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07 May 2007
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CFB ESQUIMALT
MILITARY WRITING AIDE-MEMOIRE

1. The enclosed Military Writing Aide-Mémoire issised under the authority of the
BComd CFB Esquimalt. Its purpose is to prescrb€fEB Esquimalt members the uses
and formats for preparing administrative corresgomg in order to ensure accuracy and
consistency.

2. The Aide-Mémoire focuses on correct usage ottmponents within
documents, but also encourages the use of comnmse s@d allows the originator to
determine the appropriate tone and style.

3. The OPI for the CFB Esquimalt Military Writingide-Mémoire is the EA

BComd. Users of this document are invited to ssordments and suggested
improvements to the OPI.

Original signed by
M.F. Williamson
Capt(N)

BComd

3-4002

Encl: 1
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CFB ESQUIMALT AIDE-MEMOIRE TO MILITARY WRITING

PART | — GENERAL POLICIES

MILITARY WRITING REFERENCES

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

References: AFederal Identity Program ManualTreasury Board of Canada,
Secretariat

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

C. QR&O 1.10Communication with Higher Authority

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

E. DAOD 5039-4Translation of Texts and Acquisition of Bilinguabcumentation
F. DAOD 5039-00fficial Languages

G. Defence Subiject Classification and Disposition &ys{DSCDS)

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

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

K. The Canadian StyléA Guide to Writing and Editing (second edition)

M. A-AD-121-E01/JX-000Administrative and Staff Procedures, Volume 5 iy
Glossary

N. A-AD-121-F01/JX-000The Manual of Abbreviations - Department of Na#ibn
Defence and the Canadian Forces

0. A-AD-133-001/AX-001Canadian Forces Addressed Hiition

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

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

R. National Defence Security Instructions (ND&HdNational Defence Security Policy

(NDSP)
FLOW OF CORRESPONDENCE

2. All correspondence requiring the BComd’s signatureoncurrence shall be
routed through the chain of command and shall,raghanum, contain the sign-off of the
applicable Branch Head.

3. The file shall be presented to the EA BComd in gprapriate Temporary Docket
file folder. The document for the BComd’s signatshall be affixed inside on the right-
hand side with a tab to indicate where the sigearequired. The supporting
documentation (references, background informagtm), if required, shall be included,
and affixed on the left-hand side explaining whe #signature is required. All
correspondence prepared for the BComd'’s signahoeld be proofread by the
appropriate Branch Head prior to submission andl Beacomplete in all respects (i.e.
ready for signature).
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4, A disk containing the correspondence in questia@il sitcompany the
correspondence so that minor changes can be méia thie BComd's office. The disk
must be labelled with the security classificatidrafter's name, position and phone
number.

5. Queries regarding the status of a particular doctirsieould be directed to the EA
BComd. Once the correspondence is signed, a cdplyarretained for the BComd'’s
chronological file and the entire file will be reted to the originator for distribution. On
the rare occasion when there is an urgent requinefoean OPI to personally take
correspondence to the BComd, a copy of the correpae must be provided to the EA
BComd before it leaves the office “signed”.

6. Briefing notes shall be used when submitting compledetailed matters for the
BComd's review.
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PART Il - RULES FOR FORMATTING

FONT AND FONT SIZE

7. Times New Roman size 12 point shall be the stanfdetdfor all administrative
correspondence.

USE OF BOLD

8. The use of bold is not permitted unless a partioutard or thought in the text
must be emphasized/highlighted to get the messagssto the reader.

LEFT JUSTIFIED

9. The format for administrative correspondence isjledtification, with minimum
punctuation. All lines begin flush with the lefangin.

MARGINS
10. Letterhead. A left-hand margin of 1.5 inches towalthe text to line up with the
script of the letterhead, with one inch marginstfe top, bottom and right margins.

These same margins shall apply for subsequent pdgles letter.

11.  Other Correspondence. All other correspondenck dtilize a 1.5 inch margin
for the left margin and one inch for the top, bottand right margins.

PARAGRAPHS AND SUB-PARAGRAPHS

12. DND/CF Addressees. Paragraphs in corresponderi@BBCF addressees shall
be numbered in sequence (i.e. 1., 2., 3., etcoweer, if the body contains only one
paragraph, the paragraph is not numbered and bigsmswith the left margin, but any
sub-paragraphs are numbered. Sub-paragraphsehdintified by alternating letters
and numbers (i.e. a., b., c., etc. and (1), (9).€4&.).

13.  Public Addressees. Paragraphs in correspondemébtic addressees shall not
be numbered and shall begin flush with the leftgimar Sub-paragraphs are indented so
that the statement is easily identified. Secordisaribsequent sub-paragraphs should
maintain the same format and be separated fromataeh by one blank line.

14. Indentation. The degree of indentation is a hathitab after each paragraph or
sub-paragraph number.

15.  Punctuation. The first word in a sub-paragraphl sizd be capitalized unless it is

a word that requires natural capitalization. Sabagraphs shall end with a semi-colon,
with the second to last sub-paragraph ending wiérai-colon plus the word “and” or
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“or”. The last sub-paragraph shall end with aqeri Sub-sub-paragraphs shall follow
the same principles, except that a comma is ussdassemi-colon.

HEADINGS

16.  Generally, headings should stand alone and not fammof the text. The use of
headings is optional, but once started, they shibeldontinued until the next superior
division is reached. The use of headings doesmtge the paragraph numbering
sequence, which continues throughout the whole meot.

17.  Part and Chapter. Documents that are lengthycuiime division for clarity may
be divided. First, into PARTS identified by Romaumerals (i.e. PART V) with or
without text heading. Then, into CHAPTERS idestifiby Arabic numerals (i.e.
CHAPTER 6) with or without text heading. They g fully capitalized and be
underlined.

18.  Group. A group heading introduces one or moregraphs with the same
general subject. They are not numbered. They kbalapitalized and underlined.

19.  Sub-Group. A sub-group heading introduces oneaerparagraphs with the
same general subject within a group heading. Hneyot numbered. They shall be
underlined and printed in lower case with the fiester of each major word capitalized.

| 49.20. Paragraph and Sub-Paragraph. A paragraph or sagrpah heading is used to- - - { Formatted: Bullets and Numbering

cover only the subject contained in the paragraghis sub-paragraphs. They shall be
underlined and printed in lower case with the fiester of each major word capitalized.

TABULAR INFORMATION

| 20.21. Some information often is best presented in talfolan for clarity. To simplify <~ - - { Formatted: Bullets and Numbering

precise reference to items in a table, and to all@insertion of amendments, lines and
columns may be identified as follows:

a. Rows. Lines (or where appropriate, individteris containing more than
one line) may be identified with a serial numbergic numeral) in the
left-hand column. If serials need to be subdividat-serials may be
identified in the same way as sub-paragraphs; and

b. Columns. Columns (including that containing $keeial number) may be
identified with lower case letters in parenthesdsch should be on a
separate line below the column heading. The colbeading should be
shown on subsequent pages.

4/57



5/57

Example:

Serial Format of Rows| This is an Example
(@) (b)
1. XXXXX XXXXX
2. XXXXX XXXXX




PART Ill - CONVENTION AND LAYOUT

SECURITY MARKING

21.22. All classified/designated correspondence is to beaappropriate security <~ - { Formatted: Bullets and Numbering

classification or designation markings. Marking8 e flush with the left margin at one
inch from the top and bottom of each page, undadliand in uppercase. Originators
shall give special consideration to downgradingriretions and use of the “less...”
statement. Classified documents and documentsangiturity designation of
PROTECTED B or higher must be produced with praseurity equipment.

22.23. Individual security marking of the subject liney@graph and sub-paragraph is-- - - { Formatted: Bulets and Numbering

not required if the entire document as a wholeiss@ered to be classified/designated.

FILE NUMBER/SUEFIX

24.  The file reference is a combination of letters andumbers assigned by the
originator to simplify future identification. ltomsists of the file number in accordance
with the CFB Esquimalt File Index and the file suffThe file suffix should correspond
to the acronym of the drafter of the correspondence

25.  All letters originating from CFB Esquimalt shall peefaced by “CFB ESQ:” in
front of the file number in order to denote thetwfiorigin (e.g. CFB ESQ: 1000-EA
BComd).

DATE

26.  The date contains the day, month and year, inotfur, including in
correspondence to the public. The month and yealllse spelled out in full for all
letters and shall be abbreviated in memorandaa Ase, if the month is spelled out in
full, the year shall be as well. The month is namdicated by a number. The cipher
shall not be used with the dates 1 to 9.

Examples: 1 January 2007; or 1 Jan 07

27. If the date of signature is uncertain, the spacéhfe day may be left blank, and
the information penned in by the signatory whendbespondence is signed. Eight
blank spaces shall be left from the left margintfos purpose.

ADDRESSEE

28.  The addressee is the authority, individual, unagency for whom the
correspondence is intended. Addressees shalebéfieéd by appointment and not by
name, except in letters to the public. Correspoodesimply addressed to an
organization is deemed to be addressed to theeofficcharge by default (e.g. CFSSE is
deemed to be addressed to the Cmdt.).
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29.  Official correspondence is intended for a posifan office of responsibility), not
the individual in that position. As such, it magt meceive the personal attention of the
person holding the position (as with correspondenaénely addressed to a CO or the
BComd). Classified/designated correspondence wkitdhbe opened only by a specific
authority should be so annotated. Only personakspondence should be intended for
the individual person. It should be addressedamey and will not be opened or
actioned by anyone else in the organization, eflvappointed in an acting capacity.

30. Progressive approval or coordination through tregrcbf command in routine
correspondence to military addressees may be itedicaith the use of “through”. (i.e.
BComd (through BCEOQ))

31. Single DND/CF Addressee. Correspondence to aesiDiID/CF addressee is
identified as a single addressee in the headinigeoflocument below the date. (i.e.
BAdmO or the full address if it is addressed owsifithe Base.)

