Date
From:  (RANK) (NAME), USN, XXX-XX-XXXX

To:    Commander Navy Personnel Command (PERS-912)

Via:   (1) Commanding Officer, (Your Unit)

       (2) Commanding Officer, Navy Operational Support Center,

           (Your NOSC)

Subj:  REQUEST 
TIME-IN-GRADE WAIVER
Ref:   (a) BUPERSINST 1001.39F
1.  Per reference (a), I request a time-in-grade waiver to transfer to the retired reserve at the (rank/grade of).

2.  The following information is provided:

    a.  Date of advancement:  (date)

    b.  Desired retirement date:  (date)
    c.  Telephone number:  

    d.  E-mail:  
    e.  Ceremony Date:

    f.  Reason for transfer:  


YOUR TYPED NAME/SIGNATURE
