INSTRUCTIONS FOR WRITING MESSAGES

ON A CLEAN SHEET OR NEW FILE

INCLUDE 

· REQUESTOR

· WHAT IS REQUESTED

· VERIFICATION

· SPECIAL INFORMATION

· CONTACT INFORMATION

SAMPLE MESSAGES:

DEATH

SVCSISTER RUTH BROWN (FONE 850-555-1111) REQUEST NOTIFICATION AND PRESENCE DUE DEATH OF SVCFATHER RAY BROWN ON 4 JULY DUE HEART ATTACK. DEATH WAS SUDDEN AND SVCMN IS UNAWARE. CHAPLAIN IS REQUESTED. DEATH WAS VERIFIED BY HENRY LAWRENCE OF LAWRENCE MORTUARY (850) 555-1212, BROOKHAVEN, MS. FUNERAL PLANS SCHEDULED FOR 10 JULY, 12 NOON. SVCMN IS ASKED TO CONTACT SVCSISTER AT HOME FONE 850-555-1111 OR CELL FONE 850-555-1112 WITH LEAVE DECISION AND TRAVEL PLANS.

SERIOUS ILLNESS

SVCMOTHER MARY JOHNSON (FONE 850-555-1214) REQUESTS PRESENCE DUE SERIOUS ILLNESS SVCMN’S FATHER WILLIAM JOHNSON. DIS PROVIDED BY RN NANCY WILLIAMS ON BEHALF OF DR MACSWAIN, TALLAHASSEE REGIONAL MEMORIAL HOSPITAL, TALLAHASSEE, FL (FONE 850-431-5511), DIAGNOSIS CORONARY ARTERY DISEASE. SURGERY SCHEDULED FOR FRIDAY 1 MARCH 2002. PATIENT CONSIDERED HIGH RISK FOR HEART ATTACK. FATHER’S PROGNOSIS QUESTIONABLE AT THIS TIME. DOCTOR REPORTS UNABLE TO GIVE PROG UNTIL AFTER SURGER. DR RECOMMENDS PRESENCE FOR FAMILY SUPPORT. THERE ARE SIX YOUNGER SIBLINGS IN FAMILY AND MOTHER HAS NO OTHER ADULT MEMBER TO ASSIST HER IN IMMEDIATE AREA. SVCMN IS AWARE. SVCMN MAY CONTACT FATHER AT HOSPITAL IN ROOM 325 AT 431-5325. SVCMN TO CONTACT MOTHER DIRECT AT 850-555-1111 WITH LEAVE AND TRAVEL PLANS. MILAUTH IS AWAITING MESSAGE.

EXTENSION OF LEAVE

SVCMN REQUESTS 5 DAYS EXTENSION OF EMERLV WHICH IS DUE TO EXPIRE 5 JULY 2002. DR GORDON RECOMMENDS SVCMN’S CONTINUED PRESENCE. DR STATES SON JASON SUSTAINED HEAD FRACTURE DUE TO FALL FROM TREE ON 1 JULY PROG IS GOOD, NOT LIFE THREATENING AND WIL PERFORM SURGERY ON 5 JUL TO RELIEVE PRESSURE ON JAW. SVCMN PREVIOUSLY SCHEDULED TO DEPART 2 JULY, BUT NOW REQUEST SEXTENSION TO 10 JULY TO ENABLE HIME TO ASSIST WITH INJURED SONA ND CARE FOR 3 OTHER CHILDREN, ALL UNDER THE AGE OF 10. SVCMN STATES NO OTHER FAMILY OR FRIENDS TO ASSIST. SVCMN STATES HAS BEEN IN CONTACT WITH COMAND. PLS ADVISE.

HEALTH & WELFARE REPORT

SVCMNS MOTHER RUTH BROWN REQUEST H&W DUE NO WORD SIX MONTHS. NO OTHER FAMILY MEMBERS HAVE HEARD FROM SVCMN. PRIOR TO THIS SVCMN WROTE MONTHLY. SVCMN CAN CONTACT MOTHER AT 202-555-1212 RPT 202-555-1212 OR WRITE 1600 PENNSYLVANIA AVENUE, WASHINGTON, DC 20006. ALL FAMILY MEMBERS DOING WELL. PLS ADVISE.

