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[INSERT DATE]

MEMORANDUM FOR Chief Comptroller Proponency Office, Assistant Secretary of the Army (Financial Management and Comptroller), ATTN: SAFM-PO, 109 Army Pentagon, Washington DC 20310-0109

SUBJECT: Nomination of Mr./Ms. [INSERT FIRST AND LAST NAME OF INTERN] to attend Army Comptroller Course (ACC) Session [INSERT COURSE SESSION] in Syracuse, NY.

1.  I endorse the attendance of CP-11 ACTEDS Intern, Mr./Ms.[INSERT FIRST AND LAST NAME OF INTERN], at the [INSERT COURSE SESSION] of the Army Comptroller Course held at Martin J. Whitman School of Management at Syracuse University in Syracuse, NY from [INSERT COURSE SESSION DATES DD-MM to DD-MM-YYYY].

2.  This course is mandatory for Mr./Ms. [INSERT LAST NAME OF INTERN] to complete for the CP-11 ACTEDS Intern Program and will be added as part of his/her Individual Development Plan (IDP) will provide him/her with a basic overview and overall understanding of the Army Financial/Resource Management Operations.

3.  Upon completion of this course Mr./Ms. [INSERT LAST NAME OF INTERN] will [INSERT UTILIZATION STATEMENT WITHIN THE ACOM/ORGANIZATION AND/OR APPLICABLE KNOWLEDGE/SKILLS/ABILITIES THAT WILL BE OBTAINED AND/OR ENHANCED WITH THIS TRAINING]. 

4.  Per CP-11 ACTEDS Intern Program guidance, request the following information be included on the ACC roster for the notated course session:

a. NAME: [INSERT FIRST AND LAST NAME OF INTERN]

b. ACOM/ORGANIZATION: [INSERT INTERN’S PERMENANT DUTY STATION]

c. PAY PLAN/LEVEL:[INSERT INTERN GS LEVEL AT TIME OF ACC ATTENDANCE]

d. EMAIL: [INSERT INTERN’S EMAIL] 

e. COMM/DSN: [INSERT INTERN’S COMMERCIAL PHONE NUMBER AND/OR DSN] 

4. POC for this action is [INSERT FULL NAME, PHONE NUMBER, EMAIL OF POINT OF CONTACT]. 
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