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MEMORANDUM

	From:
	CO
CG XXXXXXX
	Reply to
Attn of:
	Mr./LT XXXX
(XXX) XXX-XXXX


	To:
	CG CSC 

	
	

	Subj:
	CASH ACCOUNT AUTHORIZATION REQUEST


	Ref:
	(a) Coast Guard Morale, Well-Being and Recreation Manual, COMDTINST M1710.13 (series)
(b) Physical Security and Force Protection Program, COMDTINST M5530.1 (series)


1. Per reference (a), I request authorization to establish a “petty cash/change making fund” (be 
specific) in the amount of $__________.   Cash account is required to make small immediate purchases/make change for Category B or C MWR activity/morale event (be specific).   I will comply with the provisions of reference (b) as it applies to the storage of funds and loss prevention procedures.  

2.   Should you have any questions regarding this request, please contact Mr/LT _________
at the above number .
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