























SQUADRON MEMORANDUM FORMAT
(Figure 1)

HEADQUARTERS
AURORA COMPOSITE SQUADRON —-CAP
UNITED STATES AIR FORCE AUXILIARY
Aurora State Airport
23115 Airport Road NE
Aurora, OR 97002
(DD Month YY)

MEMORANDUM FOR CADET COMMANDER

TO: Full Name, Rank

FROM: Full Name, Rank

SUBJECT: Main Idea/Purpose of Memorandum

1.

2.

Use numbered paragraphs. Font Type is Times New Roman, 12 point size.

Make sure that you use proper rank abbreviations. Check for spelling and grammar errors before sub
the memo.

If you need to use a subparagraph:

a. Use lower case letters for your bullets
b. Like the one to the left
c. |If your paragraph is subdivided

(1) For subparagraphs within subparagraphs, use this type of numbering.
(2) Do not subdivide your thoughts into any further paragraphs beyond this.

Always include your contact information if you desire a response. Include your Phone Number
555-555-1234 and e-mdilghspeedcadet@myemail.cdegin your signature block three hard returns do
and three spaces to the right of center.

JOSEPH J SNUFFY, C/SSgt, CAP
1st Squad Leader

ATTACHMENTS:
1. List any attachments here.

mitting




12. Discipline

12.1 Any member who willfully violates the policies outlined in this SOP or any other policies
issued by higher headquarters (including regulations and manuals) will be subject to
disciplinary action.

12.2 Disciplinary actions will be initiated by the chain of command and may include, but are not
limited to, any of the following actions:

Oral Reprimand

Authorized Incentive Training

Letter of Counseling (LOC)

Letter of Reprimand (LOR) placed in the cadet’s personal file
Suspension of grade or demotion

Termination of Cadet Membership

~PQao0 T

12.3 The level of disciplinary action taken will be decided by the Deputy Commander for Cadets.

12.4 Any Cadet faced with disciplinary action has seven days to meet with the Squadron
Commander/Deputy Commander of Cadets to appeal the action. This rule does not supersede
National Regulations and only applies to written letters of reprimand/counseling.

12.5 If disciplinary action is to include demotions or termination of membership, the appropriate
procedures for such an action will be followed as outlined in CAPR 35-3, CAPM 39-2, and
CAPR 52-16.

The discipline which makes the soldiers of a free country reliable in battle is not to be
granted by harsh or tyrannical treatment. On the contrary, such treatment is far more likely
to destroy than to make an army. It is possible to impart instruction and to give commands
in such a manner and such a tone of voice to inspire in the soldier no feeling but an intense
desire to obey, while the opposite manner and tone of voice cannot fail to excite strong
resentment and a desire to disobey. The one mode or the other of dealing with
subordinates springs from a corresponding spirit in the breast of the commander. He who
feels and hence manifests disrespect towards others, especially his inferiors, cannot fail to
inspire hatred against himself.

Major General John M. Schofield
Address to the United States Corps of Cadets
11 August 1879



13. Required Knowledge
The Cadet Oath

"l pledge to serve faithfully in the Civil Air Patrol Cadet Program and that | will attend meetings
regularly, participate actively in unit activities, obey my officers, wear my uniform properly, and
advance my education and training rapidly to prepare myself to be of service to my community,
state, and nation."

The Cadet Honor Code

“On my honor as a Civil Air Patrol Cadet, | will not lie, cheat, steal, or commit any act of intentional
dishonesty nor tolerate those who do.”

The Definition of Leadership

“Leadership is the art of influencing and directing people in a way that will win their obedience,
confidence, respect, and loyal cooperation in achieving a common objective.”

Definition of Military Discipline

“That mental attitude and state of training which renders obedience instinctive under all conditions.
It is founded upon respect for and loyalty to a properly constituted authority”

The Value of Drill and Ceremonies

“On the drill floor the individual learns to participate as the member of a team, to appreciate the need
for discipline; that is, to respond to authority, to follow orders promptly and precisely, and to
recognize the effects of their actions on the group as a whole. Learning to follow is the beginning of
leadership”

The Civil Air Patrol Motto

“Semper Vigilans -- Always Vigilant” This reflects the ever-ready status of the Civil Air Patrol. It
means that every member, cadet and senior, must be prepared to respond effectively to any situation.

