Exhibit (600)-70.18

[image: image1.emf]
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                                WASHINGTON, D.C.  20005


            Inspector general

                                      FOR tax

                             administration 
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[Signatory office will date]
ACTION MEMORANDUM FOR SECRETARY GEITHNER

FROM:
Joseph I. Hungate, III


Principal Deputy Inspector General

SUBJECT:
Retirement Letter for Mr. John Doe
Recommendation
That you sign this letter of appreciation to Mr. John Doe, who retired from the Treasury Inspector General for Tax Administration (TIGTA) on December 30, 2011.

___________Approve

___________Disapprove
____________Let’s Discuss

Background

[Include brief background information on the retiree, specifically any accomplishments or awards, the start year at Treasury and TIGTA, the number of years they have worked at Treasury, and retirement date.]

Attachment:

[Exec Sec will date]

Mr. John Doe
Home Address
City, State  20120-4137

Dear John:
Congratulations on your retirement from the Federal Government and thank you for your 
19 years of service to the Department of the Treasury.  

Your service in helping to promote the efficiency and effectiveness of the administration of the internal revenue laws in the Office of the Treasury Inspector General for Tax Administration is commendable.

I wish you a successful and rewarding future.

                                                                        Sincerely,

                                                                        Timothy F. Geithner 
	Action Memo Clearance Sheet

Subject/Title: Retirement Letter for Mr. John Doe
Drafted:          TIGTA – [Name] [Phone Number]
Approved: 
  TIGTA – [Name]
Cleared:         ExecSec – [Leave Blank]


	Delivery Instructions

 FORMCHECKBOX 

Return to policy office for delivery

 FORMCHECKBOX 

Deliver through the Executive Secretary (include specific instructions below)

 FORMCHECKBOX 

Other (see below)

Due Date:  
Specific delivery instructions:

Mail to:   TIGTA

                Attn: [Name]
                [Address]
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