SAMPLE COLLATERAL DUTY MEDIATOR

APPOINTMENT LETTER












Date

MEMORANDUM FOR

FROM:  123 ABW/CC

SUBJECT:  Appointment as Collateral-Duty Mediator, ____________ AFB

1.  In accordance with AFI 51-1201, Alternative Dispute Resolution in Workplace Disputes, paragraph 22.3, you are hereby appointed to serve as a collateral-duty mediator at _____________ AFB ___, for a period no less than 24 months [12 months if overseas base] from the date of this letter, unless sooner relieved, in writing, by proper authority.

2.  Mediation duties shall occupy no more than 20 percent of your official duty time.  Specific case assignments will be made by the ADR Champion for _____________ AFB.









XXXXXXXXXXX









Colonel, USAF









Commander [or designee]

cc:

ADR Champion

123 ABW/DP

123 ABW/CCD

