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Department of the Army

ARMY ROTC BATTALION

GEORGE MASON UNIVERSITY

4400 University Drive  MS 2F9

    REPLY TO     


FAIRFAX, VA 22030-4444
              ATTENTION OF


ATOE-CVA-GM











DATE
MEMORANDUM THRU 

c/CPT XXX, Cadet Company Commander, George Mason University, 4400 University Drive, Fairfax,


VA 22030-4444

FOR   (Appropriate Instructor, i.e.-MAJ Jutras, MSG Roberts, SFC Statam),, George Mason University, 4400
University Drive,
Fairfax, VA 22030-4444

SUBJECT:  Request for Excused Absence

1.  Request Last Name, First Name, Middle Initial (SSN), be excused from class #/ training/FTX/etc…on (date).
2.  State the specific reason why you need to be excused from the event.
3.  State your plan for making up the missed event.
4.  Provide a good phone number and/or email address where you can be contacted for approval/disapproval of your request.









TYPED FULL NAME









CADET RANK, POSITION (If applicable)








Unit (Company, platoon, squad)

____________________________________________________________________________________

Request for Excused Absences.  There may be extenuating circumstances that require a cadet to be excused from a particular ROTC activity (Lab, FTX, or PT session).  If this occurs, cadets must provide the chain of command with a memorandum requesting an excused absence.  Cadets should notify their cadet supervisor about a request for an excused absence as soon as they learn of the conflict; however, the memorandum must be submitted at least one (1) week prior to the absence.  The only exception to this policy is when the situation can be categorized as a personal emergency.  Memorandums submitted for excused absences should follow the above format.

  Only the PMS, APMS, SMI, or TRNG NCO has the authority to grant enrolled cadets excused absences from ROTC activities.  The cadet chain of command may only recommend approval/disapproval.  Cadets seeking commissioning credit are expected to plan their calendars to eliminate conflicts with scheduled ROTC activities.  Address any questions concerning this policy to the instructor or APMS.  An approved or disapproved copy will be returned to the company commander.  The company commander will inform the cadet and the appropriate battalion personnel of the action.  Course instructors will handle any planned or other absences from lecture classes.  Notify instructors in advance using the memorandum format above less the cadet chain of command address lines.  Only the course instructor may grant an excused absence from a lecture class.
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