NAME
Signature Block
