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MEMORANDUM FOR COMMANDANT, USASMA, and ATTN: ATSS-Q, BLDG 11291, 
BIGGS FIELD, and FORT BLISS, TX 79918-8002

SUBJECT:  Exception to policy for instructor grade requirement

1.   Request an exception to policy for SGT [NAME] for the grade requirement outlined in the instructors certification program.

2.   SGT [NAME] has experience [LIST EXPERIENCE], and is a graduate of the Instructor Training Course (ITC), Battle Focused Instructor Training Course (BFITC), or The Army Instructor Training Course (TAITC), and the Small Group Instructor Training Course (SGITC).

3.  SGT [NAME] graduated from PLDC on [DATE], after which he/she performed duties as a Section Sergeant for 12 soldiers for 18 months.

4.  SGT [NAME] is a promotable to [FILL IN].  I anticipate that he/she should get promoted, to the next higher grade, within the next [FILL IN] months.

5.  SGT [NAME] demonstrates proficiency in all skills, knowledge’s and abilities (SKAs) pertaining to the course of certification

6.  With the approval of this exception to policy of grade, he/she otherwise will meet all instructor requirements.

7.   Point of contact (POC) at this academy is ______________, DSN 123-456 or commercial, (123) 456-7890.  POC e-mail address is - ncoincharge@________._____.army.mil.
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