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CFSAL AIDE-MEMOIRE TO MILITARY WRITING

PART | — GENERAL POLICIES

Military Writing References

1. The following references should be consulted fopl#mation.

References: A. A-AD-121-C01/FP-0@aff and Writing Procedures for the Department of
National Defence and the Canadian Forces

B. Federal Identity Program ManualTreasury Board of Canada, Secretariat

C.The Canadian Style guide to writing and editing by the Departmefithe Secretary of State
of Canada ISBN 1-55002-276-8

D. QR&O 1.04Words and Phrases — How Construed

E. QR&O 1.10Communication with Higher Authority

F. DAOD 1000-3Format for Signature Blocks in Correspondence

G.DAOD 5039-4Translation of Texts and Acquisition of Bilinguabcumentation

H. DAOD 5039-00fficial Languages

l. A-AD-D10-002/AX-000Information Classification Manual, Volume 2 Codes

J. A-AD-D10-003/AX-000Information Classification Manual, Volume 3 Nunwoaii File List

K. The Little, Brown Handbogkl1" Edition. Reference for writers and writing.

L. A-AD-121-F01/JX-000The Manual of Abbreviations - Department of NatibDefence and
the Canadian Forces

M. A-AD-133-001/AX-001Canadian Forces Addressed Hition

N. A-AD-133-003/AG-000CF Message Subject Indicator Codes Issue 1

0. A-AD-133-004/AG-000Address Indicating Groups for the Canadian Forces

P.National Defence Security Instructions (ND&HdNational Defence Security Policy (NDSP)
Q. Canadian Oxford or Gage Canadian Dictionary
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Introduction

2. PurposeThe purpose of this document is to highlighthhlsic rules and formats for
preparing documents within the Department of Natidefence (DND) and the Canadian
Forces (CF). Conforming to the provisions of refiees A through E, balanced with DND/CF
requirements, the principal objectives are:

a. to develop a familiarity and understanding of tbenponents of administrative
correspondence;
b. to simplify formats for administrative documentsiletstill meeting government

and NATO regulations (references A and B); and

C. to provide examples of and guidance in the apptinatf good administrative
practices.

3. Application This guide is designed for Resource Managemepp&t Clerk to assist
with the preparation of correspondence. It is nt#nded to replace, or supersede, the
publications identified at references C and D.

4, Supplementary DocumentSommands may develop a correspondence prograhane t
is responsive to their unique needs. Supplemeiaidelines could include local instructions
concerning letterheads, unique forms of addressptiauthority lines, signature authorities and
methods of internal correspondence.

5. Types of Correspondenc®ND/CF is subject to two sets of conventions for
administrative correspondence, other than messages:

a. Correspondence to Military Addresseé&his is the normal means of
corresponding within DND/CF and between NATO adskees consisting of
letters, memoranda, reports and papers; and

b. Correspondence to Nanilitary Addressees. This is the normal means by which
DND/CF and the public correspond.
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PART Il - RULES FOR FORMATTING

Font and Font Size

6. Times New Roman size 12 point shall be the stanfientdfor all administrative
correspondence.
7. Text The style and tone of the text is at the disoretif the originator. It is the

originator's responsibility to ensure the text aades clearly to the reader: who sent the
document and to whom, the date and subject of dbardent, what action is required from the
recipient, and how and when that person is to &ehie

8. Spelling The most recent edition of the “Canadian Oxfarésage Canadian
Dictionary", in accordance with reference Q, is aél¢hority for spelling.

9. Gender-Inclusive Languagkanguage can both reflect and shape the way peopl
treated. Bias-free language is effective languagkshall be used whenever possible.

Example: The Duty MCpl will wear his uniform whiten duty.
The Duty MCpls shall wear their uniform while ouatg.

Use of Bold

10.  The use of bold is not permitted unless a partrontard or thought in the text must be
emphasized or highlighted to get the message atydke reader.

Left Justified

11. The format for administrative correspondence isjiedtification, with minimum
punctuation. All lines begin flush with the left ngan.

Margins

12. LetterheadA left-hand margin of inch and half (1.5”) inchtesallow the text to line up
with the script of the letterhead, with one inchrgnas for the top, bottom and right margins.
These same margins shall apply for subsequent @dgles letter.

13.  Other Correspondencall other correspondence shall utilize a one i(ith margin for
the left margin as well as for the top, bottom agtit margins.

Paragraphs and Sub-Paragraphs

14. DND/CF Addresseedaragraphs in correspondence to DND/CF addrestafide
numbered in sequence (i.e. 1., 2., 3., etc.). Hewelthe body contains only one paragraph, the
paragraph is not numbered and begins flush withettienargin, but any sub-paragraphs are
numbered. Sub-paragraphs shall be identified leyradting letters and numbers (i.e. a., b., c.,
etc. and (1), (2), (3), etc.).
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15. Public Addressee#aragraphs in correspondence to public addreskaésiot be
numbered and shall begin flush with the left mar@unb-paragraphs are indented so that the
statement is easily identified. Second and subsgqud-paragraphs should maintain the same
format and be separated from each other by ond titza

16. Indentation The degree of indentation is a half inch tabradech paragraph or sub-
paragraph number.

17.  PunctuationA single space shall followolons (:), question marks (?), exclamation
marks (') and periods (.) at the end of a sentevwteen using a commas (,) and semi-colons (;)
in a sentence it shall be followed by one spacbk-f@&ragraphs shall end with a semi-colon, with
the second to last sub-paragraph ending with a-selon plus the word “and” or “or”. The last
sub-paragraph shall end with a period. Sub-subgpaphs shall follow the same principles,
except that a comma is used vice a semi-colon.

Headings

18.  Generally, headings should stand alone and not pamof the text. The use of headings
is optional, but once started, they should be oot until the next superior division is reached.
The use of headings does not change the paragtephening sequence, which continues
throughout the whole document.

19. Part and ChapteDocuments that are lengthy or require divisiandarity may be
divided. First, into PARTS identified by Roman nuais (i.e. PART V) with or without text
heading. Then, into CHAPTERS identified by Arabiowerals (i.e. CHAPTER 6) with or
without text heading. They shall be fully capitalizand be underlined.

20.  Group A group heading introduces one or more paragrapthsthe same general
subject. They are not numbered. They shall be @lag@d and underlined.

21.  Sub-GroupA sub-group heading introduces one or more papdgy with the same
general subject within a group heading. They atennmbered. They shall be underlined and
printed in lower case with the first letter of eanhjor word capitalized.

22. Paragraph and Sub-Paragraplparagraph or sub-paragraph heading is useouerc
only the subject contained in the paragraph ansuitsparagraphs. They shall be underlined and
printed in lower case with the first letter of eanhjor word capitalized.

Tabular Information

23.  Some information often is best presented in taldolan for clarity. To simplify precise
reference to items in a table, and to allow therithgn of amendments, lines and columns may
be identified as follows:
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Rows Lines (or where appropriate, individual items teamng more than one
line) may be identified with a serial number (A@bumeral) in the left-hand
column. If serials need to be subdivided, sub-kenmy be identified in the same
way as sub-paragraphs; and

Columns Columns (including that containing the serial f@m) may be
identified with lower case letters in parenthesé@sch should be on a separate
line below the column heading. The column headirgukl be shown on
subsequent pages.

Example:

Capitalization

Serial Format of Rows| This is an Example
(a) (b)

1. XXXXX XXXXX

2. XXXXX XXXXX

24.  The first word in a sub-paragraph shall not betediped unless it is a word that requires
natural capitalization. Capital letters have thvasic uses: to give emphasis, to distinguish

proper nouns

and adjectives; and to highlight wandeeadings and captions. The following are

examples of proper capitalization within DND copesdence:

a.

5/56

Governments and Government Bodies;
(1) the Government of Canada, and
(2)  the House of Commons.

Titles of Office or Rank;

(1) The Right Honourable Stephen Harper, Prime Minist€tanada, and
(2) Colonel Theriault.

Languages and People;

Q) Francophone, and

(2) English.

Military Terms;

(1) the Canadian Forces,

(2) Canadian Forces Base Borden,

3) the Canadian Decoration,
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4) EXERCISE RAPIER THRUST,

(5) A Boeing 747, and

(6) Her Majesty's Canadian Ship (HMCS) HALIFAX.
The Salutation and Complimentary Close:

Q) Dear Madam, and

(2)  Yours truly.

Numbering Numbers within DND/CF correspondence are govelnethe
following regulations;

Q) numbers from O - 9 are written in full (e.g.. zevog, two), and

(2) numbers with two or more digits are to be expressdigures
(e.g.. 10, 649).

Ordinals should be treated in the same way asra@rdumbers;
(1)  Ordinals; First, Second, Third, and
(2) Cardinals One, two, three.

Initial numbers Spell out a number or the word number when iticgat the
beginning of a sentence. This also includes the related numbers that tfose
follow it;

(1)  Three hundred persons were expected, but only ywlnee showed up,
(2) number 16 was the last in the series; there wasinter 17, and

(3) Sixteen RMS Clks were tasked for the exercise antemained at the
unit.

Time of Day;
(1) 0815 hours (full format), and

(2) 2030 hrs (abbreviated format).



PART Il - CONVENTION AND LAYOUT

Security Marking

25. Thehead is composed of all material preceding the textiactlides the letterhead, file
number, originator, date, subject and the addressee

26.  All classified/designated correspondence is to beamappropriate security classification
or designation markings. Markings will be flush lwthe left margin at one inch from the top and
bottom of each page, underlined and in uppercasginators shall give special consideration to
downgrading instructions and use of the “less...testeent. Classified documents and
documents with a security designation of PROTECH=@ higher must be produced with
proper security equipment.

27.  Individual security marking of the subject lineragraph and sub-paragraph is not
required if the entire document as a whole is aered to be classified/designated.

File Number/Suffix

28. Thedrafter composes the document for the originator. Theteiraf
position/appointment normally is shown after the fiumber as the suffix.

Examples: Drafter being the Chief Clerk — 5600-C)C
Drafter being the Operations Officer — 7500-1 (@ps

29. The file reference is a combination of letters andumbers assigned by the originator to
simplify future identification.

30. The file suffix shall include the abbreviation betdrafter of the correspondence.

Examples: 5600-1 (CC)
7500-1 (Ops O)

Date

31. The date contains the day, month and year, indituigr, including in correspondence to
the public. The month and year shall be spelledrofuill for all letters and shall be abbreviated
in memoranda. As a rule, if the month is spelletliodull, the year shall be as well. The month
is never indicated by a number. The cipher shdlbecused with the dates 1 to 9.

