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Commanding Officer

	(Unit Address)
Staff Symbol: 
Phone: 
Fax: 
Email: 
1500
01 Oct 2012


MEMORANDUM
	From:
	Current ESOs Name, Rank, EMPLID

Unit Name
	Reply to
Attn of:
	


	To:
	CO/OINC Name, Rank

Unit Name

	Thru:
	Prospective ESOs Name, Rank, EMPLID

Unit Name

	Subj:
	EDUCATION SERVICES OFFICER RELIEF/AUDIT


	Ref:
	(a) CG Institute ESO Procedures Guide Vol I, Getting Started

(b) CG Institute ESO Procedures Guide Vol II, Training


1. IAW reference (a) and effective the date of this memorandum, I (current ESOs Name) have been relieved by (new ESO name) of the duties and responsibilities of (primary or alternate) ESO for (name of unit).

2. An audit of all end-of-course tests has been completed.  All tests have been accounted for.  All relevant documents, logs and files have been turned over and are in a secure safe.  
#
	

	Enclosures:
	

	

	Dist:
	

	

	Copy:
	Unit Files

CG Institute (CST)
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