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Ferguson, Adelie

From: Media Cenire, Centre des medias
Sent; Friday, November 09, 2007 4:41 PM
To: Aubie, Michael, Beardsley, Keith; Becketf, Paige; Bonneau, Sébastien; Boyer, Nicolas;

Brisebois, Charles; Brown, Debora; Buckler, Sandra; Bunner, Paul: Coleman, Ralph: Collins,
Gemma, Croy, Vanessa; Csversko, Christine; Delisle, Angele: Desjardins, Genaviéve: Dj
Francesca, Lydia; Doiron, Danielle; Donovan, John; Ferguson, Adelle; Gaudeite, Anne;
Labbé, Marie; Laporte, Johanna; Lavergne, France; Leroux, Karine; Levesque-Labonté,
Michael; Lindia, Giulia; Lynch, Kevin; Martel, Ginette; Matthews, Dennis; McDonald, Meredith;
McKenna, lan; Mutfari, Patrick; Novak, Ray; Olson, Kathleen; Pereira, Eric; Plotz, Jason; Rea,
Stephanie; Redmond, Jodi; Salewski, Shawn; Soudas, Dimitri; Olsen, Carolyn; Thompsoin,

Rabecca
Cc: Massabki, Myriam; Mukherjee, Mistu
Subject: PiM Stephen Harper, on NSW and CTV-N

Date / Date : Movember 9, 2007 ;

Time / Heure : 16005

MNetwork / Chaine 1 NSW

Subject / Sujet : PM Stephen Rarper, Richard Brennan (Nationat Press Gallery president)

Topics Discussed / Sujets discutés : Formar-BM:Brian-Mulraneye:

Richard Brennan (National Press Gallery president and Moderator): I'm the president of the gallery. I'd like to

thank the prime minister stephen harper for coming to the natianal press theatre today. He will be making an
opening statement in french and in english and take about 26 minules' worth of questions. Prime minister?

PiM Stephen Harper: Greatl. Thank you very much. As richard said, i wilt make a brief statement, and we have
a few minutes for questions. (Speaking french)

M Stephen Harpef: (voice of translator): The federal legal counsels have looked at karlheinz schreiber's

-statement-before and after the mandate. The new allegations contained in this affidavit concern private lawsuit

that is currently before the courts and does not cancem the federal government. Even if these new allegations
are neither proven or being challenged before a court, they will lead to a great deal of debate and interest.
However, there are two questions with respect to the privacy of the parties in this lawsuit. First of all, some of
these new allegations concern the former prime minister while he was in power, and, secondly, if they are
grounded, will have repercussions on the regulation which came forward in 2007. Under these circumstances,
i am announcing today that | will be appointing an independent third party and an impairtial third party who will
review these new allegations made under oath by mr. Schreiber. In the affidavit examined by the government,
i was surprised to learn that my own hame was mentioned. In the affidavit, mr, Schreiber claims that he gave .
mr. Mulroney a letter that i was supposead to be given in 2006 in lake harrington. My family and i received the
former prime minister and his family in lake harrington in august of 2008, and it was at our invitation. We did
not talk about the relationship of mr. Mulroney and mr. Schreiber, and mr. Muironey did not give me any letter
from mr. Schreiber, Indeed, mr. Mulroney never tatked to me about mr. Schreiber, and he never gave me mr.
Schreiber's documents. | can assure you that we will be following up on this matter. We will begin by
appointing an independent third parly as early as next week. (End of translation)

PM Stephen Harper: once again, the federal lawyers have been reviewing the new affidavit sworn by karlheinz
schreiber related lo his dealings with brian mulroney before, during, and after his time in office. The new
aflegations in the affidavit stem from a private lawsuit currently before the courts and do not involve the federal
government. Although these new allegations are unproven and untested in a couri of law, they will be the
subject of much public discussion and interesl. There are, however, two issues which go beyond the private
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interests of the parties in the lawsuit. First, some of these new allegations touch on the former prime minister's
time in office, and, second, whether these allegations, if true, have any bearing on the settlement reached in
january 1997, Under these circumstances, i am announcing today that i will be appointing an independent and
impartial third party to review what course of actions may be appropriate given mr. Schreiber's new sworn
allegations. In the government's review of the affidavit, i was also surprised to learn that my own name was
mentioned. In the affidavit, mr. Schreiber alleges he gave a letter to mr. Mulroney which was intended to be
shown lo me at a mesting at harrington lake in july 2006. Let me just say my family and i did host the former
prime minister and his family for a social occasion at harrington lake in august 2006 al our invitation. We did
not discuss mr. Mulroney's dealings with mr. Schreiber during that visit, nor did mr. Mulroney present a letter
from mr. Schreiber, in fact, mr. Muironey has never spoken ta me on behalf of mr. Schreiber nor has he ever
presented me with any documents from mr. Schreiber. | can assure you we will move quickly on this matter.
We will begin by naming the independent third party as early as next week.

Moderator: Thank you, prime minister. Bruce cheadle, canadian press.

Question: Prime minister, without knowing what you were coming here for, that was precisely the question i
was gaing to ask you about, having just read mr. Schreiber's affidavit. You made it clear that you did not
discuss this with me. Mulroney. Can you tell us whether you asked for or received a briefing from justice

officials on the airbus settlement?

FM Stephen Harper: 1 can tell you that when i took office, i befieve this had been briefly in the news, and i did
ask at the time to the clerk whether there were any files in this or any other matters that were still open, and

they said no.
Question: Thaf's the extent?
PM Stephen Harper: Yeah.

Moderator: Tva.

Question: (Voice of transtator): The fact that mr. Schreiber is affirming that these evenis occurred when mr.
Mulroney was prime minister, is this the type of information that could undermine the confidence of the public
in the duties of the job obviously?

PM Stephen Harper: {voice of translator). | am taking action today in order to reassure the prime minister's
office's position. It is very important that we have the facts. Mr, Schreiber has made allegations with respect to

mr. Mulroney when;in fact-he-was-in-offiee; and--think-that it-is-importantto see how.we should react. I'm not
sure... We have only allegations, mr. Schreiber's allegations before us in a private lawsuit, a private lawsuit
between two parties. That's our only evidence.. That's why i intend {o consuilt a third party in order to get an
opinion as to how we should continue. 'm not sure how we should follow up on these allegations, but i am
certain that the government has to take action, and the governmant cannot decide on its own.

Moderator: James cudmore, cbc.

Question: Thank you, prime minister. Just regarding the third party, 'm wondering if you could go in to a litite
hit more detail about who and how that might work, There have been calls in past from various people,
inciuding i believe at one point your current defence minister for a public inquiry in to this series of events. Is
now not perhaps the time to proceed with that kind of a fulsome lcok al these allegations?

PM Stephen Harper: Well, the honest answer is i don't know. As i just said in french, we have serious
allegations. | do think we have to put this in context. | don't have anything other than these allegations, and the
allegations do stem from, let's say, a nasty litigation between mr. Mulroney and mr. Schreiber, but,
nevertheless, they do impinge upan the office of prime minister. I'm not sure how to proceed with them given

" that things are already before the courts. I'm not sure how or if these impact in any way upon a settlement
between mr. Mulroney and the previous governiment. That's why i think the appropriate thing to do is we've
had our lawyers in the last few hours looking over these. | think they would tell you that they're not sure they -
can give me advice because, after all, the government of canada, department of justice was a party to the
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previous setliement. So, you know, for that reason, i think we do have to get an independent, impartial view on
how to proceed. And I'm just not sure what that is. | know that i don't feel qualified to make that judgment

myself. We need to find someone i think preferably quickly. We need to find someone who has expertise, who
would be impartial, and whose opinion would be respected, and that's what we'll be looking to do as quickly as

we can.

Question: Just if you could expand a litlle bit on the mechanism of that process, what kind of person would that
be and how would they do that rerue? View?

PM Stephen Harper: | think i've said all i can say. The person would have to be and be seen as impartial and
obviously have the expertise to ook at the various legal documents that are before us.
Moderator: Madelaine blaine morin.

Question: (Voice of transiator). We have the opposition parties have been asking for an independent inquiry
further to these allegations. The fact that you have now been named personaily in mr. Schreiber's letter, has

that influenced your decision to follow up on this request?

PM Stephen Harper: | can tell you that given these new allegations, we have real allegations now that have

been made under oath. Thatl's a hew development. And i think that we have 1o respond to this
development.I'm not certain about the existence of this allegation in the lawsuit and that it would necessatrily

require an inquiry. That's why i am looking for an impartial third party to give us his opinion on this optien or on
other options.

Question: (Voice of translator): But the fact that you've been named...
PM Stephen Harper: (Voice of translator): And i must mention that these are before the courts now.
Question: (Voice of translator): And the fact that you've been named, did that influence your decision?

PM Stephen Harper: (Voice of transiator): No. | think it's interesting that mr. Schreiber has talked about a
meeting where he was not in attendance. | answered that, but i don't think it's really important.

Moderator: Tonda mccharles, "toronto star."

Question: Prime minister, can i understand, have you then -- are you restricting to a certain extent what this

~ third party person can look atgiventhat youw've-mentioned-earlieryour statement that you don't see thisas

touching or involving federal government activities per se, but it seems -- could you amplify what you mean
there.

PM Stephen Harper: If | could be clear, what | said is that the case that is now before the courts, the private
lawsuits between mr. Mulroney and mr. Schreiber that have given rise o these allegations do not involve the
federal government. The federal government is not a party one way or anather o any of those lawsuits. But,
as i said, since the new allegation under oath does touch upon mr. Mulroney’s term in office, I think it gives
rise to something we have to respond to. I'm not sure how. 'm quite canvinced that this government should
not make that decision. That's why we've got to find somebody impattial to give us advice on how we should

respond.

Question: Could you clatify then is this third party person to give you a recominendation on the process to
follow ahead and you are noi ruling out a public inquiry at this stage or is this person going to actually
investigate the facts?

M Stephen Harper: No,A the former was correct. The person will be asked to give us a recommendation on

how to proceed, what the most appropriate venue and the maost appropriate process is to proceed after
reviewing all the documents, ail the documents that are available, and these are the documents that are

available to us as a government.
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Question: You haven't ruled then a public inguiry.
P Stephen Harper: No, no.

Moderator: Will "le devoir".

Question: (Voice of translator): Mr. Prime minister, mr. The people who are in your party who are organizing a
meeting with doug finlay to talk about shady financial dealings during the last election, i would like to know
what will mr. Doug finlay tell the journalists that you can't tell us right now with respect to this so-called in-and-
out campaign, and, secondly, why has your party chosen journalists who are entitled to participate in this
information session and those who are not allowed to?

M Stephen Harper: {Voice of franslator). This was a decision made by mr. Finlay. He is the one who is
responsible for the party's election activities. As you know, my position has been very clear. Our practices are
in keeping with the law. We have always followed the law, and we will continue to follow the law.

Question: (Voice of transtater), But can you explain why some journalists are not entitled to participate to this
session?

PM Stephen Harper: (Voice of translator); Thatf's not my press conference.

Moderator: Robert fife, ctv.

Question: Prime minister, can you narrow down the allegation that concerns the government? Is it the
allegation which has been confirmed that mr. Mulroney met with kartheinz schrelber while he was prime
minister at harrington fake, and is it the second allegation as well that he was asked by duceppe to transfer
money to what he claims was mr. Mulroney's lawyer in geneva? Are thase two the things that concern you?

PM Stephen Harper: Bob, i'm not sure that i'm in a position to be the interpreter of the affidavits. I think you've
obviously touched upon some things that are mentioned in the affidavit. I would simply urge you to read that
thoroughly, and i think you will see that the allegations do touch upon mr. Mulroney's term of office, which is
why we believe that we have o - we can'l ignore the allegation from the perspective that i think we always

must protect the office of the prime minister.

Question: Can | ask you what effect will this have, having an independent investigator, what effect will it have
* on mr. Schreiber's extradition hearing that's next thursday he could be removed from the country? If you're

going to have this indspendént inguiry, would that mean that you would-allow-mr.-Schreiber-to remainin-the - b

country sa that he can provide testimony or whatever to whoever may be doing this inquiry?

PM Stephen Harper: Well, the government has no intention of intervening in that case. | simply will be asking
an independent third party to give us advice as to how we as a government should proceed in dealing with
these particular allegations, and, you know, as i do have to say, put the allegations in context, they are
allegations coming out of a private lawsuit between two individuals. That is the full extent of them.

Moderator; Hugo de grandpre, "la presseg”,

Question: (Voice of translator): Prime minister, you have a lot of government lawyers. Why are you turning to a
third party to do this inquiry and what will this person have to do exactly?

PM Stephen Harper: (Voice of translator): This individual will review the documentis, the allegations, will look at
any implications with respect to the law. That fact that there is a lawsuit that is under way and this individual

will give us an opinion as o the best way to proceed.
Question: (Voice of translator): Why not ask an in-house lawyer to ook in to this?

PM Stephen Harper: (Voice of translator): As i said earlier, one of the considerations is that the former
government of canada, the department of justice, was part of the settlement that occurred in january 1997,
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and, therefore, it's not up to me or up to them to issue an impartial opinion with respect to this affair, and that
is why we need the opinion -- an independent opinion.

Moderaotr: Yes, could i get peter harris, please, global,

Question: Wondering how the recent developments, just today's developments in pakistan, do they change
the government's position on what's happening over there? Do they change what you plan to do?

PM Stephen Harper: Well, i think, as you know, if anything, they've caused to be mare concerned. Minister
bernier has just issued a call for the commonwealth to take action on pakistan. As you know, we're coming up
to commonwealth head of governments meeting. Everything i think that mr, Bernier said and that i have sald in
the past week is still true and even more true. We obviously continue to call upon the pakistani government to
restore the rule of law, to end the provisional constitutional orders, and to release all political prisoners.

Question: Does that include benazir bhutto?

PM Stephen Harper: Obviously.
Moderator: Mark garbeau, radio canada tv, please,

Question: {Voice of translator): Mr. Harper, the dollar is at $1.06 Right now. What do you intend to do with mr.
Charest's request yesterday and given the current circumstances, should the bank of canada intervene, send
a signal out, and is your government prepared to help the rmanufacturing sector which has sounded an alarm

bell?

PM Stephen Harper: (Voice of translator): As i just said — as i said earlier this week, the monetary policy is the
responsibility of the bank of canada. That's clear. We do understand the difficulties that occur when the dollar
rises so quickly. We understand the problems that causes for certain sectors. This government has taken
action, significant action in the budget, in the last budget (o help the manufaciuring sector. We indicated in the
speech from the throne that we slill intend o take further action to help this sector. As for the premiers'
meeting, because of the spring election and for all kinds of otherreasoens, i wasn't able to get alf the premiers
together for a meeting. | told mr. Graham, who is the president of the federation, that after the fall elections,
the government would be prepared to hold a meeting with the premiers in order to discuss the future of
canada's economy, and i'm hoping that we will have an opportunity to do that before january.

Question: (Voice of translator): But in the short term, is your government going to help the manufacturing

sector?

PM Stephen Harper: (Voice of translator): n the short term, this government has already 1aken action for this
sector. We already announced incentives o encourage investment in this sector.And that's the -- this was a

budgetary measure that was greeted favourably by this sector.

Moderator: Keith boag, cbe.

Question: Prime minister, have you had a conversation with mr. Mulroney about what you've decided to do,
and, if so - you haven'. | just want to be clear, i know you've been asked this a couple of times already about
the authority of the third parly is. Will he have any special hours? Will he be able to compe! people to bring
forward documents? Will he be able to compel people to submit to interviews with him, or will he be confined
to only looking at documents which are within the government's control already?

PM Stephen Harper: This third party will be able to look at documents that are available. | presume that the
individual may attempt to talk to certain individuals. | don't know. But it's simply {o give a recommendation to a
government. This is not an investigator. It will simply give us a recommendation on how to proceed, whether to

have an investigation or not and, if so, what kind of investigation.

Question: No special power to compel for any reason?
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PM Stephen Harper: No, no. it's not an investigation. it's simply a person to give a government a
recommendation based on the facts. Obviously, as you know, this series of incidents, this affair has been the
subject of all kinds of rumours and innuenda over the years, you know, and i think for that reason it's
impossible frankly for the government to make an impartial judgment on how to proceed. ! think equally
irmpossible for our opposition to make that judgment so that's why we're going to ask someone else io make a
judgment on how to praceed. There are complications, as i said, because this does flow from an existing court
case, and the matters here are before the courts. If i can elaborate, keith, on your question, no, i've not
discussed this course of action with mr. Mulroney. And i think it wilt be incumbent upon myself and also upon
members of the government not to have dealings with mr. Mulroney until this issue is resolved.

Moderator: Karen fortin, "la presse" canadian.

Question: {Voice of transiator): Mr. Harper, you said that you would like to invite the premiers, but what about
geiting together informally to discuss the economy of the country?

PM Stephen Harper: (Voice of fransiator): I'm convinced that the most productive meetings are informal. But
my first challenge, my big challenge is to ensure that all the premiers can attend in one room, and up until
now, this has not been possible. The premiers have their own agendas, their own elections to think of,
particularly this year, but i'm hoping that we will have a meeting soon because, regardless of how the doliar's
pegged, they are partners in our federation, and we must discuss together how we can work together fo
ensure the prosperity and competitiveness of canadians in the long term.

Question: (Voice of translator): But there's a document that came out with respect te mr. Schreiber. The
department of justice says that it hasn't seen this document. Did you see the document?

PM Stephen Harper: {(Voice of translator): No, i didn't see such a document.

Moderator: Jim bronsgill, canadian press.

Question: Prime miinister, the justice department did briefly examine the possibility of reopening the settiement
with mr. Mulroney. Was that ever brought to the aitention of your officials or others in the government after

that time?

PM Stephen Harper: it was not brought to my attention.

Ouestion ls that a poss;blllty that could flow from this...

PM Stephen Harper As lsald i thmk there are two... | think there are two. questions invelved i these™
allegations. One is obviously to make an assessment of the seriousness of the allegation as it impinges upon
mr. Mulroney's time in office. As you know, most of the dispute, in fact, concerns events after that. But to the
extent it concerns the time in office to obviously arrive at some kind of assessment of that, and then the

second would be whether, if any of these allegations were true, they would or would not have any impact upon
that settlemnent. So i think those are things on which a third party could give us an epinion as to how we should

proceed.

Moderator: Graham filion, tva.

Question: (Voice of translator): Mr. Harper, there is a millennium summit thal's taking place in montreal this
morning, and mia farrow, an american actress, accused canada of abandoning children, the children in darfur,
and that canada has remained silent with respect to this genocide. How do you respond to that allegation?

PM Stephen Harper: (Voice of translator): That's completely false.Obviously this government has expressed
its concerns with respect to darfur for a long time, ever since this government has been in office and in
previous governments as well. And our goveinment has done so. We are one of the largest donors of financial
assistance to darfur. We provide fechnical assistance to the american mission, and recently i discussed the
need to have a mixed w.N,-Afghan force in darfur. | discussed this with the secretary general. That's a big

conceirn.
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Question: (Voice of transtator): Do you think canada is doing everything it can?

P Stephen Harper: (Voice of transiator): In all honesty, is the world doing everything it can? I'm not sure
about that. But we are working with our allies in order ta help the people and to improve the situation. But
obviously this is not a situation that is easy. It causes problems even for allies, allies that are a lot more
powerful than we are. But we are working with the international community in order to improve the situation,

and it's a very serious crisis.

Moderator: One quick question, juliet o'nell, canwest.

Question: Sir, is this in part designed to head off a parliamentary committee inquiry in to those dealings? It has
been suggested that the ethics commiltee tackle the issue.

PM Stephen Harper: You know, i think in a minority parliament, a committee will study whataver it wants fo
study, What i can tell the committee is that the individual who we appoint who will give us their analysis and
their advice, that we will make that person available to any parliamentary commitles that happens to be

looking in to this matter.

Question: Can i ask one quick follow-up to clarify. A potential ultimate outcome of what you're doing is that mr.
Mulroney may bhe asked to repay the setttement?

PM Stephen Harper: What the outcome of this particular step will be will be to give the government advice on
haw best to proceed with dealing with these allegations, whether an inquiry is needed or is required or is the
best route or a feasible route forward, and, if so, what kind of inquiry. 1 think it would be very, very premature
to jump to conclusions about what such an individual would recommend.

Moderator: Thank you, prime minister,
PM Stephen Harper: Great, Thank you very much, everyone,

David {(NSW anchor): You have been listening live to a surprise and surprising news conference by prime
minister stephen harper live from ottawa and the press gallery there, This was given on short naotice. The
prime minister announcing that -- and this comes as a surprise - that he has asked an independent third party
to look in to mr. Mulroney's dealings with katlheinz schrefbar. Now, that, of course, is private lawsuit that, in
the words of the prime minister, does not concemn the federal government. However, mr. Harper has been

mentioned in court papers that were filed o thursday.~Schreiber-drawing-harper-in-to the fray-forthe first time. .. _

claiming that former prime minister brian mulroney was to meet with the prime minister last summer to discuss
the matter. As we heard there, prime minister harper flatly denying that clalm. This is, to a certain degres, a
reverse in his position. He has been saying, well, as recently as last week that any kind of inquiry, government
inquiry would be politically driven and dangerous and not a route he would want to go down. Now he's opening
the door to the possibility of that happening by appainting an independent third parly. We still don't know who
that is or what exactly the powers will be. We did hear & little bit as to what they would have the opportunity to
do. What the prime minister is asking for in essence is a recommendation on how to proceed, and he has not

ruled out a public inquiry.

This service is to provide a "heads-up” on information and events related fo the Governiment of Canada as reported by the electronic media.
Ce service consiste 3 fournir un apergu de la couveriure des médias éfecironiques sur fes dossiers of les événements quif intéressent ie
gouvernement du Canada.
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Foubart, Jeanneite R - 7

"me Frnsedl, Sheils
Sent: Saturdgy, Movambat 33, 2007 04 PM
T Dalisle, Angete; Roy, ‘e’ua:ﬂ' Blogdwontt, Wargaret Becklior, Saedra; Rediriond, Jodl; Brodie,
far
G Fedrsnig, Jodi
Hubjesi: Fuy Corresp proonss- Sohrelber spacifics .

& package of copes of Sehiraiber corgespirdencs be bhe Prims Winister hew beoon 1sft for iatd
s the main commizsionaires desk in Langevin, PIS mwte that ehils package does not inciude
e 4 lalters from fchreiber Lhat were fovwardsd 4o P for thelr info/considerstion.
Bulow fs & vhronolgy of the lepfers Chae Wore procassed by B0 execnbive CUbrrespondence
Beyvioem. $f you have any gueablons pls conbadst @mes.

Fenl Erom Wireloss Herwork ¢ Bovoyd du rémeau sans £33,

www e Original Hessage-----

Fram: Powell, dhella

Yray Reedmond, Jodi; Iﬁml}.ﬂlﬁ, Anigele

fmdth, Possia; Stepanian, Salpie

Eonk: Sat Boawy EQ 1¥9:20¢%2 2407 )
Subject: Corrésp progess- Schreiber spevifics

Lekbtere provassed by P00 BOE:

Goneral comsenb: PO ROR practice in general is not be reply to letters dealing with
teanes Defore bhe courts; which s the cose with Zelireiber, who was argeged & Lawssit
agelngk Allan Hock, and wad ke gubject of an estradition reguest from Sermsny.

For tlhn BE coprespoundence; B985 choso bebwesn 4 approaciess:

- ner vapdy, flle bhe cospsspobidence

- Forward 4t %o DOY

= nend arknexisdgoment be 88, bub daa't Fowward o Doy
B Torward allvo-FHG

s decision wag bthai the gnzieapm'zﬂm«;,a invgﬂ wod 8 private legal weitar lmfnre Eley
fﬂuzbﬁ {both lmesull and sstradicisnt, and Bhat 1k was bhevefors nob sppropriate o peply
Thowewey, Pod Bog did send oms ackanewledgerent and forvarded oms letoss, gppg;mag:g}r i

BrEOYT — goe JEn. 16, 2OUT lobber belowl.

The goprsspondence Lo veluninous, and wi v nob abtoeepbod to asnalyes bthe conbenis in any
dabail, buk wme zaw Gothing Bhalt oould de conzldered aa “new” allegasionz thas wonld relatbe
o Priow Binister Harpper or ralse any Ilags for BUO, sor wers any ether flags relaking ko
Hr ., Schosiber rolsed wigh OO EBECE,

July 3L, 2WEE

- e sent soplas of letbers he gpont to Hon Pater Mackay on July 55, 2006, and to
kewin Borenson, BF, July 25, 3908

- BT Thoslosura Set 008 TS T SELHRED

AGCOD5B0 AGCO0580_001



- . tsp Lindudes voples of corruspondence bebween (8T and deltredbet’ s logsl
oewnarl | amed coples of other doeg .

alsp inclodes copy of %5 istter to khe PM gabed o 18, 2006, which Had been

et by BEOR Lo PG

~ hetion taken by PO BOS: oo reply, becauso matter before the oourta

i
H
i
|
i

foaguat  §, 20064

prpoee of lekker is to Lorward coples of § letbers t6 of Erom iy 1egai
eospnal ad one afifidevic

g of bhie coples duplicate bl saclosgres In the July 31, 2008 lagber
- Bobion taken by ®00 ECS: same af sbdve, plus bhe cocrespondense oopuigtsd only
of cppies of oorreagpondsen

Fugripgie 3%, 2DGs

- e provides an abbasimest that ke forgek po pond with his lebbor of Mugest 43,
F006, which BES troauferssdd o BP0 Omrrespondence. The attachment was  also  Sorwarded to
P,
Brcives tahen by POD 508 Astachment forwardad bo PO, ao psply by BOO.

Bepd, 24, 2006

- e pends cbpies oFf letterp be eeni to Stookewll Day and @illes Ducepgps
actlon efore bhe sourks, and coryvespamdetss

- At ion bakan by P00 BOS:
reply neCessary

congisted onky of coples of correspondence bw the above, o

Beh. 27, 2048

hex sands ooy oF 8 letber he gent Lo Justice Rintgkar vie Toews en (06, 25,
zmge‘ wheich dneluded sany antachmentz ( over ao doch thick)

Aotion e Fm BUE:  marter hefece rhe oonros, awd juss copies of Tester te #in
4

ToowWE, 10 LERIY NERes

Heee . (0, D06

- B momds sepies of 7 letbers o K2 from Do
- Boticn By D BOA:r  Bont (o Clerkte Ofifies, bessuse it relatud to his
wad pe reply necefsary, RBOS

surrendar For esxbtraditien. Paul Shubile, Coungel, dater
aund A0 to he Clerkis office to for advise ag to whekhes it vontinted to be peceszary Dot

e reply oo thi Sthreibss correspondemnoe.,

e, 13, 2506

Bt

3% Dteglosurs Set G080

'

AGCO0SED AGCD0580_003



2 lercteya, cprrespondence between his lasyer #d0d BRI

sands copies of 2
PR Eobion by BOO EGE:  no reply, sabter belore the courts

Jait, 18, 2007

- Copy =f lether from WMin of Justize ¥ig Toews &6 EH Xawyer Bdwird fresnspas
derring retpuest o halt the sprrendsr for estradition

S A copy of fhe lebtsr and eficlosyres was forwarded te DN,
In retrospect, this was onomecss@hcy .

- figtion by PCO B
and an achnowledgenent senk to KE,

JER. 24, IH07
- egplus of lettorn From RS Lo Storkwell Doy and Robert #ieholson, Misister w3
Juasioe, skleh bhave abtachumentts

Actien by PCD BECH: no repdy, Jjusk coples o letiers peferving o ESY ongolng

teaal case

Baren Iu, 2007

w he shgisnes o oopy of EB's lebter o Brian fulrouney, daked Jap. 29, 2007

aleo wncicses  copy of 1937 Poronto Star artdeole and info Erom ROME webk sdie

Actlion by FOO 8CS: ne roply Aecsesaxy. «r the bulk of this coprespondence s &
Eatboy o Molponey,pnd pabiesr before the opurte

1

3
-

Bprdl 10, 2007
larter relates o his views on the war in ffghanisten, bub aleo esclonsss o nepdrats

Iftber Lo the 89 dated April E,2087 on his exbzadition

= Acklon hy POG BECE: no reply, mabtbér bofore bthe eourts

Ir afdicion b Che apowve, BB gent 4 sther Istbers that were sent by PCD BEOB 2o PHO
Torreerpondency. Thege vere dated Jone 1§, 200637 Bugoek 23, 2006 May 3, 2007; angd Sept.
BE, 205, PO EOS does b keep coples of correspondence  senk to PMD for action. They
WeEEE Benr Th PME in wrder o infoxm P40 thab EZ wes contiopdny fo welbe to the PH, and
hecausE che tope of the letbers was becoming more desperabe az the smbrsditiom dube
spprosched .. Thiz was to give PNMD  the oppostoniiy to deteomine whHebhes PHO sanied sy
sgblon Lakeo op the corrsspondeonce abk all, glven theat they other correspondence wis nob
rapliod e, Phis iz the sovmal approsch Eor ensuring the ECS ie coptinuing te Snke the
Anpronciate souwss of achion.

1 (35 Dhisclesum Set G0 [
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Powell, Sheila

F ot Powal, Sheila

Senls Satirday, Noveriber 1, 2007 8:00 P8
To: WaaPlieesen, Mariyn

Bubjact: Fur, Coreesp pracess- Sohraiber specifics

Don Emith p.uk togethar a fﬁix,.xa;qa of the 15 lbkve gent by Schreiber, and we puk fogether a
chironology of the ditems and how bhey were handled == all but ope were ok wepkied fo,
hecaune they iowslived lasues thgl ware hefore ihe courts (lawsult against #llan Hook and
iz exkradition) and bécause mosk were just sopies of lhra he had sent to obhers, TFous \
otfiey :odters wore forwardad to B ¥ om sakisfiled vhat B0 bandisd all the
eorrespondencs properly. Sehredber waa o freguent .4 iacreasingly hysterleal
oorrespondent, and there was no Inddostion thak the corregp shodld Bave beon handled io

Ay ohher way, including ne fisgs from sfthor B0 o Clogks offidoe. ¥ will Eorward
srother meg Lo Jodi which cutlined vorzespondencs procrdures Bp Sedscsl.

BEpt Lrom Wireless Nelwogk / Envoyé du résesn sans £51.

mems=Oelalnad MassagE- e

From: Powell, fheila

Tos Delials, Awgele: Row, Yvan; Bloodworih, Margaret; Buchley, Sundra; Redmond, Jodi;
Yéakie, Ian

2Cy Redmond, JFodd

Bent: Sat Wov 14§ 18:03:51 20687

ful]mct: Fus Qovresy precgps- Schreiber zpecificas

& package of copeg of Schreiber soavrespopdence o bhe Prime Mindater haa been Jeft for yom
at the mein scomlssionaizes desk ia Lesgewin. Pls note that this package does not inclode
tha 4 letrers from Schreiber thabk wers fopwazdsd to #MO for their fefofconsiderantdon.
Belsw 25 a dhroncigy 0f Ebe letters bhat wers processed by OO axecutive g&rxggpm;ﬁﬁrtjé;,
Bervions. £ yom have any questlons pla contast me.

Beat Erom Wizoloom Networik ¢ BRvoys 0 tépes sams £11,

--——-Driginal Messamesss=«

yn: Foweil,; Shelia

: Redmomd, Jodi; Delisle, Angela

i Smith, DL‘:!“?;H.({L Blepanizn, Salplie

fSpnts Bar Row 10 LFI30:5E PO6Y

Fubjert: Coviesp prooess- Bolpeiler epeciiics

Eetbars procansed by PO OB

Gevaral comment: POD ECR practice in general is nob to xeply to lethers dsaling with
igBues before the gourts, vhiloh ies the esge with dchredber, who wae engaged a loweult
agadlnst Allan Book, and wsns tho subjeel of pn extzadition sequest From Gortmsy.

For the Ef corroespoendence; EC8 choze baobwaai 4 dpproaches:

- 7y reply, £ila ’{a}mk OO RS eI
= Tovward iR bEo z"}m
= send acknowledfgement b K5,  but don't fiewerd o DBOT
forwasd 411 Lo PED
¥
SE Denleawa St 0D Tor B HBLE0REE

AGCO0SEE AGCO0586_001



The decigiszn was that the gorrespondence lmvolved o private Iegal matter before the
gource {(both laweult and exbradidies), and thsk it was fhercfors not appropriate Bo soply
{berdigrer, PEC ECE did efid one achoowledgement and forwarded one letier, apparesktly in
arrer - Bee Jai, 16, 2007 Lhether below) .

Tha correspondencs 1p woluminees, and we have ot attempied L5 analyse the conbents in any
Gutail, but we agw sobthing that could be sopasideres as "newe allegationg that would ralabs
T E’z&m Milnister Marper or zaiso any flage for POO, aor wera any othar flage relating to
Hr. Schrelbsr raised with DO0 BOS.

July 3L, J0E

& Ef sent copiles of latéers he séht bo Hon Pelter Waokuy oo July 35, 2006, ad o
Kevin Sorensom, MF, July 25, 2006

= aleo indludes copies of corrcppopdence betwesn UGS and Scheedbeor’s legsl
spunack, a0l doples of cther doos

- also includes copy of KS jstter Lo the P dated June 36, 2004, which hsd been
sint by BOH o ¥R

- Avtion taken by PSS BEOS: v reply. because setkber bafore the courks
Fugush 4, 28408

- purpsae of lebtoer 18 bo fopwored coples of 3 lattarg o o Exea hiz Legad
soungat and owe affidavie

= pome of the copies dupllcave che wwclogureas in the Fuly 31, 2006 lehbar

- Izbion teken by FOO BU8: same BE above, plus he corregpondoncs sofigiatpd onily
wf euples of Corresprndonce

- -

Foguas 30, ZO0R

- he provides an atbachment that e forgo o saed with hiz letbar of Dugusk 23,
2006, which BECS tranefsrred to B Corrospondenoe. The attaciment wis  alsoe  forvaeded to
B,

- Rotion taken By OO BOH:  Botachment forsarded to PMD, mo veply Iy BC0.

