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PROFICIENCY LEVEL FIVE
PO: INTRO TO ADMIN AND SUPPLY

PO/EO:
400.01b
ENABLING OBJECTIVE:
Complete three administrative forms as per instructions.

REFERENCE(S):
A:
A-CR-CCP-270/PH-001 Level Five Course Training Plan





Chapter 4, Pages 2-3.




B:
Cadet Administrative and Training Orders Volume One




C:
Regional Administrative Orders

SUPPLEMENTARY REF(S):
A: 
Squadron Standing Orders

TRAINING AID(S):

A:
Administrative Forms







(i)
Personal Emergency Notification CF 742: 






(ii)
Cadet Record of Service CF 1322: 

(iv) 





(iii)
Application for Membership CF 1158: 

(v) Application And Approval Cadet Activities (Employment, 








Course, And Exchange) CF 51:


LEARNING AID(S):

A:
Administrative forms (as provided)

TEACHING POINT(S):
A:
Procedure for correct completion of forms provided.
METHOD OF INSTRUCTION:
Lecture/Demonstration/Performance

TIME:

1x 35 minutes

.
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PROFICIENCY LEVEL FIVE
                 PO: INTRO TO ADMIN AND SUPPLY

PO/EO:
 400.01b

ENABLING OBJECTIVE:

Complete administrative forms as per instructions.

REVIEW

PO/EO:
400.01a
ENABLING OBJECTIVE:
Identify the duties and responsibilities of the squadron administration officer. 

1.
Review the weaknesses of the previous EOs’ performance check; and/or

1. 2.
Answer the following review questions:
2. a.        What form do cadets fill out to apply for a summer course?

3.            
Answer:
Cadets must fill out a CF 51.

4. b.
What is the purpose of a mail register?

5. 

Answer:
The mail register is used to record incoming and outgoing mail.

INTRODUCTION

WHAT:
In this period of instruction you will learn how to complete forms commonly used by your squadron. 

WHY:

Level Five cadets have gained solid leadership experience throughout their



cadet career, however, they lack the knowledge required to support the officers.


WHERE:
You will use this knowledge as you perform your duties in the squadron administration


section.

TIME
BODY
NOTES

6. STAGE 1:
COMPLETING FORMS

1.
Completion of forms requires attention to details. Since forms are used to gather information for specific reasons, great care must be taken to fill in the form as completely and as accurately as possible. 

2.
Most forms used in the military are preprinted with blank fields to enter information. Information should either be typewritten or printed in block letters using blue ink.

3.
Once a form is completed it will contain personal or confidential information so care must be exercised to keep that information accessible only to persons who have a need to see it.

4.
Completed forms, correspondence and personal records should be kept in a locked filing cabinet.

CONFIRMATION STAGE 1
1.
Where should completed forms, personal records, and correspondence be kept?


Answer:
They should be kept in a locked filing cabinet.

2.
What color ink should be used to fill-in a form?

 
Answer:
Forms should be completed in blue ink.

STAGE 2
FORMS USED AT THE LHQ
7. Personal Emergency Notification CF 742: 

 
This form is used to gather information on next of kin of cadets, civilian 

 
instructors and officers. Should an accident or illness cause serious injury 

 
or death the Admin O will know who to contact as well as the correct 

 
telephone numbers

8. Cadet Record of Service CF 1322: 

This folder is to be employed as a record of all documents, certificates and 

letters relating to that service. It is to be retained as a permanent record 

and upon transfer shall be forwarded to the gaining unit. This folder must 

be updated anytime a cadet is promoted, completes a summer course, is 

issued a performance evaluation report, or when any information 

contained in it is changed.

9. Application for Membership CF 1158: 

 
All persons applying for membership in a Canadian Cadet Organization 

must complete this application form. It contains general information of the 

cadet who is applying for membership.

10. Application And Approval Cadet Activities (Employment, Course, And Exchange) CF 51: 

 
Cadets applying for summer training, Summer Training Centre staff, or 

 
International Air Cadet Exchange use this form. This form has sections 

 
that are completed by the cadet, parent or guardian, Commanding Officer, 

 
Regional Cadet Staff, and Regional Surgeon.
5.
It is important to remember that forms are updated, replaced or removed from use periodically. Always check to make sure you are using the correct and most up to date form.
CONFIRMATION STAGE 2

1.
What form is used for application to join Air Cadets?


Answer:
Form CF 1158 Application for membership.

2.
In what folder does a squadron keep a cadet’s records?


Answer:
Folder CF 1322 Record of Service

B. 28 MINs
                           PERFORMANCE CHECK      

C. Test Details:
Each cadet will be required to fill-in a minimum of three different administrative forms.

1.
Forms used in this lesson should be limited to those for enrollment of new cadets or applying

for summer training, employment or exchange.

2.
Cadets may be tested by having them pair off and fill out the required forms to enroll their 
partner as if a new cadet.

3.
Admin O will check the forms for completeness and accuracy. Shortcomings should be 
addressed and the cadet given another form to complete.
33 MINs
                                    CONCLUSION

SUMMARY:

A.
During this period of instruction you have learned how to complete some




of the forms used by the Administration Officer of your squadron.

RE-MOTIVATE:
A.
Comment on student progress.

D. This information will help you assist the Admin O when required.

C.       During your next lesson EO 400.02a, you will learn the duties and 

 
responsibilities of the Supply Officer. 
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Handout #4


CF51





Handout #3


CF1158








Handout #2


CF1322





Handout #1


CF742





5


MINs





The Admin O should teach this lesson.





Originals filled-out in black 


ink are hard 


to tell from a photocopy so  use blue ink 


on originals.
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