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	UNIT SPECIFIC ADDRESS
Phone: (XXX) XXX-XXXX
Fax: (XXX) XXX-XXXX
Email: Joe.Coastie@uscg.mil
4600
12 Nov 2010


MEMORANDUM

	From:
	UNIT’S COMMAND
	Reply to
Attn of:
	

	To:
	PO1 JOE COASTIE, EMPLID

	Subj:
	RELIEF AS PRIMARY/ALTERNATE GOVERNMENT TRAVEL DEBIT CARD AGENT


Ref:
(a) 
Government Travel Charge Card (GTCC) Program Policies and Procedures, COMDTINST M4600.18
1. Per reference (a), you have been relieved as PRIMARY/ALTERNATE Government Travel Debit Card Agent for UNIT’S NAME W/PROFILE NUMBER. Your duties as outlined in reference (a) are hereby terminated due to PCS Transfer, non-compliance, etc.

2. Enclosed is a copy of the compliance audit of the debit card program required by reference (a) which documents that status of the account upon your relief.  

3.
You shall properly transfer any files you have maintained to NAME OF RELIEF W/EMPLID who has been designated as your relief.
#
Enclosure

Copy: CG-PSC (BOPS-R)
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�Send by e-mail to Arl-PF-CGPSC-JPMC-GTCC@uscg.mil
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