WAIVER REQUEST MESSAGE TEMPLATE

R
FM  COGARD/USCGC *UNIT*
TO  COMDT COGARD WASHINGTON DC//*COURSE MANAGER*//
INFO  COGARD TQC CHESAPEAKE VA
COMCOGARDGRU/SECTOR/AREA *CHAIN OF COMMAND/FUTURE OPERATIONAL COMMANDER*
*OTHER AFFECTED UNITS*
BT
UNCLAS  //3502//
SUBJ:  WAIVER REQUEST FOR *COURSE TITLE/COURSE CODE*, CLCVN *DATE*
1.  REQUEST CANX QUOTA FOR *MEMBER RANK & NAME, EMPLID*.
2.  *MEMBER* UNABLE TO ATTEND DUE TO *REASON*.
3.  *AMPLIFYING COMMENTS*.
4.  ALL AFFECTED UNITS AND OPERATIONAL COMMANDER HAVE BEEN CONTACTED AND CONCUR WITH REQUEST.
5.  *OPTIONAL: REQUEST MEMBER BE RESCHEDULED TO ATTEND COURSE AT A LATER (OR SPECIFIC) DATE*.
6.  POC:  *NAME/RANK/TELEPHONE NUMBER*.
BT

*ASTERISKS INDICATE INFORMATION PROVIDED BY THE REQUESTING UNIT.
*COURSE MANAGER CAN BE FOUND IN THE MASTER TRAINING LISTS (MTL) OR OTHER COMDTINST.
*COURSE TITLE/COURSE CODE/CLCVN DATE CAN BE FOUND IN DIRECT ACCESS AND ON THE TQC WEBSITE.
