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MEMORANDUM

	From:
	[bookmark: FROM][First Initial]. [Middle Initial]. [Last Name], [RANK], [EMPLID]
[Enter your Unit]
	
	[bookmark: Reply]



	To:
	[bookmark: TOADDRESS]CG PSC (opm-1)

	[bookmark: THRU2][bookmark: THRU]Thru:
	(1) [Your Unit Command]

ELIGIBILITY REQUIREMENTS:

Applicants who do not meet all of the eligibility requirements listed above must submit a waiver request in the form of a Coast Guard memorandum through their commanding officer to CG PSC (opm-1).  The waiver request must address the following points using the template provided on CG PSC (opm-1)’s PG/Adv Ed webpage or CG Portal Site:

1. Program(s) applied for; 
2. Waiver justification; and 
3. Acknowledgement of applicant responsibilities subsequent to waiver submission.

(2) OFFICIAL STANDARDIZED TEST SCORE REPORTS:

Applicants who will not have their official standardized test score report entered into their CG PSC IPDR and Direct Access by the AY15 application deadline must submit a waiver request in the form of a Coast Guard memorandum through the respective PG/Adv Ed Program Manager/Representative to CG PSC (opm-1).  The waiver request must address the following points using the template provided on CG PSC (opm-1)’s PG/Adv Ed webpage or CG Portal Place:

1. Program(s) applied for; 
2. Waiver justification (attach documentation of demonstrated strong academic aptitude – e.g., transcripts, acceptance letters, etc.); and 
3. Acknowledgement of applicant responsibilities subsequent to waiver submission.
 
Note: 

1. Official standardized test score waiver request must include a copy of the receipt confirming the test date before the AY15 PG/Adv Ed application deadline.

2. Aforementioned, the official standardized test score waiver request must go through the Program Manager(s)/Representative(s).  The Program Manager(s)/Representative(s) will send the request to OPM-1 once they make their decision.

CG PSC (opm-1) must receive all waiver requests no later than the AY15 PG/Adv Ed application deadline. The primary and preferred method of delivery is a signed, endorsed, and scanned PDF copy sent via email to LT Lauren Milici, Lauren.L.Milici@uscg.mil and YN3 Christian Hazzard, Christian.T.Hazzard@uscg.mil.   

Do not send the original memo via mail to CG PSC (opm-1) if you use one of the methods listed above.  OPM will review all AY15 PG/Adv Ed waiver requests collectively after the AY15 PG/Adv Ed application deadline OPM-1 will inform members of their status once a final decision is rendered.

	Subj:
	[bookmark: SUBJECT]AY15 PG/ADV ED [TOUR COMPLETE/OFFICIAL STANDARDIZED TEST SCORE REPORT] WAIVER REQUEST



	[bookmark: REF][bookmark: REF2][bookmark: BODYTEXT]Ref:
	(a) INSERT PROGRAM’S SOLICITATION MESSAGE HERE
(b) Active Duty Officer Postgraduate and Advanced Education Application Process Guide for Assignment Year 2015



1.  Per references (a) and (b), I am applying for the [enter program(s) name here].  Understanding the policy guidance contained in references (a) and (b), I respectfully request a waiver [enter the policy you wish waived here].

2.  [Enter justification for waiver request here.]

3.  [Cite any additional information here.] 

4.  In accordance with references (a) and (b), by submitting this waiver request, I understand I am still required to submit my E-Resume application for Postgraduate/Advanced Education via Direct Access by the application deadline.  I also understand that CG PSC (opm) is not obligated to approve my request.  

5.  I understand OPM will review all Postgraduate/Advanced Education waiver requests collectively after the application deadline.  OPM-1 will inform members of their status once a final decision is rendered.

#

Enclosure(s):  [If applicable, list relevant background documentation here.]
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