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	Commanding Officer



	(unit address)
Staff Symbol: 

Phone: 
FAX: 

Email:



1500

22 July 2008
MEMORANDUM

	From:
	CO/OinC

Unit Name
	Reply to
Attn of:
	(optional)


	To:
	Prospective ESOs name, rank and Emplid

	Thru:
	Prospective ESOs unit name if applicable or omit Thru line

	Subj:
	DESIGNATION AS EDUCATION SERVICES OFFICER (ESO)


	Ref:
	(a) CG Institute ESO Procedures Guides, Vols I-IV


1. You are hereby designated as the (enter unit’s name) (enter primary or alternate) Education Services Officer (ESO). You will familiarize yourself with your responsibilities as outlined in reference (a).
2. You are authorized to complete the ESO certification section, block 11, of the Application for Coast Guard Tuition Assistance, CG Form 4147. You are also authorized to complete the Application for Tuition Assistance Waiver, CG Form 4147-1, except for block 10e. The command endorsement signature block must be completed by the CO/OIC or appropriate delegated authority, other than the ESO

3. You are hereby designated as authorized to sign the command endorsement block of the Coast Guard Foundation Education Grant Program (CGFEGP) application, CGI Form 1560/10a. (This paragraph is optional; only use this paragraph if the CO/OinC wishes to delegate this authority to the ESO. This authority is not automatically assumed as an ESO).
4. As ESO, you will responsible for using the TACCTS to send inquiries and requests to the CG Institute on behalf of the command. This customer service tool is to be used for tuition assistance, non-resident training (tests) and resource support section (courses) issues.
#

FIRST ENDORSEMENT
From:  ESO’s name

Unit name
To: CO/OinC name


Unit name
1. I hereby acknowledge the above designation.
Copy: Admin
CG Institute (NRT)
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