Examples: 1 January 2011
1Jan 11

32. If the date of signature is uncertain, the spacé¢hi® day may be left blank, and the

information penned in by the signatory when theespondence is signed. Five blank spaces
shall be left from the left margin for this purpose
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Addressee

33. The addressee is the authority, individual, unagency for whom the correspondence is
intended. Addressees shall be identified by appmnt and not by name, except in letters to the
public. Correspondence simply addressed to an ai#on is deemed to be addressed to the
officer in charge by default.

Example: CFSCE is deemed to be addressed to thé Cmd

34.  Official correspondence is intended for a posiijan office of responsibility), not the
individual in that position. As such, it may notegve the personal attention of the person
holding the position (as with correspondence raljirddressed to a CO or the B Comd).
Classified/designated correspondence which is topleaed only by a specific authority should
be so annotated. Only personal correspondencedsheuhtended for the individual person. It
should be addressed by name, and will not be openactioned by anyone else in the
organization, even if appointed in an acting cayaci

35.  Progressive approval or coordination through thrercbf command in routine
correspondence to military addressees may be iredicgith the use of “through”.

Example: B Comd (through B Admin O)

36. Single DND/CF Addresse€orrespondence to a single DND/CF addresseemiiebd
as a single addressee in the heading of the doduekw the date.

Example: B Admin O or the full address if it is aélsised outside of the Base/Unit/Ship

37.  Multiple DND/CF Addressee<orrespondence to multiple DND/CF addressees$ sbal
the statement “Distribution List” for letters or i'€r List” for memoranda in the heading of the
document below the date. The list of addressedklshahown under the signature block.

38.  Retired Military. Correspondence to an officer or non-commissianethber who was
honourably released and who served in the CF foless than ten years, shall be identified by
using the rank held at the time of release, ifinhme and decorations followed with the word
(Retired) or its abbreviation (Ret'd). (i.e. Majdvl. Smart, CD1 (Retired))

39. Public AddresseeCorrespondence to a public addressee is idantifiéghe heading of
the document below the date by typing the full @ddr If additional addressees are required, be
they DND/CF or public, they shall be shown below signature block under the heading “c.c.”.

Subject

40. The subject line is a brief statement of the gdrematent or a title of the
correspondence. It is used in all corresponden®NID/CF addressees, and is optional for
correspondence to public addressees.
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41.  The subject heading shall be typed in upper casdeand underlined. If it is expressed
in two or more lines, only the last line is undeell, and the underlining is carried to the end of
the longest line. Subject lines shall generallyexdend beyond the centre of the page.

References
42.  Thebody includes references and the text of the correspucel

43. Correspondence to DND/CF addressees may includeerefes. The term “Reference(s)”
for letters, or “Ref(s)” for memoranda, will be ds@® introduce the list of referenced documents
followed by a colon andne space. Each document listed is identified by an uppexdeser,
followed by a period andne space. If there is only one reference, it is not lettere

44.  References shall be referred to within the bodghefcorrespondence and shall be listed
in the order in which they appear in the body. Woed “reference” or “ref” shall not be
capitalized when utilized within the body of theraspondence (i.e. ...as per reference C...).
Any reference not available to all addressees sleadluffixed “(NOTAL)”, meaning “not to all”.
A reference included with the document shall béxeed “(enclosed)”, for letters,” or “(encl)”,
for memoranda.

45. References shall be identified as per the follovargmples:

a. Letter. When referring to a letter, the identificatioralinclude the file number,
file suffix and date written in full. If the refemeed letter was originated from
outside an addressee’s unit, the unit acronym shsdl be included in order to
clearly identify where the referenced letter orajad;

Example: CFB Borden 1000-1 (Admin O) 1 June 2011

b. MemorandumWhen referring to a memorandum, the identifiaasball include
the file number, file suffix and abbreviated datéhe referenced memorandum
was originated from outside an addressee’s uratuttit acronym shall also be
included in order to clearly identify where theexefnced memorandum
originated;

Example: 5225-1 (B Tel O) 2 Apr 11
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C. Publication When referring to a publication, the identificatishall include the
acronym and/or a number;

Examples: QR&O 1.04
A-AD-133-001/AX-001
MARPACORD 2-14

d. Extract When referring to an extract of a document, taiification shall
include the document name, chapter, article andgpaph number(s), never the
page number;

Examples: Liquor Licensing Adection 30 (8) or R.S.0. 1990, c. L.19, s. 30 (8)
article 103.1 b (2)
table 4 A-3 (refers to the third table of AnnexdAChapter 4)

e. MessageWhen referring to a message, the identificatioalsnclude the
acronym of the message’s originating unit, messageber and date-time-group;
and

Example: NDHQ DGCB OTTAWA DCBA 01/11 151400Z JAN 12

f. E-mail. When referring to an e-mail, the identificatidral include the sender,
the word “e-mail”, abbreviated date and time sent;

Example: Bloggins Sgt IM e-mail 21 Feb 11 09:37 hrs

g. Telephone ConversatiokVhen referring to a telephone conversation, the
identification shall include the positionsttitlektbe participants, the word
“telecon”, and the abbreviated date;

Example: Telecon ASU London Adjt/RCR London CC 2bHA1

46. References shall not be listed in correspondenpeltic addressees, but may be referred
to within the body of the letter. If it is not cagmvient to refer to a reference in the body of the
letter, use footnotes, endnotes, bibliographieganddexes.

Salutation

47.  Theclose contains all material below the last line of tluely of the communication,
including the signature block, authority line, arthex listing and distribution list.

48. Theoriginator is the individual whose signature block is on awdoent.
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49. The salutation is only used in correspondence blipaddressees. Letters for the
CO/Cmdt/ or B Comd’s signature shall use the satutéDear ,” and have the name
left blank so that the CO/Cmdt/ or B Comd may genrtame in upon signing and ending it with
a comma.

Abbreviations and Acronyms

50. An abbreviation is usually a shortened form of adyand an acronym is usually created
from the initial letters of a group of words. Thase is governed by the regulations stipulated at
reference L. The use of abbreviations and acrongrascouraged in correspondence to
DND/CF addressees, but care should be exercisagbid possible ambiguity. Consistency
throughout the document must be maintained.

51. Inletters addressed to the public, the use ofeab@tions and acronyms should be kept to
a minimum. Unless common abbreviations or acrongrasised three or more times in a
document, they should be written in full each tifi@n abbreviation is used, the word or words
represented shall be written in full on the firgpaarance, followed by the appropriate
abbreviation or acronym in brackets.

Examples: National Defence Headquarters (NDHQ)
Department of National Defence (DND)
Canadian Forces (CF)

Signature Block

52.  Generally, all correspondence shall include a sgigeablock. Signature blocks are
discretionary on correspondence such as repoigerpaetc.

53.  The signature block shall follow the last line ext in the body of the document and shall
be preceded by five blank lines, thus allowing isight space for signing. In multiple page
documents, a minimum of two lines of text shallogae the signature block so that the signature
block does not appear at the start of a page.

54. A handwritten or stamped signature must always appe the original document, except
for correspondence transmitted electronically. Naltyn the person named in the signature block
should sign correspondence. If the correspondensigmned on behalf of someone else, that
person shall have prior authority to sign for tlaened person and shall sign their own name and
rank, if applicable, "for" the named person.

55.  An authority line is used when one individual ispensible for the correspondence, but
another is accountable for its contents, such anwime B Admin O signs orders on behalf of the
CO/Cmdt/ or B Comd. The authority line identifiée tresponsible individual.
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56. Components of signature blocks include the follayvin

a. name of the sender;

b. rank (for military personnel only);
C. position or title;

d. telephone number (optional);

e. facsimile number (optional); and
f. authority line (when required).

57.  All letters for the B Comd's signature shall béw tollowing signature block.

Examples: M.J.M. Hallé L.J.L Smith
Captain(Navy) Lieutenant-Colonel
Base Commander Commandant

58.  All memoranda for the B Comd’s signature shall kbarfollowing signature block.

Examples: M.J.M. Hallé L.J.L. Smith
Capt(N) LCol
B Comd Cmdt
2066 2046

59.  When addressing correspondence to addressees alf difehe B Comd, the following
signature block format shall be used:

Examples: Initials and Surname
Rank
Position or Title
for Base Commander

60.  All other documents requiring the B Comd’s signatsinall bear the following signature
block, unless otherwise specified in the document.

Examples: M.J.M. Hallé, Capt(N), B Comd (for intaldlocuments)
M.J.M. Hallé, Captain(Navy), Base Commander (fdeexal documents)
C.A.C. Gervais, Col, CO (for internal documents)
C.A.C. Gervais, Colonel, Commanding Officer (fotezxal documents)
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Annexes and Appendices

61. Annexes and appendices are generally only usedriespondence to DND/CF
addressees and are rarely used in correspondepablio addressees. All annexes and
appendices shall be referred to in the body of gh@ient document. They have the same
classification / designation as the main document.

62. Annexes Annexes are supplementary documents that angrliéxplain the parent
document. They are used when the inclusion ohalldetail in the body of the document would
be cumbersome. They shall be lettered consecutwigthycapital letters (i.e. A, B, C) and shall
be listed in the order in which they are referi@thtthe body of the parent document. A single
annex is Annex A. Each annex shall have its owpestilheading. The first page only of each
annex shall contain a header, flush with the leftgm; consisting of the annex name, file
number and suffix of the parent document and diatieeoparent document.

Example: Annex A
5600-1 (B Admin O)
7 January 2011

63. AppendicesAppendices are supplementary documents that Bngplexplain the parent
annex. They are used when the inclusion of albtail in the annex would make it
cumbersome. They shall be numbered consecutivelyahic numerals (i.e. 1, 2, 3) and shall be
listed in the order in which they are referredrtahie body of the parent annex. A single
appendix is Appendix 1. Each appendix shall havewtn subject heading. The first page only
of each appendix shall contain a header, flush thigheft margin; consisting of the appendix
name, annex name, file number and suffix of thempadocument and date of the parent
document.

Example: Appendix 2
Annex A
5600-1 (B Admin O)
7 January 2011

64.  After the signature block the heading “Annex (eshall appear after signature block.
Annexes and appendices shall be listed in ordappéarance.
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Enclosures

65.  An enclosure is additional material and/or corresfamce included with a document,

other than annexes and appendices. If a refereascbden enclosed, it shall be indicated as such.
The word “Enclosure(s)” for a letter, and “Encl($)t a memorandum, shall be used, followed

by a colonpone space and the applicable number of enclosure(s) or argg®n of the

enclosure(s) (i.e. Four 3-inch x 4-inch color pletdf no annexes/appendices are listed, it shall
appear before the distribution list.