Bapt, 6, R00E
= e sends coples of letvbers bBe SRt @0 Sfochwell Dey and @1)lies Duoeppe

= Aotien Eakon by PGO ECH: ackion hefore the courks, and espeespindence
ceris ]t et a;ruly of coples of ¢orrespopdence tm the abowe, 05 feply LeESEBERTY

ok, 27, 2006

a he sends copy of a lebter He St to Justice Minlater Vig Yoews oo Do, 25
2006, which imcluded many attochmente | oywer ahi inch thick)
2
7 Decioarn Sl T8 BB BGOSR
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5 Rotion by PO ECE:r matyer hefore the courte, and just copdes of lether fo Min
Toews, U0 reply necessary

Howr. 30, 200

= . ke sends sopizs of ¥ letbers to EE fpom DoJ
- aerion by PCR BOS:  Sent to Cleskts Office, becaunss if pelated te hd.s

rurrender for extrzdition. Pavi Shuttle, Sownsel, detersiined o
sent 1t &0 theo Clerk's 0ffice bto for advice as to sheihas i% continued to be ﬂﬁcnsﬂaw ot
ta feply to the Schreiher correspondence.

Deg, 13, JOHS

- sonde copies of 2 lstiwrs, correppondonse bebwieen hig lawwer and DOF
- aotlon oy POS BCE: no yepily, mattsr hefore the couvte

dam. 16, 2007

- Copy of levesr From Min of Justice Vie Toows Lo KB lowper Bdw«ard Cresaspan
denying vejuest o halt the surrendey for sxbradition

- fetiom by FOO BECE: B supy of the lstter amd suslosures was Forwardsd to DO,
andl an acknowliocdoomont sent to FE, Im reirobpaot, this wes uSneSosiSary.

JEry . 2%, 2047

- coples of lettets £rom K8 bo Stocowell Day pod Hoberk Wiolnlecos, Hisigter of
Justles, whieh have astachwents

- ) Botlegy By PCO BOCS: uo reply, Just ocopleés of lebters referring o R8¢ ongodsg
legal ouse

Marash 2, 2007

- he encicoged & copy of Wa'g letier £a Brian Mulweoey, dted Jan. 29, 2007

- alsy encloses oopy DE 1927 Toponte Star artlicle ang info From BOME web site

- Aokion by POO HOS: mo reply necessay, 45 tha alk of thiis coirespondence fa a

lstbey to Molzopay,snd metter bafors the uweurbhs

Bprdi 10, 2947

~levbar relsates to his viswa on the wad 48 Afghaniectan, bub alsed enclosss o sepueabe
Ietter to fhe B daved Aprll Boae07 oo bis exitgediziom

= fobion by POR BCH: oo roply, matbter before the ooticts

In edddtdesn &0 whe shows, BE sepb 4 cbher lebhers thab wore sant by PCO BOS Lo FHO
Carrespulense. Thasge dorve dated Tugie 16, IR08; duguet 2%, 200&; May 3, 2007 and Sepk,
: P

. E Dinhauire Sat 508 “ywa _ AGLDEES
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. 28, 2OOT. BCO BUS doen not keep foples of sorrespoddence  sent be B0 for actlon, Thoy
were sen¥ to PRO ia ordey ko dinfoxrm PMY that XS was contisdlng to write bo ths B4, andé
beoavss the tonw of the letiers weg beconing wore dssperatée as the axbiraditinn date
approached. This wed t& glve FAD  the oppoviuniby te determins wherler IMD wabied iy
acklen fuken on the coorrespondence ak all, given that they obhsr dorrespoindensd wam nok
repiied bto. This i the wporesl] sappreach For ensuvring the 805 is continwing o take the
appropriste couyse of actiom.

3 Tiesiosus Sel a8 ' L FeR T T ' SELR05E
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Re: Fw: Melia cail Schreiber's Tetter . Pagelof3

Powell, Sheila

From:  Massabki, Myriam mmassabKigibnet poo-bap,.go.ca]

Bang:  November 1%, 2007 5856 P

Tas Powall, Shefla; Redmond, Jodi; Pasthaky, Jasmine; Frteus, Jastjues
Gus KacPheareor, Marilye: Sinith, Benald

Subject: Ke: Pw: Meadia colt Schrolbar’s ktter

Tdany thnnks Bheila,
lneqpies , your agproval Plense,

Sent from Wiseless Metwock £ Bnvoyé du résean sons 9l

—-—Ciiginal hessagisess=

Frorn: Powell, Sheiln

Ta: bdasspbki, kiytian: Bedmiond, Jodi: Panthaiy, Jesmine, Favteux, Tachues
O MacPirmson, Marilyn; ‘deamithiBpeo-bepge.ca’ wdrmith@pobep.pi.ca?
St Son Now BT Pes:5d 2007 -

Subjet; o Media ail Schreibers lefier

Bfyriam, bere sre snswirn atd sove additional info on 2 couple of therg, Wsany be more Indi than i needed, ne mso
appropriade Lo provide.

Sent Iivis;iiﬁ;‘ ivelas Merwori/ Envoyrd dy téesay szns I,

sl pipirnt Messape-——

From: Rheife Posed] <theila powellifiroges com>
To: Powel], Sheila

Bent: Sun Now 11 154650 Z007

Sulsjeet; Mesha esll Schreiber's lottor

Clepgsdion 1
The reasen the FCO did not orward the Selirsiber lotter 4o the P is it Uie snntter was considered pagt of 5wl Taw soit
Tretwres dwe Individils id s inaperopriste for e PML Is that coneetl

a

Hurzsorne |
Wes it is coprert The March 29, 2807 was desmed by pec us nol requiring & veply 13 (e balk of this correspradence i$
lettor for Mlulvoney wad ihe subjper iatier was hefore (e soaots.

Tefyriem, this & gome further informsding o wiy thist and oifier betters foorn Sehoeibier wers aot serd to BMO: PCO Ereoulive
{ormespondencs Fervices hud provided 2 previouy ietiees froni Scheedbye to PAO, and one prevdons Jatiee (o the Clerk's
{¥%ge, in order to ensurs ufticials wore pwars of the eoirispombiongs aid (o give thon the opportwdty 1o Bdcate whitl gction
shoald be taken on i. Neither PMO nor the Cledd's Officr indicated 16 POO ECS that the Behmiber sorrespondene should be
Tindied &fferently than it wes, that is, 3ot roplied 1o on bellf o the P

2008743

A0 Disclosure Sel $08 igfe GO

AGCO0E39 AGCO0583_0M



R P Media call Schredber’s lotos Page 2 of 3

Tgstion &
Bandrz Buckler's eanail Fridsy evening to e Globe ked t oilies Satoeday #aid even if the POC had forsarded the ferer (o
thee BRIO, 8Ar, Havper would not have seen it [ ams wondesin B wly as?

Angvwer 2 IPMES

R

Cinesticns ooy Swes Chage fobe sl Mail, {033 586 3813}

Croestion 3
Wi fu geiernment hiindies comapondence to hiig? The PCO? What part of ihe PO {vhnt division or offfee?

Exzcative Sormespondents Serdons {ECS) processes Incoming eorrespondence addressed 1o the Prime Minister, inclnding
Trath paper mail and electsonie rosil. ECS vends eny mes] that is political iz natare {e.g., telating 1o the Conservative Pary of
Cannday 4o the Prime Mindsier's Oftice. Mait Qs 7% fyoen promineil individuals or orpanizaiions, such a8 the hoad of stube of
anothar country of the pramier of » Camsdion provinee, is sent to the Office uf the Clirk f Uee Privy Council, which will
delermine which pan of POO will prepire i response for the PM's signatens, The decision o6 rosting Treqently involves
sommaitution with the Prime Minksre's Office aod the Slak's Office. The romaining correspondsies is responded o by
Eapeniive Cormespondones Services, of is ackaywhedged aud forwsaeded (o the approprists federnl poversment departiment far
sition,

Lhueshion 4
I puess whas T aen wondering i3 Jocx o Sagkatchievwan faomer pof tle same freatment 45 My, Sobreiber’s leiter,

Engby e of coyppppondence i resd and & desision is made a5 o hone 19 luselle 71 bassd on the subjest mntter of the:
acprreapondemse.

Ciuestion 5
Wi s sreploved 1o aadle this?t How masy people s fnvalved io hondling corespondence 1 the Prime Minlver,

P il noed o provide Infarmation ob o sieny people it eplays on PM comespondencs.

PC¥s Bxopmilve Correspondénce Servines employs 35 people, who proccas and rpspond to & wide vaniety of types of
sammaspondence. The group reads all eorrespondete sddrissad to the PM in vrder to detiomine Tiow it should be routed. It
ginages fue PMs wemall pooonat, 8 tekes Telephode salls fom Canadiang who wish to express their opinions to the P on a
range of iswpx, On reguost, 1t alas lssoes congratnlatory centificsien to Canadians colchrating milestons Blrthdiyy gud
ansniversanies, and propares spocia) messages fromg the Prios Minses, In 200506, BOS processed over ones mfllion,
fawoaming licms af postat wmail, and over anc sk -fndls.

Luostion 6
Was FCO receiving the KEES latter amd retaining fhe KHS Jetter suther than pogsing it an o the P30 port of the aorrisd
JpEsR?

Anzwer &5

IQOB-OTF3

A% Difeclomutre Gl D0R EHE
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Re: Fu, Meidia cail Sehreiber's lefter Page 3 of 3

Wes, The March 39, 2007 wis deomed by pes &5 3iod requiting. weply os the bulk of thiz comspondescs is @ Jolier to
Biulreney,and ihe subject matter wag hofore the tomis

Cuiesiion 7
Which official in the POO o read the eifor and b made (e decision not to passthe etjer oo o i PM and €} msde the
dcision 10t 10 pass oo details verbally jo PO of ficials,

Aagveer 7
Cifficinks that wse ja e Cometpondance unit in PCO S

FOBAFF03

G ierloaurs Gef 0GB T sug T T R
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Powell, Shaila

Feaic . Powsll, Shella

Bent; Monday, November 12, 2007 G468 B
T Yirsmilh@pca-bop.5e.6a"
Subjact; Fine, i35

weee - —OEEginnl HEsSagee-mmne=
Pa: I.Endrongd BIM

Buant: H#How 13, 2097 5:47 8
Bukjact: He: KHS

] : nfg thi 1attur31 . tc:- ansre Pﬁl} wan mfﬂzwﬂg,,
M & Jurre 1§ 2004 lebfFey ews e First pecsived,
©Ff potitiasl seatdal, it wes ment bte FAL. This wea EE:I give bhom i:h& Esﬂ!pcl t.uf:ir:*gi‘ u.u flug
thls ag an issue they wanted Po handle. They did oot inform BUY that they wanted o be
penf Lty from Schreliber,. $he obher 3 Itrs wers gent for Lhe mame ¥eanon, =2 8 oheck-in
with PG o fiod ous it they wanbed b hawdie the cozgosp thomsedwds == in nons of tha
T’EEFE did £hey Eilag the litrs as an izsae thep wanted bn basdisd, OO BCE has no sccepd bo
ke rE mpes GV are Eurwarded bo PMO So we um‘t ook at Them o datermin& i1f thewe wag
anything spaclfic thakh sade wuwe send phos owsr, buk Dan Sm the alogr recalls that Chey
ware of the same nabuve, and phey wioe penl a5 & ok sk-dn on B BMD wanted them handlad.
The one exeaptieon it bhe Iizst Itz of Sune 316 3545 becouse X8 seut a copy of 4t with big
reeek 1w debed Suly 3% 2006, in which b rseouwsts fhe "Relibios] Justbics Soandalt over the

4% PaheE .

mwmewidolaizial Messagaeeessse
Brom: O.Redmond BT

Wear B oPaweill BT

Benb: RWow 1%, 2007 334 O
Subject: RHE

Irat 2 - why wi we have sent blem? X oow teyltyy to prepars s bodkgrotsdoer « §411 do a faw
tapks. Apy ineight you heve wi bs great..shanks.

Hi #hedls. Can you give me A bk move detsil on the, & Letbers gent o pio - espeeially e
Bl

Genk Eram Wircicas Metwark o Rovoyd du réssaw mans £il.

A Disclrmaen Sl 0l ol SELEEET

AGCDDS92 AGCONE92_0i
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Paowell, Sheila

From Fowell, Shelfa

Bani: Monday, Movember 13, 2007 568 By
Tz . “dremith@poe-bes.ge. ca

Sublect; Fwi: biedia Call,

=wewesriadnal Heagage-—reew
Tor M. Maagsbki pINM
ey H.MaoPhoraon REM

ey Pow 1%, 2605 5457 UM
subjecty He: MHedla W)L,

G The ressong why the Hacesh 2y Zo4% letter whz wel gent B PO have hesn veviewed by 200
shalf resprrsibis fop covrespondénee SWar the last 3 days. Bmolovees ached io good falih
amcording to csbabliched precedures. & Feciew of thess prosedures fs widesuay to onsurs
thiat #1F correspondence iz hardled propesly.

0 A1l onrpog "n:ﬂéﬁnce ;i's acaxmeﬁ in&m sn ablackeonis datsbace, imcluding the Sehyeibor
sarTeEpondenTe, posed of, amd 1a gtlll is the possession of POD. AL
sredpandonge iz ?ﬁt&* tzar:l? a‘*‘aﬁ dlgpazed af in ascerdance with the repords dicposition
oritfes of Libtary apd Azchives Masada,

Byriame =51l corresdpondeses I8 kept elsctrimissily, and pome ia kent dn hard oopy. We
were ' 6 kenow £1E Letieresy i€ wo love the oviginal herd eppy of the Mazch 39 Ikr, bhub Don

Wizl werify.

mm e =rlipasl Mopsage- —wo-e
From: KW.Maseshki RIR

For H,Powsil WK

Beriinc Mosr L2, ZO0Y S B9
Bubrjest: Medim Omll.

Good afterncon #Aksils, A
Can yoer plesas  provide answors ToLet me know 3F fheve is o snswor o providfe voday.
Thards . ’

. — e o

BLEXMDER FEAMETTH
EOLITICAL REFORTER | J0

HELTISTE BOLITINEE

OFFICE/RURERD . o153, 237185819

« FRAe: glE RER.A458
alapandoer . panot t;iu!;ha«:m"mdn.hnprz:_.a e
:Llazx.amdn £ pEiel bagl aprennoocanadi enng . com

e m s

e poptente of thai letkew, is
ae from mpecvieors/poecibie

1  #ivem the pelitizal senai fLi‘*J},_Lﬁf dred fwplications of i
the peraor Wi ﬂt‘ﬂ-‘iﬁ:ﬁd Bot fio transmit 1o fau:ing g gfest iy
digelrldoary tiomsures for lkeeping it wadsy weong

-
s

G 5 § #bab dons BOO do with old corvespondancs, aod what i 4t do »ibh thisz letker? .52
Hax At beer dispomed of, or iz it still fn the government's poasession and, 1¥ oo, whers?

ey

BEnE Prddn Wirelesd Necwork § EBovoys du wdsssw gans £41.

A5 Fherlive SEt 00D — 733 R - ATEDED]
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Foubert, Jeannette _ e

Frowm: Redmond, Jodi
Bent: Monday, November 12, 2007 €:47 PM
Ta: Binoasrth, Margaral; Powell, Sheils

Subjec; Fw: Bpam: Top buresnerats decded Sefivaiber leiter urworthy for Harper's eyes. .,

= =

This isnt golng away [dicm + achreiher are on as L0 happens + awail brapsoriptzl. ..

tne problesm i thot sp far the modia only know sbhauc 2 lattere + I have heen discussing
witiy Sandra about how Bo get the sbory out.

o our augear bhab aheila bag provided about a signals shesk with pro in mar 06 opon
veceipt nof the figxst lecier = Chan pericdically afber bthat, is not wseable ywoi...

Hent Trom Wireless Holwork ;F ErnvoyE du résesu sans £il,

see e Qpiginal Message--sen
From: €8 Comenand Mews <X, SEWES ATREDMONIHEComm riclrtewey | S

To: Nedmond, Jeodi

Jent: Mom Bow 12 JR:zI8:59 24467 )

Gnbgoct: Spam: Top DBoreducrats declded Schroiber lebber wiiworthy Zor Harpar's eyes. ..
frotile:; JARDMOND / My Drawer / Privy ooimci] - Clip 21 (Tiwdt 200] Hov 13 007 18:3B:00 -
Boierce: O [The Cansdian Preso]

Tap Dureawcrats decided Suhreibsr Isiter unwsrbly tor Harper's syes (EC-Uarper-Mulronsyl

By Adexander DManetbix

THE CANADIAN PRESE

TLEAWA _ Top buresaucrabs &ay 4 leiber shoub Brian Mulrongy s business dealings wis oot
ronnidored dmportant encugh seven mobbho 9o to share with Prime Hiniztsr Stephen Harpey.

Tigr allegutions coitained in that letter are pvw baken so sericusiy that Harper has
laumched & vewview of hia Donservative predecesacr's relabionghip with che Ietberts subhar

HKarlfiwinz Bchreilber,

RBut when the correspondence arvived seven moutha ago, clvil servants in the resPrivy
Councilovd PEfice peneeyr bransferved it teo their politicel nmzes,

A EeaPrivy Councllers spokeswoman gays the pries micister seocivey ower ose mdllion
lekbbers a yedr, aad ower ond millien g-mails | &11 of it screened by & group of 25 peopls.
Seniorne within Lhiab group, called the Execubive Correspondence Sorvices, decided not oo
pass aleng the oorrespondence Erom March 29, 30407.

agroogpnt Wwikh Pailraney,

In Ehat package of material, Schreibor maid he entnred into an
with cash paymentz in

while he was sbidl prime miniwver in Juae 1353, bo provida him
erofipnge for soyvvicad.,

kargper Jaunched o rewview lash week wher: the same informatipon was included in an Octario
ppurk afTidavit, sl he Instructed members of bhis govsrament bBo @t off contact with
20l Forsey . ‘

Thar didn't go far encugh for opposibion eritics; who are domamdiog an lmeediate, £ull-
Fledged public inguiry loko the affair,

g Liberals, who have boen o the defanmeive for months as theiy popularity plummacsd iz
opirnicn polls, arve podiged Eo 5eize on bhe Mulroney-Schreiber file ip an effork to recoup

lost ground when Parlisment vesumes Tueadoy following a week-long break,

&ll a Far g¢% Trem civil servancs' reacrion seven months ago.

k'S

3G Dimiisira Buton o4 Tl T PACORE
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IThe correspondence] wap deamsd by POO as nel reguiring a reply, ' said Myriam Magsabki,
A Epckeswoman at bhe *vaPrivy Coumcile?s Dfflce, . .

“twhig bulk of thiz correspondemce coptained lebfers to Mr.
Mulraoned, aml the subiech satker wad part of a privats Iawsais whiel was bafore the gourts
and did ngh inwvolve tho fedocal government. *!

peabing with Mmilroney o0 several occasionsd and bronsfarcing

Bohreier has described
and e pow ndisges bhat Mulroney did not

L300, AN in gagh to the former orime minister
warn Lhe soaney,

& spokeswoman far Harper was adamant bhat e only learned of the allegsblon last week.

TUThe priwe minister nhas polb seen any lebbar, ' said Sandra Auckler. "THe alss does anb
wigh Lo aecems & pen pal with ¥Mr.

Schreibor, '

A wery well-placed sourde Familiay «ith Gz eperationg of the **»Privy Councilcs* aaid
givil mervanks would noet lin Eo protech the prime minisber. PCD ie the Dureaworatic arm of
Lhe Prime Ministeo s OFffice and also scts as & iink berween the prime minlster and che
Foederal deparbments,

while the source believes Pureavcrats didn't pass on Schredber s lette: Lo Barper, he says

it'n bard to sederstagd why.
"1 oman't for eke 1ife of we imagins why ic sesn't Eorwardest, &ven 1f it'a ooly wikh =
recommendarion for no action. ¥

He saig senior resucrats do somckimes withhold dnformaticon if bthey think iks best fo
“ringuiate’! their pelirical mastera from some particularly dangeroes or conbroversial

Filma.

vk in &his case, the gougce gaid, - bthat wouldn'f bave eade gense aince Schreiber was apt
ro evepliually iesvaal he'd writben ko tha DM,

t'e more likely, the moures speculated, that ollicials gimply fbdn’' b take Schrefber’sa

debler seriously, 1

TTIere was & kind of genersl povcsption (thatl Ak would be o buge mistake @ beliova
anykhing he says,?)

fince 8chreiber had lauvsched a lawatik sgainst Malroney, the source said, offiziala may
alen have decided it would be best bto let the courta mort out the detalls and vage acefcn
larer if mecceagary.

Auolier expert on the workings &f governmenE says (£°85 aagy to understand why she lebcer
waf Dovwer foinwarded Lo Mol rocoy.

Political sciculist Domald Sedols says the primes ministor of Cnnpds ceceives aboul 28 por
oenb more eprrsepondence than his British covaberpark  this degpite the fack hhak Britain
hag ware chan double the populabicn.

He seid anly €he moat preasing matters end up on the prime minister's deak.

bod while recent revelabions have propelled Mulroney's husiness dealings ta rthe £rong
pages of khe ooulnlry's newspapers, bhe ooted tbat bLhere was fay lees interest last #arch.

“TwWhat happencd seven monthe agn? Schreiber wisn't in fhe news, aod there waz sone debate

whebher what he was mavipg was agourcate, '}
Saviaie maid.

=

“rHgt If that loEner wers oo arrive codday, yes, 1t would ao to khe prime mininber.

od Lisat it didnt go | and if Barper says b didntt gea EL, framkly, I

it-|l

TTIYm M murpri
Lake hing word fo

15
.o

Massabll expizined thab any mail tonsidered polifical in nacure _ 1ike something tolated

I

AEC (isciosure Sat 01 2% TTEoia ' I V=¥ T
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ko ke Conpervative party | would go gbraight £o the Pripe Ministerss OFfioe.

muything [rom & prominent individesl, like a Forwign leader or a provincial presier, would
go to bhe flark of the **=Privy Council<¥*, the €ambry's Lop bureauvcyakb.

The Bxgcubliva Torveagpondence Servicas examines the rast,

THDEX: BUBIHERS INTERNATIONLL JUETICE DOLITICH CP Crmsand Mews im ono of many saerwices
Erom The fansdisn Press, Canada’a Ho. 1 Source Far Rews,

3
AGC Thsciosumn SetOigh e Sefa o T AGEGEEES
AGCO0833_005
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Powell, Sheila , L s

From: Massabkl, Myiam

: Hent: ‘Wasnosday, Newember 14, 2007 151 P
To: Fowed, Sheila .
Bublact: RE: Media calt. Sehrefver's lalisrs

Vary olear for me... Will gen with poz... .
Thanks again.

~—=—-Hegdsge dlorigings ey
De 1 Powell, Bheila .
Epvayd ¢ meraredi 14 novombre ZTUT 13:33 A ¢ Massabkl, Myrlam Chjeb r Re: Medls eall,

Behreiber's lekbexd

Hope thie is alesy and mobt tao wordy:

Wi were tecélving regular items of correspordence Erom My Sohreiber since Juns D06, and
we pericdically senk them to PMO o make Sure we wepé baodliog Shem appropriately, that
fp, not replying due to their relabicoship te litigation and extradition. Wa didnct
forward the Marchk 2006 itr becsuge we nad kot received any iondicarion from BMO £HAL there
rhauld be A changs 1n sur ire’biment. The ¥ most recesnt ones were gent in order to o

aencther check-is on ocur handiing of them.

font Yrom Wireless Network / Envoyé du zépesu sans £3l1.

- -Original Hespage-----

From pabsabki, syciaon

Tay Towall, Shedilsm

Hent: Wed Now 14 13:40:35 D07

Bubifect: RE: Media onll. Schreibor!s lotters

Algp, the pnest guestion that this anewer will rmies is: vSo why theoss letteors ware gent Bo
PO and not the ons fram Merxrchy

e -rMassage disrigings enes

De i Powell, Sheila )
Envoyh 1 meraredi i14 novopbre 2007 13:37 £ Maasabki, Myrimm Objsb @ He: Msdla call,

Echreibazis lekbeTs

Thir is fime == veu coald take out the comma after "inm crder® im the Fire: zentenca.

Annk from Bireless Weowork § Envoyd du réseau sans £il,

mmmsedriginal Mepssgesss--
Eyoen: Masaabki; Myrian

T Powell, Sheilm

OO0 Masrakkd, Myrlam

et wWed ey 14 12:02:03 2067

ubkjpct: RE: Medlis ealil. dchreiber-as lothoys

Flespe dizcard Che last e-Madl... iv's gonfusing.

Whal I peed From yoil, please, I8 ©o approve chis answer:
RO GRS U RS A Dl B O S e b

ATIBWERT 2

%e did send the last Z letfera wWe rTeceiwved ko BMO.

Thip wag done in erder, fo inform FHMO that correspondetice wag being roceived med to give
R Ehe oppoctenity bo defermine if the sorresposdence should esnkinue b be handled in
the manner it had besn aipee Jupe Z006.

Y

4G Dimcigeaae S Q124 fTara
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Alwa, the next gueekisn tha* this sbower will rsise fg: "Eo why thoge letitars vWere segb Go
BMO end not the ane from Maroh?

-—--~-Message drorigine----- -
D& : Mesaabkl,; Myriam

Envoyé : merovedi 14 povenbze 2007 12:548 A @ Powsil, Sheila Dbdet + RE: Media oall,
Aghreiber's letoers

We did mend the lask 2 lcrs we recaived to BM0. Thie was done in order, dus ko Ll
ongoing recelpt of correspondence from My Schreiber, to inform FMl thak correspondence
was being received gnd to give RO the ppportunicy bo deterxing iF bhe corresdondence
should continge to e bandled igthe manper 3t hed been since June 2006,

tont from Wirelees Network / Envoyé du résean sane £11.

=a=s=Grigieal Messago-----

From: Massabkl, Fyriam

Yoi Powell, Sheila

Sent: wed Fov 14 13:03:F0 2007

gubrfect: Medis call. Schreibers isbress

Hi Sheila,

Shaila,
Bere iz tho propoged agewer, Can you dpproved

Also, the next guesticn that this answer will raisze de:

155 why those letters were genl to
BMG ord mok the one from Marchf - _

CFaEEEE TR AR EDNE SRS E D
Hill} Jeiwmes. Simon Doyvie.
Croestd o

Hd #CO pasa the poat racent Schredber letters onte the PHMD acaff?
Wiy wae this declaion Eakeg?

AnEner
we ididl send the lasst Z Ilsbbers we rocalved to BREO.

‘thiz wap 2one it order, o inform PMD Chet correspondence was heing raceived and to give
MO’ the opportumity to determine if the verrespondence should contimus to be handled is
the manper it kad heen zince Juns I006.

R
i i i - e
L Thisciogume Sat H13A 3of4 . ACCI0ER
AGCO0G34_003
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Meszane Page  ol'3

From:  Poveall, Shella

Benl:  Thursdeyr, Novomber 15, 2007 4:54 Fid

T Ermviils, Danald

Hubjest: FE Letiers ta the PM don go missing; Dheetlei's oo «FONT cdlor...

Epart beflove whokyer $iis js gaTd {inalsls) "l corespantencs sdidressed U the prims minfster s rotlinely
forwarded i his office anless fhe sender falls infe the "frequent wingoud” categary,” Al least RMarli doscribag Hig
gUEERoEEnce 86 welrd and gypvoling. | am giad thal POD mmms waull ol agres 1o 4 reques] for aft
intervizwy « lot's hope fhis diss & quich death,

——i}ngfﬂar Iessagdem-

Fraans drembthd pos-bep.ge.cn [matiosdmmith@po-bep.pe.cs]

2 Movembrer 15, 2007 7436 Pid

Yo Powell, Eheifa

Subject: | ptters to tha B don't go milssing; Chwetlen's former <FONT anbor=...,

W shauld read thiz, T fhink the perseo in question st have supervised the PM's Unit. T ke
the three male supervisors during the Chrétien years. They are sl now public servants, Seems ke
a bﬁd fareer move to me. BCL) has only svee been hebmed by @ woman since 1993, 8ome of it 1s

ary snd sotos of H g inacourate fwe do't have six dipiis in pn sccession wumdier, W have
th ; the Tommn that gels Heked off (2 &4 ) s only for priceity gl K4 was coded general, Plhus
& t-fosr often will naly #o & & wiiter, it is something we ghould hundle Donbon

Iatiorsal Post. 1 Moy 15, 2007 | T Natonal Section Connde  Page

Letters to the PM don't go missing; Chretien's
former mailman explains how it works

Tron Wiagin

Bilaelc & White Phote: / Karlheinz Schreiber. ; Black &
White Photo: Chris Wattic, Reuters / Every piece of mail
addressed to the Prime Minister generates... ; Black & White
Photo: / ... a form with a veference number. §

CITAWA ~The first stop for all correspondence addreseed to Prime Minixter Stephen Harperis e
plant fwr from Parliament Hill where letters are saiffed for foxic substanees and parcels tested for
mphsﬂ es.

“When Farlheine Schreibers eardy warnings fo fhe Prime Misister arrived for fmapestion lust
Iiurd, ssmebody shouldve delected 4 stink bomb,

But for rensons ot defy lopic and sstaldished pruziEs, llic Prime Miodster's (s insists the
incarearated IDE}b}‘IET.'S eant sgaknst fremer prime ininfster Brian Mulronsy never reached Mr.

2O08-07-05F

e Deslosirs Sel n0D - Tefh

MsnihEm
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Miessage

Harper's tirfensely ingquisitive staff

This just doeerdt pass the smell test given the provedoral cheoks in a system that handles roughly 2
million pleces of mail per yeu, which imust surely sepresent the only mmililion Jetier weiters left i a
rEfon of e-mailers.

The Liberals aflege this sopgests s sevewrmenth sover up, Given s sbout tie aaly temong Iink
bitween Mr. Hamper and fhe muclesr Tallont frem the Mulroney bombshells, it's 5o surpaise fhr."f}"

were hapmmering s theme apain vegerday.

Ta he dear, aohidy spggests the ?nmﬁ I?hmster 15 Iving when hie sy o letier weiden “for s
ayes only" never reached hiis desk. | he Liberals now olaim Mr. Higrer only "demanded fo be
kept in the dork" alovg with bi nisters, who deliberately refosed 4 read briefing papers

an the Malponey controversy, s;aé&rdiﬁg &5 the Canadian Press,

Basides, the March 3% Schretber letior Is hardly o smoking g thet praves b, Horper's team
spent the sumireer irying o sweep the scandsl zinder s Centre Block mug. 195 mostly & garbled rant
written in 8 weird, eye-molling shlo of randorn bold lettering, nderlined senfences and

%zbhtéidmgs that pmc’ia;m lifs story to be fhe *bigpest political fustics sceadal i the history of
Cune

That's probably why New Demoorats chasked the gremmatically Bawoed missive in the trash snd
Liberals decided agt o press ahend o e moncorns tised i the prekape afber it B fnko their
hands & Tew weeks ngo.

Bt g publicity-shy Libsral mailhag mean, who &t one point supervized the pime seindster’s
eorespondence nnlf during the party's 13-year reign, sat down with me yeterdsy to argoe it
woult be inconcetvable thr by, Harper's senior stadfl (o remain fgnocant of the Schrefber letter,

* Bitber samcbody drapped the ball in the hereaueracy o Mr.
bmg when they say M. Sebreiber's packape fiiled to reach ever cne of the 82

pmiﬁé fistad m“t;m PRC direetory.

The standand eomespondence form pererates & ghxrdigit relrence number for every lefter that
fsTives, and seans thoms fnta o detabase for inssant relrieval. Buresverats cen check off one of two
epiinns, to forteard either the origined o coples [0 oie of sbven sections in tha PRO.

Thig page-senior oifieal insfsts dll comepondence addressed fo the prime minfster is routinely
frwardest to his office unfess the sender falls into the "freguest wingmuit” category.

WWhile sogve may ergee that shes fis My, Schreiber, keep Inmind most correspandsnce staff have
beery there sinee Jein Chretion was ptlme minister, sisd thet wnigue vame would still sctoff &
sockiet's red gl for special atteation.

"There's instfutional mamory in the it for this partieular £ile,” the Lilera! zsid. ®A clerk would
mirt be gualified fo take responsibility for that =ort of correspondence by themselves, They wonld

tzed gmbdancs from fle BRSO

Tt prohably doesn't matter thae Br. Harper didn't see the better personglly. But there's elther a
soubibiyg fabhore to cororoniicate hetween {he oo serior Jevels of goverament of & delibermie

FOE-O-OF

AGE Dischomare Sit 08 gl g T AGEOXDT
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fdessagn

PageJ il

misvonmmunisstion with the public.

