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NGCA-MBN-XX
                    1 May 2016

   S: 20 May 2016
MEMORANDUM FOR (Rank, First MI Last Name), (Street Address, City, State, Zip Code)
SUBJECT:  Referral for Addendum to Previously-Submitted OER / NCOER (Rated Soldier’s Name, Rank, SSN,) Report Period 20160101-20160331
1.  Under the provisions of AR 623-3, Evaluation Reporting System, Chapter 3, paragraph 3-38c., and DA PAM 623-3, Evaluation Reporting System, Chapter 5, paragraph 5-3; the enclosed addendum to your DA Form 67-10 series OER / DA Form 2166–9 NCOER, for the period 15 November 2014 through 14 November 2016, is referred to you for acknowledgement.  The specific reason for the addendum is (enter reason; e.g. “the receipt of previously unknown or unverified derogatory information, requiring previous rating chain reevaluation and comment.”). 

2.  You must acknowledge receipt of the enclosed copy of the addendum, and you may make comments, if desired.  Any comments submitted must be factual, concise, and limited to matters directly related to the referred addendum.  Enclosures to any comments you provide are not authorized and will be withdrawn prior to forwarding the addenda, referral acknowledgement, and comments to HQDA.    

3.  Should you elect to submit comments with your acknowledgement, you are advised that they will not constitute a request for a Commander’s Inquiry or evaluation report appeal.  Such requests must be submitted separately under the provisions of AR 623-3, Chapter 4.  

4.  Acknowledge receipt of this addendum by email, lining through your name of this memorandum, submitting your comments, or by some other written form, and submit any desired comments to me, in accordance with the above indicated suspense date. 
5.
The point of contact for this memorandum is the undersigned at (number), or by email at ima.c.commander.mil@mail.mil.
# Encls
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