The Principles of Follwership

Customs and courtesies
Respect for authority
Attitude

Integrity

Discipline

Listening

-10 -



Required Knowledge (continued)
The Three Missions of Civil Air Patrol

Aerospace Education
- Internal
- External
Cadet Programs
- Leadership
Moral Leadership
Physical Fitness
Aerospace Education
Activities
Emergency Services
— Search and Rescue
— Disaster Relief
— Homeland Security
— Counter Drug

Civil Air Patrol Birthday -- December 1, 1941
Civil Air Patrol Core Values

Integrity
Volunteer Service
Excellence
Respect

8 Troop Leading Procedures

Receive the mission

Issue the warning order (WARNO)

Make a tentative plan

Start movement

Conduct a leader’s reconnaissance

Complete the plan

Issue the operations order (OPORD) or fragmentary order (FRAGO)
Supervise and Refine

ONOOAWNE
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14. Chain of Command

The Chain of Command consists of the following positions. All members are responsible for
knowing both the positions and the people holding these positions. (Due to possible changes within
the chain of command, you are advised to use pencil when filling in the names.)

Commander in Chief: The Honorable
Secretary of Defense: The Honorable
Secretary of the USAF: The Honorable

Chairman, Joint Chiefs of Staff
Chief of Staff, USAF
Commander, AETC
Commander, Air University
Commander, CAP-USAF

CAP National Commander
CAP Pacific Region Commander
CAP Oregon Wing Commander

Squadron Commander
Deputy Commander for Cadets

Cadet Commander

Cadet Deputy Commander
Cadet Executive Officer
Cadet Flight Commander

NCO SUPPORT CHANNEL

First Sergeant PHONE:
Flight Sergeant PHONE:
Squad Leader PHONE:
Team Leader PHONE:

CADET ADVISORY COUNCIL (CAC)

Oregon Wing Chair

Oregon Wing Vice Chair
Squadron Representative
Alternate Representative
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APPENDIX A
DUTIES AND RESPONSIBILITIES OF SQUAD LEADERS/ASSISTANT SQUAD LEADERS
1. Squad Leader

1.1. The Squad Leader is a member of the Flight who takes on the responsibilities and duties of
leading the element assigned to him/her during all meetings and squadron activities. It is
recommended that the leader assigns an assistant to assist him/her with the following duties.

1.2. The Squad Leader is directly responsible for the safety, well-being, and training of all those in
his/her squad. Squad Leaders must be present for and ensure that each cadet within the element
is equipped for training and field exercises. Directly responsible for the actions of each
individual cadet assigned to them. The Squad Leader is responsible for all his/her element does
or fails to do.

1.3.Squad Leaders will conduct a hands-on Pre- Combat Inspection (PCI) of assigned cadets before
each training activity or mission. Any deficiencies should be noted irSthead Binder”
using the Squad Inspection Form.

1.4. Squad leaders are required to maintain accountability of all assigned personnel and any
equipment assigned to the squad. This accountability is expected to be “hands-on” meaning the
squad leader must be able to state the whereabouts of assigned personnel at any moment. The
Squad Leader will maintain a “Squad Binder” containing up-to-date personal and contact
information on each cadet assigned to their element. All information will be recorded on a CAP
Form 60 and placed in the binder.

1.5. Must demonstrate proficiency in common cadet tasks and drill and ceremonies and be able to
instruct cadets properly on each of these items.

1.6. Must make contact with each member of the squad every week between meetings and
NLT 48 hours prior to any weekend training events. The purpose of this requirement is for
several reasons:

1.6.1. To ensure each cadet is aware of the required uniform/equipment.

1.6.2. To ensure that each cadet is aware of any special events and/or special training

1.6.3. To follow-up on individual performance from the week prior ensuring that
deficiencies are corrected.

1.6.4. To check for any special needs that the cadet may have for upcoming training (i.e
promotion boards, tests, CPFT, or anything that needs to be sent up the chain of
command.

1.7. Chain of Command — The squad leader reports directly to the Flight Sergeant/Flight
Commander.
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Appendix B
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CADET UNIFORM STANDARDS- SERVICE DRESS UNIFORM, CLASS B

Grade Insignia

1.1. Cadet Airman/NCO Metal chevron(s) placed on both collars. Placementis 1 inch up and centered from the front
edge of the collar.

1.2. Cadet Officer -Small cadet pin-on rank insignia placed on AF Blue slip-on epaulets.

CAP Cutouts

2.1. C/AB —Highly Polished Metal CAP Cutouts on both collars

2.2. C/Amn — C/CMSgt -NOT WORN

2.3. Cadet Office NOT WORN

CAP Aviation Badges and Specialty Insignia -- Highly Polished, worn %z inch above ribbons or top edge of pocket.

