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PROFICIENCY LEVEL FOUR
PO: CITIZENSHIP

PO/EO:
404.01c
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):
N/A

TRAINING AID(S):

A.
Situation Handout

LEARNING AID(S):

A.
PO/EO 404.01b Handout #1 – A Sample Memorandum





B.
PO/EO 404.01b Handout #2 – A Sample Memorandum 

 



C.
PO/EO 404.01b Handout #3 – A Sample Memorandum

TEACHING POINT(S):
 N/A

METHOD OF INSTRUCTION:
N/A 

TIME:

1 x 35-minutes
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PROFICIENCY LEVEL FOUR
PO: CITIZENSHIP

PO/EO:
404.01c

ENABLING OBJECTIVE:
Write two memoranda.

REVIEW

PO/EO:
404.01b
ENABLING OBJECTIVE:

Write two memoranda.

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

2.
Answer the following review question:


a.
What are the components of a memorandum?



Answer:
(i).
The word Memorandum;

 



(ii).
File number; 












(iii).
Date; 













(iv).
Addressee block; 











(v).
Subject line; 












(vi).
List of references;











(vii).
Body; 













(viii).
Distribution list; and











(ix).
Signature block.

ACTIVITY DETAILS

1.
Objectives:

Proficiency Level 4 cadets will be required to organize activities and 
communicate with other members of the squadron, preparations, which 
will require the use of memoranda. Cadets should be encouraged to use a

memorandum any time they want to communicate in an official way. 

Practicing writing memoranda will build their confidence in writing one.

2.
Instructions for Directing Staff:

Give the handout provided to the cadets and ask them to write a 
memorandum for each scenario. 

3.
The memoranda should be checked for the ABC’s of military writing 
and for structure.

4.
Cadets should be made aware of their mistakes but not officially assessed

as writing memoranda and military writing in general is difficult and 
requires much practice.

5.
Instructions to Cadets:

N/A

6.
Optional:

N/A

PERFORMANCE CHECK

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