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PROFICIENCY LEVEL FOUR
PO: CITIZENSHIP

PO/EO:
404.01B

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 10-12, Pages 3-6.


SUPPLEMENTARY REF(S):
A.
A-AD-121-C01/FP-000 Staff and Writing Procedures for the 






Department of  National Defence and the Canadian Forces.

TRAINING AID(S):

A.
OHP

B.
OHP slides

LEARNING AID(S):

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





B.
Handout #1 – A Sample Memo





C.
Handout #2 – A Sample Memo









D.
Handout #3 – A Sample Memo
TEACHING POINT(S):
A. 
Components of a memoranda





B.
Minutes

METHOD OF INSTRUCTION:
Lecture, demonstration and performance

TIME:

1 x 35-minutes
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PROFICIENCY LEVEL FOUR
PO: CITIZENSHIP

PO/EO:
404.01b

ENABLING OBJECTIVE:
Write two memoranda.

REVIEW

PO/EO:
404.01a
ENABLING OBJECTIVE:

Write two memoranda.

1.
Review weak points of the previous EOs performance check; and/or

2.
Answer the following review questions:


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



Answer:
Accuracy, brevity and clarity.


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



Answer:
A memorandum is used to request equipment, confirm the services of an 

 



individual or group, make reservations, call meetings, suggest changes/ 

 



amendments and to confirm a decision

INTRODUCTION

WHAT:
In this lesson you will learn the components 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 which 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
COMPONENTS OF A MEMORANDOM

1.
General:
A memo can be type written but in this course you will be asked to write all 

our memos by hand. Do try and make your hand writing as clear as 

possible.

2.
Components:


a.
A memorandum is composed of the following:


b.
Memorandum – 

 

The word MEMORANDUM must appear at the top left of the page. 

 

This identifies the kind of correspondence your 
reader received. 

(i)
To add emphasis, you should underline the word 




MEMORANDUM. This should be done with a ruler if you are



preparing the
memorandum by hand.


c.
The File Number – 
 

is lined up with the left-handed side of the page. 















(i)
Although you may have to use a file number on some of your 


memos, other memos may not require a file number at all. 














(ii)
To help you to decide whether to use a file number, ask 



 yourself the following question: Will this memo end up in the



 filing cabinet or thrown in the garbage?


















(1)
If your memo must stay on reference for a long period




of time, then you can assume it will go into the filing 




cabinet and therefore needs a file number. 
















(2)
If in two weeks time your memo will no longer be




needed, then you can assume it will end up in the




garbage and will not require a file number. 















(iii)
In this case you will not need a file number. If you need a



file number, consult your administration officer, who 




will tell you which number to use.


d.
Date – 

 

Directly underneath the file number comes the Date. The military 

 

writes dates in the following way: 07 Mar 93.



(i)
A two-digit number is always used for the day i.e. 07.



(ii)
Always use a three-letter abbreviation for the month.



(iii)
Always use two digits for the year.



(iv)
The date is always written in the following order: 




day/month/year.

e.
Addressee Block – 

 
Lined up on the left-hand side of the page in the addressee block. 














(i)
This is the block that identifies the person to whom you are 



sending the memo. 




















(ii)
The person’s appointment or title should be used.















(iii)
To avoid confusion, the person’s title is used followed by the 



squadron number, e.g, Training Officer Sqn 999. This is not 



normally done unless addressee is with another squadron.


(iv)
If addressed to several people, “Distribution List” will appear 



in place of the addressee block and a list of the addressees 



will be included in the memo below the signature block.

CONFIRMATION STAGE 1
1.
What are the first four components of a memorandum?


Answer:
The word Memorandum, file number, date and the 




addressee block. 




STAGE 2
COMPONENTS OF A MEMORANDOM

1.
Components: (continued)
f.
Subject Line –

 
Immediately following the addressee is the subject line of the 

 
memo. 






















(i)
This part of a memo should be short and provide a broad 



summary of the contents. 







(ii)
As it is an important part of the memo, it must be 




underlined with a ruler and all letters must be capitalized. 

 

Ie: 
REQUEST FOR EQUIPMENT IN SUPPORT OF




ANNUAL CERIMONIAL REVIEW 94      _______
g.
List of References –





















(i)
Not all memos have references, so this part may not be 



necessary. 





















(ii)
You might include a reference to a telephone conversation 



(telcon), a meeting you had, another memorandum, a CATO,



 reference manual, or anything else that is a subject of the 



memorandum.

 
(iii)
For example, if your supply officer talked to you during the 



week and asked you to write a memo to request the 10 



compasses you need for your training weekend, your 




reference might read as follows: 













Ref:
A.
Planning meeting 2Lt Richter, 08 Sept 94




B.
Discussion F/Sgt. Smith/2Lt Richter.

h.
Body – 






















(i)
This is where you explain your situation or request the items 



you require. 





















