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From:  Commanding Officer, USS SAIPAN (LHA 2)


To:    AM1 David J. Reed, USN, 123-46-7890 





Subj:  DESIGNATION AS DIVISION CAREER COUNSELOR





Ref:  (a)  OPNAVINST 1040.11A


      (b)  Career Counselor Handbook, NAVPERS 15878J





1.  Per references (a) and (b), you are designated IMO2 Division Career Counselor. 





2.  Your duties and responsibilities include, but are not limited to the following:





    a.  Satisfactorily complete unit’s Career Development and Training Course (CDTC).





    b.  Meet with your department career counselor monthly on career information matters relating to your division.





    c.  Complete and route monthly division career development report to department career counselor upon completion.





    d.  Maintain a Career Counselor Book and any other resources provided by the department and Command Career Counselor (CCC).





    e.  Attend all division reenlistment ceremonies and assist the department career counselor and CCC as necessary.





    f.  Attend all monthly training sessions scheduled by the CCC.





    g.  Provide immediate division feedback of official news and information from the monthly career development team meeting disseminated by your department career counselor.





    h.  Ensure timely submission and accuracy of all request chits or packages involving retention, separation or special programs.





    i.  Be actively involved in the selection and training of your nominated relief.











                                   J. P. COATS     


Copy to:


Department Head


Division Officer


Command Career Counselor
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