
[image: ]

MEMORANDUM


Commanding Officer
United States Coast Guard Unit Name


Address
Staff Symbol:
Phone: (  )
Fax: (   )
Email:

1700
dd Mmm yyyy









From:	X. X. XXXXX, XX  (CO) 
	CG UNIT
To:	CG PSC-opm/epm/rpm
Subj:	REQUEST TO TRANSFER
Ref:	(a) CGIS Case Control Number: XXXXXXX

Reply to	Rank/name
Attn of:	Phone number

(b) COMDT COGARD Washington DC 291230Z Aug 14, ALCOAST 362/14

1. Member rank/name requested a permanent change of station transfer as a result of the events outlined in reference (a) from CG Unit to a particular region/type of unit due to confirmed support in this area. [NOTE:  The member may submit their request in any format, including via email.  Emails may be attached to the memo to CG PSC as an enclosure]
2. I recommend approval/disapproval of the requested transfer for the following reasons:
3. CG Unit confirms the following:

a. Reference (a) is closed/open and a final Report of Investigation (ROI) will be completed by CGIS.
b. The member does/does not face any disciplinary or administrative actions.

c. There are/are not additional treatments that need to be completed at the local medical facilities prior to transfer.

d. Medical needs can/cannot be met in the requested region and the member’s medical duty status is (i.e. FFFD, etc.)

e. The SAPR CIT concurs/does not concur that a permanent change of station transfer from CG Unit is in the best interest of the member and the best interest of the command.  If not concur state reason:

(1) The member has been counseled that the receiving unit’s Commanding Officer will be informed of the situation surrounding the transfer [if prior to final case disposition].

(2) The member has been counseled that follow on services and disclosure to the receiving command is pending the member’s desires and needs and should be facilitated through the local SARC at the receiving unit [if after final case disposition].

4. [bookmark: #]If additional information is required, please contact me at (phone number) or (email address) or my representative (SARC, SVC, Executive Officer, etc) at (phone number) or (email address).
#
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