(ii)
The two most important things to remember in the body of 



the memo: follow the ABC’s of military writing and number 



the paragraphs.

j.
Signature Block –





















(i)
This is where you sign your name and tell your reader who 



you are.





















(ii)
The signature block is made up of: 


















(1)
Your signature; 




















(2)
Your rank;



 

















(3)
Your appointment or title; and 


















(4)
Your local phone number. 


















(iii)
It is located on the bottom left hand side of your memo.
k.
Distribution List – 

 
The next item is located on the bottom left hand side of the letter. It 

 
is the distribution of your memorandum.  

















(i)
When you write a memo you usually intend to inform 




someone; or ask someone to take action. 
















(ii).
Your memo may be addressed to more than one person 



and may serve many purposes. 


















(iii)
You may also address the group instead of listing all the 



group members.




















(iv)
If the message is intended for one person only there is no 



need for a distribution portion on your memo.


(v)
If the need arises for a Distribution List then it will appear in 



place of the addressee block and again below the signature



block, followed by a list of addressees.


(vi)
The Distribution List is broken into two parts Action and Info.



(1)
Action contains those addressees who are required to




do something as a result of the memorandum.



(2)
Info contains those addressees who received a copy 




of the memorandum for their information only and are 




not required to do anything but to be aware of the 




contents of the memorandum. 

CONFIRMATION STAGE 2

1.
What are the last five components of a memorandum?


Answer:
Subject line, list of references, body, distribution and 




signature block.


STAGE 3
 COMPONENTS OF A MEMORANDOM

1.
Components: (continued)
 
m.
Spacing –

 

Throughout your memorandum you have to be aware about the 


placement of your paragraphs and the spacing involved. Your


memorandum should be spaced in the following manner:



(i)
Between each section, i.e. file number and date, there 



should be a space of one line so that each section,




paragraphs and sub-paragraphs all have one line of space 



separating them.



(ii)
The whole memorandum should be justified to the left.



(iii)
The first reference should be on the same line as “Ref:”



The reference letter should be 5 spaces from the colon- 



ending ref: and the actual reference should start 5 spaces 



after the letter, which begins the reference. The 5 spaces are 


equal to 1 tab. Additional references are all left justified.


(iv)
There should be 5 spaces between the number, which starts



a paragraph and the beginning of the text. This spacing 



should carry through all the sub-paragraphs as well.



(v)
There should be 7 lines of space between the last line of 



your text and the beginning of the type written signature 



block.



(vi)
Sub-paragraphs should be divided according to the following



scheme:




1.
______________________________________





a.
.________________________________





b.
_________________________________






(1)
____________________________






(2) 
____________________________







(a)
_______________________







(b) 
_______________________

2.
Writing Minutes:

In writing and dealing with memos, you should know what Minutes are. 













a.
Minutes are written comments (or replies) that are added by hand 

 

to a clear space on the original memo. 
















b.
In this way, an answer to the memo can be given without having to 

 

write up a new memorandum
 
c.
It is a kind of shorthand that saves everybody time.















d.
 A minute should be numbered (the original memo would be

 

numbered as one the first minute as two and following minutes in 

 

sequence), include the signature, rank, position, and phone number 

 

of the person writing the minute, as well as the date. The minute 

 

must also have an addressee, as a minute is a message to 

 

someone.

 
e.
The person receiving your memo should minute a reply or minute 

 

appropriate comments.

2.
Annexes and Appendices:


Annexes are pages supplementary to the main document whereas 

 
appendices are supplementary pages to an annex. After the signature 

 
block the heading “Annex(es):” shall appear, followed by a list of the 

 
annexes and appendices, in order of appearance, showing their letter or 

 
numeral designations and titles. Annexes and appendices are never used 

 
in correspondence to non-military addressees.


a.
Annexes shall be identified by capitol letters, shall have their own 

 

headings, and must be referred to in the text of the main document.


b.
Appendices shall be identified by Arabic numbers, shall have
 their 

 

own headings, and must be referred to in the text of the related 

 

annex.
CONFIRMATION STAGE 3

1.
What are minutes?


Answer:
Minutes are written comments (or replies) that are added by 



hand to a clear space on the original memo.

2.
What should a minute include?


Answer:
A minute should be numbered, include the signature, rank, 



position, and phone number of the person writing the minute,



as well as the date.

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 components and structure of a 




memoranda.




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 404.01c, write two memoranda.
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5


MINs





OHP #1





Handout’s #1 to #3.
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OHP #2











Supporting information should be used while the example of the memo is displayed and the example minute is pointed out.











20 MINs





10


MINs








Information should be used while the example of the memo is displayed and each spacing and its location is pointed out.
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