 (Example “Semi-annual Instructor Status Report Memorandum”)

(Office Symbol)




                                      Date


MEMORANDUM FOR COMMANDANT, USASMA, ATTN: ATSS-Q, BLDG 11291,

BIGGS FIELD, FORT BLISS, TX 79918-8002

SUBJECT:  Semi-annual Instructor Status Report for FY __

1.  The following NCOs meet the requirements listed in the USASMA Instructor Certification Program.  Having met these requirements, they are therefore certified to instruct the courses indicated:

	Rank
	Name
	Course
	SGL
	SSGL

	SSG
	Jones, William
	PLDC
	 
	 

	SFC
	Smith, Thomas
	ANCOC
	 
	 

	MSG
	Doe, John
	FSC
	 
	 


2.  Point of contact (POC) at this academy is ______________, DSN 123-4567 or commercial, (123) 456-7890.  POC e-mail address is – NCOIC @________._____.army.mil.




                                         Commandant’s

   Signature Block

   And Signature

(This memorandum is not for requesting instructor certificates/instructor certification)

