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FORT HUACHUCA, ARIZONA  85613-6000
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[DATE]

MEMORANDUM THRU  Commander, [Unit of Appointing Authority] Fort Huachuca, 

Arizona 85613

FOR  Commander, [Unit of Approving Authority], Fort Huachuca, Arizona 85613

SUBJECT:  Rebuttal to Report of Survey #

1.  I, [Specialist John Doe], submit my rebuttal to Report of Survey # _______________, holding me financially liable in the amount of $ ________________.  If the approving authority determines that liability should continue after reviewing my rebuttal statement, I request the opportunity to request reconsideration to the appeal authority pursuant to AR 735-5, para. 13-45.

2.  [You should make your arguments as concise and clear as possible.  Each paragraph should be numbered.]

3.  [You need to tell your story from the beginning.  The appointing authority, approving authority, and the appeal authority are unaware of the facts except for the information presented in the report of survey packet.  Therefore, you need to be thorough.  This is your opportunity to rebut the findings of the survey officer.  A legal assistance attorney can assist you in making a sound argument.]

4.  I respectfully request that the Report of Survey findings be disapproved.

5.  I am the point of contact for this memorandum at [your work phone number].
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