(PM ADDRESS)








MEMORANDUM FOR THE EMPLOYER OF________________________





NOTICE OF ACTIVE DUTY TRAINING/ACTIVE DUTY TOUR








This is to notify you that___________________ has an approved Air Force Reserve Active Duty Training/Tour for the period of _________________________.





As the reservist's employer, you have certain rights under Federal Law.  Here are just a couple: 





a) You have the right to advance notice of an employee's upcoming military duty.  This letter should be used as advance notification until the employee receives his printed orders.





b) You have the right to proof of an employee's military duty.  In case of a longer period of military absence, you are entitled, if you request, to documentation that establishes the eligibility of the individual for reemployment.





A full time ombudsman with the National Committee for Employer Support of the Guard and Reserve is available to answer any questions, through a toll-free telephone number, (800) 336-4590.  This service is available Monday through Friday during normal business hours (8 a.m. to 5:30 p.m., Eastern Time)





If you have specific questions on this reservist or the upcoming tour, please contact me at commercial phone_______________, Fax number___________, or EMAIL address_______________ 





Thank you for your continued support of the Air Force Reserve program.








PM Signature Block














