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DEPARTMENT OF THE ARMY

COMPANY HHC, 63RD SIGNAL BATTALION

FORT GORDON, GEORGIA 30905

March 20, 2004

SUBJECT: Letter of Introduction

Lieutenant Colonel First M. Name
63rd Signal Battalion

Fort Gordon, Georgia 30905

Dear Colonel Name:


I have received orders assigning me to your battalion and am writing to introduce myself.  I am very excited to be assigned to your unit and cannot wait to learn from the experienced personnel within the Battalion, especially right after a year-long deployment in support of OIF.


I graduated the Branch Officer Basic Course (OBC) as part of class XX-XX on Month XX, 200X.  I am originally from City, State where I attended Such and Such University. I received a Bachelor of Science in Major, as well as a commission on 17 May 2003 through the Reserved Officers Training Corps (ROTC).  After commissioning, I worked for an Internet service provider as a technical support specialist for 3 months.  My first assignment was as a Gold Bar Recruiter at Such and Such College; I focused on recruiting prospective students for the Such and Such College ROTC program while upgrading and maintaining the information technology available to the battalion.


I would like to be a platoon leader upon arrival to your battalion.  I will utilize the leadership skills acquired from ROTC and technical skills from OBC to effectively lead a platoon in your battalion.  While in a platoon leader role, I can continue to use my technical experience with computers as well as continue to learn in the technical area.


  I have not received a sponsor yet for Post, State.  I am currently single and would prefer to live off post.  
Should you need to contact me, I can be reached at the following address and phone number:

2LT First M. Last
Street Address
City, XX XXXXX
E-mail: your.name@us.army.mil
Phone: (XXX) XXX-XXXX

I am excited to be a team member in your battalion.

Sincerely,

First M. Last
Second Lieutenant, U.S. Army

