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SERVICE BRANCH OR DEPARTMENT
LETTERHEAD GOES HERE
ENSURE PROPER FORMAT
SEAL TO LEFT, ADDRESS
AND ZIP CODE ETC…













     IN REPLY REFER TO:


SSIC CODE


OFFICE CODE


01 JAN 23
From:  COMMANDER, UNIT NAME    

To:    Commander, Marine Corps Installations National Capital Region, Marine

       Corps Base Quantico
Subj:  REQUEST FOR AUTHORIZATION TO CONSUME ALCOHOL IN THE QUANTICO RANGES

       AND TRAINING AREAS: ADD RANGE/TRAINING AREA, EVENT NAME/DATE
Ref:   (a) MCO 3570.1C
       (b) MCBO 3570.1B
       (c) Range Standard Operating Procedures (SOP’s)

1.  In accordance with the references, a special request to consume alcohol in the Quantico Ranges and Training Areas is required. Add a brief justification and description of the event. Details are covered in paragraphs below. 
2.  Event Details.

    a.  Range/Training Area: 
    b.  OIC or Senior Marine responsible: (Rank, Name, Unit)

    c.  RSO: (Rank, Name, Unit)
3.  The event will be conducted on Range/Training Area (ADD RANGE). Add description of special circumstances and safety mitigations to include: If training is taking place before/after, medical support and plan, transportation, security of/access to personal vehicles, etc. 
3.  The point of contact for this correspondence is RANK/NAME at EMAIL and PHONE NUMBER. 
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