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Commanding Officer

	(Unit Address)
Staff Symbol: 

Phone: 

Fax: 

Email: 

1500

XX XXX XXXX


MEMORANDUM

	From:
	CO/OINC Name
	Reply to
Attn of:
	

	To:
	Prospective ESO Name, Rank, EMPLID

	Thru:
	Current ESO's Name, Rank

	Subj:
	DESIGNATION AS EDUCATION SERVICES OFFICER (ESO)


	Ref:
	(a) CG Institute ESO Procedures Guide Vol I, Getting Started
(b) CG Institute ESO Procedures Guide Vol III, Voluntary Education
(c) CG Institute ESO Procedures Guide Vol IV, More on Voluntary Education
(d) Performance, Training and Education Manual, COMDTINST M1500.10C


1. You are hereby designated as the (enter unit’s name) (enter Full-Time or Collateral Duty) Education Services Officer (ESO).  You will familiarize yourself with your responsibilities as outlined in reference (a) thru (d). You should also review the ESO Information page located on the CG Institute website at: http://www.uscg.mil/hq/cg1/cgi/eso/default.asp.

(Note: The ESO designation does not automatically extend to administration of SWE, due to different rank/grade requirements.  If you meet the requirements to administer the SWE that designation can be included as an additional paragraph.  Ref: COMDTINST M1000.2 Chapter 3.B.6.a).
2. You are authorized to complete the ESO certification section of the Application for Coast Guard Tuition Assistance, CG Form 4147, the Application for Tuition Assistance Waiver, CG Form 4147-1 and the Coast Guard Foundation Education Grant Program (CGFEGP) application, CGI Form 1560/10a. 

3.
As an ESO, you will be responsible for sending inquiries and requests to the CG Institute on behalf of the command.  This customer service tool is to be used for communication with the Tuition Assistance & Grants, Course Support & Testing and Registrar’s Office Divisions of the Coast Guard Institute (CGI).  Inquiries should be forwarded to the following e-mail addresses:

Registrar's Office (RO): CGI-SMB-RO@uscg.mil.

Course Support and Testing (CST): CGI-SMB-CST@uscg.mil.

Tuition Assistance (TA): CGI-SMB-TAG@uscg.mil.

Grants (G): CGI-SMB-FoundationGrants@uscg.mil.

4.
The following Qualification Courses have been loaded into the Learning Management System (LMS) and members can start taking those exams immediately (DWINTO, DWINTR, SARFUND & MLE).  A Process Guide for ESO's and members is available on the CG Institute website at the following link: http://www.uscg.mil/hq/cg1/cgi/eso/courses_and_tests/default.asp. The Process Guide is located under the E-Testing Rates Tab. 
5. A 21 day re-test policy is in effect for Qualification Courses. ESO's should monitor their ESO Testing Log to ensure members are not testing within 21 days of their last test. Training Centers and the CG Academy are allowed to re-test members after 7 days of course failure.  Waiver requests to the 21 day rule policy will be sent to CGI-SMB-CST@uscg.mil.  If you have any questions concerning this matter, contact the Course Support & Testing Division at 405-954-2437. 

#








01 Oct 2015
FIRST ENDORSEMENT

From:  Prospective ESO’s name
To: 
CO/OinC name
1. I hereby acknowledge the above designation.

Copy: 
Admin

1. CG Institute (CST)
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