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	HEADQUARTERS

CIVIL AIR PATROL, TEXAS WING

UNITED STATES AIR FORCE AUXILIARY

P.O. BOX 154997

WACO TX 76715-4997
	




1 October 2004

MEMORANDUM FOR TXWG/XP


ATTENTION: Major John Q. Doe, CAP

FROM:  TXWG/JA

SUBJECT:  Format for Memorandum-Style Letter

1.
This sample letter, from the guidelines in CAPR 10-1, is intended to show the approved, standardized layout for a memorandum style letter for the exclusive use of all Texas Wing staff members who use computer-generated correspondence. Please do not use any other (i.e., personally developed) letterhead. A “blank” copy is also included with this template.

2.
Type or stamp the date on the right side of the letter 2-4 lines from the top (depending on how long the memo is) and flush with the right margin (use the “right tab” as above to align).  

3.
The “MEMORANDUM FOR” is typed in all caps 4 lines below the date. (NOTE: There is no colon following the word “FOR.”) All words — not just abbreviations — following “FOR” on this and subsequent lines should also be in all upper case. Type the “ATTENTION” line, if that optional line is used, one line below and align directly under the addressee (it’s best to use tabs to align the words rather than spaces).  Words following “ATTENTION:” on this line identifying the specific individual should follow in normal (upper and lower) case. One line should separate all lines in the header.

4.
The body of the correspondence, tab, font and other paragraph settings, etc., should appear similar to what is in this sample memo. Arial is the preferred font and is used to render fax correspondence easier to read. Please see CAPR 10-1 for more specific details regarding this and other types of CAP correspondence.

   NAME IN ALL CAPS, Lt Col, CAP

   Legal Officer

Attachments:

1.  CAPR 10-1

cc: 

TXWG/CC
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