1 Jun 19

From:	RANK First M. Last, USN, [Designator]
To:	Secretary of the Navy
Via:	(1) Superintendent, U.S. Naval Academy
	(2) Commander, Navy Personnel Command (PERS-8353)

Subj:	VOLUNTARY RETIREMENT

Ref:	(a) DoD 5500.7-R of 29 Nov 07

1.  Having completed (fill in) years of active service, I request transfer to the Retired List to be effective on the 1st day of (month and year).  I hereby certify that upon requested retirement date, I will have served all training and special pays service obligations. I further understand that if I have any active duty obligation remaining in my contract, my request for retirement may be denied or I shall be required to reimburse the government, if request is approved.  (If appropriate, add one of the following statements:  (1) “I request (fill-in) month(s) time-in-grade waiver.”  Or, (2) “I request to retire in the next lower grade of (fill-in grade).”)

2.  I intend to request (fill in) days permissive TDY and (fill in) days separation leave.

3.  I have read and thoroughly examined reference (a), specifically Chapters 8 and 9, concerning pre- and post-retirement standards of conduct and employment activities.  I further understand that I may direct any questions to my area ethics counselor or the Office of the Judge Advocate General (Code 13).

[bookmark: _GoBack]4.  I can be contacted via (your email address and phone number).
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