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MEMORANDUM

	From:
	I.M. Last Name, RATE, EMPLID
CG Unit

	

	To:
	CG PSC-epm-1

	
	

	Subj:
	LETTER OF APPRECIATION FOR MILITARY/CIVILIAN RETIREE



	Ref:
	(a) Presidential Recognition on Retirement from Military Service, DoD Instruction 1348.34



1. Request for Presidential Retirement Letter of Appreciation for:

a. Name:  First MI. Last

b. Rank:  (Insert Rank/Rate Here)

c. Service:  U.S. Coast Guard

d. Years of Service:  ## years

e. Retirement Date: DD Month YYYY

f. Ceremony Date: DD Month YYYY

g. Home Address:
	Street Address
	City, State, Zip Code

h. Unit Address:
	U. S. Coast Guard 
      Unit Name
	Street Address
	City, State, Zip Code

i. Disposition Instructions: Mail to unit address or home address?

j. Attention:  RANK First MI. Last

k. POC:  RANK First MI. Last, (###) ###-####, First.MI.Last@uscg.mil

#

Enclosure:  Retirement Authorization
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