
[date]
MEMORANDUM FOR SMC/IG 

FROM:  [Organization (POC)]
SUBJECT:  Appointment of Exercise Evaluation Team (EET) Members

1.  The following individuals are hereby appointed EET members for [organization]:

RANK/NAME

         SSAN
    CLEARANCE
    PHONE    SIGNATURE
[Military rank/Civ Grade,
        [xxx-xx-xxxx]  [Top Secret, etc]  [x-xxxx]    _______________________

  first name, M/I, last name]








       _______________________  


2. By signing this document above, the member acknowledges that, as either an assigned member of the Los Angeles AFB Exercise Evaluation Team (EET) or as an individual acting in a specific supporting role to the EET, they are taking on the role of a Trusted Agent.  They are accepting the responsibility that they are aware that the information they are given access to is on a strictly “need-to-know” basis and is, prior to the described events taking place, not to be shared with other individuals unless they have similar access privileges.  Specifically, they are responsible for maintaining the confidentiality of the exercise scenario and/or the details of it.  The scenario and exercise materials related to the scenario are to be strictly controlled and are not to be discussed with anyone outside the EET.  Unauthorized release of this information to unit members, staff personnel, or contractors is an offense punishable under the UCMJ (for military personnel) or will be brought to the attention of appropriate agency for disciplinary actions (for civilian personnel).  

3.  This memo supersedes [that of xx Xxx XX (preferably, if known) OR all previous memos, same subject].

4.  If there are any questions, contact [POC] at [x-xxxx].







    [appropriate signature block, first line,







     appropriate signature block, second line]
cc: [individuals concerned]