Most of niy media eolleagnes would side with the dishonest declarstion viow. PMO flaks have o
wisll-deserved sepanation for nes-commammeation when they're not spioning exagperation or
fabwivation. '

evel of media distrust in getting the true gosds on Aty dssue from M Haper's team is Tower

Th
ke wey somrounications shep Uve encourtered in almost 30 years of povering poliies,

But g proot hat woold be i decent praod is lu'gﬁﬂg spmeone i1 the bureangracy producs the
ransnittal form for the Schreiber Jstter, shwing the precise rowtle ook sfler Tandivg in B
Harper's post office box,

The Privy Council Office did ol respond 16 reanests for an intervictr o Sscims this possitnlity,

aven ihouph they wors asked 1o eall by the Prime Minfsters tight-lipped enmspunfcations diveetar.

Gosh, thet's & first - a seerctive birenucracy rofusing B tulle deapite theurgings of 2 g~
cornmtnieative PAIO. Hgumm, Parhaps the troth in this matter got lost in the matl.

diartinifustionatpost.eom

H008-07-07
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Page 1 of ]

F‘*‘ﬁwﬁlf 3?13&&

me; tlasanbki, My

Bot:  Friday, Kovember 16, 2007 4014 B
Ty HacPhersm, Maifyn

Lo Messabli, Myrom; Possll, Sheis
Subject: Letior 1o the editor

Idaribr,
For your information and racord, below is the (etter to the edilor, sentia the Mativnsl Post,

RN ST S e e e e e e

far writing to latiny saveral lestes selating to 2 eafumn wrilten by Don Markio and publistied in your newspaper
gn Mavember 15, 2007, Firgtly, he hagdiing of the columa s wrong - na fatter went misgtng. All porvespondence
processed By PO 18 kept an fla for the prescribed poriod of e,

The salements atirbuted to.a fimer sepanviser o B coresponderes unit of arother govamimet, “that alf
sorespondence addressed e Prme Mirdalor s roulinely forwarded tu s offios” s Rot adewate elttwer. Due lo
i odizmie anid nalure of m#regmﬁﬂeﬁm i fart the wast majority of | is net forwaeled io e comespondadncs
ynit in 1kse Prime Minlster's Ofice, butis progassed by the Privy Councdl Offlce sorrezpondencs usil.

Frw}f Councll Office processes all Incanlng

! Falycat: anee fron: . Sehewibes, § was docided that
mpig mg smufc’i e fnﬁ@gm;mam a% a maulmrr ihe a.,uhm amg §E‘1E‘ zubject af 20 mf:a:imtm Peaiing, 95 well as his
invilvement in othier Ttigation,

e i ‘Ié‘ya ﬁiated with ather rﬁeﬁga rapms@ﬁlawes i

* staternents made By the Prieme Minkler's Office,
minister's corespondetice umt.

Fipally, [weart 4o renontim e Tor your regders the 4
that PCO ddit nof fonward the March 29, 2007 letier fo

Emrilye MooFlheeson
Aeiisiant Dopuiy finlsier
Cotpiate Serviced
Pravie Gotosll Ofics

ABOR-LT7-04
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Meszage Page 1 o1

Smith, Donald

Bront:  Powell, Shals
Sonts Eriday, Movember #4, 2007 &:47 Al

Bmih, Donald

Sublach: RE: Qs and Ag

Thanks Den. Could vou pls provide 1he responses where thay e blank®

=—=-rigiesl Message-—--

Sent: November 22, 2007 6:08 P
Tow Poosdl, Shells
=nbject: RE! 05 apd 43

Flé toph &t this In e detall formaorrow. Erepfrased one of e angieis, o alless

2. DHd POO correspundence wiffolals decide an their own o ghield the Prime Minister from the
Letengs fomn Behretbai? .

A, Btaff of PCO Bxetutive Comespundencs Services followed estaliished procedures in the
handling of the correspopdence and iyvimaking decizions sz to witch fleras would be iransferred to
PR Correspondence, No somespondenss wwas Mdden. 3 was antered Into the database, where it
remains te thiv day,

Donald R G Smith
FiCoordinalue

Coordonrgteur par infdrim
Exscilive Conespndsno
Cawrespondance Jg lo haute gestion
PEO-RCP

{13} B-BBT2
gramiIhéinno-fopac.es

wemeeiiGina] Message——

Fraas Powell, Sheils

Sants Thursday, Hovember 22, 2007 601 BM
‘Tat Bmith, Dosald

Bubiject: Qs and As

Tion, Hhis ia my first sthempt o the Lo dnd A5, could you pis let me know #enything i incoract or
wneaplete, and sleb ¥ you san think 4f mors nasty guastions,

Fhimedst

20086707

AR Dissinsurs SR8 Tabd

AGCO0E09

AGCDO609 0







Miessape

Smith Banaid

Page 1 of |

From: Powsll, Sheilk

Sont: Wadnosday, Novarabar 28, 2007 12:23 P14

Twe  Bmith, Donald
Subject: RE: Q&A an March 29 latier

Thanks!

= Qeigiiinl Messagem—-
From: Smolth, Donald

Senl; Novernber 28, 2007 12:32 PM

Ta: Powell, Shella

Subfect: RE: QRA on March 26 letter

Donald R G Smith
Aoordinator
Linordornatess por dnm
Executive Corespondance
Cortaspondance da [a havle goetion
PCO-BCP

{61 3} 943@&?2

—-<tirginal Messege-—-
From: Powell, Shella

Bent: Wednesday, November 28, 007 1205 PM

To: Smith, Donald

Subfect: Q&A gn Mandh 29 latter

Imporiance: High

Furiher fo my velve mul, would yeu pls ook at ihis response and revise ss pecessary:

O When PCO sinff read the serious allegations in the March 29 Jetter, why did they

deeide not te send it ta PMO?

& PO Breoutive Corresponddence Services did not send the March 29 letter i
PM Corcesporidence because, as fir as they could tell, it was not significantly
different fom the previous letters that had been received. The allepations
sontained in e copy of the letter to Brisn Mulroney were nof sufficiedtly
explicit for it raise any red flags of the Ume among ECS xtaff, who had not
seschved @y divéction o PM Correspondencs regarding the handling of mail
from Mr. Bchreiber (i.e, transfer to PMUC, reply, or file without reply, which

was the courze of action fakoen).

2008-07-07
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Message : Page 1 of 2

Powell, Sheila

Froamy  Alland Genavieve [Gaieviava Allerd@iac-bac.go.ca]
Gentr  December 3, 2007 {1141 AM

T Fowall, Bheila; Lovens: Mark

Subject: RE: Disposition of P gensral comesporidense

Hi Shstia,

Sorey it toak mo sa long to reply te you - | have been away sick for the [pat few days, Blask aisd | are very
surrforiable with your O and As befow a5 they ant cunsisier wim LACS inlerpretation of the approapriate record
disposition authoriias.

Thearik ot

Zensvidye

Genovitve Allard
Dlreririca, Dpdsations: archivistigues/Director, Archlval Cparstions

Bishatndnue &t Agohives Carada/Library and frchives Canada
850 boll, defa Gitd, pléen 702

Gaotinesy, Québer, KITA TN

Tel: B1-034-7412

genaviave. allzmd@lac-bae goon

From: Powell, Sheils {malito:Shells Powel@poo-bop.ge.ral
Bent: Hovember 28, 2007 1:23 PM

To: Allard Genevieve; Loaverne Mark

Subiject: Disncaltion of PV genspal correspondence

Genevigve and Mark, hore is (ha wording on dispositlon feom my G aad As, Thanks again fiy your support on
thia isaua. '

Sheila
. Have the ailginals of the correspondencs boeen destroyed?
» Al lsiters received by PCO Executive Comespondence Sarvices are scanned into a

tatabass, the Correspondence Information Managemaent System (CIMS). All scanned
frmages from 1998 to the present day remaln in the system.

» The length of time hard copy arlging letters are relsined depends on the calegory of the

2068-¥F-03
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Message Pape 2 of 2

2008-07-03

« Enclosures and atiachments 1o letterz are also scanned in and retained in the syster I

 All disposal of corespondence is handled by PUO's Reconds Retention and

« Mo record of the government of Canada may be disposed of without the authority of the

. Beries, including enquiries from the pumn:. or mass writing campaigns lobbying for or

ereail, Priority mail (mall feom prominent individuals, sush as Heads of Stale, Premiers,
and Minigters) is transferred o the Office of the Clark of the Privy Council for the
preparation of responses for the gignature of the Prime Minisler. This correspondencs,
along with the repliss and any unscanned enclosures (if any) is filed by PCO's Records
Barvices, and s retained for 30 vasrs by PCQ, then transferred 1o Library and Archivez
Canada. Mall thal is considered Priority mail, but that is from less prominent individuals,
is retalned by Executive Correspondence Services for five yvears. Hard copy General
mail (mail from the general pubilic) is retained for six months.

ey are not exlensive and if their physical forma permils scanning. Encloswres and
attachmants that sre extensive or in a format fthat does not permit scanming are retained
ity their eriginal format, Enclosures o letters fransferred fo the Clerk’s Office are
guverned by the same relention and disposal orlferia as the accompanying letler {see
abovel, Hard copy Pricrty mall enclosures to carrespondence held by ECS are kapt for
{ive years and hard copy Generat mail enclosures arg kept for two years.

Bisposition Unit,

Libraslan and Archivist of Canada. The disposal of correspondence Is govemed Ly
Library and Archives Canada Records Disposition Authority Number 96/021, which
covers Institutional Records in the Office of a Minister. This authorily states ‘that al
records in all media “under the cantrol of an instiution in the Office of a Minister ars of
historic or archival Importance and are required to be transferred fo the care and control
af [Library and Archives of Canada] . . . with the exception of 'general cofrespondencea’

against an issue, and pro forma responses io same, wherever said collections might be
housed.” PCO has been advissd by Library and Archives Canada that all the
correspondence retained within Executive Corrpspondence Services falls under the
dafinition of "general comespondence”™ and is therefore not reguired to be transferred to
Library and Archives, and may be disposed of by PCO sccording to PGO's relention
periods,
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Page 1 vf 2

Pﬁweli. Ehasla

From:  Smith, Domald

Sient: Poecember 140, 2007 16651 AWM

T MacPresaan, Maslyn

B Fowslt, Sheilla

Subject: standard replios wersus sustomized replies prepared by ECL

barilyn:

Tofollow up on our conversalion fram s moeming, the bulk of ECS replies consiel of forwards 4o ling
depardments, We tend to aat as 3 slearinghouse slnce PMOPCC do wot provide any programs. Therefore, mos
f our standsrds tend to be gimpla forwards and are prepared and approvod intemally by the Edilors. Dﬂm fhey
are in fha electronle tbrary of standards, the Carrespanders Aaalyst gan issue tham without the inpat of the ECS
Wiilter, i the letter covers rulliple lopics, is obscure or a sensitive case, fen tha arslysl would assignit o a
writer for reply, Ariter's roply will glee tond o ba very generic, Thelr creative side tends to ba reflecied in the
Speciat Massages.

# O aubstaribee standard {s rare, Bul # may oooir when ike Prime Minister parfieady wishes Io be
Identified with an feste (&g, Gareda’s mission in Afghanisten), in thess cases, the lext is propared by
P and we are instrucled to use i In s case, we would probably nol consubl a secrelariat, Ad Ymes we
are alse given 3 PMC standard text an an evar-chenging jseue (e.g. elitate changs) and once we have
slzared up arry pariaen riferances, wewill use thal,

« Mast “customized” repiies prepared by BCU weuld (Bl info the calegory of Special Mezsages or
childran’s mzif, These are usually “feel good svents™ snd approval of the Editor is all that s reguieed. Whan
the growp is unknown, or hers could be a polential embarrasamart 1o tha PR, we woold gel the renissies
ol the eorteni of the messags approved by A secralarnt and PUO Secirily, We might glso inform PRAS,

+ Replied fo princty mail that sre responded to by an EQU wilter (3 *lasser VIP™) are technically sustamizad
{la. it generated from slr slsndards Toeary], bl they follow he Tersre aeed copend of our standard
acknowledgemantforwand letlers, which do ot requits sy approvals beyond the Editor,

» a e‘:usmm}_ﬂd’ raply 4o 8 member of the general publin that touches on subslantive policy issues may
nnnnnn wossionaly be prepacod by the wilter ir Sonmullation with centacis in the line dapartrent avdfor 2 PCO
zsenratanat This would not ocout frequentty, however, and only om 8 nan-controversial lssue. The Edilor
swould hiave final approval.

1 v send yens, vin Marlma, hand copias of & epecisd messags spprovel foem, and sevecal FOS standard sppeovil
forms, Much communication belwisen PMC and EGS poes on by e-svalf ard Iﬁ'mune. and is Aot always retlested on
papar. | have gise altached ah electronde topsy of gur routing putdalines for priority mall,

| rpa Thia is not oo much indoematisel

Donald ® G Smith
AlGaardinalar ©

Coordnnnateur gar Inlérim
Exsculive Comezpondance
Correspandancs de 1z haute gestion
PLOBCP

3
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GENERAL INFORMATIONON -
BCO EXECUTIVE CORRESPONDENCE PRDCE[}URES
AND:,
SPECIFIC INFORMATION ON;THE HANDLING
OF THE L ETTERS FROM
KARLHEINZ SCHREIBER TO THE Pmme MINISTER

Background

s The in Gﬂunﬂﬁ ﬁffﬁe daﬁ:aales 35 FTEs in Execulive
Correspondence Services (ECS} 10 the management of
mr;espanﬂenca fothe Privhie-Minister. A separate small unii in the

. dinister's. Office, Prime Minister's Correspondenice {PMC)

imanagaé cmrespnnd&nce that is political or persenal In nature, or

", is correspondence that PMC wishes to handle itself, sither because

“iho Prime Minster knows the individual who has wiitien or the
issua ia of pamw!ar concerm 1o fhe Prime Minister or bis stafi
imar& information is provided below under Procedures far Handfing
{Iaiagarylna Politicat or Personal Maif).

« ECS msnsg% an enormous volume of correzpondence. it 2008-
{17, the last full year for which statistics are available, ECS handled
1,701 846 items of cormespondence. Correspondence is defined as
letters {including any enclosures or attachments), electranic mall
messages, post cards, petitions, birthday and anniversary greetings
requests, and telephone calls that are addressed o the Prime
Minisler,

« Procedures are In place to guide the handiing of correspondence
and automated syslens are dUsed o manage and rack the Hems.,

Library:PCO. PROD

Drocument
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The sutomatad system used 1o track correspondence is the
Correspondance Information Management Systern (C1hSY

Procasg for Postal Mail

Borting of Lettars by ECS

» latters are sorted by ECS Mas[mnm am:i Pmducmn Uﬁit'caerks
into the following categorias: i

Political and personalmail. adlataned.. desaription below,
Priority maill {maif fmrq Vi?sj detailéd description below;
Generat mail {mazt fmm the m ’cﬁic) detm}eci description
hﬁfﬂw, L,

F P’f{."ﬁr“‘

{auﬂh as meagag&s m pﬁftimpants Iri mnfarances that
appea;‘ m cnnferem:e programs);
. Regquests for greeimgs for significant wedding anniversaries,
. signiflcant: barthday&s; and- military retirements;
Wiite- Jn pﬁmpalgns 4] spet:iﬁc: izsues {post cards, form
R lettsrs, and pﬁttﬁﬁp{ ],
i i
Procedure _‘fm* ﬁandlfng Categmy One: Political or Personal Mail

=

* Personal of | ahf;,na! il | is defined as mall that relates to:

» the Primea Minlster's constituency business apd role as 2
Member of Padiament;

= party political matters (suzh as party leadership, party
argarilzation, gl saucus affairsy;

= the private ife and parsonal interests of the Prime Minister,

» In addition, PM Correspondence (PMC) in the Prime Minister's
Offlee may wigh fo single out particular issues for handling by their
unlt, sither because tha Prime Minisier knows e Individual & the
issue I of particular concerm to the Prime Minister or his staff.
PMC determines on an angoing basis which issues are of concern,
#id informs PCO ECE

30 Discicsare ol G0 EEIRES AGCOG
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» From lime to fime, ECB sends correspondence to PMC to give
thern the apporiunity to determine if they wish lo reply to
correspondence on a subject whera no specific. instructions have
been received by ECS from PMC. This could b done, for
example, If a spedific issus were receiving Qﬂcreaseﬂ reclis
coveraye, or if an item of corespondence.was received that had &
bearing on an upoaming special evert that the Prime Minister was
going to attend. ECS would initiate 1he transfer of emrrespﬁnﬁanea
by contacting PMC by telephone of ,;mail nr by transferring the
carrespandence file therﬂ ‘

- # Persoral or potitical mail ls g}van Ay at‘.cﬁssicm niumber by ECS
Mailroom anud Production Ljnit Glerigs ar;d :t’om*arded 1o the
C»crreespnnﬁenca ﬂna!ﬁtﬁ for data enﬁmﬁ & ‘and address of

,,,,, ).and sr::annmag e CIME, The
z:arigmalﬁ are fumarded 10. PMG Nc.i copias are kept by EGS and
the pemlﬁslnns for viawing the s«cannad letter are switched by
PMC m “PMS eyas oy iNe kayw:;xrds are entered in CIVMS.

i
x"lfl

¢ Priority Mail

» Lé}iters fram pmminanf: mdmduais suich as Heads of State,
Prerigrs and Pa‘mmtﬁrs are treated as prigrity mall and may recalve
A reply’ aigmad kry tﬁe Prime Minister, They are brought to the
Mailroorn and Pmduchmn Unit Coordinator, who prepaies & papar
ouling forny. {z;a;lled a “T-formi”). Thiz cantains the name of the
correspondant, the accession number, the dale of ey letter and the
date recalved, at well 83 boxes for check-off for actlon and for
information coples,

= Priority mall is forwardad to the English or French Senlor Editor for
routing. The Sanior Editor wilt first decide whether it truly s priority
mail or should be downgraded to general ar “urgent general®
fregted as general mail, bul wilhk 5 shorter raply deadline). Thy
Sanior Editor will check off the boxes for ackion or information and '
asxign g distribution list, ]

» Letters from Heads of State and Gowsnment, Premiers, and
Cabinet Minlsters are normally assigned o the Office of the Clark
of the: Privy Councll for consideration andior reply. Replies ara
prepared by PCO secratariats. Upon signature by the Prime
Minister, noples of raplies are retumed o ECS for soanning into
' CIMS,
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*

Latters from important but less prominent individuals, such ag
heads of non-government organizations, will general!y be replied lo
by ECS, with the Senior Editor assigning the raplies ta writars
according to thelr respactive portfolios, These Wil gither receive a
simple acknowledgement, a letter of thariks (m tii! case of a git),
£ be forwsarded {o the appropriate [me dep,artnwnt ' .

fall undﬁvr the mandata of a.paﬂccular ﬁepaﬁment and he ma;csriiy
of mall ’that recoives a Fephy is fmwar d m Iirte depa;‘tments for

di- '} 1i‘
Ligon rgr;ei;}_r' ’enaral mail is fomarded by the ECS Mallroom and
Production Unit to the Emr&spundénae and Greeling Analist Uil
for dats entry annd sr;annmg ifto, CIMS. General mail never
recelyes.a, pa;:aef-:rpunng forny lff-farm} and goes straight 1o the
ﬁﬂl‘!’ﬂﬁpﬂ ndﬂnce &haiysls for reply or for directing te file whan a
re?iy s riot redi i Or appmpnatﬁ

it thﬁ letter can rese}ve a standard repaly; then the ﬁﬂrrﬂspﬂntﬂszme
Analyst'wal[ choosge ang from the standards fbrary. CIMS produces
a papsr (eply whlr;h is signed by the Coordinator of the
C@rrespondenca and Greseting Analyst UniL. if the correspondence
is being forwatded for information or considerstion to ariother
depariment, coples of the Incoming and culgeing correspontdence

are e-mailed from CIMS to the department.

’ 1

Not sll letters racelve replles. Leilers that are unsigned, abusive,
vhgcure, corntcemns 4 matfer before the courts, or are from & prolific
writer (having written 10 Umes or more per year) are generally
directad 1 file without & reply. & detalled list of tha reasons for
filing correspondence is provided s Tab B. General mail is
direcied {0 THe without reply by tha writer, in consultation with the
Corespondance Analyst andfor the Senlor Editor,

Process for Electronic Mail
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= E-mialls to the Prime Minister are sent either via hiz Wab site
[Em@pm.ge.cad or through his Padiament Hill Office, in which case
they ars transfarred to the Prime Minister's e~mazl ‘account, which s
actessed by ECE.

= E-miails gre first saried by the Coordinator ef the Ccrfaspandeme
and Greeting Analyst Unit and any junk g-mails or a:c:pags are
deleted. General e-malls that require. & rraply may recelve.a
standard reply from the library of &nmad slandards. In cases where
a standard [s inappropiiate, they arg assigned 1o @ writer, and®
trealed (he game ag gﬂ'ﬂel’ai pustal mal! TH

« Pronty a-piails are printed given an accession numbper, and then
searned into CIMS and tnaatgé ke g::xr.saial mad’, .

«  Puoitieal and pamoﬁal %‘{T‘i&ﬂﬁ Arg. ifansferred'eie;:immcal y to the
PM Corresporitience foldér in Cii‘q‘ls an avtomatic
af;knmwlﬁdgement is ganersted anél then the e-mail is
aummatlcally dei@ted 'fri}m tl‘iePCQ ‘g-miail system.

jiif;:,.«l-""

Handlingof Lauars"’f‘ram Ké"ﬂﬁeiaz Schreiber to i
dune Eimﬁ S iember Zﬁﬁ‘! .

s A tmal nf gxteet (*13} tetters from Karheinz Schreiber o the Prima
Minister wara recglved by Executive Commespondence Services of
PO dating fmm June 18, 2006 10 Septenber 26, 2007.

« Nr. Bohrelber’s mailings sach consisted of & letler from N,
Schreiber to tha Prime Minister, along with various enclosures
{eopies of kelters to and from other individuals, printouls of web
gites, coples of anicles, ale.).

» The sixteen lelters from Mr. Schreiber were received and registerad
by Executive Correspondence Services as fifteen {15) mailings.

. ©na mailing contalned two letters from Mr. Schreiber to the Prime

| Mirister (the letters of Aprit 8, 2007 and April 10, 2007}, These wo
letters were sent by Mr. Schreiber In one package, along with a

rumber of enclosures, . PCO Executive Comespondence Senvices
registared this mailing 88 one correspondence item; the lelter to .
the Prime Ministar of Apil 8, 2007 was tresled as an enclosure to
the Apal 10, Z007 letter.
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Four letters (June 16, 2006; August 23, 2006, May 3, 2007,
September 26, 2007) wara sent by ECS o Erme Minister's
Correspondence {PMG). This was & give Prime Binisters
Correzpondence the opporiunity to camment o, i;ha wiay the
correspondence was being handied by ECS, 1o i‘aisa CONGAmMSs, 4
1o indicate that the eorrespondence should be handled by PREC.
PMC did niot provide ECS with any éareaﬁun on hﬂwtha
correspondence should be handled., EDE did not retal’ mp:&s af
ihe correspondence transferred fo, PMG H

w‘ =N e
The first letlar of June 16, 2005 was sant in
Correspondence fhe t::m:!@ﬁunlt}' fo cDmmﬁnE on the way tha
corfespondence was being ]jans:!ler;l by EGS 1o ralse concerns, or
i indicate that the mfresprmdenda sl;xgu Id ba: handled by PMC.
Oivar the iﬂllmwmg fiftlean months, ih{'ee ‘other Hérns wars
transferred in crdapfﬂ infomm F’M Guﬂaspondeme it Mr,
Behreibar was. mmmuin 1o wriledo the Prime Minister, and In
arder o give'] PM Carresp&ndenca“th& opporiunity I commend on
the way the cor(espﬂndenﬁe ‘was being handled by ECS, o raise
CONCSNg, or o intlicate that the cerres,ﬁﬁndenm should be handled

Twalve {12 ieﬁem wars !“;andied within GO Exeputive
Curregpondence Sarvices (July 31, 2006; August 4, 2006; August
30, 2008; $Eptembe; 26, 2008, {}cmber 27, 2008: November 30,
2008; Decembﬁr 153 2008; January 16, 2007; Jaﬁuary 24, 2007,
March 28, ?.Bl;!\?i. ‘April 8, 2&@?’ and April 10,.2007).

f the twelve letters handled by ECS, ten were directed 1o file
without responsae, for the following reasons:

= the mafters describad therein were hafore the courds in relation
o Mir. Schralber's exdraditlon casa and his lawsult agsinst Alan
Rack, and the Departmeant of Justice was fully apprised of these
malters ~ it Is standard ECS practice not to reply to
totrespondence about aclive litlgation, and to direct thess tems
to file without response; _

» all ten lstters were forwarding copies of leHers betweean Mr,
Sotweiber and other individualz - ECS practioe is not o reply o
mailings that consist of copies of lelters.
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A seventeenth letier from M.

The remaining two letters of the twelve handled by ECS wirie
handled as follows:

=

The lelter of January 18, 2007 was asknow e’ﬁ%‘;’éd by ECS and
forwarded fo the Department of Justice far,u i{1) rmam::n,

The letter of November 30, 2006 was seiit to the Clerk's Dffice
In-ardar to give PCO the opportunity 1o determinaifiow the
ongoing eorrespondence from W, Schreiber should be handled.
The Clerk's Office advised that n Eply was necessarf anﬂ the
letter was filed., : : i

] 1h
dated November 25, 2007, was_-?re::eweﬂ by ECS. This lettar is skx
pages lcmg w1th 'M enciosur&s to:talhr;g apprqximafeiy 2{]{] pages,
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PCO's Handling of Gorrespondence from
Karheinz Schreiber to the Prime Minister

Questions and Answers

NOTE: General information on the management of correspondence fo the
Prirme Minister has been prepared for Inclusion in the binders of Schrelber
vorrespondence that will be provided to members of the House of
Commons Commitiee on Access fo information, Privacy and Ethics.
Please refer to that Information in additlon to the Questions and Answers
Helow.

Handling of the Letlers from Karlheinz Schrieber

Q. Why did PCO send only four letters 1o PM Correspondence, and not all
twelve letters that Mr. Schreibor senf?

» PCO Exeoutive Correspondence Services sent four letters from Mr.
Sehreiber to PM Comespondenca in crdear to give P Correspondenae the
opporiunity to comment 0n the way the correspondence was being
handied by ECS, 1o raise concems, of 10 indicale that the correspandence
should be handled by PMC.

0. What was it about the four letters sent to PM Correspondance that led
to the decislon to irancfer them cut of PCO for handiing?

» The first [etter of June 16, 2008 referred to a political seandal under the
Liberal government, and was calegorized a5 personal and political mal
and {ransferred {o PM Correspendence. Cver the following 15 months,
three other tems were transferred i order to lifferm PM Correspordence
that hr, Schredber was continuing {o wrile 1o the Prime Minlster, and in
order to give PM Corespondence the appariunity to comment on the way
ther comespordenses was heing handiad by ECS, o rgise ponicetis, nr o
indicate that the earrespondencn should be handled by PMC, There was
nothing substantially differen abourt the four lefters as campared to the
pther 12,

O Have any other leiters been sent to the Prime Ministar by Mr, Schreiber
after the Prime Minister announeed that there would be a public inguiry?

= MAr. Schreiber 2ant a letier to the Prime Minlster dated November 25,
2007, This latter has been forwardad to the Depariment of Justlce for
infarmation and any appropriate action.” This letter s similar {o the others,
i that it refere fo political scandal and Mr, Schraibers exiradition case and
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includes many copies of correspondance with ather individusts and copies
of documenis.

Q. The laftars from Mr. Schreiber stated “Personal / For His Eyes Only.”
Wihiy didn’t PCO =send those istters divectly to the Prime Minister's
aftention, or at least to thelr correspondence ceunterparts in PMO7?

v 1efters addressad to the Prime Minister are handied accarding to
aslablished procedures, regardiess of whether they are marked Personal
or for the Prime Minister's altention anly.

Q. Daes PCO Executive Corrsspondence Services take direction from PMO
on how to hoandle correspondence?

=  From time 1o time, PM Correspondence identifies particular issues for
handiing by their unit, either because the Prime Minister knows the
individual, the Issue is bne with which the Primea Minister wishes 1o be
ientifled, or the issua is of parlicular interesat ta the Prirne Minister ar his
staff {for instance if the PM is atlending an upcoming avent or meeting
persanaily with gsomeane). In these cases, the matter will ke flagged by
PM Comrespondence and the correspondence transferred there after being
registered In the correspondence system, or re-assigned to PMC ifil Is
samething that had previously been assigned to PCO ECS,

Q. Did PMO instrucl FCD not to send any letters from Schreiber to PM
Correspondence?

a PCO Executive Comrespondence Services did not receive any instructicns
or dirgctions from PM Comespondence or any other official m PMO as io
how comespondeance from M. Schreiber shaold be handled or routed,

Prime Minister from the leiters from Schrelber or to conceal the
corresporglence in any way?

« Biaff of PCO Executive Correspondenca Services followed esiablishad
procedures in the handling 0f the corespondance and Ih making
decisions as to which llems wouid be transferrsd 1o PM
Cerrespondence. No correspondence was hidden. ltwas antered into
the databage. whers it remains {o this day. With ihe axception of the
etter of Novernber 30, 2006, which was sent to the Clerk's officg and
copied 1o the Chief of Stafi's Office and lssues Management, nione of
the Prirme Ministar's senior officiale was ¢opled on any of the letters
retained by PCO ECS. Neither would it be frue to say that PMO was
"prevented” from seeing these [elters. They were simply filed without
further action or follow-up,
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L. Both Sheila Copps and a former head of correspondencs in Mr,
Chrétien's PMO have stated that all corresporrdence is sent 1o PMO and
that advice is sought on the handling of all correspondence, Now you are
teiling us that this is not true — who are we to belleve?

+ DOnly a small poriion of lelters sent to the Prime Minisier is forwarded to
Pi Corraspondence in the PMO.  In 200607, 3,224 lstters and 19,803 a-
mall messages wera {orwarded to PM Correspondenca. In the same year,
PCO Execullve Cotrespondence handled 35 564 letlors and 1,044 652
etnall messages.

»  PCO Execilive Comesporkence Services does not seek advice from Phi
Cormespondence on all cormespondance recalved — that wollld ke an
ovarwhelming task due o the huge velumes. PCO ECS works according
1o established practices, and seeks directton from P Correspondence
from fima o time as to how spacific tems of corespondence should be

harited.

€. When PCO staff read the serious allegations in the March 23 letter, why
did they decide not to send it io PNMO?

» PCO Executive Comespondence Services did nof send the March 29 fetler
fo PM Correspondence becatsea, as far as they could tel, it was not
signilicantly different from the previeus letters thal had been recelved. The
aflegatlons contained in the copy of the letler 1o Brdan Mulroney were not
sufficlently expiicit for it ralse any red fiags at the time among EGS staff,
wha had not received any direction from Ph Correspondence reganding
the handling of mail from Mr. Schreiber {e.9., transfer to FMC, reply, or file
without reply, which was the course of action taken).

. Does PCO handle correspondence differently under Prime Minister
Harper than It did under Prime Ministers Chrétien and Martin?
» There are no sigraficant differences 0 Bow conespondende is handled an
behall of Prime Minkster Harper.
. What kind of ongoing relationship Is there between PMC and PCO
Executive Corraspondence?
*  PMC Manager and the PCO ECS Manager interact on a semi-daily basis.
The PMC Manager identifies frends, provides paricular instructions In how
PG warils individual letiers or specific lopics treated, or verifies if PCO
ECS has recaived a pattlcular stisr.

4. Does PCO ECS prepare dny repons on correspondance?

AGCOCEY
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= Daily, weekly and monthiy statistical reports are created. These glve the
vilume of diferent types of mall recelved. Additionally, the volume of
mass mailing campaigns and the topics covered are prepared. Tha reports
are hot broken down by sender.

&, Heas PCO launched an internal Investigation er reviaw of the manner in
which this correspondence was handled?

« Az soon as questions were ralzed about the handling of correspondence
fram Mr. Schreiber, managers responsible for PCO Executive
Correspondence Services reviewed all actions {aken to ascertan that the
correspondence was handied ascording to established procedures. PCQ
senior management balieves that the correspondence was handled
appropristety,

0, Have the individuals responsible for the handiing and routing of this
correspondence bagn disciplinad?

» PCO senior management baelieves that the sorrezpondence from Mr.
Schrgiber io the Prime Minister was handied appropriately. Mo
disciplinary action is necessary.

PCD Correspondence Employees

1. What kind of training do staff in PCO Executive Correspondence recalve
in order to ensure they route correspondence correctly?

« Al staff involvad in routing general mail (Carrespondance Analysis snd
Malroom and Praduction Unlt Clarks) receive initial training on sorting and
routing comespondence according to established procedures, Regular bi-
weekly staff meelings are held to discuss emenging issues and
modifications {o procedures. Internal e-maiis and an office wivle board are
alse used to nole changes to procedures.

»  Staff involved k0 fouting priornity mai (the English and French Senlor
Editors), work with existing guidellnes for agsignment of priority mail.
Changes (o procedures amwe discussed on an ad hog basis with other
groups invalved in handling priority mail (such a3 PM Correspondance and
the Clerk's Gfflea).

. What level are the staff who handle the correspondence?

=  The Manager is al the AS 07 level. The iwo Senior Editors {one Engligh,
one French) are al the 1S 04 level. Wiiters are &t the 1S 03 level.
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Comespandence Analysts are at the AS 01 level, and Mail Room and
Production Clarks are at the TR 04 level.

. Don't you believe that PCO smployees were incompetent in not
forwarding all of the letters from My, Schreiber to the FMO?

