Dear Mr./and Mrs. __________,
Today, I recommended your son/daughter (Full Rank and Name) for re-enlistment in the United States Air Force.  My decision was based not only on  (first name) skills, knowledge and ability to accomplish assigned tasks but also his/her demonstrated moral character.   

While the decision that now faces him/her is purely a personal one its impact on others, such as yourselves are obvious. (First name) has served our nation honorably and has demonstrated by example his/her willingness to live by our Air Forces’ core values of Integrity First, Service Before Self, and Excellence In All We Do. 

  I believe (first name) has a bright future should he/she remain in the Air Force and with incentives such as monetary bonuses, basing preferences and increased pay, I very much hope he/she will remain with us.  However, should his/her decision be to return to civilian life please know that it has been my honor to have served with him/her.

Should you have questions concerning this extremely important decision facing (first name) please do not hesitate to contact me.  

With warmest personal regards and best wishes, I am most sincerely,








(Commander’s Signature)