Examples: Enclosures: 2
Enclosure: 1
Encls: 2
Encl: 1

Distribution List

66. Correspondence to DND/CF addressees shall be figerity position or appointment,

not by name. Addressees within a distributiondisdll be categorized as action or information.
Each category of action or information addressedl bk listed in a logical sequence. Examples
are: external/internal addressees, by senioritglphabetical order if they are of equal status), o
by geographical/functional grouping.

67. Standard distribution lists are predetermined, latyuoccurring lists of addressees that
may be used to save time.

Carbon Copy

68.  Carbon copy is used only for correspondence semildic addressees and is used in the
place of distribution lists. The heading “c.c.uised and is followed by the addressees receiving
copies of the letter. It lets the recipient knowondlise is receiving the correspondence.

Example: c.c.

Dr J.K. Plante

Director Agriculture Research Department
Greenthumbs of Canada

416 Main Street

Saskatoon SK S7H 5M5
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Page Number

69. All pages shall be numbered in sequence using Aralninerals. The number shall

appear at the bottom left of each page or two laies/e the security marking. It is not necessary
to number a single page of a document, annex arajpp. The number preceding the oblique
indicates the page number. The number followingothl&ue indicates the total page count in
the document.

70.  When you have to number the page of an annex amalix use the letter and/or number
of the annex or appendix followed by a space, thdash, a space and the page number.

Examples: 1/15 Represents page 1 of a documerdinomg 15 pages
A - 3/5 Represents page 3 of Annex A containin@ggs
Al - 2/4 Represents page 2 of Appendix 1 that ¢osté pages with the appendix
belonging to Annex A

Envelope Addressing

71. To conform to Canada Postal Standards and DNOinel of the address will be
formatted with a uniform left margin. Upper casides shall be used throughout the address
blocks that appear on the envelope (return andeadde block). All non-critical punctuation will
be omitted to the extent possible without affectimg comprehension.

72.  To determine the physical characteristics requine@ffective processing by Canada
Post, refer to the websikdgtp://www.canadapost.ca/tools/pg/standards/defmakp

73.  Envelopes shall bear privacy markings appropratie level of privacy required. If the
correspondence must be opened only by a specifsopgthen it shall indicatd’O BE
OPENED BY ..." to the left of, and in line with, the top d&irof the address. Care should be
exercised in addressing by name, as no one otaertlie named individual may open an
envelope so marked, whereas an envelope addregsggbbintment may be opened by any
person acting for the principal.

74.  No markings shall be placed below the postal cadaroenvelope. Special markings
such asREGISTERED" or "URGENT" should appear to the left of, and in line withe top
line of the address.

75.  Addressee information, delivery address informatraannicipality, province and postal
code shall always be the bottom three or four lofabe address block. Except as otherwise
noted, address components and elements on thelis@mall be separated from each other by
one space. The number sign (#) or any other putictusuch as commas shall not be used. The
postal code shall be separated from the provindg/byspaces. The two letter symbol for a
province or state shall be used rather than the&uhe.
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76.  The return address should be indicated at thegtibgdrner of all envelopes.

77. A DND 709 may also be used and placed at the bbttiesealed envelope over the flap
for correspondence distributed internally.

Definition of minutes

78. Minutes are an addendum or an addition to a piéceroespondence. They shall be
placed below the subject heading in any free spaa#gable. They are numbered in Arabic
number, circled if hand-written or if typed, themioer is placed in brackets. Minutes are an
addressed comment; they must be signed in full.

Format of minutes

79.  The eight steps for a minute:

a. commences with number (2);

b. ao_ldressee’s title (underlined) which is the petsowhom you are addressing the
minute;

C. action of the statement that you want the addresstke;

d. initials and name of the person who is complethgrhinute;

e. rank left justified under the name;

f. appointment left justified under the rank;

g. telephone local; and

h. date is placed below the phone local in hand-writtenutes.

80. Examples of a minute:
(2) B Secur O

for you action

C. Griffin
Maj

B Admin O
3966

13 Feb 11
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PART IV — TABLE OF COMPARATIVE DIFFERENCES

81.

DND/CF addressees and public addressees.

17/56

The following comparative table illustrates thefeliénces between letters sent to

Parts of Correspondence | DND/CF Public
Security Marking As Required Not Used
Letterhead Not Used Compulsory
Originator Address Compulsory Compulsory
File Number/Suffix Compulsory Compulsory
Date Compulsory Compulsory
Priority Post/Registered Optional Optional
Malil
Addressee Compulsory Compulsory
Subject Compulsory Optional
Reference Optional In the Body
Salutation Not Used Compulsory
Body Compulsory Compulsory
Paragraph Heading Optional Not Used
Paragraph Numbering Compulsory Not Used
Complimentary Close Not Used Compulsory
Signature Block Compulsory Compulsory
Annexes and Appendices Optional Not Used
Enclosure Optional Optional
Distribution List Optional Not Used
Carbon Copy Not Used Optional
Page Numbering If more than one:| If more than one:
Compulsory Compulsory
Security Marking Optional Not Used




PART V — PREPARATION OF MESSAGES

Bilingual Messages

82. Messages should be drafted using the DND Stand3M@&ssage Drafter program. There
are four types of messages: bilingual, exerciseege and miscellaneous.

83.  English Text Precedes French Tekihe message will be identified as BILINGUAL
MESSAGE/MESSAGE BILINGUE, placed before the subjew. ENGLISH TEXT
ENDS/TEXTE FRANCAIS SUIT will be placed at the beging of the second language.

84. French Text Precedes English Tekihe message will be identified as MESSAGE
BILINGUE/BILINGUAL MESSAGE placed before the subjdme. FIN DU TEXTE
FRANCAIS/ENGLISH TEXT FOLLOWS will be placed at theeginning of the second
language. The language in the heading and clogitigeanessage will concur with the language
used in the first subject line.

Exercise Messages

85.  General Messages sent during or relating to exasaenducted in the interest of training
and readiness (e.g. tactical, command post, maneguare exercise messages. The word
EXERCISE/OPERATION, followed by the exercise idé&n#tion shall appear in the subject line
or early in the text. If they are not of routinettess, they shall be clearly identified in the
subject line to facilitate rapid and complete dlttion. The exercise orders may establish
additional means of identifying exercise messages.

86. EXERCISE EXERCISE EXERCISE shall appear as thethaste words of the text (i.e.
on the last page of the message) in every exemgssage.

General Messages

87. A general message (e.g. CANFORGEN, CANLANGEN, ESRQRLTGEN) is used to
communicate to a large number of addressees. trinitiating a general message, the
originator should consider the use of an AIG oombination of AIGs.

88. General messages may only be originated by NDH@Qmpoincipals or commanders of
commands, within the scope of their responsibsditkddressees may be added to a general
message, if necessary, to effect the desired laligiton but addressees shall not be exempt.
General messages shall be numbered sequentiatipgtat one in the beginning of the calendar
year. Message numbers shall be assigned by theatngs COMCEN. If an originator’s

number is used, it shall follow the general messdeetification number.

Example: FROM NDHQ MDC OTTAWA
TO CANFORGEN
UNCLAS CANFORGEN 2/ 11 ADM (FIN) 123
SI C WAS
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At the start of the calendar year, the originatallsidentify which general messages remain in
effect. The first message in the calendar yeae&oh general message series will indicate the
last general message sent for the previous year.

Miscellaneous Messages

89.  Any other messages are considered miscellaneousages If they are not of routine
matters, they shall be clearly identified in thejsat line to facilitate rapid and complete
distribution (e.g. messages such as MINQUIRY, CARUX and SIGNIFICANT INCIDENT
REPORT).

Rules for Writing Messages

90. Abbreviations Because of the requirement for brevity, use abatiens where it makes
sense to do so. Conjunctions, prepositions, astitel unnecessary words shall be omitted from
the text unless essential to the meaning. Thenmtest be precise, to avoid subsequent
explanatory messages.

91. Punctuation and Symbol$he following rules apply to punctuation and sytsb

a. punctuation should not be used unless essentibéteense of a message. Due to
the transmission equipment restrictions, only ti®#ing punctuation and
symbols are permitted in the text;

(1)  question mark [?],

(2)  hyphen[],

(3) colon[1],

(4) parenthesis (left bracket) [(],
(5) parenthesis (right bracket) [)],
(6) period [.],

(7) commal,], and

(8) oblique stroke [/];

b. punctuation is not required at the end of a pafyra space is left instead of an
apostrophe. One space is left after all punctuatidinen possible, numbers
should be written as digits. No underlining, honitad or vertical lines are
permitted. Fractions such as one-half shall bedygse1/2 using three characters.
Accents shall not be used; and
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C. if you are quoting and it is important that youtle® reader know this, use the
word “QUOTE” to introduce the quotation and “UNQUBTto end it.

Traffic Volume Controls

92. In an emergency, operation or exercise settingay be necessary to reduce message
traffic volume to ensure prompt handling of vitaldrmation. Traffic volume is controlled by
means of "MINIMIZE", "VETTING" or "SCREENING" mesgas. These controls have
widespread effects and shall not be imposed indistately or prematurely.

93. Types of ControlsControls may be imposed worldwide, nationallythivi a command,
or within a geographical area:

a. "MINIMIZE" indicates that normal message trafficdeastically reduced by
originators;
b. "VETTING" indicates that non-urgent and non-opemadil traffic is removed

from overloaded circuits by vetting teams; and

C. "SCREENING" indicates that traffic will be reduckyg removing duplicate
messages, outdated weather reports and messagbauwbaxceeded their
cancellation time. This action is completed by COBMNCpersonnel.

94.  Authority to ImposeThe authority to impose controls is restrictedaonmanders of
commands, within the scope of their responsibditie

95. Method of Imposing ControldMessages ordering controls shall consist of thedw
"MINIMIZE" or "VETTING", an outline of the scopegason (if appropriate), duration (if
known), and the type of traffic, communication seey or circuits to be minimized or exempted
from (if appropriate). The message shall be seatltwho may be expected to communicate
with the affected unit. Definitive guidelines fdret vetting teams shall be provided by the
imposing authority. The vetting team shall vetralh-urgent and non-operational traffic and
forward them by other means.