= PCO senior management believes that the corespondence from Mr.
Sclhwether to the Prime Minister was handled appropriately,

Q. Do the correspondence staff in PCO have political connections to the

~ Conservative Parly of Canada?

s The employees of PCO Executive Cormespondence Services ars public
setvants.

Access to and Disposal of Comespondence gnd Dats

1. Has any correspondence from Mr. Schreiber to the Prime Minister been
cancealad or destroyed before it could be raleased to this committea?

s PCO Execuliva Correspondence and PM Corvespondence have disclosed
all the correspondence sent 1o the Prime Minister by Mr. Schraiber. Al
eorraspondence llems from Me, Schreiber that were received by PCO ara
still in the cusiody of FCO Exerulive Cormespondence of PM
Cormespondence.

Q. Have the originals of the correspondence been destroved?

» The disposal of corespondence is govermad by Library and Archives
Canada Records Disposition Autharities, According o these autharilies,

comaspondence from the ganearal public may be destroyed at the end of its -

retention pariod. Priorily comespandence, which is replied te by the Pims
Mirdster with responsas coordinated by the Qffice of the Clark of the Privy
Council and prepared within PCQ, is translemead e Library and Archives
Canada at the end of its retention period.

w Al jetiers received by PCO Executive Comespondence Services are
scanned inlo a database, the Correspondence Information Management
Systam (GIMS). All scanned images from 1898 to the present day remain
i the sysiem.

. How long does PCO keop correspondence before it is destroyed or
transferred to Library and Archives Ganada?

s The lenglh of lime hard copy arginal letters ara retained depends on the
calegory of the mall. Prority mall {mall from prominent individuals, such as
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Heads of State, Premiers, and Ministers) is transferred lo the Office of the
Clerk of the Privy Council for the preparation of responsas for the
signatura of the Prime Minister. This carrespondence, along with the
replies and unscanned enclosures {if any) is flled by PCO's Records
Services, and is retained for 30 years by PCO, then {ransferred to Library
and Archives Canada. Mall that is considered Priority mail, but that Is
from less prominent individuals, is retalned by Executive Coirespondence
Services for five years, Hard copy General mall {mail fromn the genaral
pudic} Is retained for she months,

» Enclosures and gitachments {o letfers are also acanned in and retained in
the systern if they ara not exiensive and if their physical farma permits
stanning. Enclosures and attachments that are extensive or in a fermat
that does fict permilt scanning {e.g., physical objects) are relalned in their
orlginal format. Erclosures Io letlers transferred 16 the Clerk's Office are
governed by the same retentlon and disposal criferia ag the accompanying
tetier {ses above). Hard copy Priority mail enclosures {0 comespondenca
held by ECS are kept for five years and hard copy General mail
shclosures are kapt for two yvears.

@, How do we know that ne scanned records from Schreiber in the
diatabase have besen deleted or altered?

&«  PCO ECS does nut delete records ance entored info the system. The only
sxceplions are where & duplicate record haz mistakenly been entered. In
that case, the duplicate would aither be deleled, or a notation made in the
notes to crass-reference the file with its duplicate.

i, Who has the right to delete recordsy

+ Permissions to view, defete, creafe a record in CIMS, alc., are by user
group, and not by individual, All user groups have the right to delste &
record, because employess noed o be able to correct mistakes they have
mada {see above).

i, But if someone did delete a record, would i [eave a frace?

s Thara is no audit capability in the current version of CIMS, Back-up tapas
are kept for ane manih, and & compsarigon can be made of the datebase
a5 L was al the date of the earliesl 1ape and the dafabase s | axists now,
PCO ECS has looked at the tape and no records frorm Mr, Schreiber have
bean deleted, The comparisch slso shews that no ssanned altachments
have bean deloled,

L. You say that po records of Schreiber have been deleted, Have any been
alterad?
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» ltnages scanned by ECS are never altared., unless il is 1o vescan the
arigivals for & clearer image. This would be done at the time of the original
dala entry, Tracking Information may get modified In the normal working
life of a document. Forinstance, the person tasked with raplying to a
letisr may changa and a new reply task assigned to a diferent person.
Additional assignments for information may be added [aler, or a letter that
had been closed without raply may be re-opened if 8 decision to reply has
been made. Assignments that are no longer valid are closed rather than
delsted, =0 there is a trail of the actions pedformead on the fife. The fast
person (o modify the file is recorded in the "modified by” field along with
the date. There is no record of what the modffication was. it could be a
keywond added; a nofation added in the "notes” field; a clsed file re-
opened; or ah dassignmant added.

&1 Who uses the CINMS database besides PCO ECS7?

» Prime Minister's carraspondence also uses the detabase, as well as PCO
Secretariste, PCO Ministers Olflces, the Olerlds Office, e PR's il
Cffice, efa. In ali, there are 55 user groups, but this number includes
individuat writers, which inflates the lofal,

. Can anyone access the Jetters scanned in GIMS by PCO ECS?

s Anyone with CIMS instalied on their desklop can aocess documants
soanned into the system by PCO ECS.
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4. Juneg 16, 2006 letter from I{aﬁhelnz Bchreiber to the Right Honourable
Staphen Harper

Actionb

PCOECS

Sent to Prime Minister's Correspondence. No record Kept af ECS.
This was o glve Prime Ministar's Cmresponﬁqnce the Qppcrtunity fo
comment of raise concerns.,

- Database notations:

. Classification: PMC-general: record held by PMO, The
classification of political and personal mail is first entered as
ECU-Political and then switched by PMIC 1o PME-general or
PMC-priority. PMC normally restricts rights to view the
attachments so that PCO ECS ¢an no longer view them.

Mail type: prIQriiy. a rouding slip was filled out, with the
distribution list “PM{ {This is the only one of the 4 letlers
transferraed ta PMUC that has & routing slip.)

Created by: name of ECS analyst {16-06-2008)
WModified by: name of PMC analyst {28-06-20086)
Date due: never. PMC t‘_fﬂﬂs not gt i due dates,

Date closéd {date the antire fa%der was closed by PMC) nfa
{still open}) _

Tasks assigned: Action as appropriate: sssigned fo PMC staffer {28.
06.2006) by PMC analyst. {This cocurred after transterring tha
decument from PCO ECS to PMC). The task Is stilf open.

The following two tasks are sutomatically generated by the database
when the *PMC distrlbution list Is picked. {They show up as the
seaond and third actions, but one can see by the date the preceding
action by PMC came sfter the ECS actions.) PMC did not enfer a work
SRQUENCE.

Original o PMC, azsigned to ECS Mall and Production Unit
{MPL) {26-6-2006) by ECS analyst. MPU sent originals to PMG.
No goples werg kept by ECS. This task was closed by ECS the
same day it was assigned. .
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Action as appropriate - PMC Group by {name of ECS analyst).
This task was ¢lozed (26-06-2006) by PMC hafprg actionwas
ﬁsﬁlgnﬁd to PMC stafter

« The file remaing open,
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Action by PCO ECS

2. August 23, 2006 ietter from Karlheinz Schrelber to the Right Hunwrable
Stephen Harper

Sent to Prime Minister's Corraspondensce. No record kept at ECS, .
This was to giv‘ﬁ Prime Minister's Correspondence lhe wpamnﬂy {0
corment or riaisé concens,

Database notations:

Classification: PMC-general: record held by PMO. The
classification of political or personal mail is first entered as
ECU-Political and then switched by PMC to PMC-general or
PMCspriorty. PIA0 s also supposed to estrict rights to view
the attachments so6 ﬁwi PCO E(’:S pan no jonger view

- then,

Hotes: NR {no reply) on Nov. 16

Mail type: letter (general)

Created by: namu of ECS analyst (01-00-2006)

- Modified by: name of PRMC analyst (16-11.2006) "

Date dus: never. PMC does not putin due dates.

Date closed {date the entire folder was closed by PMC):

{16-41-2006)
Tasks assigned: Acvtion as appropriate: aszighed to PMC staffer {11+
09-2006) by PMC analyst, {This oceurred after transferring the
document from PCO ECS {0 PMC).

Original to PMC, assigned o Ei;s Iail and Production Unit

{MPLU) (01-09-2006) by ECS analyst. MPU sent orginals to

PMC. No eopies wete kept by ECS, This tazk was closad by

ECS {01-09-2008) when the originals wera sent to PUIC.

ﬁcﬂan as appropriate - PMC Group by {name of ECS ana%ysi}
Task closed wheh folder closed by PMC.

The file was closed by PM Correspondence (16-11-2006).
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3. may 3; 2007 Ieﬁsr from Karlheinz Schreiber m the Rnght Honcirable ’
Siephén Harper
Action by PCO ECS
s Sent to Prime Minister's Correspondence, No record kept at ECB.
This was 16 give Prime Minister's Correspondence the opportunity to
gomment or rales concerns.
= Database notations:

_ Classification: PMC-general: record he-id‘:hy PMO. The
classification of political and personal mail is first entered 515
ECU-Folitical and then switched by PMC to PMC-genaral of
PMC-pricrity. PMC normally restricts rights to view
the attachments 56 that PCO ECS can no longer view
them.

Heywords: “parsunal and political” — CON [tone) {entsred by
PMC, PCO ECS doas not enter keywords in records held by
PMC. '
Notes: NRE {no reply) as per {(name of PMO staffer) (enterad by
PMC. FCO ECS does not enter notes in records held by PMC)
Mall type: letier {general)
- Created by: name of ECS analyst {17-05-2007)
Modifled by: name of PMC analyst {(13-06-2007})
Date due: nover, PMC does not put In due dates.
Date closed {-:iate the entire folder was closed by PMCY: (1 3*-06-
2007
« Taske agsigned:

Reply task assigned (17-05-2007) to (name of ECS writer} by
E{S analyst. Task slosed without reply {01-08-2007).
Original to PMC, assigned to ECS Mail and Production Unit
{MPU} (01-06-2007) by ECS analyst. MPU sent originals to

’ PMC. No coples wereg kept by ECS. This task was closed by
ECE when the orlginals were sent to PMC. This task was
ciosed by ECS (04-06-2007).
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Action as appropriate ~ assigned to PMC Group by ECS
analyst (01-06-2007). Task slosed when folder closed by PMC.

This file was evidently transferred from an ECS writer to PMC,
to give them an opportunity to reply or suggest different
handling of the ¢orrespondent's increagingly distraught
letter{s). This was likely done on the Inltiative of the ECS
wiritdr, In consultation with the Editor.
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4, Septomber 26, 2007 Iattnr from Earfhamz Schrelber fo the Right
Hencurable Stephen Harper _

Action by PCO ECS

= Sent to Primia Minister’s Corregpondence. No record kept at ECS,
This waz {0 give Prime Minister's Correspondence the mpp-:}rtunity {o
somment of ralse concems,

= Database notations:

Classification: PMC-general: record beld by PM{J. The
classificafion of polifical and personal mail is first entered as
ECU-Political and then switched by PMC {o PMC-general or
EMC-priority. PMO is also supposed to restrict righis to view
the attachments so that PCO ECS can no longer view

them.

Keywords: "personal and political” - neutral (tone} {entered by
PMIC). PCO ECS doas not etiter keywords in records held
by PMC.
Notes; NR [no reply) (entered by PMC). ECS does not enter
notex n reewrds held by PMC : ]

. Mail type: letter {general)

Created by: name of ECS analyst {02-10-2007)

Modified by: name of ECS Editor, (File was accidentally re-
- apened (18-11-2007 during the search for records). The
modification was the re-cpening lself.

Date due: pever, PMC daes not put in dus dates,

Date closed; File wag accidentally re-opened but has beén
previously closed without reply (see noto}

» Tasks assigned:

Criginal to PMC, assigned to ECS Mail and Production Unit
{MPU) (024 U—Eﬂ&?} by ECS analyst MPU sent originals to
PMC. No copies were kept by ECS. This task was closed by
ECS whern the orlginals were sent to PME. This task was
clozed by ECS (03-10-2007).
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Action as appropriate ~ assigned to PMC Group by ECS
analyst on {02-10-2007). Task closed {09-10-2007).
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1, Lefer dated June 16, 2008 from Kariheinz Schreiber to the Right
Hengurable Stephen Harpar

| Action takei by PCD ECS; letier sont Lo PMO

2. July 31, 2006 from Kardheinz Scheelber 1o the Right Honourable Stephen
Harpat - one page cover letiar with 15 enclosures;

| 24 Letter dated July 31, 20086 from Chrristine Asherolt, Sounsel, Departiment of

Justice, Edmanton Regional Office to Hiadua and Campeny, Barristers and
Splivlicrs, EEmonion, re Schreibar v, The Attorney Genergl of Canada

2B, Letter dated July 25, 2008 {2 copies) from Hiadun apd Comrpany, Berristers and
Saodiciiors, Edmanton, to Christine Asfwroft, Counsel, Degartment of Justicn,
Edmarton Regromal Office ra Schirelbar v, The Allorney Genoral of Canada

20, Letter orted June 22, 2006 {2 coples) rom Hiadun and Cormpany, Barrlsters
and Soliciiors, Edmantan, o Chriatine Asheeoft, Cauresl, Dapartment of Justice,
Edmenton Regioral Office ra Seheoibet v, The Altarnsy General of Canads

208 Letter datad June 5, 2006 (2 coples) from Christine Asheroft, Coungel,
Ceparment of Jusiles, E¢manton Bapional Ofice to Robes Hiadun, Hladun and
Company, Barrislers snd Solicitors, Edmantorn, re Schraiber v. The Attarrey
Genaral of Ganada,

2E. Affidavit deted Jur 2, 2008, sworn by Melissa Smikh, legal assistant with
Hiadun and Corpany, Baitisters and Selicitors, Edmomon, t Schireiber w. The
Auormay Beneral af Cangdy

2F. Latler dated March 4, 20406 from Hiadur and Camipany, Barrlsters and
Solicitors, Bdmwnion, o James Shaw, Departmant of Justice, Fdmonton Regione

| Ofices

2. Leiter datad July 25, 2008 from Hatlheinz Scheaiber 1o Hon, Pelar Maciday,
Minister of Foreign Affairs.

| 26, Copies ﬂ’f onifne Hargard, dated Mary 7, 1008; Februany 17, 1088

3 21 Ledter dated Acpust 2, 1985 from Sugsburg Sty Tax Office to Office of Fubliz

Prosacuter, Augsburg State Court {Fermany}

2K, Letter dated Kay 17, 2006 from Edverd Greenapan, Greenspan, White
Barristers, Torardo, fo Hot, Wie Tacws, Mirisier of Justica and Altormiey General of
Gansda

21, Letler daied Aane 168, 2008, frnm Karhainz Sehreiber to the Right Hon, Stepbern
Harper, FM.

28, Letter dated January 28, 1897, from Kardheinz Schrelber to Hen Allen Rock,

Mirisler of Justice and Atiomey Genaea] of Canada arwd Philip Munay,
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Commisstoner, ROCMDP

24, Lastier dated July 25, 3006 from Barheing Schreiber to Kovin Sorenson, JF

200, Thrae pages of sendant from webh sita of Conservative Party of Canada,

Crowloot Eleciorat District Assoclafion, Address by Kevin Soranson 45 House of

Cunireons, Oclober 23, 2001,

| Action taken by FOD ECS: no reply, because imatter befora the couits

3. August 4, 2006 from Kartheinz Schreiber (o the Right Honourabie Stephan
Harper

' Ly poge covar ietter Ushing the fbllowing six anclosures, alf of which die duplizales

of anciosures seat with e July 31, 2006 leiter,

&, Letler dated July 31, 2606 from Christlre Asherolt, Counse), Daparlmaent of
Sustics, Edmonlan Regional Olfice 1o Hladun and Compatty, Barristerg and
Satleitors, Edmenion, re Schrelber v, The Attomey General of Canada (duptioste of
ey

8. Latter galed July 28, 2008 (2 coples) frormn Hiadun and Company, Barristers and
Sollcilors, Edmomon, to Chulstine Ashoralt, Coungel, Departruent of Jusles, -

1 Edmronton Reglonat Office ra Solreiber v. The Attorney Genarst of Conada

{dupiicats of 2B)

3. Letter daied June 22, 2006 {2 copies) from Hiadun and Company, Barristers
avid Soliciiors, Edmonton, to Ghristine Asherofl, Ceunsel, Departmont of Justice,
Edmaonton Regional Office re Schrelber v. The Allerney Benerat of Canads

| {dupllcate of 203

3. Lefier dated June 5, 2006 {2 gopies) o Christing Asheralt, Counsel,
Deparimant of Juslice, Edmonfon Reqgionial Office to Robart Hladin, Hiadun and
Lompany, Barrsters and Solicltors. Edmanton, re Schielber v, The Attorney
Genaral of Canada, (duplicals of 207

3E, affidavit dated Juna 2, 2006, swora by Mefisza Satiih, legal axsistant with
HMiadurr dndl Somypary, Barrisiers and Solisitors, Edmonion, re Schraber v, The
Attarney Qeneral of Canada (dupdleate of 265

SF Lotter dated March 1, 2008 from Hiadur ond Company, Barisiers and
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Scliciters, Edmonton, 16 James Shaw, Depanmert of Justice, Edmonion Regional

Cfica (duplicate of 2F)

| Astion taken by POO ECB: same 45 above (no reply, because matter before

tha eoiirts] plua the correspondence consisted only of copies of
sotraspondensce

. Allgust 23, 2006 from Kariheinz Schrelbar to the Right Honourable Stephon |

Harper

Action taken by PLO ECE: letter sant to PMO

5. Augusi 30, 2008 from Karlelnz Schreiber to the Right Honourable Stephan

| Rarper

Two paga lefier provides altachments ot Mr, Schesiber forget to senid with his
igtter of August 23, 26048, which ECS transferred to PMU Correspontdanca. The

| atachimants were forveardsd to FMO.

{ Aotion taken by POOECS:  Attachiment forwarded to PMO, na reply by FCO.

No goples of the attachuments were retained by PCO.

€. Sept 26 2006 from Kariheinz Behreiber to the Right Hornourabla
Stephen Hanper

Qe fage cover letter with the following endosusns:

A, Leller galed September 24, 2006 fram Karheinz Schreiber io Sllles Duceppe,
Chef du Bloc Quabecnis

| B8, Letler dafed Sopeiitber 25, 2006 from Kartheinz Schreiber o Hon. Stockwel!
1 Buoet Day, Minlster of Publlc Safely

GC. "Pelifical Justice Boandal’ inlernational Case and thi "Airbus” Afialr, Tase
Repart, Oftawa, Saplember 27, 2006 (1.3 pagas]

803, "Political Jugtics Scandal inlermagonal Case, Tha "trbua” Affalr — Atlan Rock &
Wiilligre Corbeit (% pagaes)

 Action taken by PCO BCS: action before the courts, and correspandence

consisted only of copies of comespondence bo live above, re reply nocassary

7. Ociober 37, 2008 from Karlheinz Schreiber te the Right Honourable
Btephsen Harper - one Dage keilef with 5 enclosures

TA. Latter dated Oalaber 25, 2006 from Karlhelnz Scheeiber b e Honouratie Vic
Toswe, Minister of Justioe and Altormey Gereral of Canada (13 pages with the
fallowing enclosures)

7B, Yarous corespondernne and documenis of Iegal nalure ardginaling with
Lepariment of Justics, Hiadun ard Company Barristers snd Solictiors, Greanspsn,
\Wiife Barrdgiets, 2006
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TC. Copies o pages (1om varugs web Sies

70, "Political Justice Seandal” infernational Case and tha “Airbus® Affair, Sase
Rapér, Oftawa, Seplember 27, 2006 (18 pages) {also enclopad wilh Seplember 35,
2008 letler)

FE. *Palitical Justies Seardal Indeimatiorel Sase, The *Arbus™ Affair - Allan Fack &

Willtare Corbell (4 pages) flso anclosed with September 26, 2006 istor)

Actlon by PUD ECE: matier befove the gourts, and fust coples of letted o Min
Toews, no meply necessary

Tageumants?.

8. Neverber. 30, 2008 from Karlheinz Schreiber to the Right Honourable
Stephen Harper — one page cover letter wah 4 enclosurag.,

BA. Faxed olter dated Novembar 18, 2006 from Jacqueling Peluriba, Goensel,
Imemaiionel Azsliznce Group, Fedaral Prosaculion Sarvice, Depermant of
Justics, to Karlhelnz Sohreeiber {ingliding fox sover sheet), enclosing copy of
siemorandum dated November 16, 7006 frars Palumbs ts Minister of Jusiioe an the

| aubjeot of Germany v, Karthelnz Schreiber, Extradition from Canads lo Gerrnany

8B. Faxed latter datad Movembar 14, 2006 from Palumba to Katheing Schegiber,
Ineluding copy of fas cover sheet,

B, Letter dajed Movember 20, 2008 from Karlbelnz Schrather 1o Hon. Elﬂﬂk@l?

| Buet Day, Minislae of Public Safely, enciosing letter of Nowember 15, 2006 from

Larraine Blommaert, Commiaslen for Publis Compdaints Agains! the Royal Ganstdlan
Fourited Police

H38. Letsr dated Noverabar 28, 2008 fom 5/Sgt Michael Rabinsay, Professional
Siandands Unit, Royal Canadisn Mounied Pollee, Oz to Karlheing Bohvalber

| Aetlon by PCO ECS: Sent to Clork’s Office, bacause it relatud to his sirrender
1 for extradition. Paul Shultle, Counssl, detarmined no reply neceasary. Nate
on correspondence transmitial form by Paul Shutthe, dated Docember 20,

2008: “leiter ks simply copy of matedal submitted to Minister of Justice.
Matter siilf pending bafore Minlster.” ECS sant it {2 the Clerk's {Mlice to for
advica ag (o whethar it continusd 1o be negessary not 16 reply to the Schreihar
correspondence,

0, Dacember, 15, 3006 from Karhainz Sehreiber 1o the Right HonouAble

Stepiven Harpar

T page cove? letler 1o b snclosunas,

88, Letier dated Davsmber 7, 2006, from Jacqueline Palumbe, Counsel,
intermstional Assistoncs Broup, Fedoral Prossculion Gervics, Deparineant of
Justice, 1o Karlhainz Schieibear

4GB, Leter dated November 15, ZI0E, om Hiadun and Curmpany, Barsters and

Eplicitors, Edmonlan, to e Honourabla Vie Toews, Maister of Justics aod Atlarpay

Ganerat of Canada

Action by FO0 ECS: oo roply, matier befors the courts

16. January 16, 2007 from Kartheinz Schreibar to the Fi;aht Hcpuumblq
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Braphen Harper - Unea-pages letier, win the 1olowing 3 enclosures,

104, Letter dated December 14, 2006 from the Hopodrable Vie Toews, Minister of
Justice and Attorney General of Canada to Edvisrd Gresnspan, Greenspan, White
Barnsters, Toraate {8 pages, phis fax cover sheut)

0B, Two pages from Genserativa Parly of Ganeda web site

100, Twa peges from A7H. Mews web siie

Astion by PCO ECS; A copy of the letter and anclosiirs was frwarnded to

B0J, and an scknowledgement gont to KS. In retrespact; this was
lnresassany.

11. Jarrary, 24, 2007 from Kariheinz Schraiber to the Right Hanourable

| Btephen Harper

T prage sover laiter with nine enclosures.

1A, Latler dated January 235, 2007 from Karhelnz Schreiber Yo the Hompurabile
Roberl Daugles Nicholson, Minister of Justles and Mtacnoy Genecd of Canade

118, Letter dated Jenaary 24, 2007 fram Karlbing Schrelber t the Hoisotirebla
Stackwsll Burt Day, Minister of Pubdlc Bafety {2 copies) .

1C. Leller dated Navember 28, 2006 from 5/5g! Michael Rabineay, Professicnal
Standards Unil, Royal Camadian Mounled Pelice, Ctlaws o Karlhelnz Schrelber
{guplicata of later erclosed with November 30, 2000 felter from Kartheline Sotveibar
o the Fight Homgurable Staphen Harpor

140, Letier daled Janusaty 10, 2007 from S4/5at Michee! Fobinesw, Professtonal
Bardards Link, Boval Canadian Mounted Police, Ottowa o Karlhiinz Sohireber

T1E. Letler dpted January 16, 2007 fom 5:54t Michae! Robineay, Professlonal
Btarsdards Unit, Royal Canadisn Mounted Police, Ottawa tn Bariheing Schreibar

11F. Complainit, appears to be @ meme prepared on @ complaint by Kaslheins
ZGohreiber on November 14, 2006 o the Gommdssion for Public Complaints Against
thwr Royal Canadian Mount sed Police {73

11G, Complaint, appears 16 be & fisie prepered on corespondencs sernt by
Kadhelrz Schtetar o Daced ber 7, 2006 to the Commiezion for F‘ubﬁc Comglaints
Against the Foyal Canadian Mounied Police {7)

1L Gopy of 3 pages from s ertersizgarioht.com

Action by BGO ECS: no reply, Just coples of letters referring to K8 sngolng
" legal case

T3 Wharch 29, Y007 from Karlholne Behreibar 1o the Right Honourable Stephen
Harpor .

oo oot S - e
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TWo page Cover letier with thiee enciosure

124, Leltsr doted January 28, 2007 Karlielnz Bahireiber 10 the Bight Honourable
Brian butroney (5 peges)

P 428, Copy of Movember 17, 1987 articls by HBobert Fife. Toronts Sun
12C, Topy of 3 pages frot RCME web 508 {www.crmip-pre.ge.ba)

Aclion by PCO ECS: po reply nocessary, as the bulk of this correspondence is

a latter to Mulrorey,and matler tislore tha courts

ATIP Comment; |
what happened to
tha letter of April

£33 April 19, 2007 from Kartheinz Schreiber 10 the Right Honcurable Stephen

: Harpar < Two page etler wilh 17 endoaufes

134, Latter dated Aprdl 8, 2007 Fom Karthelog Schreibar to the Right Honouralie
Stephan Joseph Harper {ihls later was rot feceived separafaly by PCO Executive
Corrasponcence Sarvices- i was oy receivad ag an anclosure fo the Apell 10,
2007 lefter 1o the Primea Minister, and theradore not regigterad gopataigly)

138, Leller daled Agril 3, 2007 froen Rober W. Hladun, G, Hiadum and Compary,
Barristers and Solicitors, Edmanton, to the Horgureble Robert Dougies Nicholso,
Minister of Justice aind Allomay Oenersl of Canads

13, Coples of 4 pages fram smoe slobesndimadf com

1 130. Copies of prasy cippings frism Globe and Wil

13E, Latter dated Apsil 10, 2007 from Karthainz Schreibas to 1he Right Hon. Brian
- pulroney {1 page) with tha inllowing soclosures

- 13F. T poges from soww.chie on; § page from yeweanpdcom

1265 Leter dated March 16, 1593 from Karheinz Schireiber to the Right Honourabls
Brian Mulroney;

13H. [Hegrame of miliary soguipmernt;
131, Copy of articls from International Defanse Review, 1853
144, Page fram web sife. JRL oot clear

18%, Letier dated March 37, 19583 feom Kailhaing Bchreiher tg Hon Kim Campbeh,
Tinisier of Wational Defenca:

130, One page picture af military equipment; -

134, Ore page news slippiog: eler dated:

: S Bieticonrs B o — i RO
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TRH. Lofter dated Octobar 18, 1890 from Kanhsinz Sehreiber (o Horourabie B
#ocKaight, Minisiar of Mational Delames;

130, Lefier dated Saptember 25, 1990 from Karihainz Schralber to Rabert Eavder,

Erepuity Winister of Deparment of NaSonal Dafenoe;

130, Lettar dated August 1, 1885 from Paul Helnbecker, Canadian Ambagsadar,
Embassy of Cenada in Germany 1 Barnheinz Schrgibar;

134, Dine pags news clipping.

Action by PGD ECE: no reply, matler ba¥ore the courds

4. May 3, 2007 from Karlheink Schreiber (o the Righl Honourable Stephen
Harper

Arction takan by PCO ECS: fetter aent o PMO

15. Sept. ¥6, 2007 from Karlhainz Schreiber (o the Right Henourable Stephen

Harper

Action taken By PLCOQ ECS: feltor sent 1o PG
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MEMORANDUM FOR ISABELLE

HANDLING OF CORRESPONDENCE BY
EXECUTIVE CORRESPONDENCE SERVICES OF PCO

{Information Only)

SUMMARY

¢ The purpose of thig note is to provide general information on how
correspondence addrassed lo the Prime Minister is handled by
PCO Executive Comrespondence Services (ECS)

* Az well, information Is provided on fow the letters from Kariheainz
Schreiber to the Prime Minister were handled from June 2006 o

September 2007,

Background

+ PCO's dedicates 35 FTEs in Executive Correspondentce Services
{ECS) to the management of corespondence to the Prime
Minister, A separate small unit in the Prime Minister's Office {Prime
Minister's Correspondenca) manages correspondence that is
political or personal in nature, o i cormespordence that PMC
wishes to handle itself.

» ECS manages an snormous volume of comespandence, In 2008~
07, the last full year for which statistice are gvailable, ECS handled
1,701,846 items of correspondence (including telephone calls).

« Proceduras are in place to guide the handling of correspondence
and automated systerms are used 1o manage and track the items.

+« Each year ECS editors, writers, and analysts individugily handie
and make decisions on thougands of correspondence ems. in
doing so they follow procadures and seek guidance from their
suparvisors, and exercise judgment in relation fo how procedures
will be applled on a case by case basis 1o the thousands of unigue
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items that they each handle.

Process for Poslal Mail

Securily Screening

» Postal mail addressad to the Prime Minisler is opened and
sereenad at a secure PCO ofi-site facility for dangerous contents.

s Mail then goes to the PCO mail handling facility at the Langevin
Building, for distribution to PCO Executive Correspondence
Services (ECS). It ig first handied by the ECS mallroom wheare an
initial sort takes place.

Sorting of Letters by ECS
+ Letiers are soried into the following categgrias:

Political and personal mall: detalled description below

Priority mait {mail from VIPs): detalled description below
Gensral mal {mail from the public). delailed descriplion below
Requeosts for a message from the Primea Minisier

Requests for greatings for wedding anniversaries, significant
birthdays, military retirernents, and business anniversaries

»  Write-in campaigns on specific issues {post cards, form letiers,
and patitions)

8 & & # @&

« Once the first triage (s done, letters and posicards will be stamped
with an accession number. ‘

Procedures for Handling: Political or Personal Mail
+ Personal or political mail is defined as mail that relates to;

» 1he {Prime)} Minister's constituency business and role as
a Member of Parilament;

+ party political matters (such as leadership, party
organization, caucus affairs, and polifical appointments);

» tha private life and personal interests of the Prime
Ministar; _ .

s pomments regarding statements by the Prime Minister,
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s comments on the parformance of the Prime Minister or
members of his Cabinet.

s In addition, PM Comespondence in the Prime Minister's Offics
{PMLC) may wish to single out particular issues for handling by their
unit, either because the PM knows the individual, 1he issue |8 one
with which he wishes 1o be identified, or the izsue is of particular
cancern la the Prime Minister or his staff. In thase cases, the
matter will be flagged by PMC and dealt wilh by the respective
Managers of ECS and PMUC. As before, neither the original letters
nor coples will be kept by the ECS.

» From time to time, ECS sands correspondence to PML o give
them the opporiunity to determing if they wish to handle
currespondence on a subject where no specific instructions have
been received by ECS from PMC. This is done by contacting PMCG
by telephone or e-mail, or by transfering the correspondence file to
therr.

« Persoral or political mail is given an accession number by the ECS
maliroom and forwarded to the analysts for profiling and scanning,
The: vriginals are forwarded to Prime Minister's Comespondence In
the Prime Minister's Office. No copies are kepi by ECS and the
permissions for viewing the scanned lelter are switched by PMC to
“PMC eyes only”, Moreover, no keywords are entered in the
systam,

s [nvitations are also scanned into the system and coordinates are
entered. The orginals go 1o PMO, If the decision of PMO iz to
decline the invitation, PMO will return the invitation with Instructions
to decline and a standard decline text will be sent out by the ECS,

Procedures for Handling: Priority Mail

« Letters from prominent individuals such as Heads of State,
Premiers and Ministers will be treated as priority mail and may
recaive a reply signed by the Prime Minister. In such cases, thess
letters ara first Identified in the mailreom then brought o the
Mailroom and Production Unit Supervisor, who prepares a paper
routing form {called a “T-form™ — see example aitached). This
contains the name of the correspondent, the accession number,
the date of the letter and the date recsived, as well as boxes for
check-off for action as well as for information coples.
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4.

Priority mail is forwarded 1o the English or French Editor for routing.
The Editor will first decide whether i truly is pricrity mall or shouid
be downgraded to genaral or “urgent general” (trealed as general
mail, but with a shorter reply deadling). The Editor will tick off the
boxes for action or information and assign a distribution list.

Letters from Heads of State and Governmuent, Premiers and
Cabinet Ministers are normally assigned to the Office of tha Clark
of the Privy Council for consideration and/or reply. Raplies are
prepared by the appropriate PCO gecretariats, Upon signature by
tha Prime Minister, coples of replies are returned to the ECS for
seenhing in the database,

Letters from Impartant but less prominent individuals, such as
heads of non-governmaent organizations, wilt generally be handled
by the ECS, with the Editor assigning the reply to a writer according
to their respective portfolios. These will either receive a simple
acknowledgement, a letter of thanks (in the case of a gift), or
forwarded 1o the appropriate ine department. The priority letters
assigned to an ECS writer will be edited then merged by the Editor,
with ihe reply signed by the writer and the flle clozed and the lotter
malied aut by the maiiroom,

Procedures for Handling: General mail

General mall is forwarded by the ECS mailroom to the anatyst
section where a cormespondence analyst will enter the
correspondent and his contact information into the
Correspondence information Management Syetam {CIMS). The
letter is scanned inte CIMS, General mail never recelves a paper
routing form (t-form) and goes straight to the analysts for handling.

