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	Commander
U.S. Coast Guard
Sector [unit name]

	[bookmark: Unit][bookmark: SICC][Street address]
[City,State, Zip]
Staff Symbol: 
Phone: 
Fax: 
Email: 
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[bookmark: TOADDRESS][Company]
Attn: [Name]
[Street Address]
[City, State, Zip]
[bookmark: SUBJECT]Dear [Name]:
[bookmark: BODYTEXT]This letter is to inform you of the status of your exemption request relating to [insert subject of exemption].  I have received your letter on [insert date], which was thoroughly reviewed and then forwarded with comments to [select one:  District Commander; thru chain of command to Commandant] on [insert date].  In accordance with [insert CFR cite], this particular exemption can only be granted by the [select one:  District Commander, Commandant].
Our comments include [insert summary of recommendation].
Should you have further questions, please do not hesitate to contact [rank, name, title] at [phone number].

	Sincerely,

	[Name]
	Captain, U.S. Coast Guard
	Officer in Charge, Marine Inspection
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