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Mr. and Mrs. John R. Brown
1234 5th Street
Anytown, VA 54321-0001

Dear Mr. and Mrs. Brown:

I regret to inform you that your (son) (daughter) (other relationship), (grade, name, USMC) has been absent from this organization since (date).  If you know where (he) (she) is, please tell (him) (her) to return.  Absence without leave is a serious military offense that becomes more serious as the length of absence increases.

If (grade, last name) remains absent more than 30 days, (he) (she) will be declared a deserter and we will ask civil law enforcement authorities to assist in (his) (her) apprehension.  (Pay allotments) (and) (family members' eligibility for military medical care, commissary privileges, or other benefits) may also be terminated.  (Only include the second sentence if the addressee is receiving allotments or is entitled to benefits.)

I do not want your (son) (daughter) (other relationship) to become a fugitive.  If (he) (she) doesn't have enough money to cover the trip to this command, or if you need further assistance, please call the Marine Corps representative at (XXX) XXX-XXXX or XXX-XXXX, or call the Marine Corps representative listed in your phone book under "United States Government."  If I can be of any assistance in this matter, please call me at (phone number), or write me at (address).

	Sincerely,


	JOHN J. MARINE
	Captain, U.S. Marine Corps
	Commanding Officer

(Separate letters should be sent to the parents and spouse (if any), with copies being provided to the Marine Corps unit with administrative cognizance nearest the absentee's home of record.)










Sample Format for a Letter of Notification to Next of Kin
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