Ribbons — Worn resting on but not over the top edge of the left pocket and centered between the left and right edges.

Worn in proper order of precedence (see Appendix D).

Nameplate — Blue, three-line, rests on but not over top edge of right pocket, centered between right and left edges.

CAP Specialty Badges (such as model rocketry badge) — Worn centered on the left breast pocket between left and

right edges and the bottom of the pocket flap and the bottom edge of the pocket.

Oregon Wing Patch — Worn centered % inch below shoulder seam on left sleeve.

Marksmanship Award — Worn centered on the left breast pocket flap. Top of medal should be flush with the top edge

of the pocket.

Tie Tack/Bar — Silver oxide CAP Crest or Air Force Coat of Arms only. Center the tie tack/bar between the bottom of

the knot and the bottom (tip) of the tie.

High Gloss Low Quarter Shoes Required. (Corofam or Leather Oxford)

Trouser Hemming — The hem of the trouser will rest on the front of the shoe with a slight break in the front trouser

cease at the ankle. The “West Point Cuff” style of hemline will be (Besktription: Hemline slopes towards the rear

(heel) of the shoe and approximately 7/8 inch lower in the back.)
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Appendix B (Continued)

CADET UNIFORM STANDARDS- BATTLE DRESS UNIFORM

Grade Insignia

1.1. C/AB —Highly Polished CAP Cutouts placed on both collars. Placement is 1 inch up and centered.

1.2. Cadet Airman/NCO -Metal chevrons placed on both collars. Placementis 1 inch up and centered.

1.3. Cadet Officer -Cloth Embroidered Rank Insignia on Ultramarine Blue background. Only 1/8 inch of excess blue
background is required.

“Civil Air Patrol” Branch Tape — 1 inch Ultramarine Blue tape with white lettering sewn immediately above the left

breast pocket flap. The tape will run the entire width of the pocket flap. The ends of the tape will be folded under to

present a professional appearance when sewn, not cut.

Name Tape -- 1 inch Ultramarine Blue tape (must match Civil Air Patrol branch tape) with white lettering sewn

immediately above the right breast pocket flap (same as above)

Oregon Wing Patch -- Worn centered ¥z inch below the shoulder seam on the left sleeve.

Squadron Patch — When earned, the Squadron Patch will be worn centered on the right breast pocket.

National Cadet Special Activity Patch — Worn %2 inch below the shoulder seam on the right shoulder.

Combat Boots (Highly Polished) will be wornat all times when in the BDU uniform. Calf length boot socks will be

black or green in color. Trouser will be properly bloused at the top of the boot. Boots may have a capped toe. Hot

weather boots are authorized and may have black or green canvas.

Headgear — The BDU Cap will be worn with the uniform. Cadet Officers will wear cloth rank insignia sewn on the

front center of the BDU Cap. Starching of the BDU is not authorized.

Embroidered CAP Aviation/Ground Team Badges will be sewn % inch and centered above the “Civil Air Patrol”

tape.
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Appendix C

ORDER OF PRECEDENCE FOR MEDALS AND RIBBONS

1 U.S. Military Decorations
(Worn in order of precedence)

2. Silver Medal of Valor

3. Bronze Medal of Valor

4. Distinguished Service Medal

5. Exceptional Service Award

6. Meritorious Service Award

7. Commander’s
Commendation Award

8. Certificate of Recognition
for Life Saving

0. Unit Citation Award

10. Spaatz Award

11. Eaker Award

12. Earhart Award

13. Mitchell Award

14. Armstrong Achievement

15. Goddard Achievement

16. Doolittle Achievement

17. Lindbergh Achievement

18. Rickenbacker Achievement

19. Wright Brothers Award

20. Mary Feik Achievement

21. Arnold Achievement

[ ]
wd

2. Curry Achievement

23. Air Force Association
Award to Unit Cadet of the
Year

24, Air Force Sergeants
Asgsociation Award to Unit
Cadet NCO of the Year

25. VFW Award for Unit Cadet
Officer of the Year

26. VFW Award for Unit Cadet
NCO of the year

27. Red Serviece Ribbon

28. Rescue “Find™ Ribbon

29, Search and Rescue Ribbon

30. Disaster Relief Ribbon

31. Community Service Ribbon

32. TACE Ribbon

33. National Drill Competition
Ribbon

34. National Color Guard
Competition Ribbon

35. Cadet Advisory Council
Ribbon

36. Cadet Special Activities
Ribbon

37. Encampment Ribbon

38. Cadet Recruiter Ribbon

39. JROTC/ROTC Ribbons
(Worn ONLY while
participating in an active
JROTC/ROTC program. A
maximum of 3 JROTC/ROTC
ribbons may be worn)

