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Email:    [ENTER EMAIL]
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[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 VOLUNTARY RETIREMENT


	Ref:
	(a) COMDTINST M1000.6, Personnel Manual, Section 12.C.5


1.  I request retirement on the first day of [MONTH/YEAR], or as soon thereafter as possible.

2.  I understand if this request is approved, I will be ineligible for promotion if already selected for the next higher grade. I further understand that a copy of my voluntary retirement orders will be included in my permanent record and will be visible to any future selection board.

3.  For cost estimating purposes only, I elect [ZIP CODE] as my Home of Selection (HOS) for retirement. I understand I am not bound to this election and I am entitled to elect a retirement HOS within one year from my first day of retirement per U5310, JFTR.

4.  I understand if I request to later cancel or amend this retirement, it will be considered solely on the needs of the Service.  

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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