~Example~                                              11 Nov 02

MEMORANDUM

From:  Commanding Officer, Your Command
To:    Afloat Training Group Middle Pacific

       ATTN:  SSEW/Armed Sentry, Course Manager

SUBJ:  DOMESTIC VIOLENCE BACKGROUND CLEARANCE AND WEAPON

       QUALIFICATIONS

1.  The service records of the following personnel have been screened and cleared of any domestic violence incidents:

Last Name
First Name
RATE
Social Security 

Sailor
John
GM2
123-45-6789


























2.  The service records of the following personnel have been screened and hold weapons qualifications dated as indicated:

Last Name
First Name
RATE
9mm
M14
M16
SHOTGUN

Sailor
John
GM2
7/15/03
7/15/03

7/15/03









































3.  If further information is necessary, please contact (POC from your command) at (123) 555-5555.

                               U. S. NAVY

                               To be signed by CO/XO 