Ribbons will always be placed on wearer’s left with bottom row resting on, but not over, top edge of left pocket. When

worn in rows of three, ribbons will be centered above the pocket between the left and right pocket edges. Only to prevent

the service coat lapel from covering the ribbons, additional rows of ribbons containing less than three may be aligned

with the left ribbon edge. The top row of ribbons will be centered over the row immediately below. When worn in rows

of four, left edge of the ribbons may be aligned with the left edge of the pocket or centered above the left pocket. Only to

prevent the service coat lapel from covering the ribbons, additional row of ribbons containing less than four may be

aligned with the left pocket edge with the top row of ribbons centered over the row immediately below. There will be no

space between the rows of ribbons.

2. Wear a maximum of four devices on each ribbon. Place silver devices to the wearer’s right of bronze devices. Replace
the bronze device with a silver device after receipt of the fifth bronze device.

3. If all authorized devices do not fit on a single ribbon, wear a second ribbon. Wear a minimum of three devices on the

first ribbon before wearing a second ribbon. When wearing the second ribbon, place after the initial ribbon. It counts for

one award. When future awards reduce device to a single ribbon, remove the second ribbon.
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Appendix D

WORK/REST AND FLUID REPLACEMENT GUIDELINES FOR WARM WEATHER TRAINING
(Applies to average member wearing the Battle Dress Uniform)

Heat Temperature Easy Work Moderate Work Hard Work
Category index (°F) Work/Rest | Water | Work/Rest | Water | Work/Rest | Water
(WBGT) Intake Intake Intake
(qt/hr) (qt/hr) (qt/hr)
1 78 — 81.9 No Limit V2 No Limit Ya 40/20 min Z
2 82 -84.9 No Limit Va 50/10 min Ya 30/30 min 1
(Green)
3 85-87.9 No Limit Ya 40/20 min Ya 30/30 min 1
(Yellow)
4 88 — 89.9 No Limit Ya 30/30 min Ya 20/40 min 1
(Red)
5 90 plus 50/10 min 1 20/40 min 1 10/50 min 1
(Black)

Information courtesy of LTC Mark A. Lovell, MD, MPH, Program Manager Disease and Injury Control, Directorate of
Clinical Preventive Medicine, U. S. Army Center for Health Promotion and Preventive Medicine

Easy Work Moderate Work Hard Work
Walking on Hard Surfaces at 2.5 | Walking on Hard Surfaces at 3.5 | Walking on Hard Surfaces at 3.5
mph, with 30 Ib. Load or less mph, with 40 Ib. Load mph, more than 40 Ib. Load
Marksmanship Training Calisthenics Walking on Loose Sand at 2.5 mp
with Load

Drill and Ceremony Search Team Activities/Patrolling

Individual Movement Techniques

(i.e. low crawl, high crawl)

-

Notes:

1. The work/rest times and fluid replacement volumes will sustain performance and hydration for at
least 4 hours of work in the specified heat category. Individual water needs will vary +%4 qt/hr.