BIRTH

WIFE CINDY REQUESTS SVCMN NOTIFIED BIRTH OF THEIR SON OLIE LOUIS JR., ON 1 JULY AT 0400 HRS. BABY WEIGHS 7 POUNDS, 2 OUNCES, AND 22 INCHES LONG. CONDITION OF MOTHER AND BABY FINE AS VERIFIED BY DR AMOS, ATTENDING PHYSICIAN AT HILL MEMORIAL HOSPITAL, WASHINGTON, DC. WIFE AND BABY WILL BE DISCHARGED TOMORROW 2 JULY. SVCMN CAN FONE WIFE IN HOSP RM 208 AT 202-555.3208 OR FOLLOWING DISCHARGE AT HOME AT 202-555-1212.

UNDECLARED BIRTH

SALLY BROWN REQUEST S NOTIFY SVCMN OF BIRTH OF HER BABY BOY NAMED TOMMY, ON 7 JULY 2200 HRS. BABY WEIGHS 7 POUNDS, 21 INCHES LONG IN THE REGIONAL HOSPITAL, CLEVELAND, OHIO. DR E. SMITH VERIFIES BOTH MOTHER AND BABY ARE HEALTHY AND DOING WELL. SALLY BROWN REQUEST SVCMN FONE HER AT FIRST OPPORTUNITY 216-555-1212.

FINANCIAL SUPPORT

SERVICE WIFE MARY RONINSON REQUEST SVCMN DEPOSIT $1070 RPT ONE THOUSAND SEVENTY DOLLARS DUE NON RECEIPT OF JUNE AND JULY ALLOT. WIFE IS IN ARREARS ON ALL BILLS. FUNDS NEEDED FOR FOLLOWING: RENT $800, ELECTRIC $140, GAS $130. CHAPTER WORKER VERIFIED WITH WILLIAMS RENTAL AGENCY MONTHY RENT IS $800. AGENCY WILLING TO ACCEPT ONE PAYMENT O AVOID EVICTION PROCEEDINGS. GAS AND ELECTRIC COMPANIES ADVISE NEED PAYMENT IN FUL SOONEST TO AVOID SHUT-OFF. WIFE HAS CONTACTED ARMY FINANCE CENTER WHO REPORTS SVCMN STOPPED ALLOT IN AMOUNT ONE THOUSAND DOLLARS. WIFE EMPLOYED BUT UNABLE TO MEET CURRENT NEEDS. WIFE REQUESTS SVCMN PLANS FOR SUPPORT. IF SVCMN UNABLE TO DPOSIT FUNDS, DOES SVCMN CONCUR EITH REFERRAL TO AER? IF SO, PLEASE ADVISE SEPARATION DATE FROM MILITARY, DATE OF RETURN FROM OVERSEAS DUTY, LES PAY INFORMATION, MAZIMUM AMOUNT AUTHORIZED BY SVCMN, SVCMN’S REQUESTED REPRYMENT PLAN. ADVISE.

SUICIDE

SVCMOTHER LAURA KUZMA REQUEST H&W FROM SVCMN DUE SHE IS VERY CONCERNED ABOUT HIS WELL-BEING. SERVICE MOTHER STATES SHE SPOKE TO SVCMN VIA TELEPHONE ON 3 NOV 2002, 9 AM EST AND HE SOUNDED EXTREMELY DEPRESSED AND MOTHER SUSPECTS SVCMN MAY BE SUICIDAL DUE HE STATED HE “CAN’T TAKE IT ANYMORE.” SVCMN FONED MOTHER FROM HIS OFF-BASE APARTMENT AT 1234 ELM STREET YOUR CITY. SVCMN FONE IS 904-555-1212 RPT 904-555-1212. ADVISE SOONEST.

HIV/AIDS

SVCMOTHER JEAN BLATZ (HOME FONE 850-555-1213) REQUESTS NOTIFICATION AND PRESENCE DUE CRITICAL ILLNESS OF SVCBROTHER JOHN BLATZ HOSIPTALIZED AT TALLAHASSEE REGIONAL MEMORIAL HOSPITAL, TALLAHASSEE, FL. DR. JENKINS CONFIRMS BROTHER ADMITTED TALLAHASSEE MEMORIAL HOSPITAL, TALLAHASSEE, FL, 27 FEBRUARY 2002, CRITICALLY ILL, PROGNOSIS VERY POOR, LIFE EXPECTANCY GUARDED, STRONGLY RECOMMENDS PRESENCE. MOTHER REQUESTS SVCMN TELEPHONE HOME FOR SPECIFIC DIAGNOSIS AND OTHER DETAILS AT 850-555-1213. THE AMERICAN RED CROSS IS UNABLE TO TRANSMIT DIAGNOSIS.

