INSTRUCTION ON CHANGE REQUEST FORM
For Program Managers, HQ and TQC personnel only

If you have questions email webmaster.
For Program Managers, HQ and TQC personnel only.

1.
Open Microsoft Outlook

2.
In Outlook, go to the task bar and click on “Tools”

3.
Scroll down to “Forms”

4.
Double click on “Choose Forms”

5.
Scroll down to “HQS-FC513-A and C School Change Request Form”

6.
Double click “HQS-TQC-Class A and C School Change Request Form FC-513"

Fill out the form as needed for the requested change(s).  After the Program Manager approves the form, submit it to HQ Training Manager (FC-Tot) and it will be forwarded to HQS-PF-fldr-FC-513 Change Request Forms for final approval. 

NOTE:  The form must be approved by the Program Director or Program single POC.  For create convening requests or request additional quota for courses taught at USCG TRACENs, the TRACEN POC must also review the form.

For further information, contact Danielle Clark, (202) 475-5468.

