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CLASSIFICATION
Date 
BPTS Number 0xxxx-2010


MEMORANDUM FOR ACTION 
	
TO:
	Full title of intended client 

	ISSUE:
	In one line, state the issue being addressed


	SUMMARY: (only give the most important information that the Minister needs to know)
The summary should be sufficient to fully explain the subject to the Minister.

Explain the purpose of the memorandum, e.g. “This memorandum seeks your approval to ...” or “This memorandum presents options ...” Be very concise, use bullets if it helps clarify your request. Crucial timelines should also be indicated here.

This box and signature blocks must remain on the first page.

The standard length of memorandums is two pages and should not exceed three, excluding any attachments. But for the purposes of this class can be not more than five pages long.
RECOMMENDATION(S):
Be concise. If you have more than one recommendation, use separate bullet-form lines. 





Signature block of Deputy Minister

I concur,


Minister

BACKGROUND:
1.

This section provides only the most relevant and up-to-date contextual information necessary for the Minister to make a decision.

2.
If statistics are included in the memorandum, DFAIT’s Office of the Chief Economist (CEE) is to be consulted for verification of the information (email: Trade&Economic Stats/Statistiques commerciales&économiques).

CONSIDERATIONS:
3.
In this section you substantiate your recommendation(s). This is the essence of the memorandum for action and outlines the analysis of the issue, options available with “pros” and “cons,” steps already taken, etc. [Ensure that the position you present to the Minister is an approved departmental position and that interested parties have been consulted. The position of opposing groups should be included with their arguments.] 

4.
Explain the timelines or deadlines for the action or decision being sought. When timing is of the essence, spell out the consequences of not meeting the deadline.



RESOURCE IMPLICATIONS:
5.
Where there are clearly no resource implications, drafters are to indicate “NIL.” Otherwise, an estimate of the costs should be given.
COMMUNICATIONS IMPLICATIONS/ACTIONS:
6.

This section should inform the Minister whether the proposed course of action is expected to generate media coverage, positive or negative, and explain why (anticipated reaction of key stakeholders is often a useful barometer). The section should also point out issues likely to be raised by the media and underscore important links that should be made to related government initiatives or priorities. Even though few memorandums lead to press releases, most contain important communications implications of which the Minister should be made aware.

7.
This is also the section to outline the communications activities and products to be prepared if the memorandum for action is approved. These can include: Qs&As, news releases, website profiling, communications plans (usually only prepared for large international conferences or very complex multi-department initiatives), news conferences, media briefings, op-eds, pamphlets, MP kits, parliamentary statements made pursuant to House of Commons Standing Order 31.

8.
In rare cases where the communications strategists confirm that there are no communications concerns, drafters should indicate “NIL.”

PARLIAMENTARY IMPLICATIONS/ACTIONS:
9.
This section should cover:

(i)
parliamentary requirements stemming from the action (i.e. statutory tablings, legislation, government debates, parliamentary participation in a delegation, etc.), and/or, if applicable,

(ii)
parliamentary activities that are sought or initiated by the Department (referral to committees for review, government debates, parliamentary briefings, etc.).

10.
Where parliamentary implications are not a major concern or no parliamentary action is required, drafters are to indicate “NIL.”

�The classification appears at the top of each page., Use PROTECTED A, B or C, or CONFIDENTIAL or SECRET.








�Use 11-point Arial font throughout memorandum.





�	Clients are:


The Minister of Foreign Affairs


The Minister of International Trade


The Minister of State (Americas)





�Signature blocks of the deputy ministers:





Leonard J. Edwards


Deputy Minister of Foreign Affairs





Louis Lévesque


Deputy Minister of International Trade


�	All paragraphs are numbered. The first line of each paragraph should be indented 1 tab (0.5 inch). The text must be left-justified only.


�Class, I have left this material in just for the purpose of showing you that financial issues are taken very seriously. Otherwise you can ignore i.


PHt





	Requests for hospitality for ministerial approval





Requests for hospitality over $5,000 must be approved at the ministerial level. In the memorandum for decision for the Minister of Foreign Affairs that will accompany the request, you must include some text to explain this approval level as well as to confirm the compliance with Treasury Board guidelines. Here is an example to work from:





“The cost per person for the [or each] event fall within Treasury Board guidelines; however, because the total cost is over $5,000, ministerial approval is required.”





However, should the costs not comply with Treasury Board guidelines, the reasons should be explained in detail in the memorandum.





Before transmitting the hospitality request and accompanying memorandum for approval to your DG, these must be routed through your Area Management Office as well as through SMF at least fifteen (15) business days prior to the hospitality function. Once these consultations are completed, include the divisional symbols in the consultations column of the transmittal slip and ensure that a copy of the email from SMF is included in the file.





Note: Requests for hospitality for Deputy Minister approval, up to $5,000, must follow the same process, but will not go through DCB for quality control.





Refer to departmental guidelines on Hospitality in Canada, Appendix C, to determine the required approval authority for hospitality.


�


Ditto. Communications issues are taken very seriously.


PH





In all cases, drafting officers must send their memorandum for action to the responsible communications strategists for their review and comment on the communications aspect. They should be given sufficient lead time to read the memorandum, make recommendations and obtain internal approvals.


The responsible communications divisions are: 


Foreign Policy and Corporate Communications Division (BCF) – For memorandums to the Minister of Foreign Affairs


Trade Communications Division (CMC) – For memorandums to the Minister of International Trade





