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Executive Service within the proponent agency. Activities may request an exception or waiver to this regulation
by providing justification that includes a full analysis of the expected benefits and a formal review by the
activitys senior legal officer. All requests for exceptions or waivers will be endorsed by the commander or senior
leader of the requesting activity and forwarded through their higher headquarters to the proponent. Refer to
AR 2530 for specific guidance. Chapter 1 Preparing Correspondence Chapter 2 Preparing Memorandums
Chapter 3 Preparing Letters Chapter 4 Listing Enclosures, Placing Tabs, and Assembling Correspondence
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