If the |atter can recelve a standard reply, then the analyst will
choose one from the standards library, The system will produce a
paper raply which is signad by the analyst supervisor, [f the
corraspondence is being forwarded for information er
consideration to another depariment, copies of the Incoming and
outgoing correspondence are e-mailed from the database to the
department. The vast majorily of mail that receives a reply is
forwarded io line depariments for information and action.

If a letter cannot be addressed via an existing standard reply {i.e., a
trying personal case, a child's letter, or & complex matier involving
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saveral departments, efc.}, it will be assigned to an ECS wilier for
raply. The writers have assigned portiolios which divide up federal
departments and agencies. Thay may choose to reply via a sem/l-
standard (a [ibrary or standard epenings and closings) or 2
customized reply.

« Not all letters receive replies, Letters that are unsigned, abusive,
concern 8 matier before the courts, cbscure, or from a prolific {very
frequent) writer are generally directed to file. A detfalled list of the
reasons for filing correspondence is attached. Geaneral mail is
directed to file by the wrier, In consullation with the analyst andfor
the Editor,

Process for Electronic Matll

+ E-mails to the Prime Minlster are sent elthar via his Web site
(pm@pm.ge.ca) or through his Parllament Hill Office, in which case
i is transfarred to the PM's e-mall account which is accessed by
ECS.

» E-mailz are first sorted by the Supervisor of the analyst sectlon and
any junk e-malls or copies are deleted, General e-malis that require
a reply may receive a standard reply from the lbrary of e-mall
standards. In cases where a standard 18 inappropriate, they are
assigned to a writer, and treated the same as general postal mail.

» Priorily &-malls are printed, given an accession number then
scannad into the databasse and treated like postal mail.

s Political and personal e-mails are transfarred electronically fo PMO
Corraspondence felder in the system, an awtomatic
acknowledgement s generaled, and then the e-mall Is
automatically deleted from the PCO e-mall system.

er to the Prime Minister,

» A tolal of fifteen (15) letters from Karheinz Schreiber ta the Prime
Minister — all with enclosures — were received and handied by
Executive Correzpondence Setvices of PCO.
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»  Eleven {11} letters (Juiy 31, 2006; August 4, 2006; August 30,
2008; Sapteamber 26, 2006; Oclober 27, 2006; November 30,
2006; December 13, 2006; January 18, 2007; January 24,
2007, March 20, 2007, April 10, 2007) were handlegd within
ECS.

« O the eleven ltems handled by ECS, nine ware direcied to file
without response, for the following reasons:

o the matiars described theraln were befora the cours in
relation to Mr. Schrelber's extradilion case and his lawsuit
against Allan Rock, and the Depariment of Justice was fully
apprised of these matiers. It is standeard ECS practice not to
reply io comespondence about active litigation, and to direct
these items to file;

o all of the ning letters were forwarding coples of between Mr.
Schreiber and other individuals -« ECS practica is not to
reply to lettars which are copies;

o Wr. Schreiber came to be considered a "prolific writer™=- it |s
ECS practice not to reply to individuals who write repeatedly
or the same subject.

» The remaining two letters of the eleven handied by ECS were
handied as follows: '
» The lefler of January 16, 2007 was acknowledged by ECS and
forwarded to Justice for information.
s Tha lefler of Novamber 30, 2006 was sent b the Clerk's Offlce
for advice andlor reply. The Clerk's Office advised that no reply
was necessary and the letter was filed.

« Four letters (June 18, 2008; August 23, 2008; May 3, 2007;
September 26, 2007) ware sent by ECS to Prime Minister's
Corresporntdence [PMC). This was to give Prime Minister's
Correspondance the opporiunity to comment on the way the
coraspandence was being handled by ECS, lo raise concarns,
or to indicate that the correspondence should be handled by
PMC. PMC did not provide ECS with any direction on how tha
carrespondence should be handled. ECS did not relain copies
of the comespondence transferred to PMC.
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Diractor

Carporate information Services
Division
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Annex One: Reasons for Directing Correspondence to File

Chscure: no main point, unclear request, paranold, rrational, incoherent,

nonsensical,

Religious: religlous opinfons, lectures on morality, evangelism; aithough a
writer should thank correspondents for prayers and good wishes
(encouraging words).

Profific: (having written 10 times or more per year) usualiy deemed so by
the writer or MPU, noted in correspondents’ addrass field. If the individual
has nat writien In slx months, the writer may wish to reply to his/her new
sormespondence (case by case basis).

Boes not address PM: letter is not addressed to PM, Including courtesy
copies forwarded to his aftertion and general clreuiation lists (cc'd).

Overtaken by events: obsolete issus, matter resclved, too late to reply.
Whriter should reply if correspondent is offering additional comments on
the issue,

liegible: unable o read signature or handwriting.

Incomplete Information: missing return addrass or full nama (after a
search for the information}.

Pravious Reply. correspondent received rephyies) on same issue
previously (within the previous six months). If the correspondent offers
new information, they may receive & "continuing interast” reply.

Inappropriate language: profane, slanderous, insulting, racist,
undignified language or ione.

Comments: comments made without any expectation of a reply,
information only, correspondent does not wandt a reply, no questions
ralsed, notes on business cards, clippings from newspapers with litlle to
gay in the accompanying letter,

Write-ins: mass-produced postcards and form letiers with no original
content from comespondent; usually caught in the mail room,

Thank you letters: no need {o reply excapt in certain circumstances, such
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as endorsement of govemment initialive, encouraging words, VIPs.

Convicts in penitentlary: provincial or federal priseners generally do not
receive replies. Reter to writer.

Legal case - Correspondents writing about a matter before the courts can
raceive the standard acknowledgement on the impossibility of intervening
in a private legal matter, or be directed to file. People who wrile mora than
anca oh their legal troubles can be filed as a maiter of course, fthere Is
no thraat to the PM.

Irreverent: corfrespondance claarly with no serious intent, such as “buy
me a motorcycle”,

AGCO0R4L
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Annesx Two: Correspondence Volumes and Stalistics

The following is & breakdown of all mail items:  postal mail,
electronic mail, petitions, and postcards. Telephone calls to the
Prime Minister are also included:;

2000-2001 - 594,027
2001-2002 - 1,105,634
2002-2003 - 1,673,941

2003-2004 - 1,216,181

2004-2005 - 1,648,074
2005-2006 - 2,116,118
2008-2007 — 1,701,846

in 2006-2007, 154,623 items of postal corespondence and
telaphone calls were handied {(excludes e-mall and wiite-ing).
Of the 154,523 items:

o

o

%)

33% were greetings requests {cetificales ssuad by
Graatings Section)

17% were phona calls to the PM handled by the ECS's
telephone enquirles officers

269% were other (coples of letters to other Ministers, junk and
promotionat mail, etc,}

25% were letiers (38,788) that were ragistered (scanned and
entarad into database), of which 81% (31,597) were repliad
by ECS; 8.3% (3,224) were deslgnated “personal and
political” and transferred o PM Correspondence,; and 10.2%
{3,967} were directed to file without a reply.

E-mail handled by ECS in 2008-2007

Total e-mails received: 1,064,465

Total replies sent by ECS: B0,482 {7.56%)

No replies (directed to file): 62,086 (5.9%)

Eiectronic write-ins/peltitions (Counted bitt not replled o) 513,811 or
(48.2%
Jursk mLil {ads usually or unreadable code): 206,222 {19.2%)
Political and persanal; 19,803 (1.86%)

Misc.: 1,460 {14%)
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Clerk of the Privy Councst aad

Grefiier du Conseil prive £
Secrtiaire du Cabmal

Secrolary o the Cabinit

CHrt i, CROCHE
¥1A 043

MEMORANDUM FOR THE PRIME MIMISTER

HANDLING OF THE LETTERS FROM
KARLHEIMZ SCHREIBER TO THE PRIME MINISTER

{Information Only}

SUMBMARY

Exscutive Correspondence Services (ECS) of PCO receivas all mailings
addressed ta the Primea Minister and, based on an established protoool,
forwards certain of the mailings o the Priime Minister's Correspondence
{PMC} Unit in the PMO.

ECS recalved sixteen letters from Kartheinz Schreiber to the Prime
Minister between June 20086 and September 2007.

Four letters (June 16, 2008; August 23, 2006; May 3, 2007; and
Saptember 26, 2007) were sent by ECS 1o PMC.

Twelve {12) letters were handled wilhin ECS {July 31, 2006,

August 4, 2006; August 30, 2008; September 26, 20046;

October 27, 2006; November 3D, 2006; December 13, 2006,
Jantary 16, 2007, January 24, 2007, March 28, 2007; April 8, 2007,
and April 10,2007,

Bachkground

L)

in 2D06-07, the Executive Correspondence Servicés (ESC) handled

1.7 miliion items of correspondence. Correspondence includes lefters,
e-mail messages, posteards and petitions, ECS recoives all mafings
addressed to the Prme Minster. In 2006-07, 130,000 iterns of postal mail
were recaived.
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+ Based on an esiahlished protocol {see Appendix A}, certain mailings are
forwarded to ihe Prime Minister's Correspondence Unit (PMG). ECS does
not retain copies of correspondence transferred o PMG.

o Kartheinz Schreiber seni sixteen letiers addressed to the Pame Minister
between June 2006 and Seplember 2007, During the whola period he
was fighting extradition proceadings against him as well as pursuing his
own lawsuit against the government. Ha launcherd a lawsult against
Mr. Mulroney in March 2007.

Wir. Schreiber inciuded with each of the sixteen leters variocus enclosures,
consisting of copies of letters to others (including the Right Honourable
Brian Mulroney, Ministers Toews, Nicholson, and Day), correspondence
hetween various peopls, documents produced in lepal proceedings,
printouts of web sltes and copias of arlicles, Mr. Schreiber's lettars did
not atways have a clear purpose other than passing on 1o the Prime
Minister various enclosures.

»  Twelva [12) letiers ware handled within ECS without being forwarded to
PRMC (July 31, 2006; August 4, 2006: August 30, 2006;
September 28, 2006 October 27, 2006: November 30, 2006,
December 13, 2008; January 16, 2007, January 24, 2007;
March 29, 2007; April 8, 2007; and Aprit 16, 2007).

Of these twelve letters, len were directed to file without respanse for &
numbar of reasons. The latlers were forwarding copies of lelters involving
othar individuals. Some lettars referred {o active litigation. Indeed, in
soma cases the material Mr, Schrelber was “aking tha libety (o send you"
was guile voluminous and somewhat incoherent. It is standard ECS
praciice not to reply 1 cormespondence about active iltigation. or
corresporcdence which fransmits copies of letters to and from other
individuals,

« The letter of November 30, 2006 was sent to the Clerkls Office. At
the time, It constituted the 8% mailing received from Mt;i Schraiber,
The Clerk's Office advised that no reply was necessafy and the
letter was fited, 4

M The remaining two Jellars were handied as foliows.
Y
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« The letter of January 16, 2007 was acknowledged by ECS and ) L/VV/)
forwarded to the Department of Justice fot Information, L "f .
Four latters (June 16, 2006; August 23, 2006: May 3, 2007; and /’ P

September 26, 2007) weare sent by ECS to PMC.
The ietier of June 18, 2008 was the first one sent 1o the Prime Ministar by
Mr. Schreiber. In i, Mr. Schreiber makes a broad allegation about the

"Liberal legacy of scandsl”.

Tha latter of August 23, 2006 was the 4" one sent by Mr. Schreiber. W '
Cantrary lo his 2" and 3" letters, which were merely passing on .
commaspondence, the August 23 letler appended what was presented as
the first of many "case reporis” to foliow in the subseguent months.

The letters of May 3, 2007 and Septernber 26, 2007 were the last letters,
until that of November 25, sent by bMr. Schreiber. The September 26 letter
has a number of annexes which =eek to suppor Mr. Schireibar's general
contention that there axists a consplracy against him haiched by the
Department of Justice and the RCMP. On September 26, Mr. Schiraiber
had already asked Minister Nicholsan to review hig extradition to Germany
while was pending before the Supreme Court his 2™ leave to appeal
application {from lhe refusal of Minister Toews to reconsider tha dacision
to extradite made by Minister Gotler). The 2™ leave application was
danied by the Supreme Court on October 4. On thatl same day,

M. Schreiber sought an injunction against Minister Nicholsor in arder to
pravent his extradition while the new reconsideration was st} pending.

- e =21

It is in the context of a flurry of court caseg desperatelysaeking 1o prevent
extradition, some 8 years after proceedings 1o extradite had commenced,
that the Seplember 26 letier was forwarded to PMC. Minister Nichoison
denied reconsideration on October 11, an appeal was immediately
taunched by Mr. Schreiber and the Ontario Court of Appeal agreed with
Mintster Nicholson o Novembar 15, With numerous court cases
ongroing, and very significant efforts made by the Minister of Justice to
complete the extradition process in the face of dilatory tactics, it would
have been inappropriale for the government o offer comments,
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» A 17" jetter from Mr. Schreiber, dated Novembar,25, 2007, has been /]‘[

received, and has been assigned to the Office of the Clerk, with an
information copy provided o PMC.

Kevin G. Lynch
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= Schreiber hired Mulroney
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WiLEIAM KAPLAN
EROM MONDAY'S GLOBE AND MAIL
NOVEMBER 10, 2603 AT 2:02 AMEDT

1t was a shocking claim. In the confines of a closed-door Toronto court hearing, one of Canada's betier-known lawyers drew a bead on one of Canada's betier-
known investigative journalists: “A major political enemy of the Right Honourable Bran Mulroney," Edward Greenspan declared, "and she's somehow in bed with

the RCMP.Y
Please see:
o Was joumalist RCMP mfurmant‘?
= "An abuse of power of the worst kind®
« 'This {5 not the way you do business in Canada'

Greenspan accused Stevie Cameron of being so out to get the former prime minister, so keen to catch him doing something wrong, that she broke a key tenet ofher
craft and enlisted as a secret inforraant to help the police expose him a5 corrupé.

Fortwo days, Greenspan castigated Cameron in his attergpt fo have 2 judge throw out the highly unusnal secret warrant that in December, 1999, had allowed the
Mounties to spend three days searching the Fort Erie, Ont,, offices of Burocopter Canada.

Greenspan's client, Germa.n-born businessmen Karlheinz Schreiber, is alleged to have shared i more thas $1-million in improper commissions ?ﬁer the ("gﬂrman-‘
based subsidiary's predecessor company sold 12 light helicopters to the Canadian Coast Guard in 1986, Also fighting to keep Schreiber from being exiradited to his
homeland to face tax-fraud charges, Greenspan wanted the warrant quashed to keep the helicopter aliegations from being made public.

T he could show the case ageainst Eurocopter was tainted becanse the ahortive, infamous Airbus investigation from which it stemmed was itself tainfed by
Cameron's achons, Schreiber might escape unscathed, And by the time Greenspan had finished bis avgument in court, Cameron's ole in the investigation had

become an issue.
But what if Mulroney had a business relationship with Schreiber after all, not while he was in office but soon after leaving it?
For years, Cameron bried to establish, in book after book and speech afier spesch, that Mulroney was, as she ahnost asserted flat out, "on the take.”

But the best she and her famous research binders - crammed with information about Mulroney-government wrongdoing, real and imagined - were able fo establish
was that some of those arommd Mulroney bad crossed the line. The same has been said of prime ministers before and since.

On Mulroney, Careron could never prove that he, personally, bad done a single improper thing. Even the information she provided to the police, which eventually
helped to spark the government's infamous 1995 letter to the Swiss that called the ex-¥M a criminal, did pot do the trick.

When Mulrovey’s ensting defamation suit was settled, the RCMP and the government acknowledged there was no evidence of any unlawful activity on his part.

Whatever had been handed over had caused him huge damage, but fallen short of criminal charges.

However, the RCMP's' investigaﬁbu info the three big projects - Ajr Canada's purchase of $1.8-billion worth of Adrbus planes, the coast gu_ard‘s $27-millicn worth
of helicopters and German-based Thyssen Industries' proposed Bearhead project to build armoured military vebicles in Cape Breton - continned long after
Mulreney settled hig suit.

"Airbus probe stili a top fils for RCMP," Robert Fife, the well-connected reporter for the Néﬁonal Post wrote on Det. 29, 2001, "Thousands of RCMP officers were
redeployed after Sept. 11, but not the seven officers and team of forensic acoountants assigned to the Airbus investigation. RCMP Cor-poral Lowise Lafrance told
the National Post yesterday the Airbus inguiry is one of the "big investigations' kept intact,”

Frank Moores was, Fifts reported, far from impressed: "The thing has been going on for almost seven years and I have ne idea whatsoever when theyll release my
accounts,” Unable to earn much of a living sincs Aithus, Moores wanted access to his money.

But as Fife reporied: "The RCMP refises to discuss details of the case or to explain why Moores's accounts remain fozen. Moores, an Ottawa lobbyist during the
Mulroney years in government, said he was completely up-front as soon as the Airbus investigation was leaked to the media in November, 1995.

“He did not resist RCMP demands to obfain his Swiss bank sccount, and contacted Revenue Canada, to settle any outstanding faxes."

This spring, however, the goveminent finally called the whole thing off,

Dated April 22, 2003, the announcement was completely siraightforward: *After an exhavstive investigation in Canada and abroad, the RCMP has concluded its
investigation into allegations of wrongdoing invelving MBB Helicopters, Thyssen and Airbus. In October, 2002, a charge of fand was brought against Evrocopter
Canada Ltd. (formerly MBB Helicopters Canada L4d.} and two German ciiizens, Kurt PHeiderer and Heinz Pluckfium.

"Fhe RCMP has now concluded that the remaining allegations cannot be substantiated and that no charges will be laid, beyoud the charge of fraud a]ready hefors
the courts. A preliminary inquiry in the Eurocopter fraud charge is scheduled o begin Sept. 8, 2003, at Ottawa.

"Today's snnouncemeit filfills a commitment made by former commissioner Phil Muray to announce the results of the Airbus investigation once the RCMP
concluded its investigation."

The case had gone on for eight years and cost untoid millions, not to mention the $2-mitlion the government had to retmburse Mulroney for expenses incurred in
his $50-million defamation suit. In the end, only Eurocopter and iwo MBB officials in Germany were ever charged with anything.

bt [y thanlaheandmail com/serviet/storv/RTGAM.20031110.weuro1 110/BNStory/S...  4/12/2009



globé:anc'im‘ail.com: Schreiber hired Mulroney . °. - RS Page 2 of 6

The Germans, Pfleiderer and Pluckthun, have declined the Canadian invitation to atiend the preliminary inquiry, An Interpol arrest warrant for the duo was issued,
bt as long as they stay in Germany the chances they'll be forced fo face charges in Canada are nil. The preliminary is not expected to end until 2005, but with no
evidence that Eurocopter's Canadian officials did anything wrong, how the Crown's case can succeed is a bit of a mystery.

Mulroney was informed first that the investigation was over — the RCMP came to see him and hand-delivered the letter from Commissioner Ginliano Zaccardelli.
Schreiber and Moores zlso got a heads up on the notification personally transmitted by the force.

The news for the three was welcome — being told that a criminal fnvestigation is over always is — but many guestions remained vnanswered. Who knew what in
government and when? Was the investigation politically motivated? And where did the all the money go? One thing Cameron did establish was that a lot of meney
was paid in commissions for various transactions including Airbus and the helicopter sale. We still do not know precisely who got it and for what, and now maybe

we naver will.

Sorae loase ends will never be tied up, but others now can, inchiding, most interesting of all, that Mulroney did enter into a comunercial relationship with Schreiber
after leaving office.

Award-winning National Post reporter Philip Mathias got the story first, nailing it down in late 2000 and early 2001 "Brizn Mulroney was paid $300,000'in cash
by German businessmen Karlheinz Schreiber, the man at the ceatre of the Airbus affeir, over an 18-month period beginning soon after Mulroney stepped down as

prims minister in 1993."

The story made it clear that the payments had nothing to do with Airbus, or any of the othet wrongdoing asserted in the 1995 letier of request. The story noted that,
at the tims the payments were made, Mulroney was re-establishing himself in the private sector and there was no reason not fo do business with Schreiber, who was
not, af the time, embroiled in the various legal proceedings and political scandals that would soan avertake him,

The Post interviewed Schreiber for the story and quoted him as saying that the business relationship between the two was "normal” and it was not up fo him "to
report on Brian Mulronsy to the Canadian public.” The story also poinged out that $300,000 was not an umisnal sum for providing legal and iobbying assistance on

big-ticket items.

Mulroney apparently dectined to comment for the story, as did his lawyers. However, Mathias did get to speak to a "Mulroney confidant" who told him that “the
former prime minister eamed the fee {n full* by performing services for Schreiber after the fee was paid. The Post was not told the neture of the work or when it
was done. Asked why Mulroney had not made this matter public soener, the confidant replied that Mulroney was fearfil of creating a false impression in the
middie of what he described as "a witch hunt over the so-called Airbus affair.”

Mathias said the amocunt involved paled in comparison with the millions Mulroney was alleged by the Canadian government and others to have taken as a payoff
for Airbus and the other transactions. Mathias also believed, but.cowld not apparently confirm, that the purpose of the retainer was fo assist in kick starting the
Bearhead vehicle project, in Cape Breton if possible o, if politics demanded i, in the cast end of Montresl.

After working on the story for months, Mathias submitted it in carly January, 2001, just weeks before his scheduled retirement. Tt went for [egal vetting, was
approved and emerged from editorial fairly edited. Muathias waited and waited and waited. Nothing happened.

He began fo ask questions and pester, He finally wrots to the propristors — af that time there were two of them: Conrad Black and the Asper family. Finally, ina
letter near the end of March; he complained. He told the owness that Mulroney received the cash beginning soon afier he left office in 1993 to retum to the private
sector and accepted the [ast payment in Pecember, 1994 — four months before Aisbus started coming to light. Why, he asked, was the story not published? It was,

he suggested, clearly newsworthy.

A few days later Mathias was summoened t0 a medting with senior editorial staff. The meeting did not go well. Why, he was asked repeatedly, was he pursuing the
story? There was, he was told, no story, Why, he was asked, had he gone over his bosses’ heads?

Discussion fhen turned to the merits of what he'd written, Mathias took the position that a story about a former prime minister accepting $300,000 in cash fiom an
infernational axims merchant was newsworthy. There was fuither discussion, a line-by-line dissection of the sfory, more observations on why it wasn'f a sfory, and

finally the meeting ended.

That night, Ken Whyte, then the editor-in-chief of the Post, called Mathias at home, He had not been at the meeting but szid the views of the editors on the story
reflected his own. If there seally were something these, it had to be pleced in context. Whyts suggesied that Mathias contact me, being the author of a hook about
the whole thing, to do that.

T was contacted and provided a comment, on the condition that it be published in its entirety. It went as follows: "I generally prefer to withhold comment untii £
have all the facts, but let me make the following observations about what you have told me. First, building a second light apmoured vehicle manufacturing facility
in Canada — as you know we already had one in London, Ontaric — was always predicated on huge infasions of federal casti — Inmdreds of millions of doflars in
either gnaranteed orders or fnfrastructure and other support. It did nof matter whether the project was to be located on Cape Breton Island or the east end of
Montreal. This fundamental fact — that hundreds of millions of taxpayer dollars was requived to fimd the initiative, made it uneconomic when Mz, Mulroney was
prime minister and none of the nnderlying econemic, political or other factors leading to the rejection of the proposal by Mulroney had changed when Mr. Chrétien
became prime minister. Given zll of this, what exactly did Schreiber think he could achieve?

"Omn this point, you tell me that Mr. Schreiber paid Mr, Mulroney to assist him in this endeavour from some time in the summner of 1993 vntit December, 1994.
While it is concetvable — but for the reasons already given, 1mlikely —- that Malroney could have helped the project if Kim Campbell was elected pritne minister,
it is inconceivable that Mr. Chrétien and his Fiberals would have been responsive to any initiative spearheaded by Mr, Mulroney and that is why, presumably, Mr.
Schreiber retained Marc Lalonde. Why, then, would Mr. Schreiber have peid Mr, Mitlrousy for anything for services afier the fall 1993 election? In other words,
how this project conld have been advanced with Mr, Malroney on the payroll after the Liberals got info power is beyond me.

"You tell ine that $300,000 was delivered to Mr. Mulroney in cash. Frankly, this is the strangest past of the story and I would Tike to know a little more about it as it
seems, L must say, improbable, I cannot imagine meney being delivered in the sense paymonts of cash connote. So what exactly is meant by cash? Invoices sent for
services delivered compensated by wire iransfers? Obviously, a lot of questions are raised by this account and uniil those questions are answered I am not sure what
to make of it. 'The first thing o do would be to ask the former prime minister for an explasation.

"Finaily, and this is the most important thing I have to say. On Ajrbus, Mulroney was presumed guilty. In fact, he was not guiliy of anything. You do nof have to
believe me about this. The CBC's fifili estaiz said so; Stevie Cameron, Mulroney's nemesis, said so. Tudge Alan Gold, who arhitrated the award of legal fees to
Mulroney, concluded that he suffered a grievous injustice, and my own study defermined that he had nothing to do with Aitbus. So whatever implications people
might wish fo draw fromn this new account, I would suggest that some caution is in order before jumping fo any conclusions,"

Mathias continued to press for publication of his story but got nowhere and evenfuaily gave up. The environment for its publication, he reflected years later, was
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Just not right. Tn fact, the atinosphere was downright hostlle, and so a newsworthy story was relegated to electronic purgatory on the Post's hard drive.

Mathias was a veteran reporier with vety good sources. He was the journalist who broke the news that the govemment of Canada had sent the Swiss a letter calling
Mulroney a eriminal, and he bad been working on different angles of the story ever since. Now he had uncoversd one of the biggest scoops of his career and,
instead of getting the fTont-page treatment the story deserved, it was suppressed and be was freated as though he bad a comimunicables disease.

A long caveer in investigative journelism ended in disgust, and The Post continued its campalgn of bemosning the so~called victinrzation of Mulroney by the
RCMP and others on the one hand, while puffing him on the other, particularly when doing so cast the current Prisne Minister in a less positive light.

All the while there was time bomb waiting to go off. The story could not die,

A public-relations catastrophe for Mulroney had been averfed, but the respite was only temporary. I bad learned of the payments, and T wanted an explanation. Tf 21l
this wets true, may book cleasly required a sequel.

Asking for Mulroney"s side of the story was the first stop. Eventually he cxplamed that Schreiber had peid him the meney — though he disputes the amount — for
his essistance in promoting a fresh-cooked pasta business Schreiber had started in Canada as well as his international interests.

‘When he joined Ogilvy chault, Mulroney made it clear, he agserts, to his fitiure partners that in addition to practising law, he would be a consultant.

His clienfs' names are confidential and will not, he insisted, be released without their penmission. "If" he said, emphasizing the word clients paid for his services in
cash, that would be reflected in the books of the company, all income would be declared and all taxes paid.

Had Muironey been retained to lobby for Bearhead, at the very Jeast, he would have had to register as a Tobbyist, which he did not, and there might have been
confliet-of-interest issues, given that he had so recently been prime minister, and hadn't stepped down as a siting MP until ths Oct, 25 election.

So it seews Mathias got that part of the story wrong. According to longtime Mulreney spokesperson Luc Lavoie, the money was paid “to assist Schreiber with his
pasta business and to arrange a number of infroductions and meefings with international business executives.”

Mulroney, Lavois added, never lobbied for Schreiher and o never had to register as a lobbyist, "All income was declared and all faxes paid.”

It was sirafghtforward from the get-go, Lavole insisted. "The truth is," he said in an interview, "Mudroney never bad anything to do with Airbus, he had nothing to
do with MBB and he had nothing improper to do with Beathead, Being hired as an infernational adviser after be Ioft office was entirely consistent with the practice

he was setting ont to establish.”
Fair encugh. For alt intents and purposes, Schrefber was a well-cannected businessman with inferesting projects and plans, and Mulroney could help.

But why was Muironey never asked any questions about ali this back in 1996, when he was examined by government Jawyers in Montreal as part of his libel suit?
How did they all miss such an cbvious line of inquiry?

The examination on discavery, as it is known fn Queber, began on Aprit 17, 1996, and took about a day and a half. Mulroney was asked, and answered, a lot of
questions ebout Schreiber and his involvement with Schreiber's éfforts on behalf of Thyssen to build the Tight armoured vehicles in Cape Breton,

Obviously, any Canadian prime minister would be interested in bringing manufacturing jobs to an area with one of the country’s highest unemployment rafes.
Mulroney was repeatedly asked about it and repeatedly made the poiut that 1t was his government that decided not to go ahead with the project. A number of
nnderlying political and economic assumplions just didn't make sense.

Mulroney observed that Schreiber was indefatipable. No matter how many times he was tumed down, ke would come back with a different twist or spin inorder to
attract the goverriment's interest, For example, when Ottawa said no fo light amooured vehicles, he propesed building "peacekeeping vehicles" for use by Canadian
troops and others on United Nations missions. But Canada already had the facility in Lendon, Ont., for building this kind of vehicle, and there was no way
Mulroney's government was going to spend the $160-million or so required to help laumch a second one.

Examinations on discovery provide each side in a legal action wifh fairly wide scape to ask the other side questions in order to prepare for the forthcoming trial,
This one provided the government lawyers with az oppertunity to put Mulroney's relationship with Schrsiber under a microscope. But not ence in the undreds of
questions put to the former prime minisfer, was he ever asked peint-hlank whether he had taken money from Schreiber. ,

The ceniral claim made against him in ths 1995 letter fo the Swiss was that he'd been paid off. Had Mulroney been asked whether he'd taken a bribe, he obvicusly
would have denied it. And there is no evidence that he had. Asking him whether he'd dong business with Schreiber was a faisly logical place to start, along with a
detailed inspection of every call, every leiter, every visit— everything fo do with anything that involved the two men.

‘Yet Multoney was never asked exactly how many times they had met, in what circumstances and where, The questions refated to Bearhead almost sxclusively and
largely focused on Mudroney's activities while in office. He was asked very little about their relationship after he stopped being PM.

But the topic wasn't avoided completely.

Question: "Did you maintain contact with Schreiber affer you ceased heing prime minister?"

Answer: "Well, from time to tHime, not very often, When he was going through Montreal, he would give me a call. We would have a cup of coffes, I think, once or
twice. And he told me that he continued to work on his project, that he was pushing a new government, And he told me that the idea of the project at that point was
the same project, but the desirability at the time was to work with the provincial Government of Quebge and the federa government, the new federal government,

to establish this new project in the ¢ast end of Montreal, whete the jobs were badly reguired. And he told me that he had hired Mearc Lalonde to represent s
interests before the new Liberal government."

"] wasz't really surprised because the word in Ottawa is that Schreiber and Lalonde had had a lonig relatiopship in the past. And so be also expressed dismay with
me that my government had not agreed or eould not include the contract that he liked.

"So, he said that he had hired Lalonds, and he hoped this would give tise to an agreement,”
Question: "When he passes through Montreal and visits you, is it at your office or at your home?"

Aunswer: "Weil, he doesn't pass throngh Montreal and visit me. He comes when he's on his way to Monireal, He called me and asked me, and I say perhaps once or
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twice, if I could come to a cup, have a cup of coffee with kim at a hotel. 1 think I had one in the Queen Elizabeth Hotel with him."

Question: "Oh. So it'sathis....."

Answer: " had one in the _..%

Question: "Yeah"

Angwer: "..... in the coifee bar of the Queen Elizabeth Hotel."

Mrlroney also was asked a number of times about his conversations with Schreiber afier Schreiber informed him of the existencs of the 1995 leiter to Swiss
authorities.

Question: "And the Canadian government alleges that very substantial sums were paid fo Scbreiber by Airbus Industries, and you didn't discuss with Schreiber
whether it was true or not?"

Answer: "The docurnent said, among other things, fhis: ‘This investigation is of serious concem fo the Goverament of Canada, as it involves crimipal activity on the
part of a former prime minister.' This is not an allegation, this is a statement of fact where the Govemniment of Canada is judge, jury and executioner.

"And what preoccupied me -— fnasmuch as I had never heard of the Airbus matter in my lifs — what preoceupied me were the extracrdinary falsehoods and
injustices as they involve me. And I wondered with my faumnily and friends, quite frankly, how in the name of God ceuld this comne about? How can something lilge

this actoally take place.

*And the fact that Mr. Schreiber may or inay not have had any business dealings wes not my principal ..... ity principal preoccupation. I had never had any dealings

with T, "
“;“ "I had never had any dealings with him."

This was not guite correct. He had never had any dealings with him on Airbus. He had never had any dealings with him on the helicopter purchase. He had some
prime ministerial dealings with kim on Beathead — he turned down the project apd a request for federal monsy. But he had dealings with him while in office and

since.

