
Army 

Required Documents

 Letter of Validation: within 60 days (on Page 3)

 Military BIO (on Page 4-5)

 Resume (on Page 8-10)

 DA 1058: within 60 days (on Page 11-12)

 RPAS: within 60 days and include all pages (on Page 13)

 SRB/ORB (on Page 15)

 CD Forms 301 and 302 (both within 60 days) (on Page 17-23)
("Yes" or "No" circled with black ink pen, Hand-signed with date)

 Last 2 consecutive NCOER/OER (Only E5 and above) (on Page 24-25)

 IMR: current (PHA & Dental within 1 year) (HIV within 2 years) (on Page 28)

 DA 705 within 12 months and DA5500/5501 if needed (on Page 30)

 DMV Printout: within 60 days (on Page 32-34)

 Letter of Interest (on Page 35)

 Any additional items listed on MINIMUM QUALIFICATIONS on 
Job Announcement

Optional / Recommended 

 Up to 3 Letters of Recommendations: within 12 months (Former employees,
supervisors, or commanders)

 Memorandum of Record if you don’t meet minimum qualifications or unable to submit all
required documents (ex. Missing NCOER due to supervisor not signing)



Air 

Required Documents

 Letter of Validation: within 60 days

 Military BIO (on Page 6-7)

 Resume (on Page 8-10)

 DA 1058: within 60 days (on Page 11-12)

 PCAR: within 60 days and include all pages (on Page 14)

 vMPF include all pages (on Page 16)

 CD Forms 301 and 302 (both within 60 days) (on Page 17-23)
("Yes" or "No" circled with black ink pen, Hand-signed with date)

 EPR/OPR (Only E4 and above) (on Page 26-27)

 AF 422: must be current OR MyIMR screenshot (on Page 29)

 Air Force – Copy of Physical Fitness Test (on Page 31)

 DMV Printout: within 60 days (on Page 32-34)

 Letter of Interest (on Page 35)

 Any additional items listed on MINIMUM QUALIFICATIONS on 
Job Announcement

Optional / Recommended 

 Up to 3 Letters of Recommendations: within 12 months (Former employees,
supervisors, or commanders)

 Memorandum of Record if you don’t meet minimum qualifications or unable to submit all
required documents (ex. Missing EPR due to supervisor not signing)



DEPARTMENT OF THE ARMY 
CALIFORNIA ARMY NATIONAL GUARD 

UNIT / STREET ADDRESS 
CITY STATE ZIP CODE 

OFFICE SYMBOL  Date 

MEMORANDUM FOR Commander, Counterdrug Task Force, 3130 Kilgore Rd, Rancho 
Cordova, CA 95670 

SUBJECT: Letter of Recommendation for Last Name, First Name, MI, Last Four 

1. The above named Soldier is an active drilling member of Unit. I recommend this
individual be considered for a position with the Counterdrug Task Force.

2. I acknowledge that the following statements and information are true and accurate
prior to placement on Counterdrug orders:

a. He / She upholds the highest standards of conduct, personal appearance, and
does not currently have any adverse or flagging actions. 

b. This service member is in a “DEPLOYABLE” status. The member does not
have any medical flags, or temporary or permanent profiles that would prevent 
successful completion of a retention / periodic health assessment. 

3. I am aware that the Service member may be serving in the Counterdrug Program
only upon receiving my recommendation and endorsement. I am aware that if the
Service member fails to maintain the Counterdrug requirements at any time, I may
withdraw my recommendation or employment with the Counterdrug Program.