32. Multiple DND/CF Addressees. Correspondence toiplelDND/CF addressees
shall use the statement “Distribution List” fortess or “Dist List” for memoranda in the
heading of the document below the date. The fiaddressees shall be shown under the
signature block.

33. Retired Military. Correspondence to an officemon-commissioned member
who was honourably released and who served in Ehionot less than ten years, shall
be identified by using the rank held at the timeadéase, initials, name and decorations
followed with the word (Retired) or its abbreviatiRet'd). (i.e. Major I.M. Smart, CD1
(Retired))

34. Public Addressee. Correspondence to a public ageeeis identified in the
heading of the document below the date by writhrgfull address. If additional
addressees are required, be they DND/CF or pubby, shall be shown below the
signature block under the heading “c.c.”.

SUBJECT

35. The subject line is a brief statement of the gdrmmatent or a title of the
correspondence. Itis used in all correspondem&ND/CF addressees, and is optional
for correspondence to public addressees.

36.  The subject heading shall be typed in upper casgdeand underlined. If it is
expressed in two or more lines, only the last ignenderlined, and the underlining is
carried to the end of the longest line. Subjewdishall generally not extend beyond the
centre of the page.
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REFERENCES

37.  Correspondence to DND/CF addressees may includeerefes. The term
“Reference(s)” for letters, or “Ref(s)” for memoda will be used to introduce the list of
referenced documents followed by a colon and tvewep. Each document listed is
identified by an uppercase letter, followed by aqukand two spaces. If there is only
one reference, it is not lettered.

38. References shall be referred to within the bodthefcorrespondence and shall be
listed in the order in which they appear in theybodihe word “reference” or “ref’ shall
not be capitalized when utilized within the bodytloé correspondence (i.e. ...as per
reference C...). Any reference not available tmdtiressees shall be suffixed
“(NOTAL)”, meaning “not to all”. A reference inctied with the document shall be
suffixed “(enclosed)”, for letters,” or “(encl)”of memoranda.

39. References shall be identified as per the follovérgmples:

a. Letter. When referring to a letter, the idecdfion shall include the file
number, file suffix and date written in full. ke referenced letter was
originated from outside an addressee’s unit, theaenonym shall also be
included in order to clearly identify where theamfnced letter originated.
If the referenced letter was assigned a DMCS nuntbisrnumber is to
appear in brackets after the date

Example: CFB ESQ: 1000-1 (BCEO) 1 June 2Q0BICS 2222)(at
least one external addressee)

b. Memorandum. When referring to a memorandumidbetification shall
include the file number, file suffix and abbrevihigate. If the referenced
memorandum was originated from outside an addrissse#, the unit
acronym shall also be included in order to cleat&ntify where the
referenced memorandum originatdtithe referenced memorandum was
assigned a DMCS number, this number is to appdanaickets after the
date

Example: 5225-1 (BCEO) 2 Apr GBMCS 3333)(no external
addressees)

C. Publication. When referring to a publicatidme fdentification shall
include the acronym and/or a number and the tftte@ publication, as
applicable;

Examples: QR&O 1.04 Words and Phrases — How Cagtstru

A-AD-133-001/AX-001 Canadian Forces Addresses
MARPACORD 2-14 Flexible Work Hours
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d. Extract. When referring to an extract of a doeant, the identification
shall include the chapter, article and paragraphlrar(s), never the page
number;

Examples: article 103.1b(2)
table 4 A-3 (refers to the third table of AnnexdQGhapter
4)

e. Message. When referring to a message, thefidation shall include the
acronym of the message’s originating unit, messageber and date-
time-group; and

Example: NDHQ OTTAWA DCA 01/07 151400Z JAN 07

f. E-Mail. When referring to an E-Mail, the idefitation shall include the
sender, the word “E-Mail”, abbreviated date ancetsent.

Example: I.M. Bloggins E-Mail 21 Feb 07 0937 hrs

40. References shall not be listed in correspondenpelibc addressees, but may be
referred to within the body of the letter. Ifstmot convenient to refer to a reference in
the body of the letter, use footnotes, endnotéxiogiraphies and/or indexe$Vhen
replying to letters that have been assigned a DM@8ber, this number is to be
indicated at the bottom right-hand corner of thewtoent, flush with the right margin in
light-grey text. The reference is to be containétiin the footer of the document,
aligned with the page number and on the first padg. (i.e. (refers to DMCS 4444).

SALUTATION
41.  The salutation is only used in correspondence blipaddressees. Letters for the
BComd’s signature shall use the salutation “Deadt have the name left blank so that

the BComd may pen the name in upon signing.

ABBREVIATIONS AND ACRONYMS

42.  The use of abbreviations and acronyms is encouragsairespondence to
DND/CF addressees, but care should be exercissebid possible ambiguity.
Consistency throughout the document must be maiedai

43.  Inletters addressed to the public, the use ofealidtions and acronyms should be
kept to a minimum. Unless common abbreviationaasonyms are used three or more
times in a document, they should be written in &ath time. If an abbreviation is used,
the word or words represented shall be writterulhdn the first appearance, followed by
the appropriate abbreviation or acronym in brackets National Defence Headquarters

(NDHQ)).
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SIGNATURE BLOCK

44.  Generally, all correspondence shall include a sigeablock. Signature blocks
are discretionary on correspondence such as repagsrs, etc.

45.  The signature block shall follow the last line ekt in the body of the document
and shall be preceded by five blank lines, thusaafig sufficient space for signing. In
multiple page documents, a minimum of two linesest shall precede the signature
block so that the signature block does not appetliesstart of a page.

46. A handwritten or stamped signature must always appe the original document,
except for correspondence transmitted electroyicdllormally, the person named in the
signature block should sign correspondence. Ittreespondence is signed on behalf of
someone else, that person shall have prior aughtoritign for the named person and
shall sign their own name and rank, if applicatfe;," the named person.

47.  An authority line is used when one individual ispensible for the
correspondence, but another is accountable fopiitents, such as when the BAdmO
signs orders on behalf of the BComd. The authdintyidentifies the accountable
individual.

48.  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).

49.  All letters for the BComd's signature shall bear thllowing signature block.

Example: M.F. Williamson
Captain(Navy)
Base Commander

50. All memoranda for the BComd’s signature shall dearfollowing signature
block.

Example: M.F. Williamson
10/57



Capt(N)
BComd
3-4002

51. When addressing correspondence to addressees alf dfethe BComd, the
following signature block format shall be used:

Example Initials and Surname
Rank
Position or Title
for Base Commander

52.  All other documents requiring the BComd'’s signatsinall bear the following
signature block, unless otherwise specific in theutnent.

Examples: M.F. Williamson, Capt(N), BComd (for irtal documents)
M.F. Williamson, Captain(N), Base Commander (foteexal
documents)

ANNEXES AND APPENDICES

53.  Annexes and appendices are generally only usedriespondence to DND/CF
addressees and are rarely used in correspondepablto addressees. All annexes and
appendices shall be referred to in the body of {heient document.

54.  Annexes. Annexes are supplementary documentsuthiglify or explain the
parent document. They are used when the inclugiafl the detail in the body of the
document would be cumbersome. They shall be égtteonsecutively with capital

letters (i.e. A, B, C) and shall be listed in thidey in which they are referred to in the
body of the parent document. A single annex ise&W. Each annex shall have its own
subject heading. The first page only of each arset contain a header, flush with the
left margin; consisting of the annex name, file lemand suffix of the parent document
and date of the parent document.

Example: Annex A
CFB ESQ: 5600-1 (BCEO)
7 January 2007

55.  Appendices. Appendices are supplementary docuntigaitsamplify or explain

the parent annex. They are used when the includialt the detail in the annex would
make it cumbersome. They shall be numbered cotigelyuin Arabic numerals (i.e. 1,

2, 3) and shall be listed in the order in whichythee referred to in the body of the parent
annex. A single appendix is Appendix 1. Each appeshall have its own subject
heading. The first page only of each appendix slagitain a header, flush with the left
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margin; consisting of the appendix name, annex néfeenumber and suffix of the
parent document and date of the parent document.

Example: Appendix 2
Annex A
CFB ESQ: 5600-1 (BCEO)
7 January 2007

56.  Annexes and appendices shall be listed after grasire block.
ENCLOSURES

57.  An enclosure is additional material and/or corresigmce included with a
document, other than annexes and appendicesefégence has been enclosed, it shall
be indicated as such. The word “Enclosure(s)aftetter, and “Encl(s)” for a
memorandum, shall be used, followed by a colon,gpaces and the applicable number
of enclosure(s) or a description of the enclosygs. Four 3-inch X 4-inch color
photos). If no annexes/appendices are listetiall appear before the distribution list.

DISTRIBUTION LIST

58.  Correspondence to DND/CF addressees shall be fiderny position or
appointment, not by name. Addressees within aibligion list shall be categorized as
action or information. Each category of actionrdormation addressee shall be listed in
a logical sequence. Examples are: external/iatertidressees, by seniority (in
alphabetical order if they are of equal statushyogeographical/functional grouping.

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

CARBON COPY

60.  Carbon copy is used only for correspondence sgmilic addressees and is used
in the place of distribution lists. The headingctis used and is followed by the
addressees receiving copies of the letter. Ithetsecipient know who else 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

61. All pages shall be numbered in sequence using Analninerals. The number
shall appear at the bottom left of each page orlitvas above the security marking. Itis
not necessary to number a single page of a docuiaemex or appendix. The number
preceding the oblique indicates the page numbae nmber following the oblique
indicates the total page count in the document.

62. When you have to number the page of an annex @rajpp use the letter and/or
number of the annex or appendix followed by a spéneeen dash, 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 containingggs.
Al - 2/4 Represents page 2 of Appendix 1 that ¢oaté pages
with the appendix belonging to Annex A.

ENVELOPE ADDRESSING

63.  To conform to Canada Postal Standards, all lingkeaddress will be formatted
with a uniform left margin. Upper case letterslsha used throughout the address block
that appears on the envelope. All non-criticalgtuation will be omitted to the extent
possible without affecting the comprehension.