2. Rest means minimal physical activity (sitting or standing), accomplished in the shade if possible.

3. CAUTION: Water/fluid intake should not exceed 1’2 quarts per hour.

4. Daily water/fluid intake should not exceed 12 quarts.
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Appendix E

ACHIEVEMENT TEST REQUIREMENTS

Achievement Leadership Laboratory Aerospace Education
Leadership 2000 and Beyond, Chapter 1
1 CAPT 16-2 (Dec 93, Errata memo Jun 99) MO test required
Closed-book test.  Un-timed. 70% passing score
Leadership 2000 and Beyond, Chapter 2 Aerospace Dimensions: complete module tests in any
2 CAPT 16-2 (Dec 93, Errata memo Jun 99) order
Closed-book test.  Un-timed. 70% passing score CAPT 61 (Apr 03, Errata memao Jan 05 )
Leadership 2000 and Beyond, Chapter 3 Aerospace Dimensions: complete module tests in any
3 CAPT 16-2 (Dec 93, Errata memo Jun 99) order
Closed-book test.  Un-timed. 70% passing score CAPT 61 (Apr 03, Errata memo Jan 05
. [ eadership 2000 and Beyond, Chapters 1-3
Wr:f:;?éos' CAPT 60 (Apr 03) No test required.
Closed-book test. Un-timed. 80% passing score
Leadership 2000 and Beyond, Chapter 4-7 Aerospace Dimensions: complete module tests in any
47 respectively order
CAPT 16-2 (Dec 93, Errata memo Jun 99) CAPT 61 (Apr 03, Errata memao Jan 05)
Essay and speech in lieu of a written test. ;
8 See CAPR 52-16 paragraph 2-7e for details. NO test required.
. Comprehensive leadership and aerospace exam on all of the above material.
Mitchell
Award CAPT 64 (Apr 03)
Closed-book test. 90-minute time limit. 80% passing score
Leadership 2000 and Beyond, Chapter 8-10 Aerospace: Journey of Flight: complete tests in any
911 respectively order
CAPT 16-2 (Dec 93, Errata memo Jun 99) CAPT 83 (Jan 01)
Earhart Comprehensive leadership and agrospace exam on all of the above leadership material and Aerospace
Award Dimensions
CAPT 65 (Apr 03)
Leadership 2000 and Beyond, Chapter 11-12
12-13 respectively MO test required.
CAPT 16-2 (Dec 93, Errata memo Jun 99)
Leadership 2000 and Beyond, Chapter 13-15 Aerospace: Journey of Flight: complete tests in any
14-16 respectively order
CAPT 16-2 (Dec 93, Errata memo Jun 99) CAPT 83 (Jan 01)
Eaker Essay and speech in lieu of a written test. -
Award See CAPR 52-16 paragraph 2-9d for details. No test required.
Spaatz The Spaatz Award Exams aré administered by CAP-USAF personnel.
Award See CAPR 52-16 paragraph 2-10 for details. The administrator's guide, CAPP 52-13, will also be helpful.
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Appendix F

CADET GRADE INSIGNIA
CADET CADET CADET
AIRMAN AIRMAN FIRST CLASS SENIOR AIRMAN

CADET CADET
STAFF SERGEAMNT TECHMNICAL SERGEANT

CADET CADET SENICR CADET CHIEF
MASTER SERGEANT MASTER SERGEAMNT MASTER SERGEAMNT

CADET CADET CADET
SECOMD LIEUTENAMNT FIRST LIEUTENANT CAFTAIN

CADET CADET CADET
MAJOR LIEUTEMNAMT COLOMNEL COLOMNEL
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CADET
AIRMEN

CADET
NON-COMMISSIONED
QFFICERS

CADET SENIOR GRADE
NON-COMMISSIOMNED
OFFICERS

CADET COMPANY GRADE
OFFICERS

CADET FIELD GRADE
QOFFICERS



Appendix G

SENIOR MEMBER GRADE INSIGNIA

Fligght Cafeoer Techmical Flight Officer Sexrion Flight Ofhces Fod Lievteniarnt

*

11 Liedtenant Captair haor Lievteryant Colonel

Collomie| Brlgadier General Mapar Gererd
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Appendix H

MAJOR BREWER’S TIPS FOR SUCCESS

. Be in the best physical shape possible; be mentally and physically tough.

. Listen and learn from good leaders. They will be the best asset to your success.

. Strive to be an expert in all common tasks and basic skills; memorize the unit SOP’s.

. Don’t be afraid to ask the good questions and learn. Remember, “you don’t know what you
don’t know”

. Become familiar with your subordinates and be considerate of their needs.

. Be a team player and always take notes! Nobody has a photographic memory

. Leaders make things happen. In the absence of orders, good leaders make things happen.

. Duty is 24 hours a day.

. Lead by example.

. Appreciate the sacrifices Soldiers, Sailors, Marines, and Airman and their families make
every day.

. Put others before yourself, work hard, and keep the word can’t out of your vocabulary.

. As a leader, STAY IN YOUR LANE; concentrate on your own tasks and your individual

unit’s tasks — These are the skills your squad, flight, or squadron need to know to be
effective during the mission.
. Find a mentor and latch on. Be thirsty for the knowledge that they have.

. Be balanced; learn to devote time to work, family, and your faith.
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¢ AURORA CADET ETHOS ¢

Our kind of leadership is all about putting your people

first and yourself last.
Our Officers and Cadet NCOs are known for their strict
enforcement of the standards and discipline because

“good enough” just doesn’t cut it.

We will instill pride in every Cadet we train. Pride in

one’s self, the unit, and in our country.

We are highly motivated, well disciplined, physically
and mentally fit.

We never give up or give in.
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