LETTERHEAD
Subj:	[Subject]
DD MM YY

(Letter Head or MEMORANDUM) 

From:  Requestor’s Full Name, Unit/Organization
To:	Traffic Court Officer, Marine Corps Air Station Iwakuni

Subj:	PETTITION FOR WAIVER OF TRAFFIC COURT APPEARANCE

Ref:	(a) MCASO 5560.8B

Encl:	(1) Any Supporting Documentation

1.  I received a traffic citation for [Offense], on [DD Month Year], and was scheduled for Traffic Court on [DD Month Year].  I will be unable to attend for [official given reason] and am submitting this statement in lieu of my attendance with the understanding that [cannot or choose not to be scheduled] to a later Court Date.

	a.  I am entering a plea of Guilty/Not Guilty for the charge [enter offense].

Note: Indicate include any additional information, mitigating circumstances or arguments relevant to your case that you wish to bring to the court’s attention.

2.  Point of contact in regards to this matter is [Rank, L.Name, F.Name, email and phone #]. 
 or My local contact information is [home address, home & work phone number, email address].



{Signature}
	F. M. LASTNAME
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