64. To determine the physical characteristics requioe@ffective processing by
Canada Post, refer to the websitip://www.canadapost.ca/tools/pg/standards/default

e.asp

65. Envelopes shall bear privacy markings appropriatéé level of privacy

required. If the correspondence must be openedmyné specific person, then it shall
indicate "TO BE OPENED BY ..." to the left of, amdline with, the top line of the
address. Care should be exercised in addressingrbg, as no one other than the named
individual may open an envelope so marked, wheaaanvelope addressed by
appointment may be opened by any person actintpéoprincipal.

66. No markings shall be placed below the postal cadaroenvelope. Special
markings such as "REGISTERED" or "URGENT" shoulgesr to the left of, and in line
with, the top line of the address.

67. Addressee information, delivery address informationnicipality, province and
postal code shall always be the bottom three arlfoas of the address block. Except as
otherwise noted, address components and elemenie @ame line will be separated
from each other by one space. The number sigar(@hy other punctuation such as
commas shall not be used. The postal code shakparated from the province by two
spaces. The two letter symbol for a province atesshall be used rather than the full
name.
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68.  The return address should be indicated at theetibgdrner of all envelopes.

69. A DND 709 may also be used and placed at the biitlesealed envelope over
the flap for correspondence distributed internally.
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PART IV - TYPES OF CORRESPONDENCE

70.

The following comparative table illustrates thef@iénces between letters sent to

DND/CF addressees and public addressees.

15/57

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




EXAMPLE OF A LETTER TO A DND/CF ADDRESSEE

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

1.5 inch left-hand margin.

PROTECTED A (Unclassified less enclosures)

Canadian Forces Base Esquimalt — Classification/Designation, if necessary.

PO Box 17000 Station Forces

Victoria BC VA 7N2 Leave 8 blank spaces before the month for

the date to be penned in, if applicable.

CFB ESQ: 1000- . .
All indents shall be half inch.
5 February 2007
Distribution List

LETTER TO DND/CF RESSEE

References: A. AO 62-6/Authorization of SpeStdtionery
271200Z JAN 00 (enclosed)

dmO) 2 January 2007 (DMC8%%enclosed)

1. This is an example of a letter to DND/CF addzess The security marking, if
required, is placed/at a one inch margin from dpeand bottom. Other conventions in the
layout of the head of a letter are as follows:

a. the originator’s address is to be written asitést in the Canadian Forces
Addresses 19Edition, unless a distribution list is used;

(1) file number, suffix, date and distribution laate as per PART Il or;
convention and layout, and

2) the subject line is fully capitalized and uriohed, it should not
extend beyond the center of the page. If thenedse than one
line in the subject, only the bottom line is undesd;

b. if a letter contains a service number, thegiegion PROTECTED A shall
appear one inch from the top and bottom of the page

c. it is not necessary to number a single pageeler, if you have more thal
one page, they must be numbered.

2. The body of the letter includes the referencebthe text. Note that a salutation is
not to 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 pur poses only,
actual documents should be Times New Roman 12 pt.)

1.5 inch left-hand margin.

PROTECTED A (Unclassified less enclosures)

3. The close of a letter of this type consistswargthing below the last line of the
body. This includes the signature block, annexesappendixes, enclosures and distribut
list. This example should give you some idea af tieey all should look when properly
written.

4. Acronyms, abbreviations and short titles shawltlbe used unless there is no dou
that they will be understood by all. Otherwise)ytlwill be spelled out in full and then
followed by the acronym.

5. A signature block should never be on a pagedejfi All letters leaving the Base
should be signed by or for the Base CommanderreTa five clear spaces between the
line of the body and the first line of the signatitock.

6. All DND correspondence shall follow a logicagsence including an introduction,
development of the subject matter and a conclusidre body should be accurate, brief in
description and clear in direction. All informatiincluded in a piece of correspondence
should be relevant to the subject matter identgfyiwho, what, where, when and why.
Annexes and appendices are an excellent way todadhrge amounts of organized
information that is pertinent to the subject of teeument. Lastly, the document shall be
free of spelling and typographical errors.

1.M. Bloggins

Captain(Navy)

Base Commander

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 shown in
Appendix 1 Example of an Appendix to Annex B the examples.

Appendix 2 Example of Another Appendix to Anne
Enclosures: 2

Distribution List (page 3)

2/3

PROTECTED A (Unclassified less enclosures)

ast
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(This exampl e uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt.)

1.5 inch left-hand margin.

PROTECTED A (Unclassified less enclosures)

Distribution List

Action

NDHQ CMS Ottawa/D Mar Pers
Information

NDHQ Ottawa/DPP
CFB Esquimalt/BCEO/FSEO

3/3

PROTECTED A (Unclassified less enclosures)

uibrew puey-ybu pue wonoq ‘doy Joy uibrew ysui T
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EXAMPLE OF AN ANNEX

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

1.5 inch left-hand margin.

PROTECTED A (Unclassified less enclosures)

Annex A

CFB ESQ: 1000-1§COS The relationship to the parent document is

5 February 2007 shown in the header on only the first page of
the Annex.

EXAMPLE OF AN ANNEX A

1. Annexes are pages supplementary to the maimuemmiu They are used only whe
writing a letter to DND/CF addressees. Some cotiwes are:

a. annexes are supplementary documents that groplifxplain the parent
document;
b. annexes are used when the inclusion of alli¢hail in the body of the

document would be cumbersome;

C. annexes shall be lettered consecutively intatpi.e. A, B, C, etc.); and
d. annexes shall have their own title headings.
2. Annexes must be referred to in the body of threespondence.
3. The annex header is only required on the fiasfepof the annex. A single annex is
Annex A.
4. When page numbering an annex, it is writtenuat's
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 thereis no page number shown
as thereis only one page to this annex.

PROTECTED A (Unclassified less enclosures)

uibrew puey-1ybu pue wonoq ‘dol 4o} uibrew youi T
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EXAMPLE OF AN APPENDIX

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

1.5 inch left-hand margin.

PROTECTED A (Unclassified less enclosures)

Appendix 1

Annex A The relationship to the parent document is
CFB ESQ: 1000-1HCOY <«——— shownintheheader on only the first page
5 February 2007 of the Appendix.

EXAMPLE OF AN APPENDIX TO ANNEX A

1. Appendices are pages supplementary to the arfteay are used only when writing
a letter to DND/CF addressees. Some conventians ar

a. appendices are supplementary documents thdifyampexplain the annex

b. appendices are used when the inclusion of all éaildn 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 bafde parent annex; and

d. appendices shall have their own title headings.
2. When an annex has appendices attached, theyoeusterred to in the body of the
annex.
3. The appendix header is only required on thé fiage of the appendix. A single
appendix is Appendix 1.
4. When page numbering an appendix it is writtesuh:

a. Al - 1/5 meaning Annex A Appendix 1 page 5 glages; and

b. C2 - 3/15 meaning Annex C Appendix 2 page B5opages.

A single-page appendix is not page numbered. Thisis
only shown for example purposes. 1t means Annex A
Appendix 1 page 3 of 4.

Al-3/4

PROTECTED A (Unclassified less enclosures)
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EXAMPLE OF BILINGUAL CORRESPONDENCE

1.5 inch left-hand margin.

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

Base des Forces Canadiennes
d’Esquimalt

CP 17000, Succursale Forces
Victoria BC V9A 7N2

5301-2 BAdMO)

5301-2 BAdMO)

21 February 2002

21 février 2002

Distribution List

Liste de distribution

BILINGUAL CORRESPONDENCE

CORRESPONDANCE BILINGUE

1. Bilingual documentation shall be
issued simultaneously in both languages
with the English and French versions bein
of equal quality. This may be done using
side-by-side layout or by producing a
document in one official language followe
by the other. The conventions are the sa
for documents produced in English or
French; however, if a side-by-side layout
used, corresponding elements shall begin
the same line in both languages.

[

or:

1. La correspondance bilingue
doit étre distribuée simultanément dal
les deux langues et les versions
francgaise et anglaise doivent étre de |
méme qualité. Ceci peut étre fait en
produisant un document dans une
langue et ensuite dans l'autre. Les
conventions sont les mémes, soit en
francais ou en anglais; cependant, si
utilise un plan de cote a cote, les
éléments correspondants commence
sur la méme ligne dans les deux
langues.

NS

Nt

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

o =

2. La cote de sécurité (si
requise) est indiquée au haut et au ba
de la page dans les deux langues
officielles.

Le commandant de la base,

(signature)

Capitaine (Marine) .M. Bloggins
Captain (Navy)
Base Commander

Distribution List

Liste de distribution

CLS
Cmdt RMC

CAT
Cmdt CMR

uibrew puey-1ybu pue wonoq ‘doy Joy uibrew youl T
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EXAMPLE OF A LETTER TO THE PUBLIC

[ g

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

MNational
Dafance

1.5 inch left-hand margin.

Canadian Forces Base Esquimalt
PO Box 17000 Station Forces

Victoria BC VA 7N2 Left blank so that it can be penned in

CFB ESQ: 2900-1§CEOQ) at the time of signing.

March 2007

Mr. N.V. Church
President
ACME Paper Su
Ottawa ON 2G5
Dear

Correspondence to the public is used to communiggkecivilians and should normally
be restricted to one subject. If additional adsiees are required, be they DND/CF or

public, they shall be shown below the signatureklonder the heading “c.c.”. This form
of correspondence is also utilized when writingaianer military members. When
addressing former Officers or NCMs of the CF, thierf of address shall be rank, initials,
name and decorations, followed by “(Retired)” drétd)”.

The first page is produced on DND letterhead whihleft margin 1.5 inches, to allow th
text to line up with the script of the letterheathe document is left justified. The unit
address is placed on the second line, leaving tam tine under the letterhead. Each
subsequent element of the document is separatedebiplank line.