96. Communication during MINIMIZEMessages shall only be released by commanders of
commands, BComds, COs, or their delegated repiasess. Messages shall not be held
pending cancellation of "MINIMIZE"; this may serigly overload communication networks
following the cancellation. Prior to releasing angssage during "MINIMIZE", the originator
shall apply the following criteria:
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a. will immediate operations be affected if the messagiot released or can it be
forwarded by other means;

b. is the message vital or within a category spedlfieaxempted by the imposing
authority;

C. has the term "MINIMIZE CONSIDERED" been includedRelterm "MINIMIZE
CONSIDERED" must be shown in the special instrudiblock on the message
form on all messages released during periods oNIMIZE"; and

d. any message can be vetted.

97.  Cancellation or Modification'MINIMIZE" or "VETTING" may be cancelled or
modified only by the imposing (or a higher) autlyprA message stating
"MINIMIZE/VETTING CANCELLED" or MINIMIZE/VETTING MO DIFIED" shall be
released outlining the scope of the cancellatiomodification and the effective date and time.
In most instances the start and stop date/timeeoMINIMIZE" are included on the message
imposing the "MINIMIZE", therefore a cancellatioressage will not be sent.

98. Non-electronic Transmission of Messagesring periods of "MINIMIZE" or

"VETTING" when it may be desirable to reduce théuwee of electronic traffic, messages may
be dispatched by mail or messenger by the origin&ach messages shall be annotated clearly
"BY MAIL" or "BY HAND" in the message handling ingtctions block of the message form.
These statements may be typed or handwritten oméssage form.

99. NATO Addressees/NATO Broadcadtessages addressed to NATO authorities,
messages handled by NATO COMCENSs or messages alitterough NATO Ship/Shore
Broadcast NATO must contain the term "NATO" preogdihe security classification or contain
the statement "RELEASABLE TO NATOQ" in the first &rof the text. The use of SIC codes is
mandatory. Office designators are not used withhT® for message delivery; the SIC is used
for this purpose. If delivery instructions are regqd (i.e. "FOR CQO"), they would appear on a
separate line after the SIC codes line and befmatbject line.

Completing the Message Form

100. Heading The heading of a message is composed of all elisnpeeceding the text block
from the security classification/designation to thessage handling instructions.
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Security Classification/Designatioht is the originator’s responsibility to indicate
the security classification/designation on the ragedorm. It is written in full at
the extreme top and bottom of the form and it peeted on all pages of the
message. The appropriate classification/designatde is written into the block
entitled CLASS in the middle of the second lineled form;

Examples:

Top Secret TTTT
Secret SSSS
Protected C — Confidential WWWW
Protected C VVVV
Confidential CCCcC
Protected A GGGG
Protected B KKKK
Unclassified Uuuu

File Number The file number should be consistent with thgextliopic used by
the local Records Management Services. It is ingpotio have the correct file
number as copies of all messages are filed in e filing system;

Date-Time GroupThe "DATE-TIME GROUP" represents the time the sagge
was signed by the releasing officer. To avoid ceitfa resulting from different
time zones, the time is expressed as Universaldiwated Time (UCT) as
indicated by the suffix "Z". The "DATE-TIME GROURbnsists of six digits
followed by: the letter Z, the month and the y8dre date and time, using the 24
hour clock, shall appear as six digits followed'BY. The month shall be the
normal three letter abbreviation. For this blockypabbreviations for French
months shall be: JAN, FEV, MAR, AVR, MAI, JUN, JUROU, SEP, OCT,
NOV and DEC. The year shall be the last two digftthe year;

Example: 4:30 p.m., 19 Aug 20184astern Daylight TimeEDT))
=192030Z AUG 11 (summer hours)

A difference of + 4 hours between EDT and Zulu time

Summer hours; + 4 hours

Winter hours, + 5 hours

1:03 p.m., 8 Feb 2011 (Pacific Standard Time (PST))
=082103Z FEB 11 (winter hours)

A difference of + 8 hours between PST and Zulu time

Summer hours; + 8 hours

Winter hours, + 9 hours
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PrecedencePrecedence means the priority which the messdgleengiven in

both the preparation and distribution stages. thésoriginator’s responsibility to
assign the precedence to a message. Four preceziageries are used to
indicate the urgency and the relative order in Whieessages are handled. They
are: "FLASH", "IMMEDIATE", "PRIORITY" and "ROUTINE"and they are the
only indication of precedence that COMCEN persomeebgnize. The categories
indicate: to the originators - the relative speedalivery; to COMCEN personnel
- the relative order of processing, transmissich @elivery; and to recipients - the
urgency of the message. Messages shall only bgnaska precedence high
enough to ensure they reach their destinationtimely manner. Action and
information precedence are assigned independdritlyinformation precedence
is assumed to be routine if not assigned. Onhafiropriate assignment of
precedence will ensure the system is effective.féhewing factors should be
considered before using a message or assigningcagence (the use of a
message instead of a letter is an escalation cedence)’ urgency of the subject
matter (not the same as importance), time zonereéifices, and duty hours;

(2) FLASH. "FLASH" precedence is reserved for initial contaessages or
for operational combat messages of extreme urgdreyity is
mandatory. Lower precedence messages are intedrupteé "FLASH"
messages are processed. Examples include initihctoreports; recalling
or diverting friendly action on targets unexpecyenitcupied by friendly
forces, or emergency measures required to preverfiict between
friendly forces; warning of imminent large scaltaaks; extremely urgent
intelligence reports; and major strategic decisioingreat urgency,

(2) IMMEDIATE . "IMMEDIATE" is reserved for situations that grdye
affect the security of national or allied forcespopulace. Normally this
precedence is not used for administrative purpdsesmples include
reports amplifying contact reports; reports of waisnajor movements of
foreign military forces during periods of strainedations; reports of
enemy counter-attack, or requests for or cancefiaif additional support;
attack orders to commit forces in reserve withalag requests for
logistical support of special weapons essentigLigiain operations;
reports or warning of grave natural disasters; nspaf widespread civil
disturbance; requests for or directions concerdisfess assistance;
urgent intelligence reports; and aircraft movemepbrts relating to news
of aircraft in flight, flight plans or cancellatianessages to prevent
unnecessary search and rescue action,



3) PRIORITY. "PRIORITY" may be used for situation reports mofiending
enemy action, orders to naval, air or ground foromest, or administrative
matters, when it is considered essential that mctiast be taken and
cannot wait for normal delivery. "PRIORITY", or tnigr precedence, shall
not be used in conjunction with terms such as "NFOR SILENT HOUR
DELIVERY/ACTION". Normally, and

(4) ROUTINE. “ROUTINE" is used for peacetime, stabilized oojpcted
operations, programs or projects, periodic reptmt®p and ship
movement, supply and equipment requisition and meve, and
administrative, logistic and personnel mattershéf originator wishes the
addressee to act without delay the message shewdddigned
"ROUTINE" precedence and the word "URGENT" shoylgear at the
beginning of the text.

e. Timings Use the following objectives to determine whagadence to assign a
message. The time from receipt of the message IMCEN personnel until the
message is available for pick-up at the destindfl@MCEN are;

(2) FLASH As fast as humanly possible, within ten mesuZZ,
(2) IMMEDIATE Within sixty minutes OO,

3) PRIORITY Within six hours PP, and

4) ROUTINE By the start of the next working day RR;

f. Non-Canadian COMCEN#$on-Canadian COMCENSs do not recognize protected
designation; therefore, when a message is firglledrby a non-Canadian
COMCEN, or originated by HMC Ships, the followinkgssifications are
substituted for the protected designations in eASS" block. The protected
designations still appear at the top and bottoth@imessage form;

Canadian Associated non-Canadian
Classification/DesignationClass Class Classification
Top Secret TTTT Not Applicable
Secret SSSS SSSS Secret
Protected C Confidential| WWWW
Protected C VVVV
Confidential CCcCC CCCC Confidential
Protected B KKKK
Protected A GGGG Uuuu Unclassified
Unclassified Uuuu
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SPECAT Block, LMF and CAI BlockThese blocks shall be left blank.
NDHQ/DISOT provides authorized users with apprdperl&MF" and "CAI"
codes;

Originator's NumberThe originator’'s number identifies a messagefanas the
message reference with the "DATE-TIME GROUP";

Authority. The originator is the authority in whose nameessage is sent, or the
command or agency under the direct control of fg@ving authority. The
originator’s number may be abbreviated if the "@ragor's NUMBER" block is
too long. Only the first 12 characters of the oraor’'s number, inclusive of
spaces and punctuation are shown. The numberingnsys at the discretion of
the originator’s unit/section;

Message Handling Instructions Blockhis block is used to inform COMCEM
personnel of Special Handling Designators (SHDMairning Terms (WT). The
SHDs or WTs shall appear immediately following ttessification and before
the originator's number. The SHDs or WTs shalldpeated early in the text for
the benefit of the addressees. Only the followikdpS or WTs are permitted in
this block: "EXCLUSIVE", "COSMIC TOP SECRET", "CRYT®OSECURITY"
and "EYES ONLY". Any other instructions or warninipe originator wishes to
convey are permitted in subsequent paragraphsdettt. Details of authorized
SHDs and WTs are;

Q) Exclusive Exclusive messages shall be classified, or dasigh
PROTECTED B or higher. Exclusive messages mustatdian
appointment for delivery for each addressee. Messsagjl be delivered
only to this appointment or authorized represevgafl hese messages
shall not be readdressed. These delivery instmstall appear after the
SIC (if used) and before the "SUBJ" line;

Example:

FROM NDHQ CAS OTTAWA
TO CFB W NNI PEG
CFB HALI FAX
| NFO CFSU OTTAWA/ / ZEN
NDHQ CMs OTTAWA/ / ZEN
CONFI DENTI AL EXCLUSI VE MED 001
SI C AAA/ PYV/ A2A
W NNI PEG AND HALI FAX EXCLUSI VE FOR BSURG, NDHQ
EXCLUSI VE FOR DGVC, MARCOM EXCLUSI VE FOR COVD
SUBJ: MEDI CAL PROFI LES



101.

block:
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(2)

3)

Eyes Only Eyes only messages contain information not ral@dasoutside
the nations, activities or alliances indicated. Sgheessages shall be
classified, or designated PROTECTED B or higheur@ixy designations
shall be separated by one oblique stroke,

Example:

FROM 39 CBG HQ VANCOURVER
TO 1 DVBG SI GS EDMONTQON / COMYY /

1 CRPG YELLOVKN FE/ / cOVDY /
SECRET CAN UK EYES ONLY COMD 0001
SIC etc

Cryptosecurity Messages containing cryptographic informatiorunex
the use of this term. These messages are alwassfdd and handled
only by designated personnel,

Example:

FROM COVMCEN OTTAWA

TO COMMCEN NORTH BAY// SSO SI G5/ /
COVWGP ESQUI MALT// SSO SI GS/ /
COMVREGT CHARLOTTETOWN / SSO SI G5/ /
735 COMWVREGT W NNI PEG / SSO COW! /

SECRET CRYPTOCSECURI TY D COVBEC 21

SIC etc

Text The text block begins with the originator’'s adsrand ends before the distribution

a. AddressesThere are three types of addresses: the origisdteROM), the
action (TO) and the information (INFO). They are thist elements of
information included in the text block. To and/ofarmation addresses may take
a number of forms from a single or multiple addeesto an AlG. Addresses
identification in messages are composed of twaspart

(1)

Message Addresse®o ensure correct addresses are used, refee tORh
Address Help File on the DIN including NDHQ Otta®®I. Message
addresses are contained in reference Q and apevéall by appointment or
office designators. A multiple address messagens$t® two or more
addressees with at least one action addresseandisig The number of
addresses shall be kept to a minimum. Non-Canadidresses may be
obtained from incoming correspondence or the COMCEN
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b.