4. I am aware that the SM must continue to attend all regularly scheduled unit IDT / IAD
and AT While on FTNGD-CD duty as required per CNGBI 3100.0, National Guard
Counterdrug Support

5. I am also aware that this Service member must recertify eligibility for Counterdrug
orders prior to the expiration of current orders, and that no orders for future tours are
guaranteed or implied

6. The point of contact for this memorandum is the undersigned. I may be reached at
(XXX) XXX-XXXX or via email at john.j.doe.mil@army.mil

NAME (ALL CAPS) 
RANK, (BR), CAARNG or CAANG 
Position 

Within 60 days of submission
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Senior Milpay NCOIC 36B(E5),A/9th FMSU,(AD) 201811-201805 
Squad Leader 36B (E5), A/9th FMSU, (AD). 201809-201907 
Banker, Chase Bank (CIV).    201910-202008
Recruiter and Retention NCO, CAARNG 202008-202203
Squad Leader 36B (E6), 217th Fin Det 202209-Current
Support Agreement Specialist, GS09, USPFO       202207-Current

ARMY
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BIOGRAPHY FOR:  FTNGD-CD 24-013 

, Analysis Support, Counterdrug Task Force/Los Angeles District, 

Santa Ana, CA. 

Currently,  is assigned as Analysis Support to the 

 supporting multiple groups assigned to the Orange County District Office. In an analyst 

capacity, he provides real-time requests for information (RFI) support to agents by providing 

background information on individuals via database queries (both internal and external), link 

analysis of Drug Trafficking Organizations (DTO), and subscriber identification for target 

telephones in support of Title III wire investigations that show a drug nexus.  

 enlisted in the . 

He began his Air Force Career in Personnel following the completion of Air Force Personnel 

Technical School at .  

 is currently serving an 

EDUCATION 

 is currently working towards his degree in Criminal Justice. 

ASSIGNMENTS (CAREER CHRONOLOGY FOR CIVILIANS) 

1. – Current, Personnel, Mission Support Group,

2. , Surge Ground Tactical Team Member, California Counterdrug 

Task Force (CDTF) Central Valley District/ Fresno, CA 

3. , Surge Ground Tactical Team Member, California Counterdrug 

Task Force (CDTF) Central Valley District/ Fresno, CA 

4. , Ground Reconnaissance Specialist, California Counterdrug Task 

Force (CDTF) Central Valley District/ Fresno, CA 

5.  Analysis Support, California Counterdrug Task Force (CDTF) 

Central Valley District/ Fresno, CA 

6. , Analysis Support, California Counterdrug Task Force (CDTF) Los Angeles 

District/ Santa Ana, CA 

MAJOR AWARDS AND DECORATIONS (AWARDS AND HONORS 

FOR CIVILIANS)  

Army Commendation Medal 
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AF Outstanding Unit Award 

Air Reserve Forces Meritorious Service Medal 

National Defense Service Medal 

Global War on Terrorism Service Medal 

AF Longevity Service 

USAF NCO PME Graduate Ribbon 

AF Training Ribbon 

California Counterdrug 

PROFESSIONAL MEMBERSHIPS AND AFFILIATIONS 

Counterdrug Task Force Analyst Instructor 

Ground Reconnaissance Specialist trainer 

EFFECTIVE DATES OF PROMOTION: (CHRONOLOGICAL ORDER) 

Promoted to E-3, A1C – 

Promoted to E-4, SrA – 

Promoted to E-5, SSgt – 

Promoted to E-6, TSgt – 
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Professional Summary 

Enthusiastic and dependable Financial Management Technician with the United States Army. Verse knowledge in 
banking and accounting gained from Chase Bank. Great leadership and developmental skills gained throughout 
his life. Adept at both collaborating with colleagues and working independently. Highly skilled in budgetary 
planning, customer service, and accounting. Offering an exemplary client service record and highly-developed 
organizational skills.  

Skills 

● Business development
● Strong leader
● Audit coordination
● Cash handling
● Budget analysis
● Planning
● Teamwork / Collaboration
● Scheduling
● Relationship building and management
● Secret Clearance

● Training and development
● Microsoft word, excel, and PowerPoint proficiency
● Human resources knowledge
● Secret security clearance
● Active listening
● Budgeting
● Customer Service
● Business Management

Work History 

 – 
 Fully executed over 39 Support Agreements (SA) and currently working 17 SAs
 Taken ownership to ensure SAs are done accurately and in a timely manner when notification that an

agreement is needed
 Ensure all stakeholders are familiar with who I am and what I present to them for review and signatures
 Worked as a team to create better workflow by assisting in the creation and updates of our Templates

and Excel spreadsheets
 Maintained my part in tracking active and planning agreements, as well as updating them and my