[]

Subparagraphs are indented so that the statemeasily identified.

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

The letter should end with a complimentary closghsas “Yours truly” or “Sincerely,”
and the appropriate signature block. Five blan&dishall 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 permiEadlosures should be listed after the
signature block and must be referred to in the hafdhe letter.

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

1/2 (Refers to DMCS 1234)
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(This example uses 10 pt for demo pur poses only,
actual documents should be Times New Roman 12 pt.)

1.5 inch left-hand margin.

The following practices are recommended when wgitifetter to the public:

When preparing a reply, the letter being repledtould be identified at the
beginning (e.g. “Thank you for your letter of )dary 2007 concerning...”).

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

The use of abbreviations and acronyms should bet@egpminimum and, if used, the
meaning of all but the most common ones should fiteew in full the first time they are
used. Unless common abbreviations or acronymesa@e three or more times in a
document, they should be written in full each time.

Yours truly,

1.M. Bloggins
Captain (Navy)
Base 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 Esquimalt
PO Box 17000 Station Forces
Victoria BC V9A 7N2

2/2
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EXAMPLE OF A MEMORANDUM

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

1.5 inch left-hand margin.

Memorandum

1000-1 (BPAdMO)

2 Mar 07

BComd (through BAdmO)

MILITARY CORRESPONDENCE

Refs: A. 1000-1 (BPAdmO) 1 Feb 07 (DMCS 3475)(en
B. CFAO 2-15 Official Languages

1. Correspondence to mil addressees of a routitueens used for comm between
addressees within the same unit. The tone is essilike and to the point, but is at the
discretion of the originator, depending on the psi the reader and the writer. Routine
docs create the written record.

D

2. Routine mil docs are prepared on standard viduitel paper (8.5 X 11) with full use
of abbreviations and acronyms. The level of sigranth should be given careful
consideration to ensure that the doc is approvélueadppropriate level.

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

.M. Write
Lt(N)
BPAdMO
3-5566

Encl: 1

24/57
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EXAMPLE OF A MINUTE SHEET

| L] Jatstes

(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 letter/memo -1

SUBJECT - SUJET

Same as | etter/memo

DATED - DATEE

Same as | etter/memo

REFERRED TO

REMARKS - REMARQUES

TRANSMISE A (TOBE SIGNED IN FULL SHOWING AFPOINTMENT, TELEPHQNE NUMBER AND DATE)
(ATTACHE DE SIGNATURE, FONCTION, NUMERO DE TELEPHONE ET DATE)
(2) 1. A minute sheet is used to add information/contsema piece of
BComd correspondence when a simple annotation on theatig not practicable.

2. The designation or security classification & thinute sheet is the sam
as the original piece of correspondence.

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

4. The number “2” in brackets signifies that tlsninute number two
(minute one being the original piece of correspoicd® The signature block
shall include all the information below, as wellths date it is signed.

I.M. Minuted
LCdr
BAdmMO
3-4444

26 May 07

W

DND 317 (3-90) 7530-21-904-3144

25/57



EXAMPLE OF A MEMORANDUM WITH A MINUTE

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

1.5 inch left-hand margin.

Memorandum
5500-1 (BCEO)
24 May 06

(1)
Dist List

REMAINING ANN LEAVE

Ref: 5500-1 (BCEO) 23 May 06

after 31 Aug 06.

1. Confirm all pers within your AOR will meet theavé¢ direction.

Minutes are normally
handwritten onto the

I.M. Signing correspondence.
LCol
BCEO
3-5555
@)
Dist List BCEO
MRES All pers in my section will
BM be in compliance.
OpsO
J. Bloggins
Capt
OpsO
3-6666
26 May 06

1. As dir at ref, all BCEO pers shall have no mitwan 15 days ann leave remaining

uib.rew puey-ybu pue wonoq ‘doy Joy uibrew ysur T
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EXAMPLE OF E-MAIL CONSIDERED OFFICIAL CORRESPONDENKC

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

TO: Whiz.G@forces.gc.ca

FROM: Bud.IM@forces.gc.ca

CC: Kay.O@forces.gc.ca

BCC: Clk.CR@forces.gc.ca

SUBJECT: PROTECTED A STANDARD E-MAIL MESSAGE FORMA
DATE: 23/02/02 10:18 AM

PROTECTED A ¢———— Classification/Designation, if necessary.

See para 5 of text.
1000-1 (EA BComd)

Refs: A. BComd E-Mail 21 Feb 07 0937 hrs (NOTAL)
B. CFAO 2-15 Official Languages

1. In keeping with Departmental policy, all offit@orrespondence must be
assigned a file number and managed in DMCS withallutes attached. This policy also
includes official correspondence staffed via E-Mdilis understood that the majority of E-
Mails are of a minor administrative nature and uHer action needs to be taken. For
guidance, any E-Mails which comment on policy, defa position, are linked in a decision
making process or are otherwise deemed importem@ considered a transitory docume
and therefore must be filed by including a BCC capthe applicable DMCS address.

2. Any E-Mail forwarded to non E-Mail addressee8 b identified immediately
following the signature block under a DIST LIST tthetyped manually. All text shall be
flush left-aligned. A file number must be used 14l¢ management practices.

3. All signature blocks for E-Mail are to be pasited one space below the body,
flush left. The term //SIGNED// shall be enteregiothe signature block by the
releasing/approving authority indicating that acheopy has been signed.

4. The same conventions are utilized for E-Mailaxsother methods of
correspondence. External is in letter format,rimiémay be in memorandum format or
documents may be attached and the E-Mail may betase@ minute sheet.

5. Classified/designated processing of any eletrdocuments MUST be done on
specifically designated, Departmentally approvea Bad in accordance with information
management and security regulations. All clag#fifiesignated E-Mails are to contain the
security classification/designation, as applicabtehe beginning of the subject line, and
again before the first and after last line of iexthe E-Mail.

[ISIGNED//

I.M. Bud

EA BComd
(250) 363-4001

PROTECTED A

27/57




EXAMPLE OF AN ORDER

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

1.5 inch left-hand margin.

Canadian Forces Base Esquimalt

PO Box 17000 Station Forces

Victoria BC V9A 7N2

CFB ESQ: 1110-1§CPO
February 2007

Distribution List

TASKING ORDER
VICTORIA DAY PARADE

Reference: MARPACORD 61-10 Local Ceremonies anlitdvly Honours
SITUATION

1. The City of Victoria will host the annual VictarDay Parade Saturday, 21 May
2007. The Comd MARPAC/JTFP, RAdm |.M. Smart (TB®)l] be the reviewing officer.

MISSION

2. MARPAC/JTFP will provide ceremonial support camsmg of a Parade
Commander, two 30-person marching contingentsiNtimen Band and on-site logistical
support.

EXECUTION

3. General. The parade will form up at the confddouglas St and Finlayson St as
indicated at Annex A and in order of precedencpeaisinnex B. The parade route will
proceed along Douglas St, pass the reviewing sie@éntennial Square and conclude at
Courtney St.

4. Tasks. The following units shall provide thevige number, rank and surname of
participants in the parade to the BCPO Clk, PO2Bilos, NLT 16 May 07 for the following
positions:

a. MARPAC. Naden Band;

b. CFESE:

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

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

1.5 inch left-hand margin.

@
®

Platoon Warrant - 2 x PO/WO/Sgt,

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 07:

@

@
®
4

®)

(6)

@)

®)

©
(10)

SERVICE SUPPORT

0630-0730 hrs - Breakfast for Marching Contimg&laden Band
and parade staff in Nelles Block cafeteria,

0715 hrs - BMP to transport dais and chairgitworia City Hall,
0745 hrs - Marching Contingent muster in NaBeili Deck,
0750 hrs — 7-pax van to pickup 4 x NOTC Usties VAdm
Collier Bldg main entrance and transport them tctadfia City

Hall. Ushers to be picked up on completion of pheade,

0800 hrs - Buses and staff car to depart N&aa@hDeck for
Mayfair Mall,

0815 hrs - All units to muster at Mayfair Mallimings are to be
strictly adhered to, as the Military Contingentdl e leading the
parade,

0830 hrs - All units to form up in accordangith Annex A,

0900 hrs - Parade steps off,

0915 hrs — Reviewing Officer arrives at theieaiing stand, and
OI/C (approx 0930 hrs) - All units will proceeiHumboldt St,

where the military participants will be dismissddnits will RV
with transport at that location.

6. Transportation. TEME shall provide the follogivehicles with drivers:

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

1.5 inch left-hand margin.

a. 1x 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 théeeing stand and 100 chairs in fro
of Victoria City Hall. Take-down on parade compdet

8. Imaging Svcs. Blmaging shall provide one Ima&geh to take pictures.

9. Food Svcs. BFoods shall provide breakfast ite@lock cafeteria for Marching
Contingent, Naden Band and parade staff (apprgxe8€onnel). Nominal roll to follow.

10. Public Affairs. BPAO to provide CH TV an infoation package describing each
the military participants.

COMMAND AND SIGNALS

11. BComd, CFB Esquimalt is the coordinating adtitdor the military portion of the
Victoria Day Parade. The following positions staibrdinate activities as indicated:

a. parade coordination — BRCPO Clk - 363-5516; an

b. public affairs coordination- BPAO - 363-4371.
.M. Ready
Captain (N)
Base Commander
Annexes:

S . . These are not

Annex A Victoria Day Parade - Military Marshallifgea shown in the
Annex B Victoria Day Parade Order of Precedence examples

Distribution List (page 4)

3/4

—
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(This exampl e uses 10 pt for demo purposes only,
actual documents should be Times New Roman 12 pt.)

1.5 inch left-hand margin.