(2)

Appointments or Office Designator&ppointments or office designators
shall be separated from the message address hyhbivgoie strokes and be
followed by two oblique strokes. When there is mibi@n one designator
for a message address, they shall be separatedibgle oblique stroke.
The same message address may appear as bothidimeaact information
addressee. The office designators shall not be wgbdEXCLUSIVE
FOR" messages.

Example:

FROM NDHQ CMS OTTAWA
TO CDA HQ KI NGSTON / OPI //
| NFO CDA HQ KI NGSTOV /OP1/OCl /[

AIGs, ZEN and XMT

(1)

(@)

Address Indicating Group (AIGAN AIG is a form of address
representing a predetermined and frequently ocayigroup of addresses.
AIGs are used to reduce the size of the addres®paf a message, thus
improving handling speed. Two or more AlIGs may bedion the same
message,

ZEN. When necessary to indicate to a recipient thathean recipient will
receive a copy of the message by non-electroniaimehe term ZEN is
typed 1 space after the address, or one spacetsteecond pair of
oblique strokes when office designators are uges the originator’s
responsibility to forward the message by other ragan

Example: In the following example, MDC Ottawa ispensible to
forward a copy of the message to SSO COMM and D SBW8I. The
communication centre will exclude sending a copZEDC.

FROM NDHQ MDC OTTAWA
TO NDHQ CMs OTTAWN / SSO COMWM / ZEN
Al G 2654
| NFO NDHQ ADM | E OTTAWA/ / D COVBEC/ / ZEN
XMl CFDC BORDEN



(3) XMT. Exempted address(es) occurs when an originasiresito exclude
one or more addresses from an AIG. When addressexampted from
an AIG, the term XMT prefaces it. Any exempt addessare always
listed last. Excessive deletion may outweigh theaathges of using an
AIG. Note: you cannot exempt a unit on a generaigage like
MARPACGEN.

102. Security Classification/Designatiomhe assigned classification is typed two linedfee
below the last address and is followed by the patpr's number. All classifications are to be
typed in full and double spaced with the excepabNCLASSIFIED which is typed UNCLAS
and not double spaced. Designations are not deplaleed and are typed as PROTECTED A etc.

Example: If a classification is used, one blan&kcgpshall appear between each letter.

UNCLAS DCOWP D 001
CONFI DENTI AL DFORCE 010
PROTECTED A

103. Subject Indicator Code (S)CSICs must be used for messages addressed to NATO
Australian, New Zealand or MARCOM units or formaiso Should multiple addressee
requirements dictate, or if the method of intewtiatribution at the address(es) is not known,
originators may use both SIC and appointment acefiesignators. When SHD(s) to WT(s) are
used in conjunction with a SIC, the first SIC st AAA, followed by an oblique stroke and
appropriate SIC(s).

104. Message Delivery Instructionsessage delivery instructions are used when such
instructions cannot be indicated by using officeigeators after the "TO" and "INFO" address.
These will be placed in the line below the secuigssification/designation and originator's
number. Limitations may occur in exclusive messagésS, general messages, etc. (e.g.
WINNIPEG FOR BCOMD).

105. Subject Line Normally the subject line (i.e. "SUBJ:...") i€@ncise subject heading. The
subject line may be omitted if it causes an undiassmessage to be classified, if it will increase
noticeably the length of a short message, or iftligect is readily apparent in the first line of
text.

106. Message ContenThe text is double spaced. There shall be no inare 69 characters
per line. There shall be no more than 19 doubleexbtines per page including the "FROM" and
"TO" lines. Blank lines within the text are not petted. The first character of type should fall
next to but not touching the left boundary. Subseqjpages start at the top of the text block.
The "FROM" and "TO" printed on continuation pagesybe overtyped. Repeat A word may be
repeated to ensure clarity (i.e. MIYAZAKI REPEAT MAZAKI). Abbreviations, short titles

and letters shall be spelled in full, not repeatdugn added clarity is required.
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107. Sequence of Text ElemeniBhe following sequence should be used by message
originators when organizing the elements of the. iéxan element listed is not required, the
order of appearance is adjusted accordingly. Nbe&efirst four elements appear on the first line
separated by a single space:

a. security classification and designation;

b. SHDs or WTs, e.g. EXCLUSIVE or EYES ONLY will bepeated,;

C. originator’s number in full;

d. SIC (is the only element on the second line);

e. message delivery instructions (e.g. for BCOMD);
f. bilingual message identification;

g. "EXERCISE" name;

h. subject line;

i reference line;

J- message content; and
k. "EXERCISE EXERCISE EXERCISE".
Distribution

108. Distribution Block This block is used to show internal distributitinis the responsibility
of the originator to make this distribution. Thare no rules for layout or spacing within the
distribution block. If there is insufficient spaf a distribution list or extra signing authorgije
it is permissible to expand this area. Type a lomtial dotted line across the form on the fourth
double space below the last line of text and useetkpanded area for distribution and
signatures. It is also permissible to use blankepa the right of the boundary line, to the right
of the vertical dashed line at 12 pitch, or athb&om of the sheet.

109. Drafter. This block shall contain the drafter's initialgme, rank, appointment and
telephone number.

110. Releasing OfficerThis block shall contain the releasing officamitials, name, rank,
appointment, telephone number and signature.
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111. Special InstructionsThis block is used to convey additional inforroatisuch as
«MINIMIZE CONSIDERED», to message centre personnel.

112. Urgency In urgent situations, an unclassified or proteécteessage may be telephoned,
faxed or electronically forwarded to COMCEN for safjuent transmission over the ADDN.

Readdressing

113. To readdress a message to authorities not inclindie original address, complete form
CF/C58, Message Readdressal, NSN 7530-21-904-360favard to COMCEN. Changes to
the text are not permitted. SICs may be amendeedcpsred. Messages bearing the term
EXCLUSIVE shall not be readdressed
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PART VI - EXAMPLE

Example of a Letter to a DND/CF Addressee

(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1. inch left-hand margin.

PROTECTED A (Unclassified less enclosures)

\

Canadian Forces School of
Administration and Logistics
PO Box 1000 Station Main
Borden ON LOM 1CO

Classification/Designation, if necessary.

Leave 5 blank spaces before the month for
the date to be penned in, if applicable.

1000-1 (Admin . .
Half-inch indents.

5 February 2011

Distribution List

LETTER TO DND/CF ADDRESSEE

1. This is an example of a letter to DND/CF addressEks security marking, if required,
is placed at a one/Ahch margin from the top antbbotOther conventions in the layout of the
head of a letter Are as follows:

a. the originator’s address, CFSAL is to be typedetsited in the Canadian
Forces Addresses 1 dition;

(1) file number, suffix, date and distribution list a&xe per PART Il on
convention and layout, and

(2) the subject line is fully capitalized and underting should not extend
beyond the center of the page. If there is morg tre line in the
subject, only the bottom line is underlined,

b. if a letter contains a service number, the design®ROTECTED Ashall
appear one inch from the top and bottom of the page

c. it is not necessary to number a single page, honéwou have more than one
page, they must be numbered.

2. The body of the letter includes the referencesthadext. Note that a salutation is not o
be used in a letter to DND/CF addressees.

1/3

PROTECTED A (Unclassified less enclosures)
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(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1 inch left-hand margin.

PROTECTED A (Unclassified less enclosures)

3. The close of a letter of this type consists of gtheng below the last line of the body.
This includes the signature block, annexes andrappes, enclosures and distribution list. This
example should give you some idea of how theyhaufd look when properly written.

4, Acronyms, abbreviations and short titles shouldb®tised unless there is no doubt
that they will be understood by all. Otherwise ytwéll be spelled out in full and then followed
by the acronym.

5. A signature block should never be on a page bif.itak letters leaving the Base, Unit
or Ships should be signed by or for the Base ConderaiCommandant or Commanding
Officer. There are five clear spaces between téidilze of the body and the first line of the
signature block.

6. All DND correspondence shall follow a logical seqoe including an introduction,
development of the subject matter and a concludiba.body should be accurate, brief in
description and clear in direction. All informatigrcluded in a piece of correspondence shou
be relevant to the subject matter identifying wivbat, where, when and why. Annexes and
appendices are an excellent way to include largeuaits of organized information that is
pertinent to the subject of the document. Lastig,document shall be free of spelling,
typographical, and grammatical errors.

d

I.M. Bloggins
Lieutenant-Colonel
Commandant

705-424-1200 extension 5565

Annexes:

Annex A Example of an Annex A

Appendix 1 Example of an Appendix to Annex A
Annex B Example of an Annex B These are not
Appendix 1 Example of an Appendix to Annex B shown in the
Appendix 2 Example of Another Appendix to Annex B examples.

Enclosures: 2

Distribution List (page 3)

2/3

PROTECTED A (Unclassified less enclosures)
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(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1 inch left-hand margin.

PROTECTED A (Unclassified less enclosures)

Distribution List

Action

Director Military Careers Administration
National Defence Headquarters Ottawa
101 Colonel By Dr

Ottawa ON K1A 0K2

Information

External

Director General Materiel Systems and
Supply Chain

National Defence Headquarters Ottawa
101 Colonel By Dr

Ottawa ON K1A 0K2

Internal

Secur O
Ops O

3/3

PROTECTED A (Unclassified less enclosures)
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Example of an Annex

(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1 inch left-hand margin.

PROTECTED A (Unclassified less enclosures)

Annex A The relationship to the parent document is
1000-1 (Admin O) < shown in the header on only the first page of
5 February 2011 the Annex.

