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	[ENTER YOUR ADDRESS]

Staff Symbol: [ENTER STAFF SYMBOL]

Phone:
[ENTER PHONE]

Fax:
[ENTER FAX]

Email:    [ENTER EMAIL]

1800

[ENTER DATE]


MEMORANDUM

	From:
	[NAME], [EMPLD]

[RANK], [USCG/USCGR]
	Reply to
Attn of:
	[POC STAFF SYMBOL]

[POC NAME]

[POC NUMBER]


	To:
	Commander, Coast Guard Personnel Command (CGPC-opm-1)

	Thru:
	[ENTER COMMANDING OFFICER]

	Thru:
	

	Subj:
	REQUEST FOR UNQUALIFIED RESIGNATION


	Ref:
	(a) COMDTINST M1000.6, Personnel Manual, Chapter 12


1.  I hereby submit my resignation from the U. S. Coast Guard and request its acceptance effective [DATE], or as soon thereafter as possible.  [IF APPLYING FOR THE TEMPORARY SEPARATION PROGRAM, ADD: I request my resignation be considered under the temporary separation program outlined in section 12-F of reference (a).] 

2.  [STATE THE REASON(S) FOR RESIGNING YOUR COMMISSION.]

3.  I have been informed and understand if my request to resign is accepted, I subsequently shall receive a certificate of honorable discharge from the Coast Guard.

4.  I [DO/DO NOT] desire a commission in the U. S. Coast Guard Reserve.  I understand to receive retired pay at age sixty, I must complete 20 years’ satisfactory Federal service, the last eight years of which must be qualifying service as a Reserve component member in compliance with 10 USC 12731.  [NOTE: IF YOU HAVE LESS THAN EIGHT YEARS MILITARY SERVICE, YOU MUST TAKE SOME FORM OF RESERVE COMMISSION. IF IN THIS SITUATION AND DO NOT DESIRE TO DRILL AS A RESERVIST, REPLACE THE FIRST SENTENCE WITH: I desire a commission in the Individual Ready Reserve to finish out my obligation per 10 USC 651.]

5.  I request confirmation of receipt of this letter via email [IF NOT LISTED IN THE GLOBAL, ENSURE IT IS LISTED ABOVE.]
#

	

	Enclosures:
	

	

	Dist:
	

	

	Copy:
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