Distribution List
Action
External

MARPAC/JTFP//COS/FCPO/J02 VP/J02 PA
RCSU(Pacific)

CFFSE

Naden Band

5th Fd Regt

NOTC

HMCS MALAHAT

C ScotR

11 Svc Bn

11 Fd Amb

Internal

Base Branch Heads
Base Branch Chiefs
BPAO

TEME

BFoodsO

NPM(P)

4/4
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EXAMPLE OF A FAX TRANSMISSIOIN SHEET

i+l

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

Mational
Cefance

1.5 inch left-hand margin.

From: The Office of the Base Commander
Canadian Forces Base Esquimalt
PO Box 17000 Station Forces
Victoria BC V9A 7N2

Fax: (250) 363-5665
Telephone: (250) 363-4002

FAX TRANSMISSION SHEET

To:

Attention:

Fax Number:

Total number of pages, including cover page

Comments:

1. When composing the text, care must be takemsure that it does not become a
document in its own right, thus requiring all adistrative components.

2. Originators shall ensure that fax transmissheets are functional and that comple
graphics do not add to the cost of transmission.

3. ltis the responsibility of the individuaXing any document to ensure that all
security requirements are met.

If you do not receive all pages, please call (Z885-4002.

| certify that the contents of this facsimile awitable for transmission by an unsecured
facsimile.

Releasing Authority’s Signature Date

2X
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EXAMPLE OF AN AGENDA

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

1.5 inch left-hand margin.

CFB Esquimalt
If any addressees are external to the
1000-1 (EA BComd) unit, then the conventions of a
DND/CF letter areto be used.

1 Mar 07
Dist List

AGENDA FOR ADMINISTRATION WORKING GROUP
TO BE HELD IN THE BCOMD CONF RM 0900 HRS 18 MAR 07

AGENDA ITEM SPONSOR
1. Title Format EA BComd
2. Military Format BHRPPO

3. Use Paragraph Numbers BCEO BM

4. Sponsor/OPI Column EA BComd

R.K. Jones

Sgt

BComd Exec Clk
3-2246

Dist List
EA BComd

BHRPPO
BCEO BM

uibrew puey-1ybu pue wonoq ‘doy Joj uibrew youi T
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EXAMPLE OF MINUTES OF A MEETING

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

1.5 inch left-hand margin.

CFB Esquimalt
If any addressees are external to the
1180-1 (Secy) unit, then the conventions of a
DND/CF letter areto be used.
20 Mar 07

Dist List

UNIT FUND COMMITTEE MEETING 2/07
HELD IN THE HQ CONF RM 0900 HRS 18 MAR 07

Chairperson: Maj T.K. Brul, BPAdmO

Members: Capt F.P. Irharrae, Offr Rep Absent
WO G. Moe, NCM Rep

Sgt W.C. Fields, Treasurer

MCpl E. Murphy, Entertainment Rep

Secretary: Cpl S.D. Payne, BPAdm

In Attendance: Capt T.P. Miser, BCompt

Refs: A. 1180-4 (BCompt) 16 Feb 07 (encl)
B. NPF Capital Expenditure Report 14 Feb 07 (encl)

INTRODUCTORY REMARKS

1. This first paragraph of the minutes should dbsdhe purpose of the conference
meeting.
DISCUSSION ACTION BY

GROUP HEADING

2. The security classification or protected dedliigmeof the NCM Rep
minutes as a whole shall be that of the highessdiad or protected
item.

FORMAT OF MINUTES

3. This example is in the recommended format forutés of a  Chairperson
meeting or conference.

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

1.5 inch left-hand margin.

DISCUSSION ACTION BY

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

listed alphabetically. In meetings such as LMR@embers are listed

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

5. Decisions. A list of decisions is an approgriol to use in  Treasurer
some cases.
6. Action By. The use of an “Action By” columnésncouraged None Required

as it indicates the assignment of responsibilityapgointment, opposite
each discussion item. If no action is required,ghrase “None
Required” may be recorded.

7. Signing. When the approval of a higher autjasitrequired  Chairperson
for the minutes, the signature block of the apprg\authority shall

follow that of the Secretary.

ADJOURNMENT

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

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

Maj

Chairperson

3-2223

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

Cpl

Secretary

3-2224

Dist List

Action

All Members

Info

BComd

2/2
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EXAMPLE OF A BRIEFING NOTE

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

1.5 inch left-hand margin.

SECURITY MARKINGS (if required)

BRIEFING NOTE FOR XXXXXX

SUBJECT OF BN
ISSUE

1. The issue paragraph (2-3 lines) introducesshed and provides a clear statemen
the intent of the BN. The time-sensitive natur¢his BN should be indicated here, if
applicable.

BACKGROUND

2. This section explains why the BN was writterheain title is underlined and
capitalized. The subject line and other sub-tidess capitalized.

DISCUSSION

3. The discussion is an examination by argumerit ssential information. BNs
should run one page, two at the most and shou&ttbempanied by an electronic copy on
diskette.

4. A half-inch indent is used after each paragraghber. The page number is
positioned in the bottom left corner of each patjehe BN is classified/designated, the
classification/designation should be listed asubygermost and lowermost items on the pa:
In the interest of clarity, acronyms and abbreuwiadi should be avoided.

5. The BN is not a decision document and theresbrild not include
recommendations, but may include options and optaralysis. Any recommendations
and/or decisions sought should be included in twering letter or memorandum.

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

Reviewed by: Name, Rank, Title, Telephone number
Date prepared:
Annex: If included, annexes are to be listed at the botbbthe BN. Extraneous

documents not referred to in the BN should notriotuided.

SECURITY MARKINGS (if required

t of

ge.
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EXAMPLE OF A SERVICE PAPER

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

1.5 inch left-hand margin.

Al

1. The service paper is the most common form dfingifor the presentation of
matters for staff consideration. It is used priiflyap present an analyses of problems and
to recommend courses of action. The document ditale one aim, that is an explicit
statement of the purpose of the paper.

INTRODUCTION OR BACKGROUND

2. It is an introductory treatise on the subjecthef paper and may include:
a. the terms of reference or scope;
b. explanatory or contributory information or cinsstances on which the

argument in the paper is based (why the paper wigemy;
C. an outline or brief statement of problems tsblred; and

d. if relevant, the appointments or authoritiesstdted during the preparatio
of the paper.

DISCUSSION

3. It is an examination by argument. It contaith&€ssential information extracted
from the source files, with reference to relevamtuiments as necessary. In this section, it
appropriate to use headings that clarify the pragiem of the argument or discussion.
CONCLUSION

4. It is the summing-up of an argument. It is appiaerto summarize the preceding
discussion before listing conclusions. Never idtroe new material arguments or

discussions in the conclusion.

RECOMMENDATION

5. It advises a course of action. Recommendatoasot always necessary. If the
recommendations are long and complicated, thisseshould contain only a summary of
recommendations, and the details should be relégatannexes.
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PART V — PREPARATION OF MESSAGES

71. Messages should be drafted using the .MC3 MesseafteDprogram. There are
four types of messages: bilingual, exercise, gdreard miscellaneous.

BILINGUAL MESSAGES

72.  English Text Precedes French Text. The messagbeavitientified as
BILINGUAL MESSAGE/MESSAGE BILINGUE, placed beforbé subject line.
ENGLISH TEXT ENDS/TEXTE FRANCAIS SUIT will be pladeat the beginning of
the second language.

73.  French Text Precedes English Text. The messagbavitlentified as
MESSAGE BILINGUE/BILINGUAL MESSAGE placed beforedtsubject line. FIN
DU TEXTE FRANCAIS/ENGLISH TEXT FOLLOWS will be plad at the beginning
of the second language.

74.  The language in the heading and closing of the ageswill concur with the
language used in the first subject line.

EXERCISE MESSAGES

75.  General Messages sent during or relating to exes@enducted in the interest of
training and readiness (e.g. tactical, command, pashoeuvres) are exercise messages.
The word EXERCISE/OPERATION, followed by the exsecidentification shall appear
in the subject line or early in the text. If thene not of routine matters, they shall be
clearly identified in the subject line to facilieatapid and complete distribution. The
exercise orders may establish additional meandeuitifying exercise messages.

76. EXERCISE EXERCISE EXERCISE shall appear as thettase words of the
text (i.e. on the last page of the message) inyemegrcise message.

GENERAL MESSAGES

77. A general message (e.g. CANFORGEN, MARGEN, ESQUIMGIEEN) is used
to communicate to a large number of addressedsr tBiinitiating a general message,
the originator should consider the use of an Al@ epmbination of AlGs.

78.  General messages may only be originated by NDH@pgpoincipals or
commanders of commands, within the scope of tlespaonsibilities. Addressees may be
added to a general message, if necessary, to #iedesired distribution but addressees
shall not be exempt. General messages shall bbereth sequentially starting at one in
the beginning of the calendar year. Message nwrdfall be assigned by the
originator's COMCEN. If an originator’'s numberused, it shall follow the general
message identification number.
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Example: FROM NDHQ OTTAWA//ADM(FIN)//
TO CANFORGEN
UNCLAS CANFORGEN 2/96 ADM (FIN) 123
SIC WAS

79. At the start of the calendar year, the originat@lisidentify which general
messages remain in effect. The first messageeicdlendar year for each general
message series will indicate the last general rgessant for the previous year.

MISCELLANEOUS MESSAGES

80. Any other messages are considered miscellaneousages If they are not of
routine matters, they shall be clearly identifiadtie subject line to facilitate rapid and
complete distribution (e.g. messages such as MINQUICASUALTY and
SIGNIFICANT INCIDENT REPORT).

RULES FOR WRITING

81. Abbreviations. Because of the requirement for ityeuse abbreviations where it
makes sense to do so. Conjunctions, prepositatisles and unnecessary words shall
be omitted from the text unless essential to thamimg. The text must be precise, to
avoid subsequent explanatory messages.