Later in the trapscript, this exchange oceurred: Question: "Perhaps I misunderstood. When you falked abonf having coffee with Schreiber at the Queen Elizabeth, it
was In the period subsequent to November, 19957"

Answer: *No, no, it was after I left office in 1993, and fhat's when he told me, as Iindicated to you, that .... he was dismayed that my goverament had not allowed

him to proceed with his desire to build this Thyssen project.
Ry

"And that's when he told e that he had hired Mare Lalordde o represent him because he figured that Lalonde could prevail upon Chrétien snd the government fo
have this done in the east end of Monfreal. Which, by the way, had they been able to do if ..., I thought it was a good project, and so T woulda't have been critical of

anything,
"He told me he bad hired Lalonde to do that; ke told me he was contemplsting legal action against iy government; that [hé] had hired a prominent law firm in

Ottawa, — I think Yan Scott's law firm, very distinguished lawyer — to take action against ..... the bureaucrats in my govemnment who, he alleged, had frustrated the
fact that he was never able to get a deal fhrough. This deal ..... that was the kind of conversation we had.

"He expressed the hope that Lalonde would be snceessful in persuading the new Liberal govomment to agree to conditions that would enable him to proceed with
the project, That was it."

"That was it,"

And yet Mulroney had by then accepted 2 retainer of soms kind from Schreiber, The questions to him were badly framed — and very carefully answered .

An explanation has been offered shout why Mulrousy was not more forthcoming, given bis commercial relationship with Schreiber, Barlier, he had offered o come
to Ottawa and to make a complete financial disclosure — income-tax retums, business records, everything — to govesnment and RCMP officials. He was turned
down flat. His envoy was advised: We are just beginning our investigation.

Since then, the lawsuit bad commenced and many months had passed. Mulrorey was now facing at least nine government lawyess and he had no infention of doing
their job. He had promised to respond to questions truthfully but did not voluntesr any information.

Context is, of course, everything. So too, as Bill Clinton showed the world when he tied to explain what bappened with Monica Lewinsky, are niaaning and
interpretation. But Mulroney did have ample opporfuuify to come clean about his professional relationship with Schreiber,

Instead, he helped fo create the impression that he carefully considered Schreiber's business proposal when he was prime minister — but rejected it afler
determining it wasn't in the best interest of the Canadian people — and subsequently maintained, at best, a cordiai and infrequent acqnaintance with Schreiber after
he left office. Was it perjury? No, Had he misled the Canadian psople? Probably yes. Should he have seized fhe opportunify to set out the entire story? Absolutely.

There were, Luc Lavoie poinfs out, "nine lawyers sitting there on fhe govermment side and not one of them ever asked Mulroney whether he got money fiom
Schreiber." ’

And what if they'd done s0? "If they had," Mulroney told me recently, *I would have answered the question.” But not according to Lavoie: "They would have been
told that the relationship was privileged."

~ The govermient lawyers, Mulroney connsel Jacques Jeansonne explains, had no entiflement to ask Mulroney any questions about this payment, and Jeansonne has
a technical explanation about the operation of the rules of civil procedure in Quebec and how those niles, properly applied to this case would have, if a question bad
been asked, been interpreted to disentitle the govemment lawyers to an answer.

But a technical defence, even a successful one, would have harmed Milroney in the court of public opinion, The lawyers examining him may have biown it badly,

but didn't he have an obligation, a special obligation as a former prime minister, to make it perfectly clear that he and Schreiber had a commerciat relationship? Tt
was, after all, by all accounts a proper comunercial relationship. In a recent Interview, Schreiber confimmed that he refained Mulroney's services “for totally legal
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"~ Teasous after he left office.”

You have to admire Mulroney's bravado: suing the government for $50-1million to refiste a claim that he had been bribed by Schreiber when the two had done
business together. Balls of steel. Had the government lawyers leamned about it, they nright never have settled, It was a very close call,

What is also very surprising about it ajl — and arguably telling of their legitimacy and Mulroney's innocence — is fhat Mulronay did not just deny the payments,
Doing sa, presumably, would have been the easiest course, as fhete were, by all acoounts, no witnesses to the exchanges. Malroney did admit them because the

payments were gbovs board,

Not that Mulroney doesn't have regrets: "If you accumulated all the sorrow over all my life, it docs not compare to the agony and anguish I have gone through since
I'met Schreiber." he says. "I should neves have heen introduced to him because the peaple who introduced me fo hirn didn't know him."

Today, at 64, Mulroney looks older and mors tired than he should. Clearly he is weary af it all. Having his lawyers at the lengthy secret trial cost him hundreds of
thousands of dollars, but at least it was money well spent.

Because, finally, the tial gave him the sustenance for his hrinch that Cameéron, his lang-standing exitic, was at least partly responsible for the criminal investigation
that could have destroyed IHm. And now thanks 1o behind-closed-door proceedings and disclosure of the RCMP briefing notes, he had soms pretty compelling

eviderice,

He insists that, no matter what, everything he has done is *clean as a whistle. ..... I can also tell you that I have declared every cent that T have ever received and I
have paid all income tax on all monies owing,

"My affairs have been above board and proper, and 1 am not concerned abowt any of the Iegal implicaticns whatsoever," he says, repeatedly saymg that the RCMP
investigated thoroughly and "gave me an apology letter.” (In vedlity, the force simply announced the end ofits eriminal investigation but, again, inferpretation is
everything.) Most of all, he is adamant that the revelation of the identity of the informant not be overshadowed by any suggestion that he and Schrefber did

anything wrong.
"Anyone who says anything sbout thaf," he says, "will be in one fuck of a fight "
Postsceipt: When I fimished Presumed Guilty, my book about Mulroney aud Ajrbus, I concluded with the words “the investigation is continuing.”

Police investigations, like politicians, come and go, but history is always up for re-examination. Noj long after the criminal investigation ended, William Thorsell, a
Tormer editor of this newspaper, commnented: "But concluded the matter is not. Records of other actions now before the covrts will eventually be made pubfic, and
could contain substantialty more information about the origing of this fiasco. A great stain has been made on the administration of justice in the Aichus affair, and
hisfory demands that we know much more about how it happent

We now kuow a little bit more. A secret trial has boen exposed — disturbingly it is pof the only cass In Canada today being held behind closed doors, keeping vital
information fror the public —— and some of the Joose ends have been tied up and some vew qusstions raised. But none of us has the final word. The RCMP may
havo called it off, but as far as ¥ arn concerned, the investigation is still continuing,

QWilliqm Kaplar
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ANALYST QUICKLIST REFERENCE

— January 2272009 - ' - - -

s\LISTS\ANquicklist.wpd

Priority Mail

Create folder and profile letter

Folder owner *GROUPECU

Classification: ECU-Priority

Keyword: (per subject of letter)

Notes: any additional information

Scan incoming

Add assignments per Distribution list on T-form

NOTE: If the letter is received from an Oppesition member and includes a Constituent's
letter addressed to the Prime Minister. The MPU will add an extra accession number to the
constituent's fetier.

1. Members letter should be profiled as a priority letter, add accession number of constituent's
letter, and constitueni's name in the Notes field and you must scan: T-form separately, members
letter, constituent's letter together.

2. Constituents letter should be profiied separately as General mail, add accession number of
members letter, and members name in the Notes field, scan members letter and constituents
letter together and T-form separately and route to the appropriate writer for reply.

P.S. You must leave the priority letter and the general mail letter together in the red folder
so that the writer can answer both at the same time.

Personal and Political 1. Letters received from MP's or Senators
General and Priority Mail that mentions a constituent's name you must
Create folder and profile letter add the constituent's name and address to the
Folder owner: PMC (Group) *From ficld inWebCIMS.

Folder classification; ECU-Political

No Keyword 2. When a letter is signed by multiple

Scan incoming correspondents you are to add all
Attachment description (letter) correspondents names and address in the
Add Assignment using *PMC dist. list *From field in WebCIMS.

Put origina} in PMO/PCO mail bin in MPUJ

Important: A letter with 2 CV requesting employment with PMO should be sent to Salpie
Stepanian - classification should be ECU-Political - distribution list *PMC



Personal/Political returned for ECU reply

-PMC-adds assignmentto BECS"actionag——|-

appropriate”

PMC send original back to ECU

FCS changes classification back to
ECU-Priority

ECS chanpes Attachment classification to
ECU-Priority

ECS retwrns original to Editer for re-routing
Letter goes to analyst for updating folder
information

Analyst will: Enter Keyword

Scan T-form separately - ECU-PMO/PCO
Eyes

Add assignment per instructions on T-form

Press Office (WehCIMS)
Create folder-and profileTetter
Folder owner: *GROUPECU"
Classification: ECU-Priority

Keyword: Misc. - PMO Press Office
Additional info. in Notes field

Add assignment using *PO distribution list
Put original in PMO/PCO mail box in MPU
NOTES: *PO dist. list has an assignment to
ECS to close folder

Press Office (PM’s E-mails)
Forward the e-mail fo the Press Office
Click on “Reply™

Click on “Forward”

Click on the “Ministers” radio button
You will need to choose “Press Office”
Click on “Forward”

Click on “OK”

Appointments (*DP) (Dave Perner)
General and Priority mail

Create folder and profile letter

Folder owner: *GROUPECU
Classification: ECU-Political

NO Neotes

Keyword: Misc. - PMO-Appointments
Add assignment using *DP distribution list
DO NOT SCAN incoming correspondence
Put original in PMO/PCO mail box in MPU
MPU sends original {0 Dave Penner

MPU is responsible for CLOSING Folder

*¥%%% Senate, judicial (1.e. judges) and
Governor-in-Council appointments,
Immigration and Refugee Board, National
Parole Board, CRTC etc.... are to be sent to
Dave Penner - *DP distribution list

%% Appointments such as ambassadorial or
Cabinet (i.e. Ministers) are to be sent P&P
(see P&P procedures on page 1 of the Analyst
Quicklist).




*CONST (sent to PMC)
“(Constititency ¥inatl = Priority o General)
Create folder and profile letter

Folder owner: *GROUPECU

Classification; ECU-Priority / ECU-General
Keyword: Misc. - PMO-Constituency Office
No Notes

Scan incoming

Add assignment using *CONST distribution
list

Put original in PMO/PCO mail box in MPU
MPU is responsible for closing the folder

PM’s E-mail

E-mail addressed to a PCO Official
Forward to Annie Comtois

Deborah Campbell

Invitations in the Ottawa-Gatineau and outside the region - are to be assigned to *DC -

Invitation (DC) General

Click on the ENV. batton on the menu bar.
Create folder and profile letter

Folder owner: *GROUPECU
Classification: ECU-General

Keyword: Misc. - PMO-Invitations

Mail type: PMO-Invitations

Due date (Date of event if provided)
Notes fields: Enter all pertinent information
Scan incoming

Attachment description: INV

Add Assignment using *DC dist. list

Put criginal in PMO/PCO mail box in MPU

Invitation (DC) Priority

Click on the INV. button on the menau bar.
Create folder and profile letter

Folder owner: *GROUPECU
Classification: ECU-Priority

Mail type: PMO-Iavitations

Due date (Date of event if provided)
Keyword: Misc. - PMO-Invitations

Notes fields: Enter all pertinent information
Scan incoming

Attachment description: INV

Add Assipnment using *DC dist. list

Put original in PMO/PCO mail box in MPU




Invitation with Outgoing to file

Create folder if needed and profile letter
Folder owner: *GROUPECU
Classification: (either Priority or General)
Keyword: Misc. - PMO-Invitations

In Folder under Notes indicate (Invitation
with reply dated.....Y/M/D} and all other
pertinent information

Mail type PMO-Invitations

Due date (Date of event if provided)
Scan letter as first attachment,
Descriptor: INV

Scan the Outgoing as second attachment,
Descriptor: Outgoing

Classification: ECU-PMG/PCO Eyes
NO assignments (unless requested)

File in CIMS+

Put original in Priority file room bin in
MPU

{-Click-on-the-INV--butten-on the-menubar - —|-

Invitation with Outgoing te return to PMO

with-note-(register-and send-back)
Click on the INV. button on the menu bar.
Create folder if needed and profile letter
Folder owner: *GROUPECU

Classification: (either Priority or General)
Keyword: Misc. - PMOQ-Invitations

In Folder under Notes indicate (Invitation
with reply dated.......Y/M/D) and all other
pertinent information,

Mail type PMO-Invitations

Due date (Date of event if provided)

Scan letter as first attachment,

Descriptor; INV

Scan Outgoing as second attachment,
Descriptor: Outgoing

Classification: ECU-PMO/PCO Eyes

Add assignment: *DC dist, Jist

Put onginal in PMO/PCO mail box in MPU

Important: When invitations are returned from D. Campbell’s office with instructions to
register and send back or register and close do not scan any other document such as (little

notes, briefing notes or internal memos).

PS. Any legitimate sounding request for the PM's signature on a tie, shirt or any unusual item
should be directed to D. Campbell - Dist. List *DC also add “DC” initials in the corner of

the incoming Jetier.



\Regrets - Invitation + Special Message

Add in Notes field - Invitation decline
Prepare standard Invitation decline

:Add Distribution List: *LV-INV.

/Close assignment - DC - Action as appropriate

;Regrets - Invitation only

| Add in Notes field - Invitation decline
iEPrepare standard Invitation decline

{Add Distribution List: *LV-Standard

‘Close assignment - DC - Action as appropriate

Scan the modified T-Form and any other documents.

Scan the modified T-Form and any other documents.

— - — [~ -

‘send the original to Security.

iClassification: ECU-(General)

\Keyword: Misc. - Threats

{Under Notes add "Original sent to Security"
lMail Type: Threat/menace

'Scan incoming

‘Close Folder
File in CIMS+ ISJnder-Nc:'tes add "E-mail forwarded to
'Put original in General file room bin in eclurlty
Mail Type: Threat/menace
MPU B e | )
) T T Scan incoming
Close folder
File in CIMS+

Security Thréats ( Paper Correspondence) 'PM E-mail Threats
MPU will photocopy the correspondence and | |:Highlight message, click on the Seeurity
jcount function. The e-mail will be _
'The analyst will create folder and profile the || automatically printed and copies will be sent

photocopy. ito A, Comitois-F. Paradis-E, Doiron-L. Viau
‘Folder owner: *GROUPECU via Outlook.
: Analyst will proceed to add in WebCIMS.

Analyst will add accession ne., create folder
and profile letter.

Folder owner; *GROUPECU
Classification: ECU-(General)
Keyword: Misc, - Threats

MPU

Put original in General file room bin in

R




:Outgoing mail

= = S —
ISecret mail ?

i Create folder and profile letter
§C0rresp0ndent always Prime Minister
£F01der owner: *GROUPECU
!C]assiﬁcation: ECU-Priority

IKeyword: per subject of letter

{Notes: additional information

;Mai] Type: Outgoing mail/courrier sortant
%Recipient should be listed in the
\correspondent ficld

/Scan briefing note and letter separately
‘Descriptor: Briefing note or letter or
outgoing.

,Attachment class.: ECU-PMO/PCO Eyes
identifying it with Correspondent’s name (i.c.
Manley etc....)

Close folder

File in CIMS+ i
|Return to ECS ]

Create folder and profile letter
Folder owner; *GROUPECU
Classification: ECU-Priority
Keyword: per subject of letter
|Do not enter add. info. in the Notes field

Mail Type: Priority Mail/courrier
prioritaire

i
H
}
i

I
Scan incoming :
Descriptor: Letter-secret i
Attachment class.: ECU-PMO/PCO Eyes |
Assign per Dist, list on T-ferm :
Note: if scanning in "previous" corresp. save

Attachment with descriptor: Previous-secret ;
Put original in PMO/PCO mail box in MP_|

Direct to File (with no distribution list) |
'Create folder and profile letter

Folder owner: *GROUPECU
Classification: XCU-General or Priority
Keyword: per subject of letter

ENotes: add reason for directing to file
'Scan incoming

EClose folder

{File in CIMS+

{Put original in general/priority file room
bin in MPU |

g*ECU—DCU (Departmental Corresp. Unit)

"to use for general mail when a lefter needs
to be sent to DCU without an
acknowledgement letter.

Create folder and profile leiter

Folder owner: *GROUPECU
Classification: ECU-General

Keyword: Intergovernmental Affairs

Scan incoming

Add assignment using *ECU-DCU dist. List
iPut original in General mail bin in MPU

MPU responsible for sending to DCU
Correspondence Unit




?JLarge

[[Large non-scannable enclosures (over 10

scannable Enclosures (over 10

- pages)

%Scan letter with Enclosure form on top as one
Eattachment {describe the enclosure on the

| form).

| Scan enclosure separately

. Attachment Classification: PMO/ECU Eyes

‘pages) ;
’.Scan letter with Enclosure form on top as one!
iattachment (describe the enclosure on the
form)

iDescriptor: Letter

\Descriptor: Attachment jAttachment Classification: same as folder !

“*DF - (Priority directed to file with FYI
-assignment(s))

‘Create folder and profile letter

{Folder owner: *GROUPECU
IClassification: ECU-Priority

%Keyword: per subject of letter

i Notes: additional information

i5;Scar1 incoming and T-form together

'Add assignment dist. list *DF

%Do not close the folder

j;Put original in Priority file room bin in
'MPU

*DF-CLR (Priority to be sent to CLR)
Create folder and profile letter
Folder owner: *GROUPECU
Classification: ECU-Priority
Keyword: per subject of letter

{Notes: additional information

:Scan incoming and T-form together

iAdd assignment dist. list *DF-CLR

1 Do not close the folder

| Put original in PMO/PCO box in MPU

1 -
ECS is responsible for closing the folder




;Special message from MP's and all elected officials:

'Click on the Sp.M. button on the Enter Reply Information menu bar.

iCreate folder and profile letter

%Folder owner: *GROUPECU

| Classification: ECU-Priority

EKeyword: Mise. - Special message request

ENotes: Add details of event or anniversary

EScan incoming with descriptor - SM

{Add assignment - Per Distribution List on T-Form

Due date: according to the SM writer’s instructions
For all assignments, in the Requested Activity field indicate:
- MP or MPP

- URGENT (if deadline under two weeks)

flnvitation + Special Message Request
?C]ick on the INV. button on the Enter Reply Information meny bar
si,Cl'eﬂte folder and profile letter
IFolder owner; *GROUPECU
|Classification: ECU-PRIORITY ,
iKveywords: Misc. - PMO-Invitation + Special Message Request
Notes fields: Enter all field information as available

Scan incoming with descriptor - INV-SM
| Add Assignment: Per Distribution List on T-Form
{Due date: according to the SM writer’s instructions.

For all assignments, in the Requested Activity field indicate:
- MP or MPP







ANALYSTS STANDARDS PICK LIST

January 26, 2009

NOTE: where a distribution list is used as well as an added assignment to another minister, for
assignment to specific minister use Action code: Action as Appropriate and sequence number 99
{example: *ENV,+ assign’! fo J_Baird)}

Abortion_1.E03

*LV-JUS

Abortion issues
(Minister cc'd)

JUS {Nicholson)

Broadcasting Corporation
{CBC) namely funding issues
and CBC role In informing
Canadians and providing a
sense of national unity.
{Minister cc'd)

Abortion_2.E02 *LY-JUS Abortion issues. JUS (Nicholson)

ACOA 1.E02 “LV-ACCA Atlantic Canada Opportunities ACOA (Ashfield)
Agency (Minister cc'd)

ACCA_2.E01 *LV-ACOA Atiantic Canada Opportunities ACOA (Ashfield)
Agency

AGRI_1.E02 *LV-AGR Agriculture and Agri-Food AGR (Ritz)
issues (Minister cc'd)

AGRI_2.E01 LV-AGR Agriculture and Agri-Food AGR (Ritz)
issues.

Auctionitem_E02 *LV-Standard | Request for an auction item

Autograph.E02 *LV-Standard | Autograph (complement card)

BMD_1.E03 *LV-ND-FA To be used when ND {(Mackay)
correspondent mentions missile | FA (Cannon)
defence. (Minister cc’d)

BMD 2.E03 *LV-ND-FA To be used when ND {Mackay)
correspondent mentions missile | FA (Cannon)
defence.

CAN_HUMAN_RIGHTS *LV-JUS Corresp. mentions the Can. JUS {Nicholson)

_COMM_1.E01 Human Rights Comm.,

Macleans magazine. (Minister

cc’d)
CAN_HUMAN_RIGHTS FLV-JUs Corresp. mentions the Can. JUS (Nicholson)
_COMM_2.E01 Human Rights Comm.,

Macleans magazine.
CBC_1.E02 "L V-CH Issues regarding the Canadian | CH (Moore)




CBC_2.E01

*LV-CH

Issues regarding the Canadian
Broadcasting Corporation
{CBC) namely funding issues
and CBC role in informing
Canadians and providing a
sense of national unity.

CH (Moore)

CDNHER_1.E02

*LV-CH

In response to corresp.
regarding issues falling within
the portfolio of Canadian
Heritage. (Minister cc’d)

CH (Moore)

CDNHER_2.E01

*LV-CH

In response to corresp. under

the Canadian Heritage portfolio.

CH (Moore)

CF 1.E04

*LV-ND

Correspondence regarding
Canada's military. (Minister
cc'd)

ND (Mackay)

CF_2.E03

*LV-ND

Correspondence dealing with
the Canadian military.

ND (Mackay)

CIC_1.E02

LV-CIC

Citizenship and Immigration
issues. (Minister cc’d)

CIC (Kenney)

CIC_2.£04

*LV-CIC

Citizenship and Immigration
issues.

CIC (Kenney)

CICDecline_2.E03

"LV-CIC

PM's involvement in
immigration matters.

CIC (Kenney)

CICPolicy 2.E03

*LV-CIC

Immigration policies.

CiC (Kenney)

CIDA_1.E02

*LV-INCO

To use when correspondent
mentions [nternational
Cooperation issues. (Minister
cc’d)

INCO (Cda)

CIDA_2.E01

LV-INCO

To use when correspondent
mentions International
Cooperation issues,

INGO (Oda)

Clearcut_1.E03

*LV-NR

Canada temperate Rainforest
clearcutting in Canada.
{Minister cc'd)

NR (Raitt)

Clearcut_2.£02

*LV-NR

Canada temperate Rainforest
clearcutting in Canada.

NR (Raitt)

CONGRATS_HARPER.
Fo1

Assigner au
rédacteur
(frangais)

Réponse aux lettres de
felicitations regues par le PM
suite & son élection.

CONGRATS_HARPER.
E01

*LV-Standard

To be used for corresp.
congratulating the Prime
Minister on his election victory.

CPPBenefits_1.E02

*LV-HRSD

Canada Pension Plan cases.
(Minister cc’d)

HRSD (Finley)




COPYRIGHT_2.E01

*LV-IC-CH

To be used for corresp. from
Canadians writing about the
proposed changes to copyright
legisiation, corresp. may atso
refer to Bill C-61, to be used
when neither Minister has been
copied)

1C (Clement)
CH {Moore}

CPPBenefits_ 2 E03

"LV-HRSD

Canada Pension Pian cases.

HRSD {Finley)

CPPDisability _1.E04

*LV-HRSD

Canada Pensien Plan disability
cases. (Minister cc’d)

HRSD (Finley)

CPPDisability 2.E03

*LV-HRSD

Canada Pension Plan disability
cases.

HRSD (Fintey)

DECLINE Meeting.E01

*LV-Standard

To be used when declining a
request for a meeting with the
Prime Minister

DECLINE_Meeting.FO1

Assigner au
rédacteur
{frangais)

Réponsge négative a une
demande de rencontre avec le
Premier ministre.

DEM_REFORM_t.E02

*LV-DEMREF

To use in reply to corresp.
regarding democratic reform,
reform of the senate, slectoral
reform and proportional
representation. {Minister cc'd)

LGHC-DEMREF
(Hill)
{Fletcher)

DIAND_1.E01

*LV-INAC

Use to reply to Indian Affairs
issues (Minister cc'd)

INAC (Strahl)

DIAND_2.E03

*LV-INAC

Native issues including the
Indian Act, land claims, Métis
and non-status indians

INAC (Strahl)

Education_2.E0Q3

*LV-HRSD

Post-secondary education
funding.

HRSD (Solberg)

El_Benefits_1.E02

*LV-HRSD

To use in reply to corresp.
regarding Employment
insurance policy and personal
cases. {(Minister cc'd)

HRSD (Finley}

Ei_Benefits_2.E01

*LV-HRSD

To use in reply to corresp.
regarding Employment
Insurance policy and personat
cases,

HRSD (Finley)

Enclosure.EGS

*LV_Standard

Endlosure (selected by writer)
in lieu of reply.

Enclreply E02

L

*LV-Standard

Requests for
information/materials and items
an "enclosure table”.




Endspecies_1.E03 “LV-ENV Protection of endangered ENV (Prentice}
species and their habitat.
(Minister cc'd}
Endspecies_2.E02 LV-ENV Protection of endangered ENV (Prentice)
species and their habitat.
Environment_1.E02 LV-ENV Environment general (Minister | ENV (Prentice)
cc'd)
Environment_2.E02 *LV-ENV Environment general. ENV (Prentice)
Euthanasia_1.E03 LV-JUS Euthanasia, physician assisted | JUS (Nicholson)
suicide, mercy kiling
{Minister cc'd}
Euthanasia_2 E02 LV-JUS Euthanasia, physician assisted | JUS (Nicholson)
suicide, mercy killing.
FINANCE_1.E02 *LV-FIN Finance issues general. FIN (Flaherty)
(Minister cc'd)
FINANCE_2.E02 *LV-FIN Finance issues general. FIN (Ftaherty)
FISH_1.E01 *LV-DFO Use to reply to Fisheries and DFO {Shea)
Oceans issues (Minister cc'd)
FISH_2.E03 *LV-DFO Fisheries issues. DFO (Shea)
Fonctpubem.F01 Assigner au Correspondant demandant un
rédacteur emploi dans la fonction
{frangais) publique ou Gouvernement
fédéral
FONDS_2.FO1 Assigner au Corresp. relative & l'octroi d'un Leader (Hill)
rédacteur fonds discrétionnaire pour
(frangais) chacun des deputés fédéraux
ForAff _1.E02 *LV-FA Foreign Affairs issues. FA (Cannon)
{Minister cc’d)
ForAff_2.E02 *LV-FA Foreign Affairs issues. FA (Cannon)
GAS PRICES ED2 *LV-Standard | To reply to letters in which
corresp. make general
complaints about the retail price
of gasoline, including
accusations of "gouging”.
GAS_PRICES.F02 Assigner au Pour répondre aux corresp. qui
rédacteur manifestent leur désaccord au
{francais) sujet du prix de I'essence en
général, ce qui inclut également
les accusations générales de
fixation du prix.
Genack E02 ‘LV-Standard | General acknowiedgement. (If

in doubt, refer to writer)




GMFOODS_2.E02

*LV-HG +
assign to Ritz

To use for correspondence on
GMO’s or genetically modified
foods.

HC {Aglukka)
AGR (Ritz)

HEALTH_1.E02

*LV-HC

For correspondence on Health
issues. {Minister cc'd)

HC {Aglukkaq}

HEALTH_2.EO1

*LV-HC

For correspondence on Health
issues.

HC {Aglukkaq)

HOUSING_1.E02

*LV-HRSD

Housing issues. (Minister cc'd)

HRSD (Finley}

HOUSING_2.E01

*LV-HRSD

Housing issues.

HRSD (Finley)

HRSD_1.E01

*LV-HRSD

General comments or specific
cases within the portfolio of the
Depariment of Human
Resources and Social
Development, including fifelong
learning and student loans.
{Minister cc'd)

HRSD (Finley)

HRSD_2.E01

*LV-HRSD

General comments or specific
cases within the portfolio of the
Department of Human
Resources and Sccial
Development, including lifeleng
learning and student loans.

HRSD (Finley)

(GA 1.E02

*LV-IGA

Intergovernmental Affairs
{Minister cc’d)

IGA (Verner)

iIGA_2.E01

*LV-IGA

Intergovernmental Affairs

IGA (Verner)

indCan_2.E02

'LV-IC

Industry Canada general,

IC {Clement)

Infrastructure_1.E01

*LV-INFRA

For correspendence on
infrastructure issues (Minister
cc'd)

INFRA (Baird)

infrastructure_2.E01

*LV-INFRA

For correspondence on
infrastructure issues

INFRA (Baird)

INTTRADE_1.E01

YLV-IT

International Trade issues
{Minister cc'd)

IT (Day)

INTRADE_2.E02

LV-IT

International Trade issues

IT {Day)

Inv_Auc_Decline. EO1

*LV-Standard

Invitation declines where an
auction itern has been
requested.

inv_Auc_Decline.FO1

Assigner au
rédacteur
{frangais)

Réponse négative a une
invitation et envoei d'un article
pour un encan.

Invitation_B_Decline E01

*LV-Standard

To be used for belated invit.
dectines.




Invitation _B_ Decline.FO1

Assigner au

Utitiser pour répondre & une

rédacteur invitation dont la date est
{frangais) passée.
Invitation_Decline.EE01 *LV-Standard | Invitation declined by PMO
invitation_Decline.F01 Assigner au Invitation refusée par le Cabinet
rédacleur du Premier ministre
(frangais)
tnv_SM_Decline EO1 *LV-INV. Invitation declines where a
special message request has
been made.
inv_SM_Decline.FO1 Assigner au Réponse négative & une
rédacteur invitation et demande de
(frangais) message.

Jeunegrp.FO1

Enfants - groupes

Jeunemoins12.FO1

Enfant - jeune

Jeunenv.FO2

Enfants - préoccupations
environementales

Jeunetab,FO1

Enfants - tabac

JobPubServ.E0S

*LV-Standard

Correspondent seeks work in
the Federal Public Service

Justice 1.E02 *LV-JUS Justice issues/enquiries JUS (Nicholson)
Supreme Court. {Minister ec’d)

Justice 2.E03 “LV-JUS Justice issues/enquiries JUS Nicholson)
Supreme Court.

LABOUR_1.E02 *LV-LAB Labour issues. LAB (Ambrose}
{Minister cc'd)

LABOUR_2.£02 *LV-LAB Labour issues, LAB (Ambrose)

Largeflag.EQ1 *LVv-Standard | Request for large Canadian

flag.

Lubicon_1,E03 *LV-INAC Lubicon Cree land settlement. INAG (Strahl)
{Minister cc'd)

Lubicon_2.EQ2 "LV-INAC Lubicon Cree land settlement. INAC (Strahi)

Marine_1.E03 *LV-DFOC Marine mammal capture policy. | DFO {Shea)
(Minister cc'd)

Marine 2.E02 *LV-DFO Marine mammal capture policy. | DFC (Shea)

Mideast_1.E04 *L.V-Standard Conﬂict in the Middle East, No CC

particularly Palestinians and
Israelis.




MULTI_ISSUE.FO2 Assigner au Toute correspondance sur 2 ou
rédacteur plusietrs sujets
(francais)
MULTI_ISSUE.EQ2 *LV-Standard | For correspondence with more
than two issues.
NATRES_1.E01 'LV-NR To use to reply (o Natural NR (Raitt)
Resources issues {(Minister
cc’d)
NATRES_2.EO1 LV-NR Forestry, Energy Mines. NR (Raitt)
NoNukes_1.E02 *LV-FA Abolition of nuclear weapons. FA (Canron}
(Minister cc'd}
NoNukes 2.E02 *LV-FA Abolition of nuclear weapons. FA {Cannon)
OASBenefits_1.E02 *LV-HRSD Old Age Security cases. HRSD (Finley)
(Minister cc'd)
OASBenefits_2.E03 *LV-HRSD Old Age Security cases. HRSD (Finley)
OMAR_KHADR_2.E01 *LV-FA To use in reply to FA (Cannon)
correspondence commenting
on the detention of Omar Khadr
at Guantanamo Bay Naval
Base in Cuba.
Pharmapat _1.E03 *LV-IC Pharmaceutical patents. IC (Clement)
(Minister cc’d)
Pharmapat_2.E02 LV-IC Pharmaceutical patents. IC (Clement}
Photo.F02 Assigner au Photo autographige
rédacteur
{frangais)
Photo.EQ7 Autographed picture request
PhotoReply.E01 *LV-Standard | Autographed picture request-
reply with pholo
PJ.F02 Pigce jointe.
PSC_2.E01 *LV-PSC Issues regarding the Public PSC (Barados)

Service Commission of
Canada. N.B. This standard
isnottobeusedas a
response to corresp. who are
seeking employment within
Canada's public service.




