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MEMORANDUM

	From:
	[bookmark: FROM]I. M. Supervisor, RANK
Job Position Title
	Reply to
Attn of:
	[bookmark: Reply]LT Your Name
xxx-xxx-xxxx



	To:
	[bookmark: TOADDRESS]SPO

	Subj:
	[bookmark: SUBJECT]VERIFICATION OF COMPETENCY ASSIGNMENT REQUEST



	[bookmark: REF][bookmark: REF2]Ref:
	(a) Competency Manual, COMDTINST 5300.2, Appendix A, Article C.1.
	



1. [bookmark: BODYTEXT] Per reference (a), this memo serves to verify assignment of the following requested competencies for LT Your Name, emplid#:
a. List competency here, ex: HRIS3 (HR Info Systems 03) (reference competency dictionary: http://www.uscg.mil/ppc/da/CompetencyDictionary.xls) . Provide required supporting documentation to your supervisor.
b. List additional competencies here as applicable, and so on.
#

	



[bookmark: ATT]


2

oleObject2.bin
[image: image1.png]U.S. Department
of Transportation

United States
Coast Guard








image1.wmf

oleObject1.bin
[image: image1.png]U.S. Department of
Homeland Security

United States
Coast Guard








image2.png
U.S. Department
of Transportation

United States
Coast Guard