EXAMPLE OF AN ANNEX A

1. Annexes are pages supplementary to the main doduiesy are used only when
writing a letter to DND/CF addressees. Some conwrstare:;

a. annexes are supplementary documents that ampléymain the parent
document;
b. annexes are used when the inclusion of all theldetde body of the

document would be cumbersome;

C. annexes shall be lettered consecutively in capt&EsA, B, C, etc.); and
d. annexes shall have their own title headings.
2. Annexes must be referred to in the body of theaspondence.
3. The annex header is only required on the first pdbe annex. A single annex is
Annex A.
4, When page numbering an annex, it is typed as such:
a. A - 1/5 meaning Annex A page 1 of 5 pages; and
b. C - 3/15 meaning Annex C page 3 of 15 pages.

Note that there is no page number shown
asthereis only one page to this annex.

PROTECTED A (Unclassified less enclosures)

uibrew puey-1ybu pue wonoq ‘doj Joj uibrew youi T
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Example of an Appendix

(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1 inch left-hand margin.

PROTECTED A (Unclassified less enclosures)

Appendix 1 ] . .

Annex A The relationship to the parent document is

1000-1 (Admin O) shown in the header on only thefirst page
5 February 2011 of the Appendix.

EXAMPLE OF AN APPENDIX TO ANNEX A

1.

letter to DND/CF addressees. Some conventions are:

2.
annex.

3.

appendix is Appendix 1.

4, When page numbering an appendix it is written ahsu
a. Al - 1/5 meaning Annex A Appendix 1 page 1 of 5ema@nd
b. C2 - 3/15 meaning Annex C Appendix 2 page 3 of 4§es.
A single-page appendix is not page numbered.
This is only shown for example purposes. It
means Annex A Appendix 1 page 3 of 4.
Al -3/4

PROTECTED A (Unclassified less enclosures)

Q

Appendices are pages supplementary to the anney. drle used only when writing

a. appendices are supplementary documents that angpléyplain the annex;

b. appendices are used when the inclusion of all #taildn an annex would be
cumbersome;

C. appendices shall be numbered consecutively in Anabinerals (i.e. 1, 2, 3,

etc.); in the order that they appear in the bodthefparent annex; and
d. appendices shall have their own title headings.

When an annex has appendices attached, they meesfiebe=d to in the body of the

The appendix header is only required on the fiegtegpof the appendix. A single

uibrew puey-1ybu pue wonoq ‘doy 1o uibrew youi T
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Exam

ple of Bilingual Correspondence

(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1 inch left-hand margin.

2nd Princess Patricia's Canadian Light
Infantry

PO Box 5000 Stn Main

Shilo MB ROK 2A0

2e Princess Patricia's Canadian Light
Infantry

CP 5000 Succ Main

Shilo MB ROK 2A0

5301-2 (Adijt)

5301-2 (Capt Ajdt)

Z( February 2011

Z( février 2011

Distribution List

Liste de distribution

BILINGUAL CORRESPONDENCE

CORRESPONDANCE BILINGUE

1. Bilingual documentation shall be
issued simultaneously in both languages wi
the English and French versions being of
equal quality. This may be done using side-
by-side layout. The conventions are the san

for documents produced in English or French;

however, if a side-by-side layout is used,
corresponding elements shall begin on the
same line in both languages.

th

1. La correspondance bilingue doit
étre distribuée simultanément dans les
deux langues et les versions francaise

anglaise doivent étre de la méme qualité.

Les conventions sont les mémes, soit €
francais ou en anglais; cependant, si 0
utilise un plan de cbte a cote, les éléme
correspondants commencent sur la mé
ligne dans les deux langues.

ot

n
1
nts
me

2. Security markings (when required)
shall be shown at the top and bottom of the
page in both official languages.

2. La cote de sécurité (si requise) e
indiquée au haut et au bas de la page ¢
les deux langues officielles.

ans

Le commandant,

I.M. Bloggins
Lieutenant-Colonel
Commanding Officer

Distribution List

Liste de distribution

Chief of the Land Staff

MGen George R. Pearkes Bldg
101 Colonel By Dr

Ottawa ON K1A 0K2

Commandant

Royal Military College of Canada
PO Box 17000 Stn Forces
Kingston ON K7K 7B4

Chef d'état-major de I'’Armée de terre
Edifice Mgén George R. Pearkes
101 PR Colonel BY

Ottawa ON K1A 0K2

Commandant

College militaire royal du Canada
CP 17000 Succ Forces

Kingston ON K7K 7B4

uibrew puey-1ybu pue wonoq ‘doy 1o uibrew youi T
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Example of a Letter to the Public

Natonsl (This example uses 10 pt for demo purposes only,
l*. Defence actual documents should be Times New Roman 12 pt)

1.5 inch left-hand margin.

17 Wing
PO Box 17000 Stn Forces

Winnipeg MB R3J 3Y5 )
Left blank so that it can be

2900-1 (B Admin O) penned in at the time of signing.

g March 2011

Mr NV Church
President

Dear7??. Chrnrh,

Correspondence to the public is used to communigdkecivilians and should normally
be restricted to one subject. If additional addressare required, be they Department o
Nation Defence (DND)/Canadian Forces (CF) or pulttiey shall be shown below the
signature block under the heading “c.c.”. This farhtorrespondence is also utilized
when writing to former military members. When addiag former Officers or non-
commissioned members (NCMs) of the CF, the forradufress shall be rank, initials,
name and decorations, followed by “(Retired)” dréf'd)”.

The first page is produced on DND letterhead with left margin 1.5 inches, to allow th
text to line up with the script of the letterhedthe document is left justified. The unit
address is placed on the second line, leaving tamk fine under the letterhead. Each
subsequent element of the document is separatedéilank line.

Subparagraphs are indented so that the statemessily identified.

Second and subsequent subparagraphs should maheaame format and be
separated from each other by one blank line.

The letter should end with a complimentary closehsas “Yours truly” or “Sincerely,”
and the appropriate signature block. Five blan&dighall be left between the
complimentary close and the signature block in otdensure that there is sufficient
space for the signature.

Annexes are not used, but enclosures are permiitedosures should be listed after the
signature block and must be referred to in the bafdie letter.

The completed letter should be submitted for sigreathrough the chain of command.

1/2
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(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1.5 inch left-hand margin.

The following practices are recommended when vgitirietter to the public:

When preparing a reply, the letter being repliedhould be identified at the
beginning (e.g. “Thank you for your letter of 3 dary 2011 concerning..."”).

Write in a simple style, avoiding long words andteaces, colloquialisms,
complicated grammar and excessive use of “I” or"wvimestead of “I” or “we”,
use “The Department...” or “it is recommended...”.

The use of abbreviations and acronyms should beteepminimum and, if used, the
meaning of all but the most common ones should titéew in full the first time they are
used. Unless common abbreviations or acronymssae three or more times in a
document, they should be written in full each time.

Yours truly,

JWanther

J. Walker
Colonel
Wing Commander

Enclosure: 1
c.c.

Mr. U.R. Timing
Chairman

Kit Kat Industries

1112 Street

Edmonton AB T4V 5G8

Lieutenant Colonel U.R. Gone (Retired)
PO Box 2000
Clydesville NS B2X 3R7

Base Administration Officer
Canadian Forces Base Winnipeg
PO Box 17000 Stn Forces
Winnipeg MB R3J 3Y5

2/2
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Example of a Memorandum

(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1 inch left-hand margin.

Memorandum
1000-1 (CC)
Z Mar 11

Cmdt (through Adjt)

MILITARY CORRESPONDENCE

Refs: A. 1000-1 (Adjt) 1 Feb 11 (encl)
B. CFAO 2-15

1. Correspondence to military addressees of a rontiare is used for communications
between addressees within the same unit. The samesiness like and to the point, but is at
discretion of the originator, depending on the psm the reader and the writer. Routine
documents create the written record.

2. Routine military documents are prepared on standite bond paper (8.5 X 11) with

full use of abbreviations and acronyms. The le¥aigning authority should be given carefu
consideration to ensure that the document is ajgprav the appropriate level.

3. The document is left justified. The heading “Memuatam” will be used at the top of
the doc. The remaining white space may be usenhiioutes.

I.B. Grouchie
WO

CcC

5566

Encl: 1

the
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Example of a Minute Sheet

L4 [t

(This example uses 11 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

DESIGNATION - DESIGNATION SECURITY CLASSIFICATION - COTE DE SECURITE

Same as | etter/memo Same as |etter/memo
FILE NO - NO DE DOSSIER

MINUTE SHEET - NOTE Same as | etter/memo .07

SUBJECT - SUJET

Same as | etter/memo

DATED - DATEE

Same as | etter/memo

REFERRED TO
TRANSMISE A

REMARKS - REMARQUES
(TO BE SIGNED IN FULL SHOWING APPOINTMENT, TELEPHONE NUMBER AND DATE)
(ATTACHE DE SIGNATURE, FONCTION, NUMERO DE TELEPHONE ET DATE)

(2
B Comd

1. A minute sheet is used to add information/commantspiece of
correspondence when a simple annotation on thaalig not practicable.

2. The designation or security classification of theute sheet is the same
as the original piece of correspondence.

3. The file number, subject and date also refer tartfemation on the
original piece of correspondence.

4. The number “2” in brackets signifies that this i;mate number two
(minute one being the original piece of correspoidg The signature block
shall include all the information below, as wellthe date it is signed.

I.M. Minuted
LCdr

B Admin O
4444

26 May 11

DND 317 (3-90) 7530-21-904-3144
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Example of a Memorandum With A Minute

(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1 inch left-hand margin.

Memorandum
5500-1 (B Admin O)
Z( May 11
o (2)
Distr List

REMAINING ANN LEAVE

Ref: 5500-1 (B Admin O) 23 May 11

1. As dir at ref, all Base pers shall have no mora thadays ann leave remaining afte
31 Aug 11.
2. Confirm all pers within your AOR will meet the algdirection.

Minutes are normally
handwritten onto the

:_.g/lc.)l&gnmg correspondence.
B Admin O
5555
Distr List (2) B Admin O
TO All pers in my section will
Sup O be in compliance.
Ops O
JBloggine
J. Bloggins
Capt
Ops O
6666
26 May 11

=
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Example of E-Mail Considered Official Correspondenc

(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

From: Bud.IM@forces.gc.ca Sent: Wed 2011-12-28 10:18 AM
To: Whiz.G@forces.gc.ca
Cc: Kay.O@forces.gc.ca
Bcc: Clk.CR@forces.gc.ca

Subject: PROTECTED ATANDARD E-MAIL MESSAGE FORMAT

PROTECTED A «

Classification/Designation, if necessary.

