DEPARTMENT OF THE ARMY

Your Organization’s name

Unit 275??
APO AE  09169
Office Symbol








Date:

MEMORANDUM FOR Official Mail Manager, NSC, 284th, BSB, APO AE 09169

SUBJECT:  Official Mail Manager Appointment Orders 

1. Effective immediately, the following individuals are appointed as the Official Mail Manager (OMM) and Alternate Official Mail Manager for   (your unit’s name)

2. PRIMARY OMM:
NAME    RANK (E-7, GS 7 or LN equiv or above)



      EMAIL ADDRESS

     PHONE NUMBER

ALTERNATE OMM:
NAME  RANK (E-7, GS 7 or LN equiv or above)



      EMAIL ADDRESS

     PHONE NUMBER

3. This appointment supersedes all previous appointment memorandums and expires six months after the appointment date.

4. Point of contact is NAME and phone number.
SIGNATURE BLOCK






Commanding