82.  Punctuation and Symbols. The following rules agplpunctuation and symbols:

a. punctuation should not be used unless essémtia¢ sense of a message.
Due to the transmission equipment restrictionsy tm following
punctuation and symbols are permitted in the text:

1) question mark ? ,

(2)  hyphen -,

3) colon: ,

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

7) comma, , and

(8) oblique stroke / ;
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b. punctuation is not required at the end of agrazh. A space is left
instead of an apostrophe. One space is left alfteunctuation. When
possible, numbers should be written as digits.uNaerlining, horizontal
or vertical lines are permitted. Fractions sucbraes-half shall be typed as
1/2 using three characters. Accents shall notsed;uand

C. if you are quoting and it is important that yetithe reader know this, use
the word “QUOTE” to introduce the quotation and “QNOTE” to end
it.

TRAFFIC VOLUME CONTROLS

83. In an emergency, operation or exercise settingaif be necessary to reduce
message traffic volume to ensure prompt handlingtaf information. Traffic volume is
controlled by means of "MINIMIZE", "VETTING" or "SREENING" messages. These
controls have widespread effects and shall notiposed indiscriminately or
prematurely.

84. Types of Controls. Controls may be imposed worttbyinationally, within a
command, or within a geographical area:

a. "MINIMIZE" indicates that normal message traficdrastically reduced
by originators;

b. "VETTING" indicates that non-urgent and non-gtiemal traffic is
removed from overloaded circuits by vetting teaars]

C. "SCREENING" indicates that traffic will be redutby removing
duplicate messages, outdated weather reports asshges that have
exceeded their cancellation time. This actiorompleted by COMCEN
personnel.

85.  Authority to Impose. The authority to impose cotdris restricted to
commanders of commands, within the scope of tlespaonsibilities.

86. Method of Imposing Controls. Messages orderingrods shall consist of the
word "MINIMIZE" or "VETTING", an outline of the sque, reason (if appropriate),
duration (if known), and the type of traffic, comnication service, or circuits to be
minimized or exempted from (if appropriate). Thessage shall be sent to all who may
be expected to communicate with the affected ubéfinitive guidelines for the vetting
teams shall be provided by the imposing authoriiie vetting team shall vet all non-
urgent and non-operational traffic and forward tHgnother means.

87.  Communication during MINIMIZE. Messages shall obl/released by
commanders of commands, BComds, C@gheir delegated representatives. Messages
shall not be held pending cancellation of "MINIMIZEhis may seriously overload
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communication networks following the cancellatidPrior to releasing any message
during "MINIMIZE", the originator shall apply thellowing criteria:

a. will immediate operations be affected if the sag® is not released or can
it be forwarded by other means;

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

C. has the term "MINIMIZE CONSIDERED" been included he term
"MINIMIZE CONSIDERED" must be shown in the spedias$tructions
block on the message form on all messages relehsad) periods of
"MINIMIZE"; and

d. any message can be vetted.

88.  Cancellation or Madification. "MINIMIZE" or "VETTING" may be cancelled or
modified only by the imposing (or a higher) authariA 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/tif the "MINIMIZE" are included on
the message imposing the "MINIMIZE", therefore aaalation message will not be
sent.

89.  Non-electronic Transmission of Messages. Durimipgs of "MINIMIZE" or
"VETTING" when it may be desirable to reduce théumee of electronic traffic,
messages may be dispatched by mail or messendee loyiginator. Such messages
shall be annotated clearly "BY MAIL" or "BY HAND'hithe message handling
instructions block of the message form. Thesestahts may be typed or handwritten
on the message form.

90. NATO Addressees/NATO Broadcast. Messages addrés$¢ATO authorities,
messages handled by NATO COMCENSs or messages daitlerough NATO
Ship/Shore Broadcast NATO must contain the term TRA preceding the security
classification or contain the statement "RELEASABLE NATO" in the first line of the
text. The use of SIC codes is mandatory. Offiegighators are not used within NATO
for message delivery; the SIC is used for this psep If delivery instructions are
required (i.e. "FOR CQO"), they would appear on pesate line after the SIC codes line
and before the subject line.

COMPLETING THE MESSAGE FORM

93.91. Heading. The heading of a message is composdteéments preceding the «- - - { Formatted: Bullets and Numbering

text block from the security classification/desitjoa to the message handling
instructions.
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Security Classification/Designation. It is tr@inator’s responsibility to
indicate the security classification/designatiornioea message form. It is
written in full at the extreme top and bottom of florm and it is repeated
on all pages of the message. The appropriateifitasion/designation
code is written into the block entitled CLASS iretimiddle of the second
line of the form;

Examples:

Top Secret TTTTT

Secret SSSS

Protected C - Confidential WWWWW
Protected C VVVVV

Confidential CCCC

Protected A GGGGG

Protected B KKKKK

Unclassified UUUU

File Number. The file number should be consistéth the subject/topic
used by the local Records Management Servicas.intportant to have
the correct file number as copies of all messageéilad in the main
filing system;

Date-Time Group. The "DATE-TIME GROUP" represettis time the
message was signed by the releasing officer. dmlaonfusion resulting
from different time zones, the time is expressedisersal Coordinated
Time (UCT) as indicated by the suffix "Z". The "DE-TIME GROUP"
consists of six digits followed by: the letter Aetmonth and the year.
The date and time, using the 24 hour clock, shmdear as six digits
followed by "Z". The month shall be the normaledietter abbreviation.
For this block only, abbreviations for French manshall be: JAN, FEV,
MAR, AVR, MAI, JUN, JUL, AOU, SEP, OCT, NOV and DECThe
year shall be the last two digits of the year;

Example: 4:30 p.m., 19 Sep 2006 (PST) = 19213GZ0Be(summer
hours)

A difference of + 7 hours between PST and Zulu tfmwemmer hours; +8
hours during winter hours).

7:03 a.m., 8 Feb 2006 (PST) = 081503Z Feb 06 (whnters)

A difference of + 5 hours between EST and Zulu time

Precedence. Precedence means the priority Wieamessage will be
given in both the preparation and distribution etaglt is the originator’s
responsibility to assign the precedence to a messigur precedence
categories are used to indicate the urgency anckthtive order in which
messages are handled. They are: "FLASH", "IMMEDEAT
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"PRIORITY" and "ROUTINE" and they are the only indtion of
precedence that COMCEN personnel recognize. Tiegaaes indicate:
to the originators - the relative speed of deliy¢oyCOMCEN personnel -
the relative order of processing, transmissionaglivery; and to
recipients - the urgency of the message. Messdgakonly be assigned a
precedence high enough to ensure they reach thsindtion in a timely
manner. Action and information precedences arigr@ed independently.
The information precedence is assumed to be roiftire assigned.

Only the appropriate assignment of precedenceenslre the system is
effective. The following factors should be consetebefore using a
message or assigning a precedence (the use ofsageesstead of a letter
is an escalation of precedence)’ urgency of thgestimatter (not the
same as importance), time zone differences androbutys.

Q) FLASH. "FLASH" precedence is reserved forialitontact
messages or for operational combat messages ehaxtirgency.
Brevity is mandatory. Lower precedence messagemterrupted
until "FLASH" messages are processed. Exampldadadnitial
contact reports; recalling or diverting friendlytiao on targets
unexpectedly occupied by friendly forces, or emeogemeasures
required to prevent conflict between friendly farearning of
imminent large scale attacks; extremely urgentligence reports;
and major strategic decisions of great urgency,

2 IMMEDIATE. "IMMEDIATE" is reserved for situatins that
gravely affect the security of national or allientdes or populace.
Normally this precedence is not used for adminiistegpurposes.
Examples include reports amplifying contact repadports of
unusual major movements of foreign military fordesing periods
of strained relations; reports of enemy counteaekitor requests
for or cancellation of additional support; attackers to commit
forces in reserve without delay; requests for licgs support of
special weapons essential to sustain operatiopsrteeor warning
of grave natural disasters; reports of widespréatdisturbance;
requests for or directions concerning distresstasie; urgent
intelligence reports; and aircraft movement repretating to news
of aircraft in flight, flight plans or cancellatianessages to prevent
unnecessary search and rescue action,

3) PRIORITY. "PRIORITY" may be used for situaticeports of
impending enemy action, orders to naval, air ougbformations,
or administrative matters, when it is considerexbasal that
action must be taken and cannot wait for normaids}.
"PRIORITY", or higher precedence, shall not be used
conjunction with terms such as "NOT FOR SILENT HOUR
DELIVERY/ACTION. Normally,



4) ROUTINE. “ROUTINE" is used for peacetime, staled or
projected operations, programs or projects, periogfports, troop
and ship movement, supply and equipment requisiiah
movement, and administrative, logistic and persbmaters. If
the originator wishes the addressee to act wittelaty the
message should be assigned "ROUTINE" precedencthandord
"URGENT" should appear at the beginning of the.text

Timings. Use the following objectives to detémmwhat precedence to
assign a message. The time from receipt of theagesby COMCEN
personnel until the message is available for piglethe destination
COMCEN are:

(D) FLASH As fast as humanly possible, within teimates ZZ,

(2) IMMEDIATE Within sixty minutes OO,

3) PRIORITY Within six hours PP,

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

g. Non-Canadian COMCENSs. Non-Canadian COMCENsal@etognize
protected designation; therefore, when a messdgstibandled by a non-
Canadian COMCEN, or originated by HMC Ships, thH®fang
classifications are substituted for the protectesighations in the
"CLASS" block. The protected designations stilbear at the top and
bottom of the message form.

Canadian Associated non-Canadian
Classification/Designation Class Class Classification
Top Secret TTTT Not Applicable
Secret SSSS SSSS Secret
Protected C Confidential| WWWW
Protected C VVVVV
Confidential CCcCC CCcCC Confidential
Protected B KKKK
Protected A GGGG Uuuu Unclassified
Unclassified Uuuu

h. SPECAT Block, LMF and CAl Block. These blocksah be left blank.
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NDHQ/DISOT provides authorized users with appraprl&MF" and
"CAI" codes.