PublicSafety 1.E02 *LV-PS Public Safely issues including PS (Van Loan)
emergency management,
national security, law
enforcement, corrections,
RCMP, CSIS and the Canada
Border Services Agency.
(Minister cc'd)
PublicSafety 2.E02 *LV-PS Public Safety issues including PS (Van Loan)
emergency management,
national security, law
enforcement, corrections,
RCMP, CSIS and the Canada
Border Services Agency.
PUBLICWORKS 1.E02 LV-PWGS To use for correspondence that | PWGS (Paradis)
mentions Public Works and
Government Services issues.
{Minister cc’d)
PUBLICWORKS_ 2.E01 LY-PWGS To use for correspondence that | PWGS (Paradis)
mentions Public Works and
Government Services issues.
REVENUE_2.E03 *LV- To use for correspondence on RC (Blackburn)
REVENUE Revenue Canada issues.
Seal_1.E04 *LV-DFO Easl Coast Seal Hunt (Minister | DFO (Shea)
cc’'d)
Seal_1.F03 Assigner au Chasse aux phogues (cc au DFO (Shea)
redacteur ministre)}
(frangais)
Seal 2.E03 *LV-DFO East Coast Seal Hunt DFO (Shea)
Seal 2.F03 Assigner au Chasse aux phoques DFO (Shea)
rédacteur
{frangais)
Securitycertificates_1.E0 LV-PS + To be used if corresp. is writing | PS (Van Loan)
2 assign lo about security certificates CIC (Kenney)
Finley (CIC) issued by the Canadian
government, (Minister cc’d)
Securitycertificates_2.E0 LV-PS + To be used if corresp. is writing | PS (Van Loan}
1 assign to about security certificates CIC (Kenney)
Finley {CIC) issued by the Canadian
government
Seed_patent_1.E02 LV-T + To use for correspondence on IT (Day)
assignto seed and/or crop patenting. IC (Clement)
Prentice and (Ministers already cc’d) AGR (Ritz}

Ritz




Seed_patents_2.E01 {(LV-IT + To use for correspondence.on iT (Day)

assign to seed and/or crop patenting. iC (Clement)
Prentice and AGR (Ritz)
Ritz
Softwoodlumber_1.E05 LT To use when correspondent IT (Day)
mentions softwood lumber
dispute with the U.S. (Minister
cc'd)
SeftwoodLumber_2.E04 LV-IT To use when correspondent iT (Day)
mentions softwood lumber
dispute with the U.S.
SPORT_1.E02 *LV-SPORT To use for issues relating to Sport {Lunn)
amateur sport. (Minister cc'd)
SPORT_2.EM *LV-SPORT To use for issues relating to Sport {Lunn}
amateur sport.
SUPPORT_THE _ *LV-Standard | To use for corresp. from
TROQOPS.E02 communities across Canada
where council has passed a
resolution in support of the
Canadian Forces, corresp. may
also refer to the resolution
passed by the Town of
Petawawa, corresp. may
inciude a copy of the resolution
Sweatshop_1.E03 LV-FA + Labour condilions in the textile | FA {Cannon)
assign'tto industry, usually in Third World | LAB (Ambrose)
Blackburn countries. (Ministers cc'd)

Sweatshop_2.E02 LV-FA + Labour conditions in the textile | FA (Cannon)
assign’t to industry, usually in Third World | LAB {Ambrose)
Blackburn countries.

TB_2.E02 Lv-TB Treasury Board generali - TB (Toews)
except pay equity.

TRAINCOM_1.E01 LV-TC To use for corres. on issues TC-INFRA-COM
falling within areas of fransport, | (Baird)
infrastructure and communities
(Minister cc’d)

TRAINCOM_2.E01 LV-TC To use for corres. on issues TC-INFRA-COM
falling within areas of transport, | (Baird)
infrastructure and communities

VETAFFAIRS_2.EG2 *LV-VAC Veterans Affairs general, VAC (Thompson)

WATER_1.E0] *LV-FA For corresp. regarding the bulk | FA (Cannon)

export of water from Canada,

particularly to the United States.

{Minister cc’d)




WED_1.E01 *LV-WED Woestern Economic WED {Yelich)
Diversification (Minister cc’d)

WED_2.E01 *LV-WED Waestern Economic WED (Yelich)
Diversification.
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CISD Service Standards

1. Records, Scheduling and Disposition Services - March 2005

Services Provided

Standards

Search and retrieval of official paper files
Active and semi-active (stored on-site)

one hour

Search and retrieval of official paper files
Dormant (stored off-site)

within 48 hours

Respond to ATIP requests

within 3 business days

Respond to request for documents for legal
proceeding, Commission of Inquiry, etc. (complex
search covering wide range of dates)

within 5 business days

Respond to request for Cabinet Documents

one hour

Respond to request for disposition assistance

within 48 hours

Respond {o request for assistance with non-integrated
holdings

within 24 hours

Respond to request for creation of an official file
within an area of the responsibility of a Records and

Information Centre

within 24 hours

2. Information Management Policy, Planning and Advisory Services

Service Standards

within 2 weels of new employee

RM training and awareness visits for new
staff

attendance at orientation session
Accessing and Managing Information at

PCO

Requests for advice

within 2 days

Requests for file plans

within 3 weeks

CISD service stds.rtf



3. 1IS - Integrated Information Systems

Implementation-and-support-of-electronic-information-and-records management—. . -

systems InfoXpress and Documentum, and the correspondence tracking system
‘WebCIMS.

v

v

Business support to users

Training of new employees

Account maintenance

Implementation of new users/secretariats

Software upgrades/migration

Business process analysis and

development of requirements

v System administration

. Acknowledged within the
same working day (between
8:00AM and 5:00PM)

. 90% of problems resolve
within the same day

. Within the same week of
arrival

. For new accounts: within
two working days from the
reception of notice of arrival

. For account deletion:
within a week from the
reception of notice of
departure

. 4 months of work effort,
depending on the availability
of the clients and resources. .
. Based on negotiated project
plan.

. Based on negotiated project
plan

. Depending on the
availability of the clients and
resources.

. Based on negotiated project
plan.

. 60% of admin activities
performed within 3 working
days

CISD service stds.rif




4. Library Information Centre

Service Standards

——Criteria for inclusion:-1. Effect on client;-2. Effort to. produce;-3 -Allunits represented equally

4, Must be measurable

SERVICE

STANDARD

1. Alerting and Current Awareness:

A. periodical routing

sent out same day as issue received

B. distribution of electronic tables
of contents (TOC Alerts) and articles

i. TOC Alerts sent out on the same day the
issue/table of contents is received;

ii. photocopies of requested articles sent out within
24 hours of receipt of request if available in our
collection

iii. photocopies of requested articles sent out within
2 business days if article is not available in our
collection but is available at another local library
iv. photocopies of requested articles sent out within
10 business days if article is not available in our
collection but is available from a library outside of
Ottawa

2. Loans

A. lending items from the collection

within 24 hours, if the item is not on loan

B. obtaining items from Library of
Parliament

i. urgent items within 4 hours
ii. other items within 24 hours

C. obtaining items from other
libraries

i. within 2 business days from local libraries;
ii. other libraries, within 10 business days.

3. Orientation & Training Services

A. Orientation Session - Accessing
and Managing Information at PCO
{focusses on information resources
and services offered by Corporate
Information Services Division, Media
Centre and Access to Information and
Privacy Division)

i. Every Monday in Classroom 802, Blackburn for 2
hours
ii. by appointment for executives in their office

B. Individual or group fraining
session on specific electronic
information resources or searching
techniques '

CISD service stds.rtf

at client’s convenience




SERVICE

STANDARD

4. Purchasing and Subscription
Management

A. books and other information
resources

-within lor 2 business days if available locally;
~within 3 weeks from the rest of Canada;
-within 6 weeks from outside Canada

B. periodical and newspaper
subscriptions

i. newspapers: ordered within 2 business day for
delivery 1st day of any month; claimed daily

ii. periodicals: ordered within 3 business days;
delivery starts within 6-8 weeks; claimed monthly

C. Electronic information resources
- databases, e-news services, e-
journals

- by subscription: case by case basis

D. Memberships

- by contract: case by case basis

5. Reference and Research

A. basic information and simple
bibliographic searches

within 24 hours

B. Background information and
research

within 4 business days

6. Public Inquiries (Telephone & E-
mail)

A. Basic factual information

within 24 hours

B. Extended research

within 4 business days

7. Cataloguing & System
Maintenance

A. Cataloguing: copy & original

i. If requested by a client, within 1 business day
from date of receipt

ii. If for general collection, on a priority basis within
1 - 3 weeks of receipt (no backlog)

B. System maintenance

CISD service stds.rtf

i. Full text catalogue rebuilt with prompt installation
of regular updates usually on a quarterly basis

ii. Thesaurus maintenance: ongoing

iii. technical / troubleshooting issues: case by case
basis




SERVICE STANDARD

8. Internet/Publiservice Site
Creation- & Maintenance— - —

A. Site creation 5 days to 2 weeks - to make it accessible for the
: client to place content in it {(depending upon
complexity of the site)

B. Posting document 1 to 5 days (depending on size and format)

C. Technical problem 2 day - in collaboration with ITSD

D. Archiving sites Upon request - more in collaboration with LAC
E. Fixing broken links Y2 day

9. Intranet Maintenance

A. Section creation Y2 - 1 day

B. Urgent posting with a What’s Y2 day
New Announcement

C. Posting document with/withouta | 1 to 5 days {(depending on size and format)
What’s New Announcement

D. Technical problem Y2 day - in collaboration with ITSD
E. Reviewing the site content ongoing during the year
F. Fixing broken links V2 day

5. EXECUTIVE CORRESPONDENCE SERVICES
SERVICE STANDARDS
PRIME MINISTER’S CORRESPONDENCE
PCO Objective
Provide Canadians with good government by providing the best non-partisan advice and
support to the Prime Minister and Cabinet. '
ECU Objective
Provide a cost effective system to handle the volume of correspondence that Canadians address
to their Prime Minister.
1) OUTPUTS (Services required by clients)
Canadians
A letter or e-mail prepared by the ECU and sent in response to a letter or e-inail addressed to
the Prime Minister.
Responding to requests from Canadians and MPs for greetings celebrating significant wedding
anniversaries and birthdays.
Responding to the PM's phone calls from the public.

CISD service stds.rtf



— appropriate.policy or political reply

Responding to requests for special messages.

PMO/PCO
Routing the incoming picce of correspondence to another office in the PMO or the PCO for

Providing monthly reports summarizing views expressed in correspondence.
Managing the PM’s public e-mail account.

Reporting any threats against the PM.

Providing advice on correspondence matters.

Other government departmenis

Referring correspondence to the appropriate Minister for a substantive reply.

2) OUTCOMES (Indicators of success)

Getting the correspondent's concern to the appropriate Minister efficiently.

Providing information to PCO, PMO, other government departments and the Canadian public.
Providing correspondence support to PCO and PMO.

Services Provided Standards

. Sort Mail within 24 hours

. Register and Route Priority Mail | within 24 hours

. Reply to Priority Correspondence ' within 2 weeks

. Reply to General Correspondence within 6 weeks

. Issue Special Messages within required time
frame

. Return Phone Calls within 24 hours

. Reply to Electronic Correspondence within 24 to 48 hours

. Issue Congratulatory Messages six weeks before the
event

Note: Even though Executive Correspondence Services endeavours to meet existing service
standards, it is not always possible for it to do so. Correspondence addressed to the Prime
Minister is issue driven, and subject to extreme fluctuations in volumes and wrife-in campaigns.
In this event, mail is processed as rapidly as circumstances allow.

DEPARTMENTAL CORRESPONDENCE UNIT AND DEPUTY PRIME MINISTER’S
CORRESPONDENCE UNIT :

Together, these two sub-units presently serve the Deputy Prime Minister, the Leader and
Deputy Leaders of the Government in the House of Commons and the Minister of
Intergovernmental Affairs. Service Standards are discussed with each office and based on
ministerial requirements.

CISD service stds.rtf
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VIATE TANDLING PROCEDURES® <=7 =

June 13, 2008

E.C.U.

2. Sorting Mail

3. Personal Mail and 24 Sussex Mail

4, Determining Priority Mail

7. Priority Mail

9. Mail -~ Other than Priority

11. Christmas Cards and Gifls and Birthday cards
12, Foreign Language Lefters

4. Letters from Children

15. Prolific Letters

16. Threatening Letters

17. Write-Ins

18. Monies Received

19. Access to Information Requests

20. Ministers' Copies and Returned Mail
21. Classified Waste

22. Promotional Material

23, Inbox Procedures

Production

24, Introduction

25.  Terminology

26. How to match up the Creative

28. How to match up Standard

30.  How to match up Special Messages
31 How to Mail out Certificates

32. Production Unit Work Flow

33. Collection, Pickup and Close of Letters
File Room

35. File Room Procedures

36. Sorting and Filing

38. Create New File Jackets and New File Volume
39. Action Requests

40. Transfer Records to be destroyed




PROCEDURES FOR SORTING GENERAL & PRIORITY MAIE:
June 13, 2008 E.C.U.

When the mail bags are received, the security tag and the PMO/PCO tag is to be cut off and the proof of
X-Ray receipt must be matched fo ensure that the seven digit number matches exactly. If the tag and
receipt do not match, it may mean the bag has been tampered with, Return the tag PMO/PCO with the
bag to PCO Mailroom. All pieces of mail should be opened when you open the bag. If not, return the
letters that are not opened to 105 Langevin.

All mail received by Courier, X-press post or Registered mail will be received with the rest of the
incoming mail bag. The action slip should be removed fromn the item, the slip signed and sent back to
PCO Mailroom. If any of this mail is received without a return address, illegible information or from a
prolific, it should be entered into the MPU Log book using the control # under which it was received.
The E.C.U. will not sign for Registered Mail addressed to PMO employees, the envelopes will be sent
directly to the addressee.

The most important thing in sorting the mail received is a good pair of eyes. Every letters must be
carefully read to determine if it is addressed to the Prime Minister. If any mail is intended for another
person who works for the Prime Minister or the Privy Council Office, the appropriate room number
should be written on the envelope, stamped with a large "X/Date" and it should be placed in the internal
mail slot. If there are a number of letters for one person, an inter-office envelope can be used, leiters
should still be individually stamped and/or a note should be included that it was received at ECU. All
envelopes that appear o contain bills but are not clearly addressed should be given to the coordinator.

Periodically, we received returned mail which originated from other offices in PMO. They should be
retumed to the appropriate office. Returned mail from ECU writers is to be verified in CIMS. With a
pencil, write the accession number on the letter and put it in Michéle St-Fawrent’s box.

Any invitation received in the form of a card without a formal letter to the Prime Minister should be sent
to Debbie Campbell.

Correspondence addressed to a former Prime Minister should be given to the coordinator, The
coordinator will then forward on the mail to the appropriate designate.




" PROCEDURES FOR HANDLING PRIME MINISTER’S =
_ PERSONAL MAIL AND 24 SUSSEX MAIL __

JTune 13, 2008 E.C.U.

Conservative Party of Canada - Letters and materials{ banners, promotional items), received from the
Conservative Party (i.c. Press Releases, Memos to all Conservative Members). Also all letters addressed
to the PM with a cheque for the Conservative party are to be sent to Salpie Stepanian at 406-G,
Langevin Block., and sealed with a classified document sticker.

Letters from the Ethics Commissioner should be directed to Hilary Nicolson at 24 Sussex dr. and
sealed with a classified document sticker.

Magazines:  The Economist, Options
Business Week

Macleans
Time
Information from: C.D. Howe Institute
Rideau Club

Magazines, bills and mail addressed to the staff of 24 Sussex Dr., will be sent to Hilary Nicolson in an
inter-office envelope and sealed with a classified document sticker.

Mail for Mrs. Laureen Teskey Harper will be placed in an inter-office envelope addressed to Stacey
Gairdner at 203 Langevin Block, and sealed with a classified documents sticker.

Gifts received addressed to Prime Minister and Mrs. Harper will be sent to

24 Sussex -Hilary Nicolson, these gift will normally be sent directly from the PCO Mailroom following
security screening. (i.e. Christmas gifts from embassies, V.LP.)

e




... PROCEDURES FOR DETERMINING-PRIORITY-MAIL~
June 13, 2008 E.C.U.

Mail tends to be ¢onsidered a priority for three main reasons.

1. The person or his/her position is such that
they warrant special attention regardless
of the issue, ie - a Head of State,

2. The issue is new, explosive, controversial
or politically sensitive,

3. The person's position coupled with the issue.
ie - Robert White, head of the CLC writing
on the chanpges to Unemployment Insurance,

There are various positions, offices and institutions that tend to make the writer a priority.

. Premiers

. Heads of Government/Heads of State

- Leaders of the Opposition

. Governor General

. Federal Ministers

. All Members of Parliament *

. Canadian Senators

. U.S. Congressmen and Senators

. Provincial Ministers and Members of the Legislature

. Mayors

. Companies: (any large Corporation)
President

Chief Executive Officer

Vice President

Government Relations

Regional Managers
. Law, Accounting or Consulting Firms:

Senior Pariners ie - John MacMillan of MacMillan Binch
. Universities:

Chancellor or Provost

President

Principal

Dean or Assistant Dean

Head or Chair of a Department

ie - (Williamn C. Leggett of Queen’s University)

-4 -




. Organizations: (Federal or Provincial)
President
Chainnan
Vice President
. Religious Institutions:
Heads of Denominations in Canada or elsewhere
Chair of national church committees .
Cardinals
Archbishops, Bishops
Religious Inter-Denominational Committees
ie - Canadian Council of Churches
Canadian Council of Catholic Bishops

. also priority in french: Association francophone
Minorités de langue officielle
Monseigneur
Supérieure générale
The content should also govern the treatment of various sorts of correspondence. Below are
some examples of priority mail. Ifin doubt about a piece of correspondence bring it to the coordinator's
attention. Remember: It is better to do a t-form then to have it sit in the analyst section for a while,
1. Invitations with a formal letter addressed to the PM are always considered a priority.
2. Requests for an appointment with the Prime Minister.

3. Law suiis in which the Prime Minister is mentioned.

4. Personal mail (If there is any doubt as to whether the writer actually knows the PM, let the
coordinator review it.)

5. Mail from any Conservative Association or mail that could be considered political in nature.
6. Mail from former political VIP's.

7. Allegations of corruption or scandal.

8. Mail recommending an appointment. (Generally letters with heading)

9. Gifts from VIPs to the Prime Minister.

10. Copies of letters from one Cabinet Minister to another Cabinet Minister.




11. Copies of letters from M.P..
12. The Intemational association of fire fighters, for the death of a fire fighter.
13. Order of Canada

14. A book with autograph or dedication will be considered a priority ONLY if from a VIP
Writer,( ie. Adrienne Clarkson.if the writer is unknown process as general mail. If there is no letter or

dedication inside the book from a private citizen then count as other and save it for the annual book sale.

* Letters and copies from Members of Parliament

If a Conservative MP sends a letter addressed to the Prime Minister from a constituent, you only
put an accession number on the MP letter.

An accession number will be put on both letters from MP’s other then Conservative sending a
letter from a constituent addressed to the Prime Minister.

To check whether the MP is Conservative or not, go on Intranet; House of Commons; Members
of the House of Commons ~ Current;

Copies from MP saying that he forwarded the comrespondence to the Prime Minister will be
registered.

#% Protected letter from The Ethic Counsellor, will be sent to Erin Filliter without an
accession number.

NOTE: There are times when correspondeats who would normally be considered priority will be
downgraded because they are part of a write-in campaign i.e. cities and towns looking for funding for
infrastructure.

Letters addressed to the PM coming from Calgary Southwest are treated priority or general.




' PROCEDURES FOR HANDLING PRIORITY MAIL
June 13, 2008 E.C.U.

Priority T-Form Mail:

Priority should be verified in the system fo ensure there is no duplication, an accession number will be
stamped, placed in a red folder, a T-form will be prepared and given to the coordinator for verification
and then taken to the Editor for the routing to be decided on.

Invitations with a formal letter addressed to the PM:

*Please note that if the invitation is within 3 days of receipt at ECU. place an Urpent sticker on the
outside of the folder and write the date of the event.

Invitations from Heads of State ( Prime Minister’s, Presidents of other countries) are considered
“Priority” and should be verified in the system to ensure there is no duplication. An accession number
will be stamped, a T-form will be prepared, placed in a Red folder and given to the coordinator for
verification and then taken to the Editor for the routing to be decided on.

Invitations from leaders of large or well-krow native or metis organizations and international
bodies, Premiers, Ambassadors, ete., should be verified in the system to ensure there is no duplication
and/or previous request, an accession number will be stamped, a T-form with routing will be prepared,
placed in a Blue folder, and given to the coordinator for verification. Invitations will be taken to the
analysts section and placed in the upper level of the double decker.

If an invitation is received which also requests a "Special Message" it should be checked in the
system for duplication, given an accession number, a T-form with routing prepared placed in a Blue
folder and given to the coordinator for verification, and then placed in the ECU English Editor or French
writer’s box.

Invitation for interview on TV, radio or video are to be treated as priority, it should be checked in the
system for duplication, given an accession number, a T-form with routing prepared placed in a Blue
folder .and given to the coordinator for verification, then will be taken to the analysts section and placed
in the upper level of the double decker.

Returned Invitations with a note to either “File” or “Regrets”, that are Registered:

Place in a Blue folder and take to the analysts section and place in the Bottom part of the double decker.
PLEASE NOTE

Sometimes the invitation is returned with “Regrets (to the invitation) stating ¢o sent a niessage or
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greeting”in its place, then place in a Bluwe folder and if English place in Don’s pigeonhole, if in French,
then give to Alexandre.

Generic invitations:

Invitations received in the form of a postcard, wedding invitations, form letter... without a formal letter
addressed to the PM, put an accession number without a T-Form and place in a blue folder in Analysts
section in the upper deck of the “Invitations” tray.

When they are returned to ECU cither for “FILE” or “REGRETS” then...

REGRETS

a) If there is a phone number for an “RSVP” then place in a Blue folder and give to Claire, the
Information Officer’s supervisor, she will ask her employees to call to give regrets.

b) If there is an “RSVP” with only an email address, give to Laurie Viau for English in a blue folder,
and Alexandre for French, they will respond by email using the PM’s email.

Special Messages:

All requests for special messages(festivals, wedding or birth requests, family farms and associations) will
be sorted as priority, an accession number will be stamped and placed in an orange folder and then place
in the English Editor or French Special messages writer’s box.

. Awards from the Governor General

: Verify address - make copy for French and English and put an accession number on both copies. Then
place in the English Editor or French Special messages writer’s box.

Greeting Section:

Request for Wedding Anniversary (25" or more) and Birthday (65" or more), military retirement (20
years or more) and business anniversaries {10 years or more) will be given to Greetings section without
an accession number.

All military retirement requests for a special message will be placed in a Black folder and given to the
Greeting section without an accession number.

For a Company anniversary (i.e. Shell, Toyota, etc).requests for a special messages is to be placed in a
Purple folder and given to the Greetings section. Without an accession number.




PROCEDURES FOR HANDLING CORRESPONDENCE
OTHER THAN PRIORITY MAIL "~

June 13, 2008 E.C.U.

General Mail:

Correspondence received from ordinary Canadians on a variety of subjects. The contents are reviewed
and are then given an accession number and treated appropriately. This mail is then placed in the
Analysts mail bin.

Also mail that falls within the following categories will be handled as indicated,

Copies:

Copies of letters that have been written to someone else will be handled as followed:
(N H'the letter bas a c.c. to the PM it will be counted on the daily stats and put in classified

waste.
(2)  Ifthe piece of mail was received by registered mail it will be counted as a copy and the
registration number will be written in the blue logbook.

Forecign Language:

All letters in a foreign language will be put in the basket provided for them in the mailroom. The clerk
assigned will process them according to procedures on page 11.

Junk Mail:

Letters that are received with no name or have an illegible name and no address are classified as junk.
Junk mail will be counted on the daily stats and put in classified waste. All junk mail that is received by
registered mail will be entered in the Courier/Registered blue logbook then disposed of in the classified

waste bin.
Prolifics:

Letters from prolifics, addressed to Prime Minister, making sense and signed will be treated as general
mail. Letters that do not make sense will be placed in the Prolifics box.




Letters from prolifics received by courier, X-press post or registered mail will be entered in the
Courier/Registered logbook before being placed in the box.

Schoaols:

All individual letters from children will be counted on the daily stats and given to the correspondence
clerk handling the school letters. The exceptions are as follows:

4} letters from a whole class, with or without
an accompanying letter from the teacher, that
are received in the same envelope, These letters
will be put immediately into general mail.

(2) letters requesting information for a school
project will be put immediately into general mail.

Threatening Letters:

Any letter considered to be threatening will immediately be brought to the attention of the coordinator. If
the letter is to be sent at security, the ‘PMO Corr to Security’ stamp will be put on the original letter so
that the coordinator can autograph the letter. Two copies will be made. A sheet will be filled in with all
the cotrespondents info. The letter will be brought to security. A signature from the security officer will
be asked and the copy will be brought back to an analyst to be scanned.

Write-ins:

Postcards, form letters and petitions addressed to the Prime Minister. These are to be counted by
subjects, the total noted on one copy, the remainder will be put in classified waste. The copies with the
totals will be given to the correspondence clerk handling write-ins, Total number of write-ins counted
should be put on your daily stats.

Resume:

If it is sent by an M.P. or a Minister, sent the resume to the Director of Operations. If we receive a resume
without a letter addressed to the PM, it will be counted as other on the stats sheet and will be put in the

classified waste,

‘To whom it may concern’ letiers:

If the letter is a personal case, it will be considered as general mail. The person probably just did not
know to who to address it to.
Ex: immigration certificate
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PROCEDURES F OR HANDLING CHRISTMAS CARDS/ GIF TS
~ AND-BIRTHDAY CARDS N |

June 13, 2008 E.C.U.

Christmas cards, Easter cards addressed to the Prime Minister will be registered either general or
priority mail depending on the correspondent and only if there is a visible name and return address.

Christmas gifts from embassies are to be taken to 24 Sussex Drive by the PCO Mail room after it has
been security screened.

Birthday cards with “BEST WISHES ONLY™ are to be sent to the PM’s personal assistant, Salpie
Stepanian ,they are not to be registered in CS-CIMS. If a letter is enclosed, register and route according
to the content of the letter.

Greeting Cards and Gifts:

All cards, priority (Christmas, Birthday, Easter, etc.) and gifts to the Prime Minister will be brought to the
attention of the coordinator.

All greeting cards (other than Christmas Cards) addressed to the Prime Minister will be handled in the
following manner:

l. VIP's - Cards from family, business or political friends will be registered as
personal/political mail and routed to the PMO
Coordinator for Personal and Political Mail.

2. Invitations - Cards will be registered and routed to the appropriate Special Assistant in
PMO.
3. General - All other cards will be treated as

_general mail.
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PROCEDURES FOR HANDLING CORRESPONDENCE
IN A FOREIGN LANGUAGE

June 13, 2008 E.C.U.

All letters in a foreign language will be put in the basket provided for them in the mailroom. Letters will
be directed for translation. The original letter will be given an accession number and one copy made of
it. If the return address is not on the letter, copies are also made of the envelope.

If a letter is a priority, the letter will be faxed for complete transiation to Translation Bureau noting on
the request form the urgency of the letter.

For each letter a form Trans/Trad 04(99/04) Translation Bureau Service Request is completed as per the
attached exampie, always request a summary of the letter contents because of the cost factor. (You can
have the copy of the translation form on the S: drive)

The request number, accession number, date sent and source language are recorded in the Quattro Pro
spreadsheet on the transtation disk. The request along with the one photocopy of the letter should be
directed to:

Multilingual Translation Bureau/Bureau de la traduction Multilingue
Martel Building/Edifice Martel

270 Albert Street, 9" Floor/270, rue Albert, 9e étage

Ottawa, Ontario K1A 0S5

The original letter is held in the pending file until the completed translation is received. 1T IS
IMPORTANT THAT THE ORIGINAL LETTER IS NOT SENT WITH THE REQUEST.

When the translation has been completed, it will be returned along with the copy of the request form.
Upon receipt the date received column of the spreadsheet on the disk should be completed.
The original letter, the form and the translation will be given to the Analyst Unit for entry in the system.

Braille letters to be translated are sent to:  Access 20/20 {Tel: 727-9508)
19 Main Street
Ottawa, Ontario
K15 1A9
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' *I Travaux pubfics et Public Worls and
‘ Services gouvernementaux  Government Services

Canada Canada
TRANSLATION BUREAU BUREAU DE LA TRADUCTION
SERVICE REQUEST DEMANDE DE SERVICE
S
_‘ Request Ne, / N” de demande
IS/ SIF 15 Orp. Code/ Code d’org. RI (IS Ref, Code/ Code de réf, RI
Chlient account No. / N® de compte-client Security classification / Cote de sécurité
0564305
CLIENT INFORMATION / RENSEIGNEMENTS SUR LE CLIENT
Organization / Organisme Broanch / Direction Division
#CO
Ovriginator / Bemandear Tel. No. / N* de tél, Ext. / Poste
Executive Correspondence Unit {613 ) 941-6862
Deliver to / Retourner 3 ; (if different / si différent}
Name / Nom Tel. Mo,/ N* de tél. Ext. / Posie
ECU ( )

Address [ Adresse (No,, streef, room / N ene, pidee)
Room 105 Langevin Block

City/ Ville Province Postal Code / Code postei Return Instractions / Instruetiens de retour
Ottawa Ontario K1A 0A2
E-Mail address / Courrier éleclronigue Modem Fox/ Télécapienr
( } ( 613 ) 941-6900
Author or resource person / Auteur ou personne ressource (if different / si différent) Tel. No./ N° de tél, Ext, / Poste
( }
Title or description / Titre ou description Continuation or amendment of previoits request: Request No. / N° de demande
Suite ou meadification d’une demande précédente ;
Date submitted / Soumis le Target return daie and time / Date et heure demandées pour le retoar
Yid MM D/ Y/i4 MM DIy Time / Heure
Service Requested / Type de Service Seurce language / Langue de départ
Very brief summary if addressed to the English French X |Other
Prime Minister and also if there is a return
address.
Anglais Frangais Autre
If vther / 31 anire Target langunge / Langue d'ayrivée '
PLEASE RETURN TRANSLATION BY FAX X |English I:IFrench DOlher
OR MAIL Anglais Frangais Autre
End Use / Destination du document Official publication / Publication officielle
‘Geneml Public D Public Service I:I Specialized Group Yes No
Grand public Fonction publique Groupe spécialisé Oui Non
Layout / Mise en page
Same as original D None D Other {speeity)
Comme Poriginal Aucune Autre {spécifié)

Special Instructions / Instructions spéciales

Suite ou modifications & venir Documentation : Joine Déja envoyée Venillez retousner 1a documentation

Additions or changes to folfow Refence maieriak: Ij Altached DPrevious!y sent DPlcase relurn material

Aunthorisation / Autorisation (optional / facultatif) Date Yid MM D/J . |Your Reference No. / Votre n® de référence

T " FOR TRANSLATION BUREAU USE / RESERVE AU BUREAU DE LA TRADUCTION D R
Date and time ree’d / Date et heure de réception Received by / Service de réception | Words/ Mots | Hours / Heures | Other / Autre
Y/4 MM D/ Time / Heure

Agreed delivery date and time / Date ef heure de livraison convenues Date and time delivered / Date et heure de livraison
Y/A MM D/2 Time / Hewve Yid MM DrJ Time / Henre
———[URGENT '*—IGeneraI"* - —|Specialized—l—7—IrHighIy—specializedw--vﬁ — ———|Specialized formatting-hours-:-
Géndral Spéciatisé Ultra-spéeialisé Heures de formatape spécialisé :
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Contact Tel. No./ N* de tél. Ext. / Poste Request No, / N° de demande
( )

PR.CEDURES FOR-HANDLING- LETTERS
- FROM CHILDREN B

June 13, 2008 E.C.U.

L

All individual general letters from children will be put in the School bin in the Mailroom. The clerk assigned to
schools will separate the letters by school name. On a weekly basis (every Thursday afternoon), the clerk will
review the letters and amalgamate them by schools. Any letter that has been held for a period of one week
without being matched to any school group will be put through as an individual letter in general mail, Letters
from the same school but different class received a few months later will be treated as new correspondence and
given a new accession number.

An initial query will be done in CS_CIMS for any previous correspondence from the school, the clerk
will use the query folder function and enter the school name, first, in the Jast name field and second by
using the keyword summary field. (This ensures capturing school names that may have been abbreviated in
the letter- eg: St. Pat’s is really St. Patrick’s Elementary School)

The next three steps explain what to do if you encounter these conditions:

A, Folder found and open: - Write the tracking [D from the folder onto the letter(s) and give to analyst
to scan the letter(s) into the appropriate folder

B. Folder found but closed: - Verify the reply to see if it is appropriate to the letter subject, if so,
[IF TO FILEROOM] [IF TO ANALYSTS]
- write tracking D from the folder on letter(s) - stamp accession number on letter(s)
- place letter(s) in the Kids mail
bin in the Analyst Unit
C. Folder not Found: -treat as new correspondence

-stamp accession number on the letter(s)
-place the letter(s) in Kids mail bin in Analyst Unit

. Letters from Teachers will be treated as Urgent General

—14-
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' PROCEDURES FOR HANDLING PROLIFIC LETTERS

June 13, 2008 E.C.U.

Letters addressed to the Prime Minister from prolifics, making sense and signed will be treated as general mail.

Any letter that does not make sense should be checked in the computer to see if the writer is listed as a prolific.
Letters will be registered by all MPU clerks in charge of reading mail. These letters will be counted on the
clerk's daily stat sheet and put in the box marked "Prolifics”

On a daily basis the clerk will enter the information and names in CS_CIMS under the entry
"Prolifics” following these steps:

To create a prolific folder you must open Web Cims and click on create new folder.
Make sure you put the information on selected fields.

From: Prolifics

Owner: Prime Minister office {Group)

Classification: ECU-general mail/SC

Mail type: Poste Office/postes _

Tracking ID: JUNE 2005 Prolifics ----> month(3 to 4 character only)
Date Sent: first day of the current month

Date Received: first day of the current month

Due Date: last day of the current month

Click Save.

To search for the Open Prolifics Folder;

Status: Open

Last/First Name: Prolifics ----> in the first field
Click Go

To add a Prolifics writer
Open folder.

From: -> Click on Find a Correspondent for this Folder
Last/First Name: Name of the prolifics
Click Go

IMPORTANT: Make sure the writer is a prolific by matching the address and do not create new writer.

After the information has been entered, the folder will be closed in the middle of the following month and the
box containing the letters will be sealed, marked with the tracking ID (month & year) and file.
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PROCEDURES FOR HANDLING THREATENING LETTERS
June 13, 2008 E.C.U.

When a letter is received containing a threat, put plastic gloves on and place the original letter and envelope in
separate plastic holders (handling as little as possible). The following procedures will then be followed:

1. The clerk will give it an accession number and stamp it with "PMO-Corr to Security” stamp with same day
stamp and complete the Document History Form (DHF) for Threatening Letters, items 1.1 to 1,6 and bring the

letter to the coordinator.

