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	MEMORANDUM FOR SQUADRON/CC (COMANDER’S NAME)fillin "Enter MEMORANDUM FOR information Press [SHIFT + [ENTER] for more than 1 line entries"

	

	FROM:   Squadron/(FLIGHT)fillin "Enter your THREE LINE ADDRESS (Press [SHIFT] + [ENTER] to start a new line)"

	


SUBJECT:  SrA Below-the-Zone Nomination- Name O. Nominee, SSN

AIC Nominee is nominated for BTZ selection based on the following achievements:

JOB PERFORMANCE

- Limit SrA BTZ Memorandum to one page

- Use bullet format under each heading to provide a concise and complete summary of member’s accomplishments

  -- Use 12-pitch font throughout

- Do not feel obligated to include all headings listed in this example unless it can add significant impact to something not already mentioned in the EPR

- If you have any questions, contact 1ST Sgt Name, CCF, xXXXX.

LEADERSHIP/SUPERVISORY ABILITY

AWARDS/RECOGNITION

TRAINING/EDUCATION ACCOMPLISHMENTS

OFF-DUTY/UNIT INVOLVEMENT
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