1000-1 (COS) See para 5 of text.

Refs: A. Love IM Col (B Comd) e-mail 21 Feb 11 8Bhrs (NOTAL)
B. CFAO 2-15

1. In keeping with Departmental policy, all officiabwespondence must be assigned
file number with all minutes attached. This polaigo includes official correspondence staff

3
~d

via e-mail. It is understood that the majority efails are of a minor administrative nature and

no further action needs to be taken. For guidasag e-mails which comment on policy,
define a position, are linked in a decision makingcess or are otherwise deemed importan
are not considered a transitory document, and filverenust be retained on file.

2. Any e-mail forwarded to non e-mail addresseesélidentified immediately
following the signature block under a DISTR LIShtlis typed manually. All text shall be
flush left-aligned. A file number must be used |AW¢ management practices.

3. All signature blocks for e-mails are to be posiédrsix spaces below the body, flust
left. The term//Original signed by// shall be entered over the signature block by the
releasing/approving authority indicating that achempy has been signed.

4. The same conventions are utilized for e-mails asfieer methods of correspondenc
External is in letter format, internal may be inmm@andum format or documents may be
attached and the e-mail may be used as a minuét. she

5. Classified/designated processing of any electrdamments MUST be done on
specifically designated, departmentally approved Bl in accordance with information
management and security regulations. All classifiesignated e-mails are to contain the
security classification/designation, as applicabtehe beginning of the subject line, and ag:
before the first and after last line of text in thenail.

I.M. Bud

Commander | Capitaine de frégate

Chief of Staff | Chef d'état-major

Canadian Forces Base Esquimalt | Base des Fanadiennes Esquimalt
National Defence | Défense nationale

Marcel.Bud@forces.gc.ca

Telephone | Téléphone 705-363-4001 Facsiriédécopieur 705-363-5665
Cell | Téléphone Cellulaire 705-812-5819

Government of Canada | Gouvernement du Canada

t

(=

n

PROTECTED A
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Example of an Order

(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1 inch left-hand margin.

Canadian Forces Base Esquimalt
PO Box 17000 Station Forces
Victoria BC V9A 7N2

1110-1 (B Ops O)

/6 February 2011

Distribution List

TASKING ORDER
VICTORIA DAY PARADE

Reference: MARPACORD 61-10

SITUATION

1. The City of Victoria will host the annual Victorl@ay Parade Saturday, 21 May 2011.

The Comd MARPAC/JTFP, RAdm I.M. Smart, will be tteviewing officer.
MISSION

2. MARPAC/JTFP will provide ceremonial support comprgsof a Parade Commande
two 30-person marching contingents, the Naden Benaldon-site logistical support.

EXECUTION
3. General. The parade will form up at the corner ofiflas St and Finlayson St as
indicated at Annex A. The parade route will procamhg Douglas St, pass the reviewing
stand at Centennial Square and conclude at Coughey
4, Tasks. The following units shall provide the seevimimber, rank and surname of
participants in the parade to the BCPO Clk, POyBiies, NLT 16 May 11 for the following
positions:

a. MARPAC. Naden Band;

b. CFFSE;

Q) Company Commander - 1 x LCdr/Maj/Lt(N)/Capt,

1/4
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(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1 inch left-hand margin.

(2) Platoon Warrant - 2 x PO/WO/Sgt,

3) Marching Contingent - 48 x MS & below; and

c. NOTC. Ushers - 4 x junior officers.
5. Coordinating Instructions

a. Dress DEU No 1A for participants;

b. Timings Saturday, 21 May 2011,

Q) 0630-0730 hrs - Breakfast for Marching Conting&tgden Band
and parade staff in Nelles Block cafeteria,

(2) 0715 hrs - BMP to transport dais and chairs todfiatCity Hall,
3) 0745 hrs - Marching Contingent muster in NadenlDrdck,

4) 0750 hrs — 7-pax van to pickup 4 x NOTC Ushers fikoAam

Collier Bldg main entrance and transport them tot®fia City Hall.

Ushers to be picked up on completion of the parade,

(5) 0800 hrs - Buses and staff car to depart Nadeh Deitk for
Mayfair Mall,

(6) 0815 hrs - All units to muster at Mayfair Mall. Timgs are to be
strictly adhered to, as the Military Contingentdl Wwe leading the
parade,

@) 0830 hrs - All units to form up in accordance withnex A,

(8) 0900 hrs - Parade steps off,

9) 0915 hrs — Reviewing Officer arrives at the reviegvstand, and

(20) O/C (approx 0930 hrs) - All units will proceed taitdboldt St,
where the military participants will be dismisséthits will RV

with transport at that location.

SERVICE SUPPORT

6. TransportationTEME shall provide the following vehicles withigrs:

2/4
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(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1 inch left-hand margin.

a. 1 x 7-pax van,

b. 1 x 7-ton truck (BMP);
c. 1 x staff car (BRCPO);
d. 2 x 40-pax buses; and

e. 1 x 1-ton recruiting truck.

7. Logistics BMP shall provide and set-up the reviewing stand 100 chairs in front o

Victoria City Hall. Take-down on parade completion.
8. Imaging SvcsBase Imaging section shall provide one Image Tedhke pictures.

9. Food SvcsBFoods shall provide breakfast in Nelles Blocfetaria for Marching
Contingent, Naden Band and parade staff (apprgeeBSonnel). Nominal roll to follow.

10. Public Affairs BPAO to provide CH TV an information package disng each of
the military participants.

COMMAND AND SIGNALS

11. B Comd, CFB Esquimalt is the coordinating authofitythe military portion of the
Victoria Day Parade. The following positions sta@lbrdinate activities as indicated:

a. parade coordination —OR CIk — 705-363-5516; and
b. public affairs coordination- BPAO — 705-363-4371.
[.M. Ready

Colonel
Base Commander

Annex:

Annex A Victoria Day Parade - Military Marshallidgrea | ThiS@nnexis not shown
in the example.

Distribution List (page 4)

3/4
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(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1 inch left-hand margin.

Distribution List
External

MARPAC

Dent Det

11 Svc Bn

443 MH Sqgn

4 CRPG

5 BC FD Regt

74 CommGp

741 Res CommSgn
FMF Cape Breton
JRCC

Internal

Base Branch Heads
Base Branch Chiefs
BPAO

B Maint O

B Foods O

B Secur O

4/4
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Example of an Agenda

(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1 inch left-hand margin.

CFB Esquimalt
If any addressees are external to the
1000-1 (B Admin O) unit, then the conventions of a
DND/CF letter are to be used.
/0 Mar 11

Distr List

AGENDA FOR ADMINISTRATION
WORKING GROUP

TO BE HELD IN THE BCOMD
CONF RM 0900 HRS 18 MAR 10

AGENDA ITEM SPONSOR
1. Title Format B Admin O
2. Military Format B Ops O

3. Use Paragraph Numbers B Secur O

4, Sponsor/OPI Column B Admin O

R.K. Jones

Sgt

B Comd Exec Clk
2236

Distr List
B Admin O

B Ops O
B Secur O
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Example of Minutes of a Meeting

(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1 inch left-hand margin.

CFB Comox
If any addressees are external to the
1180-1 (Secretary) unit, then the conventions of a
DND/CF letter are to be used.
20 Mar 11

Distr List

UNIT FUND COMMITTEE MEETING 2/11
HELD IN THE HQ CONF RM 0900 HRS 18 MAR 11

Chairperson: Maj TK Brul, B AdminO

Members: Capt FP Arharrae, Offr Rep Absent
WO G Boe, NCM Rep

Sgt WC Fields, Treasurer

MCpl E Murphy, Entertainment Rep

Secretary: Cpl SD Payne, B Admin O

In Attendance: Capt TP Miser, B Compt

Refs: A. 1180-4 (B Compt) 16 Feb 11 (encl)
B. NPF Capital Expenditure Report 14 Feb 11 (encl)

INTRODUCTORY REMARKS

1. This first paragraph of the minutes should desdtilgepurpose of the conference or
meeting.
DISCUSSION ACTION BY

GROUP HEADING

2. The security classification or protected desigmatibthe minutes as NCM Rep
a whole shall be that of the highest classifiegrotected item.

FORMAT OF MINUTES

3. This example is in the recommended format for n@autf a
meeting or conference. Chairperson
1/2
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(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1 inch left-hand margin.

DISCUSSION ACTION BY

4. Members Dependant upon the type of meeting, members are None Required
generally listed in order of seniority. If equaldaniority, they are then listed

alphabetically. In meetings such as LMRCs, memhbgzdisted

alphabetically as they are all equal in their mithin the committee.

5. Decisions A list of decisions is an appropriate tool to irsesome Treasurer
cases.
6. Action By. The use of an “Action By” column is encouragedtas  None Required

indicates the assignment of responsibility by appoént, opposite each
discussion item. If no action is required, the geraNone Required” may be
recorded.

7. Signing When the approval of a higher authority is regdifor the  Chairperson
minutes, the signature block of the approving autjrshall follow that of the
Secretary.

ADJOURNMENT

8. The meeting was adjourned at 1000 hrs. The nextingewill be
held in (location) at (date and time).

{5 spaces from last line of text}
T.K. Brul

Maj

Chairperson

2223

{5 spaces from signature block above}
S.D. Payne

Cpl

Secretary

2224

Distr List

Action

All Members

Info

B Comd

2/2
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Example of a Briefing Note

(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1 inch left-hand margin.

SECURITY MARKINGS (if required)

BRIEFING NOTE FOR XXXXXX

SUBJECT OF BN

ISSUE

1. The issue paragraph (2-3 lines) introduces thesiasid provides a clear statement of
intent of the BN. The time-sensitive nature to B should be indicated here, if applicable.

BACKGROUND

2. This section explains why the BN was written. Theimtitle is underlined and
capitalized. The subject line and other sub-tiles capitalized.

DISCUSSION

3. The discussion is an examination by argument vateetial information. BNs should
run one page, two at the most and should be acauetbhay an electronic copy on a diskette.

4, A half-inch indent is used after each paragraphbremiThe page number is positionec
in the bottom left corner of each page. If the BN¢lassified/designated, the
classification/designation should be listed asuppgermost and lowermost items on the page.
the interest of clarity, acronyms and abbreviatisimsuld be avoided.

5. The BN is not a decision document and thereforalshoot include recommendations,
but may include options and options analysis. Asagommendations and/or decisions sought
should be included in the covering letter or memdtem.

