[Agency/City Letterhead goes here]
To:
Regulatory Services Division MSC 0245
Texas Department of Public Safety
PO Box 15888
Austin, TX 78761-5888:
(1) This statement is regarding [Insert Name Here], [Insert title – ie patrol officer, sergeant, investigator, etc].
(2) Officer [Insert Name Here] has been accused once of a low level infraction of [Insert Policy Violation here].  He was disciplined with [letter of reprimand, re-training, etc].
(3) Officer [Insert Name] is good mental and physical health.

(4) Officer [Insert Name] has demonstrated proficiency on the following weapons:

a. Handguns:  [Insert handguns here]
b. Shotguns:  [Insert shotguns here]
c. Long guns:  [Insert long guns here]
(5) It is my recommendation that Concealed Handgun License be issued to Officer [Insert Name] under chapter 411.1991 of the Texas Government Code.
__________________________________________

[Insert CLEO name, ie Chief so and so]
[Insert Agency name ie So and So Police Department]
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