


Memorandum


Subject:
ACTION:  Request for foreign travel 


From:
(Name)
Commandant, U. S. Coast  Guard


To:
The Deputy Secretary

     Thru: 
Assistant Secretary for Aviation and International Affairs
Date:

Reply to
Attn. of:
5000

G-CI

(Travel Manager)

267-2055

I request approval for the following foreign travel:

Dates of Travel:
(Actual dates.)

Delegation:
(Names & Ranks)

Event:
(Name of event or description of travel.)

Location:
(Destinations.)

Estimated Cost:
Estimated cost of the trip will be $XX,XXX.00.  The delegation will be using Coast Guard aircraft.

History:
(Describe past interactions, if this is a first contact, and the nature of the invitation if applicable.)

Purpose:
(Fully describe the benefit to the CG of this travel.)

Point of Contact:
(Travel manager’s name and phone #.)

Encl:
3 Attachments (NSC Letter, travel proposal, copy of G-C’s travel orders)

Assistant Secretary for Aviation and International Affairs

The Deputy Secretary

Approve: _______________

Approve: _______________

Disapprove: _____________

Disapprove: _____________

Date: __________________

Date: __________________
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