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DATE

MEMORANDUM

TO:		FIRE CHIEF

FROM:						
		Rank/ Name/ Station/ Platoon

SUBJECT:	Request for Off-Island Travel
		Re:   Annual Leave   Sick Leave   Other
Sir, this is to respectfully request your consideration and approval for off-island travel for the purpose of  
													
													
													
[bookmark: _GoBack]If my request is approved, I will begin travel on 			  and will arrive back on Guam on				.
Should there be a need for GFD to contact me while I am away, my address while off-island is
Emergency contact information:
Contact Person:								
Contact Number:								
Email Address:								
Your kind consideration in this matter will be greatly appreciated.

						
Signature					APPROVED 		DISAPPROVED  							
												

							FIRE CHIEF				


Suite 1001 DNA Building  238 Archbishop Flores Street  Hagåtña, Guam 96910
Phone: (671) 642-3454  Fax: (671) 642-2012
Mailing Address: P.O. Box 2950, Hagåtña, Guam 96932
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