


      


EXAMPLE

Office Symbol

MEMORANDUM FOR Secretariat, DA Selection Boards
SUBJECT:  Fund Cite for TDY Rental Car

1.  The following fund cite, chargeable to (specify unit command) is provided for the TDY of  (name of member) to Alexandria, VA from (beginning date) through (end date of TDY).

          Fund Cite:  XXXXXXX XX-XXXXXXX XXXX XXXXX

2.  Request a copy of the DD Form 1610 be forwarded to the following address:

                Unit Address:

3.  Point of contact for additional information and funding is (specify name and phone number of budget analyst).
John Doe

Budget Analyst

