[Command Letterhead]

	[Office Symbol]
	[Date]


MEMORANDUM FOR Education Division (AHRC-PDE/APT), U.S. Army Human Resources Command, 200 Stovall Street, Alexandria, VA 22332-0472

SUBJECT:
Verification of Selection Instrument for Flight Training (SIFT) Score

1.
Request you send the most recent SIFT score for: [Rank], [Name], [SSN].

2.
Justification.  Test scores for the above named individual(s) are not in his/her personnel file, nor were we able to locate them at the original test site.  (Also include reasons as to why the test scores are necessary).

3.
Please mail the Memorandum to:  [Address, can be that of individual].

4.
Point of Contact.  Include telephone number.

COMMANDER’S SIGNATURE

