Cancellation Requests 

-
Cancellation Request Messages must be sent when a member has been issued orders to a “C” school and the unit requests to cancel the orders.  For cutter pre-arrival requirements, use the Waiver Request Message template.   

-
If the cancellation will affect the operational capability of the unit, ensure that your Operational Commander is notified and concurs with the request prior to submitting it.  

· If orders have not been issued, a message is not required.  The unit may submit a new ETR and simply call TQC to delete the training request from Direct Access. 
-
Once a member’s orders are cancelled, a new ETR will be required to be re-enrolled.
Template
FM UNIT
TO COGARD TQC CHESAPEAKE VA

INFO COMCOGARD FORCECOM NORFOLK VA   
COMDT COGARD WASHINGTON DC//PROGRAM MANAGER (See below)*//
CG TRAINING CENTER (See below) **

CHAIN OF COMMAND
OPERATIONAL COMMANDER
OTHER AFFECTED AFLOAT OR ASHORE UNITS

BT
UNCLAS //N03502//

SUBJ: CANCELLATION REQUEST FOR COURSE TITLE/COURSE CODE, CLCVN DATE (See below)***
1. REQUEST CANX QUOTA FOR MEMBER RANK, NAME, EMPLID.

2. MEMBER UNABLE TO ATTEND DUE TO REASON (See below)****
3. NAME/RANK (must be CO/XO/OINC/XPO or equivalent), SENDS.

*  Program Managers are course specific and can be found in the Master Training Lists at: http://cgweb.comdt.uscg.mil/CG-751/programs/MTL.htm
For Non-MTL requirements, see the Program Manager List at: http://www.uscg.mil/hq/tqc/PM_General_Information.asp
**  If the subject training is held at one of the 7 TRACENs listed below, INFO them on the message:


a. TRACEN Yorktown - COGARD TRACEN YORKTOWN VA


b. TRACEN Petaluma - COGARD TRACEN PETALUMA CA


c.  CGA - COGARD ACADEMY NEW LONDON CT


d.  ATC Mobile - COGARD ATC MOBILE AL


e.  ATTC Elizabeth City - COGARD AVTECHTRACEN ELIZABETH CITY NJ

f.   TRACEN Cape May - COGARD TRACEN CAPE MAY NJ

g.  SMTC Camp Lejeune – COMCOGARD SMTC CAMP LEJEUNE NC

h.  HSWL Norfolk (Health and Safety courses)– COGARD HSWL SUPACT NORFOLK VA//SE//
*** Course titles, codes and dates can be found on the TQC website.
**** Choose one of the following reasons for the cancellation request:

a. Medical reasons
b. Failure to meet weight standards
c. Administrative reasons (specify)

d. Operational commitments (specify if DEEPWATER HORIZON – just notify for data)
e. Failure to meet prerequisites
f. Family emergency or hardship 
g. Member no longer requires subject training (specify) 