Originator’'s Number. The originator's numbeeidifies a message and
forms the message reference with the "DATE-TIME GHRRO.
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Authority. The originator is the authority irhwse name a message is
sent, or the command or agency under the dired¢talasf the approving
authority. The originator's number may be abbredaf the

"Originator's NUMBER" block is too short. Only thigst 12 characters
of the originator’'s number, inclusive of spaces podctuation are shown.
The numbering system is at the discretion of thgiraitor’'s unit/section.

Message Handling Instructions Block. This bligkised to inform
COMCEM personnel of Special Handling Designatotdpor Warning
Terms (WT). The SHDs or WTs shall appear immedidt#lowing the
classification and before the originator's numbEne SHDs or WTs shall
be repeated early in the text for the benefit efadldressees. Only the
following SHDs or WTs are permitted in this blockEXCLUSIVE",
"COSMIC TOP SECRET", "CRYPTOSECURITY" and "EYES OXL
Any other instructions or warnings the originatashes to convey are
permitted in subsequent paragraphs of the textaiBef authorized
SHDs and WTs are:

1) Exclusive. Exclusive messages shall be claskior designated
PROTECTED B or higher. Exclusive messages mustatel an
appointment for delivery for each addressee. Mgsswill be
delivered only to this appointment or authorizegresentative.
These messages shall not be readdressed. Thaszydel
instructions will appear after the SIC (if usedyldrefore the
"SUBJ" line.

Example:

FROM NDHQ CAS OTTAWA//COMD//DCOMSEC//
TO CFB WINNIPEG

CFB HALIFAX
INFO NDHQ OTTAWA

NDHQ CMS OTTAWA
CONFIDENTIALEXCLUSIVE MED 001 SIC
AAA/PYV/IA2A
WINNIPEG AND HALIFAX EXCLUSIVE FOR BSURG, NDHQ
EXCLUSIVE FOR DPCOR, MARCOM EXCLUSIVE FOR
COMD
SUBJ: MEDICAL PROFILES

(2) Eyes Only. Eyes only messages contain infaonatot releasable
outside the nations, activities or alliances int#ida These
messages shall be classified, or designated PROEB@Tor
higher. Country designations shall be separatezhleyoblique
stroke.



Example:

FROM NDHQ OTTAWA//
TO NDHQ CAS OTTAWA//COMD!//

NDHQ CMS OTTAWA//COMD//
SECRETCAN/UK EYES ONLY DGMPO 0001
SIC etc.

3) Cryptosecurity. Messages containing cryptogi@mformation
require the use of this term. These messagedveagsaclassified
and handled only by designated personnel.

Example:

FROM NDHQ OTTAWA//DGCED//
TO FMCHQ ST HUBERT//SSO//SIGS//

NDHQ CMS OTTAWA//SSO COMM//
SECRETCRYPTOSECURITY D COMSEC 21
SIC etc.

| 94.92. Text. The text block begins with the originataaddress and ends before the «- - - { Formatted: Bullets and Numbering
distribution block.
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a.

Addresses. There are three types of addrefisesriginator's (FROM),
the action (TO) and the information addresses (INFThey are the first
elements of information included in the text blodko and/or information
addresses may take a number of forms from a sorgieultiple addressee
to an AIG. Addresses identification in messagescamposed of two
parts:

1) Message Addresses. To ensure correct addrassased, refer to
the CF Address Help File on the DIN including NDK@awa
OPI. Message addresses are contained in referenod @e
followed by appointment or office designators. Altiple address
message is sent to two or more addressees wiglasttdne action
addressee designated. The number of addressebeskabt to a
minimum. Non-Canadian addresses may be obtaioed fr
incoming correspondence or the COMCEN,

(2) Appointments or Office Designators. Appointrigeor office
designators shall be separated from the messagesadualy two
oblique strokes and be followed by two obliquelsto When
there is more than one designator for a messagesgjdhey shall
be separated by a single oblique stroke. The saessage address
may appear as both the action and information addee The




office designators shall not be used with "EXCLUEIFOR"
messages.

Example:

FROM NDHQ CMS OTTAWA//OPI//
TO NDHQ OTTAWA//OPI/I

INFO NDHQ OTTAWA//OPI/OCI//

b. AIGs, ZEN and XMT.

1) Address Indicating Group (AIG). An AIG is arfio of address
representing a predetermined and frequently ocaygioup of
addresses. AIGs are used to reduce the size afitiress portion
of a message, thus improving handling speed. Tiwoare AIGs
may be used on the same message,

(2) ZEN. When necessary to indicate to a recipieait another
recipient will receive a copy of the message by-al@ttronic
means, the term ZEN is typed 1 space after theeaddor one
space after the second pair of oblique strokes wofffeze
designators are used. It is the originator’s rasjimlity to forward
the message by other means.

Example: In the following example, DCA 2 is respitate to
forward a copy of the message to D COMSEC.

FROM NDHQ OTTAWA//DCA 2//

TO NDHQ CMS OTTAWA//SSO COMM//
AIG 2654

INFO NDHQ OTTAWA//D COMSEC//ZEN

(3) XMT. Exempted address(es) occurs when anraigr wishes to
exclude one or more addresses from an AlG. Whdreades are
exempted from an AlG, the term XMT prefaces it. yAaxempt
addresses are always listed last. Excessive oeletay outweigh
the advantages of using an AlGlote: you cannot exempt a unit
on a general message like MARPACGEN.

| 95.93. Security Classification/Designation. The assigoledsification is typed two line- - - { Formatted: Bullets and Numbering

feeds below the last address and is followed bythgnator's number. All
classifications are to be typed in full and doudpaced with the exception of
UNCLASSIFIED which is typed UNCLAS and not doubfeased. Designations are not
double spaced and are typed as PROTECTED A etc.
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Example: If a classification is used, one blankcgpshall appear between each
letter.

UNCLAS DCOMP D 001
CONFIDENTIALDFORCE 010
PROTECTED A

96.94. Subject Indicator Code (SIC). SICs must be usednissages addressed to < - -~ { Formatted:

NATO, Australian, New Zealand or MARCOM units orfieations. Should multiple
addressee requirements dictate, or if the methaut@al distribution at the address(es)
is not known, originators may use both SIC and aypeent or office designators. When
SHD(s) to WT(s) are used in conjunction with a St first SIC shall be AAA,

followed by an oblique stroke and appropriate SIC(s

97.95. Message Delivery Instructions. Message delivesyrirctions are used when such - { Formatted:

instructions cannot be indicated by using officsigeators after the "TO" and "INFO"
address. These will be placed in the line belavsicurity classification/designation and
originator's number. Limitations may occur in exsile messages, AlG, general
messages, etc. (e.g. WINNIPEG FOR BCOMD).

98.96. Subject Line. Normally the subject line (i.e. "SLIB.") is a concise subject <~ - - { Formatted:

heading. The subject line may be omitted if itsian unclassified message to be
classified, if it will increase noticeably the lehgf a short message, or if the subject is
readily apparent in the first line of text.

99.97. Message Content. The text is double spaced. Ehedébe no more than 69 <« - - { Formatted:

characters per line. There shall be no more tiagolible spaced lines per page
including the "FROM" and "TQO" lines. Blank linesthin the text are not permitted.
The first character of type should fall next to hot touching the left boundary.
Subsequent pages start at the top of the text bldbke "FROM" and "TO" printed on
continuation pages may be overtyped. Repeat A wiayl be repeated to ensure clarity
(i.e. MIYAZAKI REPEAT MIYAZAKI). Abbreviations, stort titles and letters shall be
spelled in full, not repeated, when added clastyeiquired.

100.98Sequence of Text Elements. The following sequshoeld be used by message - { Formatted:

originators when organizing the elements of thé téfxan element listed is not required,
the order of appearance is adjusted accordinglyte Nthe first four elements appear on
the first line separated by a single space:

a. security classification and protected desigmatio

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);
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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

| 101.99Distribution Block. This block is used to showental distribution. Itis the < - - { Formatted: Bullets and Numbering

responsibility of the originator to make this distition. There are no rules for layout or
spacing within the distribution block. If thereimsufficient space for a distribution list

or extra signing authorities, it is permissiblestgpand this area. Type a horizontal dotted
line across the form on the fourth double spacevbéhe last line of text and use this
expanded area for distribution and signaturess dtso permissible to use blank space to
the right of the boundary line, to the right of tregtical dashed line at 12 pitch, or at the
bottom of the sheet.

| 162.100. Drafter. This block shall contain the drafter'gigts, name, rank, <~ { Formatted: Bullets and Numbering

appointment and telephone number.

| 103.101. Releasing Officer. This block shall contain theeasing officer's initials, - - { Formatted: Bullets and Numbering

name, rank, appointment, telephone number andtsigna

| 104.102. Special Instructions. This block is used to conadglitional information;* - - { Formatted: Bullets and Numbering

such as «MINIMIZE CONSIDERED», to message centrsqrenel.

| 105.103. Urgency. In urgent situations, an unclassifiegrotected message may- - - { Formatted: Bullets and Numbering

be telephoned, faxed or electronically forwarde@@VICEN for subsequent
transmission over the ADDN.

| 106.104. Readdressing. To readdress a message to authotiencluded in the «- - - { Formatted: Bullets and Numbering

original address, complete form CF/C58, Messageal&®easal, NSN 7530-21-904-3605
and forwarded to COMCEN. Changes to the text atgparmitted. SICs may be
amended as required. Messages bearing the terlbESIVE shall not be readdressed.
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PART VI - KEY APPOINTMENTS AND ACRONYMS

BASE COMMANDER AND EXECUTIVE STAFF

Base Commander BComd
Base Chief of Staff BCOS
Base Chief Petty Officer BCPO
Base Regulating Chief Petty Officer BRCPO
NCM in Charge Base Manual Party IC BMP
NCM in Charge Base Manpower Control ICBM
Executive Administrator to the Base Commander E/BG
Projects and Investigation Officer P&IO
Base Public Affairs Officer BPAO

