














MEMORANDUM FOR SAF/AQXDA			                 TODAY’S DATE	


                                          


FROM: OO-ALC/CV


   7981 Georgia Street


   Hill AFB UT 84056-5824





SUBJECT:  Cancellation of Training - ACQ 201, SCH 231, CLS 009 





Major John Smith, XXX-XX-XXXX, was scheduled to attend ACQ 201, SCH 231, CLS 009, beginning 18 May 99.   Major Smith was called to active duty on 10 May 99 to support the Utah Air National Guard, 151th Air Refueling Wing’s mission to Kosovo, and is unable to attend subject class. 





We acknowledge that this no-show may result in a penalty for Major Smith.  If you have any questions, my POC is Ms. Training Manager, DSN XXX-XXXX.











                        THOMS A. O’RIORDAN, Brig Gen, USAF


                                     Vice Commander








APPENDIX B





[SAMPLE CANCELLATION MEMORANDUM]
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