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1. [bookmark: BODYTEXT]I request to lateral rates from the (CURRENT RATE) to (DESIRED RATE). The following information is provided:
a. Date of enlistment: (DATE)
b. Expiration of obligated service? (DATE)
c. Billet has been identified pending approval: (YES/NO)
2. I am requesting a lateral change in rate because …. 
3. I have attached documentation for training that I have completed, which is not captured on my Employee Summary Sheet (ESS):
a. Correspondence courses successfully completed: 
(1) (COURSE NAME, LENGTH, DATE OF COMPLETION)
b. Service schools completed:
(1)  (COURSE NAME, LENGTH, DATE OF COMPLETION)
c. Other training applicable to both the present rating and the requested rating: 
(1) (COURSE NAME, LENGTH, DATE OF COMPLETION)
d. Other justification for the requested change, including civilian skills: 
(1) (COURSE NAME, LENGTH, DATE OF COMPLETION)  
#

[bookmark: ATT][bookmark: ATT2]
	

	[bookmark: ATT3][bookmark: Encl2]Enclosure
	[bookmark: Encl](ESS and SUPPORTING DOCUMENTS)

	[bookmark: DIST2]Dist:
	[bookmark: DIST]

	





2

image1.wmf

oleObject1.bin
[image: image1.png]U.S. Department of
Homeland Security

United States
Coast Guard








