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HEADQUARTERS & HEADQUARTERS SQUADRON
ROUTING SHEET (REV 1-03)


	OPERATION CODE
	SUBJECT:



	X-
	ORIGINATOR
	G-
	INFORMATION
	

	A-
	APPROPRIATE ACTION
	H-
	RETURN TO
	

	B-
	GUIDANCE
	             I-
	INITIAL
	

	C-
	SIGNATURE
	J-
	DISPOSITION
	

	D-
	COMMENT
	K-
	DECISION
	

	E-
	RECOMMENDATION
	L-
	RETENTION
	

	F-
	CONCURRENCE
	O-
	OTHER
	

	ROUTING – Use numbers to show order of routing
	

	
	

	Rtg
	Code
	ADDRESSEES
	DATE
	INITIALS


	REFERENCES HELD BY:  (Rank, Name & Telephone)



	
	
	
	IN
	OUT
	CONCUR
	NONCONCUR
	

	 10
	AC
	Commanding Officer
	
	
	
	
	

	 9
	A
	Sergeant Major
	
	
	
	
	

	 8
	A
	Executive Officer
	
	
	
	
	FILE PROVIDED BY:  (Circle one)
Disk Enclosed               Emailed              Not Applicable

	
	
	
	
	
	
	
	

	
	
	S-1
	
	
	
	
	

	7
	A
	Adjutant
	
	
	
	
	

	6
	A
	Personnel Chief
	
	
	
	
	REMARKS/JUSTIFICATION:



	5
	A
	Admin NCO
	
	
	
	
	

	
	
	Admin Clerk
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	Department (                  )
	
	
	
	
	

	4
	A
	Department OIC
	
	
	
	
	

	3
	A
	Department SNCOIC
	
	
	
	
	

	2
	A
	Section OIC
	
	
	
	
	

	1
	A
	section SNCOIC
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	DOCUMENTS ENCLOSED ARE SUBJECT TO THE PRIVACY ACT OF 1974

Contents shall not be disclosed, discussed, or shared with individuals unless they have a direct need-to-know in the performance of their official duties.  Deliver this/these document(s) directly to the intended recipient.  DO NOT drop off with a third-party.

The enclosed document(s) may contain personal or privileged information and should be treated as “For Official Use Only.”  Unauthorized disclosure of this information may result in CIVIL and CRIMINAL penalties.  If you are not the intended recipient or believe that you have received this document(s) in error, do not copy, disseminate or otherwise use the information and contact the owner/creator of your Privacy Act officer regarding the document(s).


