Sample transmittal letter for a volume

The notes in this sample are for clarification only. Do not repeat them in the document you send to AFIADL.

NOTE: Model your letter on this one, using only the sample statements that apply. Modify the format to suit your needs and to convey any other important information about your volume.

NOTE: Use letterhead.

MEMORANDUM FOR AFIADL/DCC

FROM: CC or other appropriate authority

 Street address

 Base, state, ZIP + 4

SUBJECT: CDC 3P052A, Law Enforcement Journeyman, Volume 2, Law Enforcement Functions

1. Course material for this volume was prepared according to the course chart submitted by this group and approved by this center.

2. The CDC writer is TSgt Mary Smith (DSN 000–0000), E-mail address: mary.smith@airbase.af.mil, who has (has not) attended the AFIADL Course for Authors.

3. This volume has (does not contain) lessons from other printed courses/modules. Lessons __ through __ are from CDC ____, volume _, dated ___, lessons __ through __.

4. Forms and publications referenced in this material are current.

5. Reference to medical treatment is (is not) in this volume.

6. Copyrighted material is (is not) in this volume.

NOTE: If a volume has copyrighted material, enclose copyright release.

7. For Official Use Only material is (is not) in this volume.

8. No classified information is in this volume.

9. This volume was reviewed and approved according to AFI 33–360, volume 1, and AFI 36–2201.

10. All figures for this volume (except foldout 1) are sent in electronic format. Coordination hard copies are provided.

11. Figures have been cleared through the graphics shop, as necessary.

12. Color graphics are (are not) in this volume.

NOTE: If a volume has color graphics, enclose justification letter.

NAME, Grade, USAF
Duty Title




Attachment:

Checklist for shipping course material

Checklist for shipping course material

The note in this sample is for clarification only. Do not repeat it in the document you send to AFIADL.

NOTE: Mark applicable areas with an “X.” Mark nonapplicable areas with “N/A.” Write in number of items, when needed.

Course/volume _____________________________ Date


Preparing agency


Administrative materials

	
	AF Form 74, Communication Status Notice/Request

	
	Letter of transmittal

	
	Copyright release (copy)

	
	Color justification letter (when color illustrations are needed)


Diskettes

	
	Number of text diskettes

	
	Number of graphics diskettes

	
	Number of CDs

	
	Total number of diskettes and CDs


Files

	
	front.doc

	
	Number of unit files

	
	appen.doc

	
	glos.doc

	
	bib.doc

	
	leg.doc

	
	ack.doc

	
	u0.doc (How many multiple-choice items are included?)


Graphics

	
	Number of figures

	
	Number of foldouts

	
	Number of color illustrations


Course author information

Name/rank ____________________________________(print/type)
Signature _____________________________________ Date ___________ DSN ____________

E-mail address _________________________________

Author’s supervisor _____________________________(print/type)
Signature _____________________________________ Date ___________ DSN ____________

