DD Mmm YY
From:  ENS Write A. Name, USN, XXX-XX-1234/1110
To:    Director, Surface Officer Distribution Division (PERS-41)

Via:   Commanding Officer, USS MY SHIP (CG XX)
SUBJ:  REQUEST FOR PROJECTED ROTATION DATE ADJUSTMENT

Ref:   (a) MILPERSMAN 1301-104
1.  I hereby submit my request for an adjustment of my Projected Rotation Date (PRD) from MONTH YEAR to MONTH YEAR.
2. The reason for this request is to (WHY DO YOU WANT TO CHANGE YOUR PRD?).
W. A. NAME 
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CG XX/XXX
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FIRST ENDORSEMENT on ENS Write A. Name ltr of DD Mmm YY
From:  Commanding Officer, USS MY SHIP (CG XX)

To:    Director, Surface Officer Distribution Division (PERS-41)

Subj:  REQUEST FOR PROJECTED ROTATION DATE ADJUSTMENT

1.  Forwarded, recommending approval.
I. M. CAPTAIN