Supervisors
 Conducted a scrub of hard files and digital files to create a better flow of tracking the agreements we

have for the USPFO

 Displayed the highest level of confidence, enthusiasm, and military bearing for his new recruits to
emulate

 Faced demanding challenges with conviction and high sense of professionalism to achieve results
 Remained flexible and cooperative under any condition

BOTH ARMY AND AIR
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 Provided guidance, purpose, and motivation to transitioning soldiers with opportunities for professional
growth

 Displayed maturity and always put forth maximum effort in any endeavor with strong work ethic
 Always took responsibility for his actions and maintained equipment valuing over $45,000 without any

loss or damage
 Displayed persistent and exceptional drive

● Engaging the client by welcoming them warmly with a pleasant demeanor, using the client name,
whenever possible, and thanking them for doing business with Chase

● Assisting customers and making clients feel appreciated
● Helping customers learn how to complete their banking needs whenever, wherever and however they

want with self-service options, including the Chase mobile app, Chase.com, and ATMs with expert
knowledge in our self-service and digital platform

● Exhibiting strong customer service skills, presenting consumer-bank focused products and services while
proactively educating clients on utilizing available access channels

● Proactively collaborating with others to help customers
● Helping build relationships with customers by connecting them with team members who can help them

address their financial needs
● Ensuring financial transactions are completed accurately and efficiently, while complying with all policies,

procedures and regulatory and banking requirements
● Supporting customer with traditional banking needs and complex service transactions putting the

customer’s needs at the center of everything
● Providing proactive customer outreach to gauge success and offer new tools to help customers meet

their consumer banking and investment goals

● Consulted on budgetary planning for special projects such as Field Missions and Deployments by presenting
financial data and information on past budgets.

● Provided financial support to soldiers located at Fort Riley, KS by processing invoices, as well as dispersing
payments and military entitlements.

● Performed audits on military finance documents to certify accurate financial reporting and appropriate
spending practices.

● Ensured seamless financial operations by reviewing travel vouchers, pay inquiries, and checks for accuracy
and completion.

● Met deadlines by proactively managing individual and team tasks and implementing analyzing processes.
● Reviewed more than 3000 financial statements per 9 months.
● Engaged employees in business processes with positive motivational techniques.

Education 



Accomplishments 

● Trained and supervised more than 20 personnel.
● Used Microsoft Excel to develop inventory tracking spreadsheets.
● Collaborated with a team of 6 in the development of the Military Finance Office located in Honduras.
● Earned the Army's Joint Service Achievement Medal in 2017 during deployment in Honduras.
● Earn Commandants list in Basic Leaders Course for exemplifying outstanding leadership and team working

abilities.
● Earned the rank of Sergeant in the military on September 1st, 2018.
● Earned the rank of Staff Sergeant in the military on October 1st, 2022.

Certifications 

Earned Certification of Financial Management Technician on November 19, 2015 
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BASD PEBD Date of Birth Birthplace

