[image: image1.png]



[image: image2.jpg]



HEADQUARTERS

(YOUR UNIT NAME) CIVIL AIR PATROL

AUXILIARY OF THE UNITED STATES AIR FORCE

(YOUR UNIT ADDRESS)

DATE: ______________________

MEMORANDUM FOR JOHN DOE

                                    1234 ANYWHERE AVE 

                                    SOMEPLACE, CT.  06999

FROM:  UNIT SUPPLY OFFICER

SUBJECT:  Civil Air Patrol Property

1. This is to inform you that because of your lack of participation or resignation/termination form the (your unit name), Civil Air Patrol, all items that were issued to you must be returned to the unit headquarters immediately.

2. Attached please find a copy of the Operational Resource Management System (ORMS) members issued list which details items issued to you and you’re accepting receipt through ORMS.

3. If the items can not be returned then you will have to pay the cost of replacement (make check payable to (your unit name).  Below is a list of the items and their replacement cost.

ITEM






REPLACEMENT COST


BLUE SERVICE SHIRT








4.   If you have any questions, please contact me at (email & phone number) in the evenings.















  






     FOR THE COMMANDER

                                                                                                      (YOUR NAME & RANK)    

  
                                                                                         (UNIT) SUPPLY OFFICER

DISTRIBUTION:

PERSONAL FILE

FILE
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