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PROFICIENCY LEVEL FOUR
PO: CITIZENSHIP

PO/EO:
404.01A

ENABLING OBJECTIVE:
Write two memoranda.

REFERENCE(S):
A.
A-CR-CCP-269/PH-001 Level Four Course Training Plan





Chapter 4, Pages 26-27.

B.
A-CR-CCP-269/PT-001 Level Four Handbook


Chapter 3, Section 1, Articles 1-12, Pages 1-5.

SUPPLEMENTARY REF(S):
N/A

TRAINING AID(S):

A.
OHP

B.
OHP slides

LEARNING AID(S):

A.
A-CR-CCP-269/PT-001 Level Four Handbook

TEACHING POINT(S):
A. 
Importance of putting things on paper





B.
The main uses of memoranda

METHOD OF INSTRUCTION:
Lecture, demonstration and performance

TIME:

1 x 35-minutes
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PROFICIENCY LEVEL FOUR
PO: CITIZENSHIP

PO/EO:
404.01a
ENABLING OBJECTIVE:
Write two memoranda.

REVIEW

PO/EO:
N/A

ENABLING OBJECTIVE:

N/A

INTRODUCTION

WHAT:
In this lesson you will learn the functions of a memorandum and how to write one.

WHY:
You will need to know this for your Level Four training which requires you organize activities and communicate with other members of your squadron. This will require the use of memoranda.

WHERE:
You will apply this knowledge any time that you have to communicate with someone on a formal written basis.

TIME
BODY
NOTES

STAGE 1
COMMUNICATION

1.
General:
In PO 408 – Leadership teaches you to organize activities for your cadets. 













a.
You will probably be asked to organize quite a few of these in future 

 
years with the squadron.


















b.
One of your responsibilities as an organizer will be to communicate 

 
with other people to ensure their presence or request their services.













c.
You will also communicate quite often with other people during 

 
regular training sessions. 


















d.
You will constantly be put in situations where your ability to

 
communicate will be tested.

2.
Memorandum Structure and Uses:
a.
The memorandum is the common form of written communication 


for inter-office use within the military.


















(i)
An inter-office memo is one that can be sent to other military



members within your immediate area. 

















(ii)
For example, memos can be sent to anyone within your 



squadron, another squadron or a representative from the 



regional cadet office. 



















(iii)
It is considered an internal form of correspondence 




(internal to the Department of National Defence).

b.
Before looking at the function and the format of a memo, it is useful 


to consider briefly the importance of military writing.
















(i)
The military has many regulations regarding 





correspondence. 




















(ii)
Of these there are three basic rules to keep in mind during 



your stay in cadets. These rules are known as the ABC’s of 



military writing. Accuracy, Brevity and Clarity.

c.
Accuracy: 






















(i)
All that you write in a memo must be precise, accurate 



and thoughtful.




















(ii)
Use only facts that you know to be true and write your 



sentences so that they accurately portray your situation. 














(iii)
For example, there is a big difference between a backpack 



weighing a few kilograms and one weighing 25 kilograms. 



Especially if you are carrying it.

d.
Brevity: 






















(i)
In writing a memo, it is important to be as brief as possible. 



No one wants to read your life story or wade through a long 



winding tale.





















(ii)
State your message briefly, while being careful not to leave 



out any key facts.

e.
Clarity:


(i)
Not only must your memo be accurate and brief; it must also
 

be clear.



(ii)
Use short concise sentences and plain words to express 



your ideas. 





















(iii)
Your readers must be able to fully understand what you want



when they get to the bottom of the page.

CONFIRMATION STAGE 1

1.
What are the ABC’s of military writing?


Answer:
Accuracy, brevity and clarity.  

2.
What is the memorandum commonly used for within the military?


Answer:
The memorandum is for inter-office use in the military.

STAGE 2
STRUCTURE 

1.
Uses:

a.
There is a difference between a memorandum and a regular letter. 


Since you will be asked to communicate mainly with other members


of your squadron you will usually use a memorandum.  















(i)
Unless specifically asked by one officer from your squadron, 



you should not write any official letters to authorities outside 



the squadron. Get permission if you need to write a 




memorandum to a source outside of your squadron. 















(ii)
Your officers have the authority to do that and they will 



collaborate with you if there is a requirement.



b.
A memorandum is mainly used for:



(i)
Requests for equipment/services;



(ii)
Records of confirmations of decisions;



(iii)
Reservations/meeting arrangements; and



(iv)
Propositions for changes or amendments.

CONFIRMATION STAGE 2

1.
What are some circumstances where a memorandum is used?


Answer:
(i)
Requests for equipment/services;




(ii)
Records of confirmations of decisions;




(iii)
Reservations/meeting arrangements; and




(iv)
Propositions for changes or amendments.

32 MINs
PERFORMANCE CHECK

Test Details –
Each cadet will be required to write two memoranda.











 

1.
These two memoranda will be written during EO 404.01C.

33 MINs
CONCLUSION

SUMMARY:   
A.
In this lesson you have learned about the ABC’s of military writing and the




uses of a memorandum.

RE-MOTIVATION:
A.
Comment on student performance. (Identify strengths and points that

 


require improvement)


B.
You will be called upon to organize activities and in order to communicate with others in a formal way to obtain the services and supplies needed for these activities you will need to know how to communicate with people using a memorandum.

C.
Your next lesson is PO 404.01b, write two memoranda.
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