MO TS TT ETS DIEMS Country of Citz Sex / Race

#  M # Days AGCM Dt No. of Dependent

C PVT

O  Language  Read  Listen  DOR 

R SGT Marital Status S ace / Citz

  TOT:  DOR 

 DOR PULHES MRC Height/Weight

EFMP Dt #Cmd Sponsored

Physical Category APFT Dt P/F Score

Date Dependents Arrived OS Institution

PMOS SQI  MMRB Results/Dt

SMOS PDSI/YRMO DLAB Institution

Bonus MOS ASI

Bonus Enlist Elig Dt MEL

Promotion Points / YRMO   

Prev Promotion Points / YRMO  Year 

Mil Spouse SSN / MPC

Svc Comp / DoD

ASVAB Test # / Dt Emergency Data Verified Date  

GT OF ST

CL SC HIV YRMO

CO GM RGMT AFL 

Delay Separation Reason Adjusted Ready Reserve Oblig Date

AEA / Dt N / DoD Email

Flag Code Flag Start Dt Alternate Email

BMQ Date Last Photo

Remarks

Date of Loss

ASGT  FROM MO LOC COMD  LANG 
Current

1st Prev

2nd Prev

3rd Prev

4th Prev

5th Prev

6th Prev

7th Prev

8th Prev

9th Prev

10th Prev

11th Prev

12th Prev

13th Prev

14th Prev

15th Prev

16th Prev

17th Prev

18th Prev

19th Prev

20th Prev

21st Prev

22nd Prev

23rd Prev

24th Prev

EL

MES

Course 

 ORGANIZATION UNIT NO

PDSI Skills

State Awards
STATION

SGM -CSM

SECTION VII - Civilian Education

Discipline

SECTION VIII -  Awards and Decorations 

ASIDMOSDUTY TITLE

SECTION X - Remarks

Number Of Semester Hours Completed

Course Name Dt ExpiresDt Certified

Mailing Address

ENLISTED RECORD BRIEF

Date of Last PCS SECTION IX - Assignment History

FA

MM

SFC

SECTION I - Assignment Information SECTION II - Security Data SECTION III - Service Data 

 Speak 

BESD

Reenl Elig/Prohib

       Technical Certification

Discipline

 DROS 

Flag Expiration Dt

Correspondence CRS Total  # Hrs

Date of Last NCOER

SPC -CPL

MSG - 1SG

PFC

 SSN  COMPONENT

 SECTION VI - Military Education

Section V - Foreign Language PV2

SSG

Religion

Last Physical Exam

SECTION IV - Personal/Family Data 

AGCM Elig Dt

 PMOS

SEC CLNC

Home of Record

 #S -

 #L -

OS/Deployment Combat Duty 

Start - End Date CT PSI Invest Compl

PSI Status

 BRIEF DATE  NAME  RANK - DOR

PSI INIT

Month - Days

Dwell Time

Start

Level Completed 

 DEROS 

 /

20220916

2021
2019
2019
2019
2019
2018
2018
2018
2017
2016

 /

- / -

SEC

36B3O

20230331

20160815

36B2OCA

CA

CA

CA

CA

20190717

3

US

20200331

102

99

00

20220930

36B3O

20150707

36B3O

Current Strength

Q

UNCLASSIFIED / FOUO

UNCLASSIFIED / FOUO

20150707

Validated Date:20230525

20200815

20220613

20220411

20220930

PPA:DA FORM 4037 RECSTA:

20230525

Completed Distributed Learng/Structured Self Dev-Level 

CA

Acquisition Corps Status - NO
Acquisition Qualifications -   /

COMPLETED

20180901

106

202002 / MARKSMAN / AB

96

104

20200811

4

SENIOR DISBURSING ANAL

8

Validated By

20241006

ARCOM
JSAM
COA
AGCM
NDSM
ASR
GWTSM

         /

NG

112 103

4

19

#1 FINANCIAL MANAGEMEN

SENIOR VENDOR SERVICES

EXCESS DUE TO MTOE CHA

STANDARD EXCESS

SR VEN SVCS ANALYST

2

20150115

00F3O

 /

- / -

70

COMPLETED ONE SEMESTER OF COLLEGE

36BSSG

202304   / P / 449

112

36B

DISTRIBUTED LEADER COURSE II
SERE 100.2 LEVEL A SERE EDUCATION AND
TRAININ
TGPS PERSONAL FINANCIAL PLANNING FOR
TRANSITI
TGPS TRANSITION OVERVIEW - RESILIENT
TRANSITI
TGPS VA BENEFITS I (VERSION 3) - (1 HR)
BASIC LEADER
LEVEL I ANTITERRORISM AWARENESS TRAINING
UNIT ARMORER / PHYSICAL SECURITY
COMBAT LIFESAVER

CURUPC: PWJAA

1
1
2
1
2
2
1

PSC-CODE: CA06

105

65 / 1424

202212

BLANK

20190707

20230106

111111

36B3O

EXAMPLEEXAMPLE
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**SIGN AND DATE IN INK**
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**SIGN AND DATE IN INK**
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