[Your Name]

[Your Address]

[Your City, State & Zip]

December 11, 2008
[Name of Employer]

[Employer's Address]

[Employer's City, State & Zip]

RE:
Request for Reinstatement (completion of military duty)
Dear [Name of HR Manager or Supervisor]:

I am being demobilized effective date.  I will be required to expend my accrued military leave before I am released from military duty.  Therefore, I plan to return to work on report date.  A copy of my DD Form 214, military orders is attached to this letter or will be provided as soon as possible.

If you need to contact me, I may be contacted by telephone at phone # and by email at e-mail.  

Sincerely, 

[Your Name]

Encl.