CONCLUSION

6. This section summarizes and focuses on the issugnatand should be kept brief.
Prepared by: Name, Rank, Title, Telephone number

Reviewed by: Name, Rank, Title, Telephone number

Approved by: Name, Rank, Title, Telephone number

Date prepared:

Annex: If included, annexes are to be listed atobtom of the BN. Extraneous documents
not referred to in the BN should not be included.

SECURITY MARKINGS (if required

he

In
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Example of a Service Paper

(This example uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt)

1 inch left-hand margin.

Al

1. The service paper is the most common form of wgifor the presentation of
matters for staff consideration. It is used prittyaid present analyses of problems and/or t
recommend courses of action. The document showie diae aim that is an explicit
statement of the purpose of the paper.

INTRODUCTION OR BACKGROUND

2. It is an introductory treatise on the subject & ffaper and may include:
a. the terms of reference or scope;
b. explanatory or contributory information or circulaistes on which the

argument in the paper is based (why the paper widtem;
C. an outline or brief statement of problems to beed] and

d. if relevant, the appointments or authorities coteglitiuring the preparatio
of the paper.

DISCUSSION

3. It is an examination by argument. It contains afiential information extracted fro
the source files, with reference to relevant doausas necessary. In this section, it is
appropriate to use headings that clarify the pragiem of the argument or discussion.

CONCLUSICN
4. It is the summing-up of an argument. It is appraigrito summarize the preceding
discussion before listing conclusions. Never introglnew material arguments or discussic

in the conclusion.

RECOMMENDATION

5. It advises a course of action. Recommendationsat always necessary. If the
recommendations are long and complicated, thisoseshould contain only a summary of
recommendations, and the details should be relégatennexes.

=

ns
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Sample Message
From DND Message Drafter Program

UNCLAS 5707-2 (CFFM)

01 02 0809482 OCT 11 RR  UUUU Uuuu CFFM 034

/ First addressee
NDHQ DGMP OTTAWA listed is the FROM

addressee.
HMCS ATHABASKAN//XO//

NDHQ DGMC OTTAWA//D MIL C 2//ZEN

Subsequent
addressees are TO
unless preceded by

XMT HMCS ATHABASKAN the terml INEG.

UNCLAS CFFM 034

SIC WAH
Ensure you place the
SUBJ: RETIREMENT CPO1 J FIREMAN SMM CD FIRE FTR 651 ZEN right after the //
(Thereis to be no
REF: CANFORGEN 052/03 ADMHRMIL 015 091747Z APR 03
spaces.)
1. AFTER OVER 34 YRS OF DEDICATED SVC WITH THE RCN AND THE CF
CPO1 FIREMAN CFFM 32 MOC 651 ADVISOR WILL BEGIN HIS :
Only essential
RETIREMENT LEAVE ON 15 NOV 11 punctuation is used.
One space shall be left
2. A LUNCHEON IN HIS HONOUR WILL BE HELD AS FOL after all punctuation

used. No punctuation is
used at the end of paras

B. IRISH PUB 101 CLARENCE ST OTTAWA or sub-paras.

A. 13 NOV 11 AT 1200 HRS

3. THOSE WISHING TO SEND MESSAGES OF WELL WISHES AND ANECDOTES ARE INVITED TO SEND

THEM TO CFFM 3 MAJ SMITH BY EMAIL SMITH.S AT FORCES.CA OR FAX 613-996-1753

NLT 8 NOV 11 Addressees that are internal to the
originators unit are entered in the
Distribution List tab in the Message
Drafter program and written in

XSII\D/ISMAT abbreviated format in seniority order.
( ) These addressees do not appear in the
CFSU(0)
released message.

79 , Drafter and Releasing
Officer are the only

I.M. SMART, CPL, CFFM CLK, 1111 places you would use
periods in between inits

H.O.T. FIRE, CAPT, CO CFFM, 2222 (sianature blocks)

UNCLAS
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Sample Message
Released by Message Centre sent via OCR

53/56

RAAUZYUW RCCLHAV6020 2811632- UUUU- - RCEOCEA RCEOCOQA RCEQCFA RCEQPSA.
ZNR UUUUU ZOC

RUETI TF T CFI OGHQ DET FORT GEORGE G MEADE MD

R 080948z OCT 11

FM NDHQ DGVE J3 ENGR OTTAVA

LOGHQ/?(SMATMBASKAM Ixai Used to write message references:

BT NDHQ DGME J3 ENGR OTTAWA CFFM 034 080940Z OCT 09
UNCLAS CFFM 034 ( from address ) (Msg# ) ( DTG )
Sl C WaH

Bl LI NGUAL MESSAGE/ MESSAGE BI LI NGUE

SUBJ: RETI REMENT CPOL J FI REMAN, SMM CD FI RE FTR 651

REF: CANFORGEN 052/03 ADMHRM L 015 091747Z APR 03

1. AFTER OVER 34 YRS OF DEDI CATED SVC W TH THE RCN AND THE CF

CPOL JOE FI REMAN CFFM 3-2 MOC 651 MOC ADVI SOR WLL BEG N H' S

RETI REMENT LEAVE ON 15 NOV 09

2. A LUNCHEON IN JOE S HONOUR WLL BE HELD 13 NOV 09 AT PATTY
BOLAND S | Rl SH CARVERY AND PUB ABBEY ROOM I N OTTAWA 101 CLARENCE ST.
THOSE W SHI NG TO SEND MESSAGES OF WELL W SHES AND ANECDOTES ARE

I'NVI TED TO SEND THEM TO CFFM 3 MAJ YVON FLEURANT BY E- MAI L

FLEURANT. JY AT FORCES . GC. CA OR FAX 613-996-1753 NLT 8 NOV 09

END OF ENGLI SH TEXT/ TEXTE FRANCAI S SU T

OBJET. RETRAITE DU PML JCE FI REMAN, MSS DC

POWPI ER 651

1. APRES PLUS DE 34 ANNEES DE LOYAUX SVC AU SEIN DE LA MRC ET DES FC
LE PML JCE FI REMAN, DSIFC 3-2 AVI SEUR DU GPM 651 DEBUTERA SON CONGE DE RETRAI TE
LE 15 NOv 09

2. IL Y AURA UN DINER EN L HONNEUR DE JOE LE 13 NOv 09 AU

PATTY BOLAND S | RI SH CARVERY AND PUB SALLE ABBEY 101 RUE CLARENCE A
OTTAWA. CEUX ET CELLES QUI DESI RE FAI RE PARVENI R UN MESSAGE DE

FELI Cl TATI ON QU CERTAI NES ANECDOTES SONT PRI ES DE LES ENVOYER AU
BUREAU DU DSI FC 3 LE MAJOR YVON FLEURANT PAR COURRI EL

FLEURANT. JY AT FORCES. GC. CA QU PAR TELECOPI EUR AU 613 996-1753 APTL 8 NOV 09
BT

#6020

BAUS54 DELIVERED 2811705 804511

ALTERNATI VE DELI VERY FOR Rl RCEQCFA




PART VII — ABBREVIATION

Root Word

1. Abbreviations must be written as identified in erminology Bank or the Manual of Abbreviations:
a. the abbreviation is based on the root word, and
b. it does not change to suit the word it is replageg follow = fol, following = fol, followed = fgl

Defence Terminology Bank

% immediate

+ immediate

» IMMEDIATE

% immediate action

4+ Immediate Action Team

4 immediate air support

+ immediate appreciation
percentage
+ immediate data
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b

< Previous

Record 719

Domain : General-General Terminology |
English
immediate
Grammar : adjective | Type : term | Status: : spproved | Authority : CLS | Date : 1/20/1225 | Usage :
Canads | Sogurce : DMDVCF Manual of Abbreviations;Repertory of the Army French Terminclogy Committee
English
immed

Type : sbbreviation

Status: : spproved | Authority : CLS | Date : 1/20/18285 | Usage : Canads | Source :

DNDVCF Manual of Abbreviations; Repertory of the Army French Terminology Committes |



Pluralization and possessive

2. An exert from the Manual of abbreviation Part 1tec2 (12)

“In English, the plural is formed by adding an te"the end of the abbreviation, regardless of witeappears in the full
term, e.g. “estimated times of arrival” is abbrésthas “ETAS”, not “EtsA” and “Chiefs of Staff” mbbreviated “COSs”,
not “CsOS”. An apostrophe is used for the possessige, e.g. “The Comd’s map was stolen” or “theuahCOSs’

meeting was held at NDHQ". In French, abbreviatiaresnever pluralized, except for the word operatiwhich become
HOpS"."

Examples
year = yr, years = yrs
clerk = clk, clerks = clks

Defence Terminology Bank

Advanced Search Target Language: m
Search by record number

 year Record 1564

+ yearly air operations dirgctive Domain : Genersl |

2 yearly infrastructure report Eng"5h
year

+ year-to-date
Type : term | Status: : spproved | Authority - ADM{IM) | Date : 8/28/2008 | Usage : Canada | Source :
DMDYCF Manual of Abbreviations |
English
yr
Type : abbraviation | Status: : approved | Authority : ADM{IM) | Date : S/22/2008 | Usage : Canads

Source : DMDVCF Manual of Abbrevistions |

Defence Terminology Bank

clerk Source Language: M TermBase: [QEREH%RES

Advanced Search Target Language: m
Search by record number

o clerk Record 341

< Previous

Diemain : Crganization-CF Position Titles |
English
clerk
Type : term | Status: : spproved | Authority : CLS | Date : 1/20/15925 | Usage : Canada | Source : DMOVCF
Manual of Abbreviations;Repertory of the Army French Terminclogy Committee |
English
clk

Type : abbreviation

Status: : spproved | Authority - CLS | Date : 1/20/1225 | Usage : Canada | Source :

DMD/CF Manual of Abbreviations, Repertory of the Army French Terminclogy Committes |
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3. Abbreviated base names:

(eg. Canadian Forces Base Petawawa = CFB PetablWES
CFB Petawawa = CFB P& NO)

Defence Terminology Bank

CFB petawawa Source Language: w TermBasze: [ELEISEAS

Advanced Search Target Language: m

Search by record number

= Previous

# CFE Petawawa Record 24051
Domain @ Crganization-CF Bases & Stations | ﬁ’
Lk
7 ety 2
English
CFB Petawawa

Type : abbraviation | Status: : spproved | Authority : VCOE | Date : 11/15/1920 | Usage : Canads | Source :
wCDS | Source document : FMC 1150-110-/51 [FTC), 15 November 1920, |

English

Canadian Forces Base Petawawa

Type : term | Status: : spproved | Autheority : VCDS | Date : 11/15/1220 | Usage : Canada | Source : WCOS

Source document : FMC 1150-110-'51 {FTC), 15 November 15920, |
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