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	Commanding Officer



	(unit address)
Staff Symbol: 

Phone: 
FAX: 

Email:



1500

22 July 2008
MEMORANDUM

	From:
	CO/OinC

Unit Name
	Reply to
Attn of:
	


	To:
	Prospective ESOs name, rank, Emplid

	Thru:
	Prospective ESOs unit name if applicable or omit Thru line

	Subj:
	EDUCATION SERVICES OFFICER RELIEF/AUDIT


	Ref:
	(a) Education Services Officer Procedures VOL. I, CGINST P1550.1


1. IAW reference (a) and effective the date of this memorandum, I have been relieved by (new ESO name, rank and Emplid) of the duties and responsibilities of (primary or alternate) ESO for (name of unit).
2. An audit of all End Of Course Tests has been completed. All tests have been accounted for.  All relevant documents, logs, files have been turned over and are in a secure safe.  
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