Base Human Resource Planning and Projectsédffi BHRPPO

BASE ADMINISTRATION BRANCH

Base Administration Officer BAdmMO
Branch Chief BAdm Br Chief
Base Personnel Administration Officer BPAdmMO
Base Superintendent Clerk BSuptClk
Base Personnel Selection Officer BPSO
Personnel Support Program Manager PSP Mgr
Officer in Charge Base Orderly Room OIC BOR
Officer in Charge Naval Reserve Coordinatiantte OIC NRCC
Officer in Charge Return to Work Centre OIC\WRCT
Base Personnel Services Officer BPSvcsO
Base Foods Officer BFoodsO
Base Accommodation Officer BAccnO
Messes and Institutes Officer M&IO
Senior Staff Officer Stewards SSO Stwds
Base Personnel Selection Officer BPSO
Officer in Charge Base Language Training Centre BILTC
Base Coordinator Official Languages BCOL
Formation Chaplain iiin Chap

BASE CONSTRUCTION ENGINEERING BRANCH

Base Construction Engineering Officer BCEO
Branch Chief BCE Br Chief
Executive Officer BCE XO
Management Information Systems Officer MISO
Customer Services Officer CSsO
Facilities Support Officer FSO
Manager Real Estate Services MRES

50/57



BASE CONSTRUCTION ENGINEERING BRANCH

Risk Management Officer BCE RMO
Pacific Naval Construction Troop Commander PNCT @om

PORT OPERATION AND EMERGENCY SERVICES BRANCH

Commanding Officer Port Operations and Emergency CO POES
Services

Chief of Staff POES COS
Branch Chief POES Br Chief
Naval Provost Marshal (Pacific) NPM(P)
Base Operations Officer BOpsO

Base Nuclear Emergency Response Officer BNERO

Base Radiation Safety Officer BRadSO

Range Control Officer RCO

Base Explosive Safety Officer BESO

Base Explosive Inspector BEI

Base Imaging Officer B Imaging O
Officer in Charge Port Security Section OIC PSS
Base Fire Chief BFC

BASE LOGISTICS BRANCH

Base Logistics Officer BLogO
Branch Chief BLog Br Chief
Transportation Electrical and Mechanical Enginegrin  TEMEO
Officer

Customer Assistance Manager CAM
Materiel and Distribution Manager M&DM

BASE INFORMATION SERVICES BRANCH

Base Information Services Officer BISO
Branch Chief BIS Br Chief
Operations Officer BIS OpsO

Base COMSEC Custodian B COMSEC Cust
System Support Group Officer SSGO
Systems Engineering Group Officer SEGO

BASE COMPTROLLER BRANCH

Base Comptroller BCompt
Base Management Services Officer BMSO
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FORMATION SAFETY AND ENVIRONMENT BRANCH

Formation Safety and Environment Officer FSEO
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PART VII = UNIT TITLES, ABBREVIATIONS AND ACRONYMS

Mailing Address

Message Address

Acronym/Abbreviated Formalt

1 Canadian Air Division Headquarters Detachmen

Regional Air Component Element Pacific
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

t1 CDN AIR DIV HQ DET RACE PACIFIC
ESQUIMALT

RACE Pacific

1 Canadian Field Hospital Detachment Victoria
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

1 CDN FD HOSP DET VICTORIA

1 CFH Det Victoria

1 Dental Unit Detachment Esquimalt
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

DENT DET ESQUIMALT

Dental Det Esquimalt

11 (Victoria) Field Ambulance
724 Vanalman Ave
Victoria BC V8Z 3B5

11 FD AMB VICTORIA

11 Fd Amb

11 (Victoria) Service Battalion
724 Vanalman Ave
Victoria BC V8Z 3B5

11 SVC BN VICTORIA

11 Svc Bn

B9 Canadian Brigade Group Headquarters
4050 4th Ave W
Vancouver BC V6R 1P6

39 CBG HQ VANCOUVER

39 CBGIQ

443 Maritime Helicopter Squadron
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

443 MH SQN ESQUIMALT

443 MH Sgn

4th Canadian Ranger Patrol Group
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

4 CRPG ESQUIMALT

4 CRPG

5th (British Columbia) Field Artillery Regiment,
RCA

715 Bay St

Victoria BC V8T 1R1

5 BC FD REGT VICTORIA

5 BC Fd Regt
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Mailing Address

Message Address

Acronym/Abbreviated Formalt

74 Communication Group Headquarters
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

COMMGP ESQUIMALT

74 Comm Gp

741 (Victoria) Communication Squadron
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

RESCOMMSOQON VICTORIA

741 Comm Sgn

748 (Nanaimo) Communications Squadron
GD Stn A
Nanaimo BC V9R 5J9

RESCOMMSQN NANAIMO

748 Comm Sqgn

Acoustic Data Analysis Centre Pacific
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

ADAC P ESQUIMALT

ADAC(P)

Assistant Judge Advocate General Victoria
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

AJAG VICTORIA

AJAG Victoria

Canadian Fleet Pacific
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

COMCANFLTPAC

CANFLTPAC

Canadian Forces Ammunition Depot Rocky Point
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

CFAD ROCKY POINT

CFAD Rocky Point

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

CFB ESQUIMALT

CFB Esquimalt

Canadian Forces Crypto Support Unit Detachmen
Esquimalt

PO Box 17000 Stn Forces

Victoria BC V9A 7N2

tCFCSU DET ESQUIMALT

CFCSU Det Esquimalt

Canadian Forces Fleet School Esquimalt
PO Box 17000 Stn Forces

CFFS ESQUIMALT

Victoria BC V9A 7N2

CFSSE
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Mailing Address

Message Address

Acronym/Abbreviated Formalt

Canadian Forces Health Services Centre (Pacific)
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

CF H SVCS C ESQUIMALT

CFHSvcsC(P)

Canadian Forces Housing Agency Esquimalt
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

CFHA ESQUIMALT

CFHA Esquimalt

Canadian Forces Maritime Experimental and Test
Ranges

PO Box 188 Stn Main

Nanoose Bay BC V9P 9J9

CFMETR NANAIMO

CFMETR

Canadian Forces Maritime Warfare Centre
Detachment Esquimalt

CFWC Detachment West

Maritime Forces Pacific Headquarters

PO Box 17000 Stn Forces

Victoria BC V9A 7N2

CFMWC DET ESQUIMALT

CFMWC Det Esquimalt

Canadian Forces National Counter-Intelligence Ur
Detachment Victoria

PO Box 17000 Stn Forces
Victoria BC V9A 7N2

NICFNCIU DET VICTORIA

CFENCIU Det Victoria

Canadian Forces Postal Section Victoria
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

CFPS VICTORIA

CFPS Victoria

Canadian Forces Postal Unit Western Detachme
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

NCFPU DET ESQUIMALT

CFPU Det Esquimalt

Canadian Forces Recruiting Centre Vancouver
Detachment Victoria

827 Fort Street - Main Floor

Victoria BC V8W 1H6

CFRC DET VICTORIA

CFRC Det Victoria
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Mailing Address

Message Address

Acronym/Abbreviated Formalt

Canadian Forces Station Leitrim Detachment Mag
PO Box 2000 Stn Main
Masset BC VOT 1MO

SEFS DET MASSET

CFS Det Masset

Canex Detachment Esquimalt
PO Box 3725 Stn CSC
Victoria BC V8W 3S7

CANEX DET ESQUIMALT

CANEX Det Esquimalt

Director Civilian Human Resource Service Centre
(Pacific)

PO Box 17000 Stn Forces

Victoria BC V9A 7N2

DCHRSC ESQUIMALT

CHRSC(P)

DREA Detachment Esquimalt
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

DRDC DET ESQUIMALT

DRDC Det Esquimalt

Fleet Diving Unit (Pacific)
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

FDU ESQUIMALT

FDU(P)

Fleet Maintenance Facility Cape Breton
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

FMF CAPE BRETON ESQUIMALT

FMF CB

Formation Augmentation (Pacific)
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

FAP ESQUIMALT

FAP

Fourth Maritime Operations Group Headquarters
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

MAROPSGRU FOUR HQ ESQUIMALT

MOG 4

Her Majesty's Canadian Ship DISCOVERY
PO Box 43512 RPO Alberni Street
Vancouver BC V6G 3C7

HMCS DISCOVERY VANCOUVER

HMCS DISCOVERY

Her Majesty's Canadian Ship MALAHAT
PO Box 17000 Stn Forces

HMCS MALAHAT VICTORIA

Victoria BC V9A 7N2

HMCS MALAHAT
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Mailing Address

Message Address

Acronym/Abbreviated Formalt

Hydrographic Services Office Esquimalt
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

HSO ESQUIMALT

HSO Esquimalt

Joint Rescue Coordination Centre Victoria
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

JRCC VICTORIA

JRCC Victoria

Joint Task Force (Pacific) Headquarters
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

JTFP HQ ESQUIMALT

JTFP

Maritime Forces Pacific Band
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

MARPAC BAND ESQUIMALT

Naden Band

Maritime Forces Pacific Headquarters
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

MARPACHQ ESQUIMALT

MARPAC HQ

Operations Support Centre (Pacific)
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

OSCP ESQUIMALT

OSCP

Quality Assurance Workcentre Victoria
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

NDQAR ESQUIMALT

NDQAR Esquimalt

Regional Cadet Instructor School (Pacific)
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

RCIS PACIFIC ESQUIMALT

RCIS(P)

Regional Cadet Support Unit (Pacific)
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

RCSU ESQUIMALT

RCSU(Pacific)

Sea Training Pacific
PO Box 17000 Stn Forces
Victoria BC V9A 7N2

CANSEATRAINPAC

STP
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Mailing Address Message Address Acronym/Abbreviated Formalt

The Canadian Scottish Regiment (Princess Mary's)C SCOT R VICTORIA C ScotR
715 Bay St
Victoria BC V8T 1R1

Venture, The Naval Officers Training Centre NOTC ESQUIMALT NOTC
PO Box 17000 Stn Forces
Victoria BC V9A 7N2
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