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	DEPARTMENT OF THE ARMY
229th MILITARY INTELLIGENCE BATTALION
CAMP VICTORY
APO AE 09342
REPLY TO
ATTENTION OF:
	


<OFFICE SYMBOL> (of Sender)
June 20, 2015
MEMORANDUM FOR <Office expected to complete action>
SUBJECT:  Letter of Continuity for SSG Jane Doe
1.
SSG Doe served as the Administration NCO for the Headquarters and Headquarters Company (HHC), 49th Quartermaster Group from 4 November 2013 to 18 Feb 2014. She was responsible for final in- and out-processing of all Soldiers at the Brigade level.  She oversaw and ensured the quality and accuracy of more than 1,200 Soldiers' records in a timely manner while providing unrivaled customer service.
2.
While assigned to HHC, she assumed the duties and responsibilities of both a Strength Manager and Report of Survey NCO in addition to her regular duties. She quickly acquired the necessary skills to perform and exceed standards in all 3 positions. While at HHC, she took her record APFT on schedule and scored 295.
3.
If you have any questions concerning the duty performance of SSG Doe, please call me at DSN (312) 345-0149.


JOHN A. ARMY


<RANK>, <ORG>


<Position>
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