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United States Coast Guard


	2100 Second Street, S.W.

Washington, DC 20593-0001
Staff Symbol: CG-8R

Phone: 202-372-3656



                                                                        7000
MEMORANDUM

	From:
	(Employee’s Name)

(Employee’s Position Title)


	To:
	Ms. Wanda Butler
DHS CFO PEOPLE Initiatives Program Manager

	Thru:
	CG-8R Financial Management Workforce Manager

	Subj:
	DHS CFO Certifications Program 

	Ref:
	(a) DHS Memorandum, Announcement of the DHS CFO Certifications Program 


1. In accordance with reference (a), this is to notify you of my intentions to obtain the following professional certification(s) and request reimbursement for personal costs in fiscal year 2011:
Certification                           Prep-Courses   Materials   Exams   Other   Start        End           FY (Certification)                                 ($$)           ($$)           ($$)       ($$)   (mm/yy)  (mm/yy)   (FY)
(Repeat above line entries as necessary)
*Other: (If other costs, provide a specific description of these costs here)

**FY: (Enter FY that you anticipate obtaining certification & requesting reimbursement)

2. I understand this memorandum is a pre-requisite to DHS granting of reimbursements for certification-related costs and that all reimbursements under this program are subject to availability of funds. 
3. Thank you for the opportunity to participate in this program.
#
	Copy:
	(Appropriate Chain of Command)
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