[image: image1.png]


Department of the Army

INSERT UNIT ADDRESS

[image: image2.png]




OFFICE SYMBOL         
                                    
                                          9 February 2011
MEMORANDUM FOR RECORD
SUBJECT: Safety Briefing and Under the Oak Tree Counseling (UTOTC)
1. The below named individuals received a verbal safety briefing on INSERT DATE. The below named individuals have read and understand all Command policy letters and are aware that failure to obey Command policy may result in punitive actions under the Uniform Code of Military Justice (UCMJ).
               Rank                           Name                                   Signature 
               CPL                            INSERT NAME                   ______________

               SPC                            INSERT NAME 

______________

               SPC                            INSERT NAME                
______________

               PFC                            INSERT NAME

 ______________

               PFC                            INSERT NAME

 ______________

               PV2                           INSERT NAME 

______________

2. Point of Contact for this memorandum is the undersigned at DSN XXX-XXXX.

                                                                                 Signature Block
REPLY TO                      


ATTENTION OF                         





REPLY TO                      


ATTENTION OF                         
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