This is the format to use when submitting a memo (with your command letter head) to receive a copy of your records.  You can also write this on a fax cover sheet if you can’t write a MEMO.
From: You (Your rank and name) ***Be sure to sign your name, it will not be released 

without a signature***
To: CGPC (Adm
-3)

Subject:  CGPC IPDR

1. I request to have a copy of my CGPC IPDR sent to me. The following information is provided to facilitate my request:

a. Rank:

b. Full Name:

c. EMPLID:

d. Home Address:

e. Signature
f. Format:  CD or e-mailed (e-mail ONLY to ‘uscg.mil’)

#

This MEMO can be faxed or mailed or scanned and e-mailed as an attachment.
Phone requests are NOT authorized.

POC for copies:  Mr. Harrison Morten

�Mailing Address:


CG Personnel Command (adm-3)


4200 Wilson BLVD Suite 1100


Arlington, VA 22203





