









 5 January 2010
MEMORANDOM FOR ALL SQUADRON PERSONNEL

FROM: CC
SUBJECT: Squadron Files (CC-008)
1.  Squadron files will be guided by CAPR 10-2 and will only be modified by the Squadron Director of Administration.
2. The Administration Officer has over all control of the filing system. The Director of Administration has the authority to delegate the tracking of files to the appropriate program directors. 

3. Only the Administrations staff and the program directors will have access to said files. The program directors will only be allowed access to their respective department’s files.

4. The program directors must inform the Administration Officer that they need access to the file to add documents. Furthermore the directors cannot delegate this task.
5. This supersedes any previous policy in this regard.

   JUSTIN MACKELLAR, CAPTAIN, CAP







   Commander