2. The coordinator will review the letter and sign it. She will also sign item 1.7 of the DHF form authorizing
the letter to be sent to PCO Security.

3. The clerk will make one copy of the original marked "Original to Security” and immediately take the original
and the copy along with the completed Document History Form to PCO Security Operations, Room 518, 90
Sparks. And wait for security to sign items 2.1 and 2.2.

4. The clerk will return the signed copy and DHF to an analyst for entry into the WebCIMS,
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June 13, 2008 E.C.U.

Write-ins are organized mail campaigns comprised of form letters, petitions, letter petitions or pre-printed
postcards. The write-ins received by each clerk will be sorted by type and subject. Each individual write-in will
be counted everyday by everyone, and the total recorded on copy with the remainder being put in classified
waste. The copies containing the count will be put in the basket provided for them. When a letter petition or a
group of write-ins with a covering letter is received, the names will be counted and the total noted on the letter.
A copy will be made for the write-in basket and the original will be treated as regular mail.

On a daily basis, the clerk responsible will: enter the amount of the “write-in” in the system,
include an original postcard or a copy of a letter petition received in the “Write-ins Book™
with the month and year and under what “Keyword” and under what ministry it was
entered and then place in the appropriate ministry. (ex: keyword: Seal hunt, ministry:
Fisheries and Oceans, August 2007).




. PROCEDURES FOR HANDLING MONIES RECEIVED. ... ..
June 13, 2008 E.C.U.

Letters received containing chegues, money orders or cash will be brought to the coordinator's attention. Any
money contained in a write-in or in an envelope without a letter will also be given to the coordinator.

If the monies are sent as a donation to the Conservative Party, and the letter is addressed to the PM, put in
priority mail, give an accession number and register as "Personal/Political”. Where monies are received for other
reasons (return postage, giff, etc.), the letter will be checked for a name and address. If one is available, the letter
will be given an accession number and taken to the analyst supervisor. The letter will be registered and the
money returned.

If there is no indication as to the sender, the coordinator will advise the Manager by E-Mail of the amount and
lock the money in the file cabinet. :

On occasion, write-ins are sent in that contain coins. The clerk will remove the money and give it to the
coordinator for safekeeping. The write-ins are then handled in the normal way.

At the end of each quarter (June, September, December and March), the coordinator will total the money and
take it along with 2 memo indicating the amount to PCO Finance for deposit. Finance personnel will recount the

money and issue a receipt.

In the cvent that there is a large write-in and we are receiving unusual amounts of money, it will be taken to
Finance for deposit on a monthly basis.

¥k

Any bill received addressed to Government of Canada will be sent to Public Works Canada

Cheques and/or form for direct deposit addressed to Government of Canada will be sent to:

Income Security Programs, Ministerial Correspondence Section,
Place Vanier, Department of National Revenue,
355 River Road, 355 MacKenzie Aavenue, 6° Floor,
Vanier, Ontario. Ottawa, Ontario,

KI1A 0L KIAOLS




PROCEDURES FOR-HANDEING-ACCESS TO INF.RMATI.NW
| __REQUESTS |

June 13, 2008 E.C.U.

Alf Access to Information request under either the Access to Information or Privacy Act will be immediately
directed to the Coordinator Access to Information:

Ciuineas Boyle

Room 404

Blackburn Building

If a letter to the Prime Minister is part of the request, a T-Form will be prepared and treated as a priority.




PROCEDURES FOR HANDLING. RETURNED MAIL .
AND MINISTERS' COPIES =

June 13, 2008 E.C.U.

Returned Mail: Mail that has been returned by the post office as undeliverable will be opened in the mailroom.
1t will be checked in the system by the MPU clerk for the tracking number and directed to the E.C.U. assistant to
the Coordinator to scan the envelope. If the mail is returned with insufficient postage on it, the envelope will be
reprinted and resent by the MPU clerk.

If the letter was Personal/Political or not in the system, it shall be directed back to the office that prepared it.
Press release returned, information for change of address will be sent to Communications.

Ministers’' Copies: Copies of letters from one Cabinet Minister to another Cabinet Minister will be treated as
priority mail,

Minister’s copies of replies to general mail will be discarded in classified waste. If the original letter was
Personal/Political, the copy will be annotated with the accession number and ‘PMC’ and sent to Salpi Stepanian.

Copies of Replies from letters that were forwarded from ECU to other ministers for response are to be given to
the System Administrator (Francine Pilon) when returned to ECU.
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~~PROCEDURES FOR CEASSIFIED WASTE
June 13, 2008 E.CU.

All classified waste should be placed in the grey bin closes to your work area. The prey bin must then be
emptied before leaving every day. They are to be emptied into the Security Shell in Room 835. The mail room
is responsible for sealing the grey bins and is also responsible for opening and closing the Security Shell on a
daily basis. The following is the definition of classified waste in the Executive Correspondence Unit:

- Documents with a classification, i.e. Top Secret, Secret, Confidential and Protected.

- Envelopes that are addressed to the Prime Minister and that have a retumn address of the correspondent.
- Replies on “Prime Minister” and “Office of the Prime Minister™ letterhead.

- Draft replies with the name or the title of the Prime Minister,

- Write-in letters, postcards and petitions addressed to the Prime Minister.

REMEMBER: The Grey bin is not a garbage can disposal.
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All newspapers, articles and magazines that does not have a formal letter addressed to the PM are Promotional
Mail.

Pigeon-hole for Promotional Material
Everything that could interest your co-workers should be put in that space. The PM’s name should be removed
on the promotional material before being placed in the bin,

Things to be sent to Hilary Nicolson:

. The Economist
. Time Magazine
. Business Week
. Macleans

Newspaper or annual report with complimentary card is considered promotional mail.

Press Release
All faxes from Embassy will be sent to CLR and PMC for information
News release in English are according to the Port Folios; in french to Alexandre Messier-Turcotte.

Government of Canada press release are sent to PMC if interesting,
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PROCEDURES FOR THE INBOX

NOTE: THESE STEPS ARE USED TWICE DAILY BY THE MAILROOM STAFF TO REDUCE THE
ASSIGNMENTS IN THE MPU INBOX.

EMPTYING THE INBOX

9.

10.

1,

Open the enter reply information and click on the inbox tab. (Don’t forget to put the check mark beside
production inbox)

Sort out by categories all the papers you have in the PCO/PMO box

Concentrate on the folders that say SEND ORIGINAL TO, COPY TO ...in the action field.

Highlight the folder that you have in your hand, write the number in the book, and click on close
assignment when you are done. If some are lefi, make a research to know why these folders are still there.
Repeat this for all actions mentioned in #3,

P & P and PMC are the same; send to PMC/CPM, room 406, Langevin Block.

COS is Chief of Staff, sent to : 231, Langevin.

CLR; send to Clerks Office, room 331, Langevin Block,

* DC; is Deborah Campbell for invitations and meeting with the PM requests to : 202-A-2, Langevin
Remember to look for any invitation that has a special message request; if so, go to the action code
COPY TO WRITER, double click on the good accession number, go in Webcims and make a copy of the
original, place in an “ORANGE FOLDFER” to give to appropriate writer.

* DP, is David Penner for appointment send to 201-A, Langevin

PO is for the Press Office to: 120 Langevin

DCU is for Linda Michelle Legros, send to: room 704-B at 66 Slater.
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~INTRODUCTION:
June 13, 2008 E.C.U.

Qbjective
The Objective of the Production Unit is to print letters, print labels and envelopes, match replies with
incoming correspondences files, locate enclosures, forward replies for review/signature as appropriate,

process replies after review/signature, elose assignments and close folders and mail letters.

In the case of PM letters signed using the signature arm this is done in production after the writers have
verified the printed reply/address, etc.

For Special Messages, production staff follow the special instructions regarding enclosures, signing ot
mailing.

The Production staff also process the signing of certificates using the signature arm/ system.

A) There are three different letter types. The choices are;

1. Creative
2. Standard
3. Special Messages

B) There are two different letter formats. The choices are:

1. Prime Minister's signature.
2, Special Assistant's signature, (Office of the Primme Minister).

O There are three main types of letterhead, The choices are:

1. Gold
a) used strictly for the Prime Minister's signature

2, Gold, Black and Beige
b) used strictly for the Prime Minister's signature for Special Messages.

3, Standard Black _
c) used for a Special Assistant's signature in the Office of the Prime Minister.
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June 13, 2008

ENCLOSURE: Anything that must be sent along with a reply to the receiving person.
CONTROL REPORT LIST:

A report of all the correspondence that received a reply for a particular batch listing the following
information: name, address, c.c. notation, enclosure, envelope, label, letter type and letter format.

REPLY:
A response to a correspondent who has written to the Prime Minister's office.

PALACE FOLDERS:
Are blue cardboard frames that letters of Certificates fit into for framing { Enclosure # 135)

Customized Creative Responses

After printing the customized responses, they are separated by letter type and letter format; i.c. Prime
Minister's signature (red and green folders) - Special Assistant's (red or green folders).

NOTE: Red folders are for the “Veterans Day” message only.

Customized Standard Responses

After printing a batch of customized responses, they are separated by letter type and letter format; i.e.
Prime Minister's signature (Green folder) - Special Assistant's signature (beige folder) and red for
priorities.
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o HOW TO M

June 13, 2008 E.C.U.

Printing of Creative and Standard responses is done first thing in the morning.

1.

Sort numerically the original pieces of correspondence by the accession number within each pink
and green folders.

Create piles of the following:
- Outgoing replies
- Envelopes

- Labels
- Original pieces of comrespondence

Veiify that the name and address of the reply matches the name and the address of the
corresponding envelope or label.

Match the reply with the original letter and corresponding envelope or label.

English replies for PMO Special Assistant signature are sert to the ECU English Editor for
revision.

French replies for PMO Special Assistant signature are sent to the ECU French Editor for
revision.

Green folders are sent to the appropriate Writers.
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REPLIES THAT HAVE ENCLOSURES

The following procedures are for correspondence that have an enclosure:

1. Verify the information provided on the List of Creative or Standard Replies.
2, Obtain the assigned enclosure from the cabinets in the Production Unit.
NQTE: Each enclosure is assigned a number on the cabinet shelf. Enclosures are stored

numetrically in the cabinets. An enclosure list is always posted on a wall nearby the
cabinets for reference.

It is recommended that a manual count is made of the total amount of replies requiring the
same enclosure, in order to obtain the exact amount. :

3. Verify that the name and address of the reply matches the name and address of the corresponding
label.

4. Place the label on a large envelope (large enough to contain the assigned enclosure).

5. Match the reply, original letter, envelope and enclosure and send the package in a pink or green

folders to the editor or writer.
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s HOWTO MATCHUP STANDARD TETTERS =7

June 13, 2008 E.C.U.

NOTE: The match up is required before sending the package to the Special Assistant for signature,
1. Create piles of the following:
- Outgoing replies
- Envelopes
- Labels
- Original pieces of correspondence in numerical order (from beige folders)
NOTE: Each pile will follow in sequence except for the original pieces of correspondence.
2. Verify that the name and address of the reply matches the name and address of the corresponding

envelope or label,

IMPORTANT: The following steps outline the procedures for correspondence that have no
enclosures or ¢.c. notations.

3. Slide the reply into the flap of the envelope leaving the letter exposed.

4, Paper clip this match.

5. Repeat these steps for all the replies.

6. Place into beige folder, creating one beige folder for each writer the reply and envelope, origina!

piece of correspondence.

7. Send the beige folders to the appropriate writer for their signature,
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REPLIES THAT HAVE ENCLOSURES

The following procedures are for correspondence that have an enclosure:

i Verify the information provided on the List of Standard Letters.
2. Obtain the assigned enclosure from the cabinets in the Production Unit.
NOTE: Each enclosure is assigned a number on the cabinet shelf, Enclosures are stored

numerically in the cabinets. An enclosure list is always posted on a wall nearby the
cabinets for reference,

It is recommended that a manual count is made of the total amount of replies requiring the
same enclosure, in order to obtain the exact amount.

3. Place the labet on a large envelope (large enough to contain the assigned enclosure).

4. Place the reply and enclosure with the envelope.

5. Place into beige folder, creating one folder for each writer including the reply, envelope and
enclosure.

6. Send the beige folder to the appropriate writer for their signature.

NOTE: Letters with enclosure # 999 should always be sent to the appropriate writer.
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© T HOW TOMATCHSPECI T, MESSAGES ™~
June 13, 2008 E.C.U.

Pickup and close of Special Messages are done twice a day (8:30 a.m. and 1:00 p.m.).

1. Print each of the letters using black or beige letterhead as indicated on the List of Special
Messages.

2. Verity the imperfection on the paper.

3. Forward letters to the Writer/Messages for approval before signing.

4, Prepare the envelopes according to the disposal on the list, i.e. courier, special delivery, by hand,
hold for pickup, etc,.

5. Once messages has been approved, you will be ready to do the signing (always check the pen of

the signature machine before signing).
0. Verify the assigned special instructions, i.e. photo, gold seal, phone number on courier slip, etc,.

7. When messages are done, bring them to the appropnate basket in mail room, (messenger will
pick them up at 3:30 p.m.),

* Gold seal on beige paper only, photo with black paper.,

Special Messages and Congratulatory Messages prepared in the morning only can be placed in an
internal envelope to Distribution Services, Room UB32, Langevin Block and put in the external mail bin
in the mailroom.

Everything going to the Hill delivery, By hand (deadline must be specified) and hold for pickup (stick
“Hold for pickup” label to the envelope) will be put in the external mail bin in the mailroom. Should an
envelope be sent wrgently, it should be put in the external main bin with the by-hand form completed and
call a messenger for pickup (957-5113). [f a message is done afier 3:30 pin and has to be sent urgently
by Courter or Express Post, advise Distribution Services (957-5114) and see if it can be picked up.
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T HOWTO MAIL OUT CERTIFICATES ™
June 13, 2008 E.C.U.

There are two types of output from the Congratulatory Message Section, certificates and letters, both are
sent out by the Production area. Letters are manually signed using the auto pen machines after they have
been printed, whereas, the certificates are batch signed on the signature machine before they are printed.
Gold seals are placed on both after they are printed. The disposition of both are according to the printed
list which accompanies each batch of printed letters or certificates. Below is the procedures to follow for

all types of disposition:

Instructions for various disposition:

Courier - (3) labels, two on the by hand form and one on the envelope. Put in the white bin unless there
is a deadline then call a messenger. Always for the next day 17:00 unless specified.

By hand - (3) labels, two on the by hand form and one on the envelope “By Hand” must be written in the
special instruction area. Put in the white bin unless there is a deadline then to Mailroom or call
messenger.

Special Delivery - (1) label, on the Regional or National envelope.

Deliver to the Hill - (1) label

Hold for Pickup - (1) label, send to Mailroom. Attach a blue “Hold for Pickup” sticker on the envelope.
One copy of envelope goes to the Congratulatory section with the phone number of the contact for
pickup and the time when the next mail run is.

Regular Mail - place in the white bin.

Note: PICKUP TIME FOR THE WHITEBINS IS AT 3:30 P.M. 5O THE CERTIFICATES
AND LETTERS MUST BE DONE BY THAT TIME.

PRODUCTION CLERKS ARE ALSO RESPONSIBLE FOR NOTIFYING THE
CONGRATULATORY SECTION OF REORDERING SUPPLIES SUCH AS CERTIFICATES,
ENVELOPES, PALACE FOLDERS AND GOLD SEALS.

PALACE FOLDERS CAN BE REQUESTED WITH ANY OF THE ABOVE DISPOSITION METHODS,
THEY ARE BLUE CARDBOARD FRAMES THAT LETTERS OR CERTIFICATES FIT INTO FOR

FRAMING.
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EXECUTIVE CORRESPONDENCE UNIT PRODUCTION UNIT
~WORKFLOW .=

June 13, 2008 .. E.C.U.

Objective:

This unit's objective is to process the Prime Minister's mail and more specifically, to deal with yesterday's
mail within 24 hours.

Functions:
In order to achieve this objective, the following function is prepared:

. Collection, pickup and close of special messages, creative and standard responses.

Messenger

Jean-Pau] Charirand: 957-5114 {Distribution Services)

Courrier / By Hand : Downtown Ottawa (other then PCO offices ) and QOutside of the Ottawa Région

Mr. Chartrand takes care of ordering XPRESSPOST envelopes Regional and National. Usually once a
year.

957-5113

By Hand : On the Hill, Confederation Building and House of Commons
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COLLECTION PICKUP AND CLOSE OF CREATIVE N
'SPECIAL MESSAGES AND STANDARD RESPONSES-

June 13, 2008

E.C.U.

Process
1y} Production Clerks do the printing of standard, special messages and creative replies.
if) Printing of creative and standard respornises are done at 8:30 a.m.

iii) Pﬁnting of special messages are done twice a day (8:30 am. and 1:00 p.m.)

iv) Output docurnents area created by the letter merge (and re-merge) processes. Once the letter
merge for any one accession number has been completed, you will be able to locate these output
documents in one of the letter production directories.

v) Printed original responses, envelopes and labels:

CREATIVE - for PM's signature or for reply writers signature: are matched up with incoming
items which reply writers forwarded to the production unit and deposited in
separate folders - red for urgent PM's signature and reply writers signatures -
green for routine PM's and reply writers signatures.

STANDARD - for reply writers signature; are matched up with incoming items which reply
writers forwarded to the production unit (in a beige folder);

SPECIAL MESSAGES -

for PM's signature; are maiched up with incoming items which
special messages writer forwarded to the Production Unit. (in an
orange folder)
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Instructions for various Disposition:

Special Messages and Congratulatory Messages prepared in the morning only can be placed in an
internal envelope to Distribution Services, Room UB32, Langevin Block and put in the external mail bin
in the mailroom.

Courier - (3) labels, two on the by hand form and one on the envelope.

By hand - (3) labels, two on the by hand form and one on the envelope “By Hand”must be written in the
special instruction area. If there is a deadline (must be specified) then call a messenger (957-5113) for
pickup.

Special Delivery -( 1) label, use National or Regional envelope. Put a ‘Do not Fold® label on the
envelope.

Deliver to the Hill - (1) label

Hold for Pickup- (1) label. Attach a blue “Hold for pickup” sticker on the envelope. One copy of
envelope goes to the writer with the phone number of the contact for pickup and the time when the next
mail run is.

Regular Mail - place in white bin.

Before printing the fetters, do not forget to print the screen.

. Do ctrl-Print Screen, open Paint (under Start menu; Programs; Accessories; Paint)
. click on etrl-V
. Click on accept and place the report in the centre of the screen and print

After printing, the letters will be matched with the originals from the bin in the production arca called
“LETTERS TO BE MATCHED”. Special messages are the exception as the writers keep the originals.

Cartridge to be recycled will be sent to Room UB14, Langevin Block.
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June 13, 2008

Files are stored in file jackets on open shelving by accession number. Information about these files can
be found in WebCims.

Priorities are kept in the file room for five yvears and General mail for six months.

Priorities enclosures are kept for five years and General mail enclosures are Kept for two years.
The following records are stored in the back room: odd-size, bulky, thick, exhibits and attachment records
which are filed by accession number; boxes of Prolific Writers letters; Congratulatory message requests

which are filed by month; and, unregistered mass mail-outs.

Congratulatory message requests are kept in the file room for one year and then disposed of as classified
waste,

Retention Period Schedule

(a) The following materials are retained for five vears:

Priority Mail.
- Letters from VIPs
- Priority Invitations
- Special Messages.
- Enclosures

(b} General Mail and mail from Prolific is retained for six months.

@) Enclosures is retained for two vears.

After the retention period, a request will be sent to Records Management Services to make the necessary
arrangements for records to be destroyed.
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" 'SORTING AND FILING

June 13, 2008 E.C.U.

Initial sort of correspondence

The Records clerk empties the "File Room in-basket" located in the mail room. Then the initial sost is
done by categories:

a) Priority mail
b) General mail

a) Priority Mail

The Records clerk checks to ensure that all Priority Records are scanned and closed appropriately in
system.

Sets aside the following:

- odd-size records;

- bulky, thick records;
- exhibits;

- attachments.

NOTE: See the ENCLOSURES procedures for odd-size, bulky, exhibits and attachments.
The Records clerk then removes all unnecessary documents, i.e. duplicate copies of incoming, envelopes
and print outs of previous correspondence. Before removing the envelope, makes sure that the incoming

has the same address and is complete. 1f not, cut the address from the envelope and staple it to the front
of the incoming mail.

Sort the records by accession number.

File the records within the appropriate file jackets and volumes. If anew file jacket or a new file volume
is needed, foliow the CREATE NEW FILE JACKETS OR CREATE NEW FiLE VOLUMES
procedures.

Priority Records should be filed within 24 hours of receipt.
b) General Mail

The same procedure as for Priority Records should be followed for General Mail Records which should
be filed within 48 hours of receipt.




Enclosures Procedures

An [tem Form has to be filled out with the incoming letter scanned by an analyst and filed by the Records
clerk.

These records are stored in the back room on the open shelving by accession number, if' the records are
too thick for the shelves they ar¢ put on the top of the wall shelves or in boxes.

The original incoming and Item Form is filed in the appropriate file jackets,

Ensure that the original enclosures are properly placed in file jackets or envelopes, with correct cross
reference information and that envelopes or containers are neat and secure.




_CREATE NEW.FILE.JACKETS AND NEW FILE VOLUME-
June 13, 2008 E.C.U.

The Records clerk receives all records to be put away on a new file jacket.
Sorts these records by accession number in numerical order,

Obtains the accession number from the records. Writes G and the first four digits of the accession
number on the right tab in BLACK marker for general mail and P and the first four digits of the accession
number in RED for priority.

Store the sorted records in the appropriate file jacket. The file jacket should not exceed 2 inches in
thickness,

CREATE NEW FILE VOLUME

The Records clerk receives all records to be put away in a file jacket.

Sort these records by accession number in numerical order.

For the first volume, the Records clerk completes a "Closed Volume" form by writing the first four digits

of the accession number from the first and last record in the file. Staple the form to the centre front of the
file jacket. Writes "Vol. 1" on the top right hand side corner of the file jacket in RED or BLACK marker.

The new file volume jackets have a tab on the top right hand comer. The Records clerk writes the "Vol.
#" within this tab in RED or BLACK marker. Indicates the four digits of the accession number vertically
on the facing right hand side of the jacket, again in RED or BLACK marker.

NOTE: Ensure that the Closed Volume ends with a completed accession date.

Stores the sorted records in the file jacket. The file jacket should not exceed 2 inches in thickness,
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ACTION REQUESTS -
June 13, 2008 E.C.U.

When the Records clerk receives a request, he/she locates the record in the appropriate file jacket.

If the requester does not have the complete information, i.e. the subject code, accession number, the
Records clerk will ask to fax the request for more details for the research.

When a requester needs to have the attachment, the Records clerk must fill ount in the Notes field in
WebCims, to whom the attachment is sent, the date sent and his or her initials. These information will
also be mentioned on the Item Form in the file jacket in place of the record.

In the case when a requester needs to have the incoming of a record prepared by PCO, the Records clerk
checks in WebCims the status of the letter, i.e. Replied and Closed, Open. If the letter is Open, the
request will be forwarded to the Privy Council Correspondence Unit. If the letter is Replied and Close,
the Records clerk will send a copy of the incoming letter and the reply. Briefing note and/or T-form

will not be sent with the cepy.

For a PMO record, request will be forwarded to the Prime Minister Correspondence Unit.




... .TRANSFER. RECORDS TO BE DESTROYED - . .

June 13, 2008 E.C.U.

The Executive Correspondence Unit (ECU) makes a request to the Records Management Services (RMS)
of the PCO to send departmental correspondence to be destroyed.

Files to be destroyed (paper only) can be placed in grey bins.
Enclosures to be destroyed should be separated video/report and placed in grey bin.

The Mail Processing Unit (MPU) Coordinator will request a computer print-out of the correspondence
being transferred to the RMS. This computer print-out will be printed by accession number order.

- all files must be in logical sequence;

- the boxes are to be numbered consecutively in the upper right hand corner;

- the number of the first document in the first folder and the number of the last document in
the last folder is to be recorded in the centre of the narrow face of the box (printing should
be at least | inch high), and

- all attachments (presently located in the back room), must be inventoried and boxed.
Attachments that will not fit in the boxes must also be inventoried. Further instructions
from RMS will be provided when the time comes to box all the material.

From the correspondence print-out, the Records clerk will follow the computer list to ensure that the
records being transferred reflect the same names as on the list.

Once the boxing process is completed, a covering memorandum to RMS must be prepared and should
include the following:

- memo to be signed by ECU Coordinator with c.c. MPU Coordinator;
- total of boxes to transfer;

- transferring department;

- present location of records;

- classification of records;

Once the RMS receives the memo, they will contact Security to give pickup instructions. MPU
should ensure that the boxes are placed in an area from which the pick up could be done during norral
working hours.










Prolifics

Writers can designate correspondents as being prolific once they are satisfied that the
correspondent is a frequent writer (i.e. half a dozen letters in the span of a month or two would
indicate that they should be up for consideration, a few letters a year would not) and that the
correspondent makes no sense or is pursing a frivolous case (for this last option we must be sure
that they have, at some stage, received all due consideration - if any is warranted-of their case by
the appropriate authorities).

There will always be an element of judgement used in determining who qualifies for this
designation, but the guiding principle should be that we do not want to ignore mail that expresses
a legitimate point, makes a legitimate inquiry, or asks for reasonable assistance - even if the
correspondent in question usually sends us a steady stream of gibberish.

As such, even after someone has been deemed a prolific, their mail will, in may cases, be
passed on to analysts for registration/further consideration, 1f the person makes a point, etc...,
we register if, noting that they are prolific, and consider the letter on its own merits, If, after
further thought, we think that they are non-sensical but that their letter should be registered for a
reason (i.e. a threat, they bug us for acknowledgements, other border-line cases), we can code
their letter as obscure and undefined mail and treat it accordingly. If we find that their
correspondence fits their previous pattern of prolific mail, we can return it to the mailroom to
have the accession number cancelled.

The prolific designation helps us o increase our efficiency by allowing us to weed out
non-sensical mail at any early stage, as well as by signalling to Writers that they are looking at
mail from someone with an extended correspondence history, but while doing this we want to
ensure that we are not overlooking legitimate mail by routinely filing correspondence from
certain individuals.

March 1996
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GENERAL MAIL CORBRESPONDENCE

The majority of letters registered by the Executive
Correspondence Unit fit into the “General mail” category. This
type of mail consists, for the most part, of correspondence from
private citizens not representing any particular business or
organization. To register General mail, the Analyst begins by
reading the correspondence to determine its primary
subject/issue and assigning a relevant subject code from the
Types Table.

The correspondent and letter information are entered at the
folder level of CIMS. The Add Folder key will call up this
screen. *See Add folder instructions for more detail. The analyst
inserts the Tracking ID number, date of letter and date of
receipt. The correspondent’s surname is entered and an
extended search is performed. If the correspondent has written
previously under the same address, select that correspondent and
press accept on the screen. A shortcut in identifying
correspondent would be to enter the address under Organization
in the Correspondent Table, then both the name and address will
appear on the search list,

Proceed to enter other pertinent letter information such as the
classification of folder,* primary subject type and, if necessary,
a secondary subject as well as brief descriptor or cross-
references in the Keyword summary field (NOTE: Never use
commas in this field).

The routing can be varied; assign to writer for reply, assign and
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close folder, direct to file and close folder, semi-standard reply
and standard reply. The Notes box is used for special

instructions. ( If the letter registered is a copy, we indicate to
whom the original was sent and add folder number to cross-
references.) In cases where no address was submitted, the
notation “incomplete address™ is entered. In addition, note such
things as whether specific submissions such as money or
cheques, unusual enclosures, or a particular reason for filing a
letter (see # xxxx for reply)(file as per MB....writers initials).




PRIORITY CORRESPONDENCE

There are three types of Priority mail:

|

Personal/Political;

This includes any mail addressed to the PM which is
of a personal/political nature.

Transmittal Form Priority;

This includes all mail deemed to be of more particular
importance by the French or English Editor and routed
to various other specialty areas in PCO or PMO.

This category includes mail which the French or
English Editor feels can be acted upon by personnel
within the ECU.

All other VIP mail which is dealt with before General
mail; this is determined initially by the Mailroom

personnel and confirmed by Analysts and Writers;

Correspondence is designated as Priority mail by

considering:

a) if the correspondent's position is such that special
attention is warranted regardless of the issue, i.e.,
Head of State, Monarchy, etc.;




b) if the issue is new, explosive, controversial
or politically sensitive;

c) the person's position coupled with the issue: e.g.,
Bob White, head of the CLC, writing with regard fo
the changes to unemployment insurance.

Priority mail is initially determined by the Supervisor of the
Mailroom. Top priority is placed in a red folder and taken
immediately to the English or French Editor; once the priority
designate has been confirmed, tfransmittal slips are affixed, if
appropriate, and the entry phase of the registration process
begins. Examples of correspondents in this category may
include a:

Premier, Head of Government or Head of State, Leader of
the Opposition, Governor General, U.S. Senator or
Congressman, Federal Minister, Member of Parliament,
Provincial Minister or MLA, Mayor, VIP, personal mail to
the Prime Minister;

President, Chief Executive Officer, Chief Operating
Officer, Vice-President of a major company; etc.

Senior Partner of a Law, Accounting or Consulting, firm;
Chancellor/Provost, President, Rector, Principal, Dean,

Assistant Dean, Head or Chairman of a university
department;




President, Chairman, Vice-President of an organization; or
the

Head of a religious denomination in Canada or elsewhere,
Chair of a national Church Committee, Cardinal,
Archbishop, Bishop, or Moderator.

CORRESPONDENCE ANALYSTS MAY UPGRADE ANY
LETTER TO PRIORITY
(When upgrading, always remember to have a t-form and
any necessary copies made)

Priority mail must contain cross-references.
All constituency mail must be entered as prionty.

All Personal/Political mail must be entered as priority,
Folder classification -
ECU-Political and routed fo *PMC.

All Access to Information and Privacy requests should be
entered as Priority mail and routed to the Clerk’s Office (CLR)
with letter type "JUS-Access2Inform”.
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KEYWORD SUMMARY

Keyword Summary are used as a method of recording pertinent
information, such as the time, dates, or places of events and,
especially, company or group names. Some rules are standard
to ensure retrieval for all users:

a) the name of co-signatory(ies) or spouse:

John Fisher - (first name, last name)
Jane Smith - (Mr. and Mrs. John and Jane Smith)

b) the location of an event:

Stratford Ontario - (city, province)

USNY NEW YORK - country, state, city

FRANCE PARIS - country, city

USE THE ABBREVIATIONS FOR THE PROVINCES
ONLY
WHEN ACCOMPANIED BY THE CITY

C) the date of an event:

JTune 10 1999 - (month/day/year)

NOTE: When an event is more than one day - enter
start date of event only.




If no date is specified, enter OPEN (referring to invitations)

d) the title of an event:
Celebrity Golf Tournament

Féte du Prix Bénévolat Canada ( french characters are
used)

NEVER USE PUNCTUATION IN A KEYWORD
SUMMARY

e) the name of an association:
Canadian Ethnoculture Council
"THE" should be omitted in Keyword Summary.

f)  the name of a business:




Ducks Unlimited Canada
Eatons of Canada Limited

ENTER EXACTLY AS SHOWN ON LETTERHEAD
USE A SPACE IN PLACE OF ANY PUNCTUATION

g) the original addressee on a copy:
Brian Tobin

h) the title of a book:
Satanic Verses

1) the French and English versions of the group
name, if given:

Canadian Council for Refugees
Conselil canadien pour les réfugiés

1y  ANY OTHER PERTINENT INF ORMATION MENTIONED.
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TRACKING ID NUMBERS

The tracking ID number 1s an eight-digit identifier accompanied
by letter E or F, indicating the date on which the correspondence
was received and the number of letters registered on that
particular date.

e.g.: 61500115F

The first digit "6" indicates the year in which the piece of
correspondence was received, in this case 1996.

The next three digits "150" indicate the day of the year. The
150th day is May 29th.

The last four digits "0115" indicate the order of succession.

The F indicates that French was the language of
correspondence.

The E indicates that English was the language of .
correspondence.

e.g.: 90010052E
9  last digit in year (1989)

001 date of receipt of letter according to the Julian
calendar, 1.e., January 1st



0052 sequential order for the day

E  English correspondence

F  French correspondence

15



MAIL TYPES

APPOINTMENTS

Persons requesting an appointment for themselves, referring the
names of other people for appointment to certain positions, or
commenting on a recent appointment. Route to PD (Percy
Downe) and close folder - types PMO - Appointments

CONSTITUENCY

Correspondence about personal or political matters from or
about the Prime Minister's riding. It is always assigned Priority
status. Route to DMT (Denise Tremblay) and close folder.
Types PMO Constituency.

CURRICULUM VITAE |
Persons requesting a job with the Prime Minister's Office.

Route to PS (Paul Sparkes) and close folder - Types PMO -
Personal/Political.

DIRECT TO FILE INSTRUCTIONS FROM FOREIGN
AND DEFENCE SECRETARIAT

Profile, scan and assign to Clerk’s office - for information. Also
add note in Requested Activity field, asking them to close
folder. |

ELECTRONIC MAIL
Correspondence received via the PM's e-mail address or through

the PM's Website.

FOREIGN LANGUAGHE,

16.



Correspondence written in a language other than English or

type is used for general mail only.

GENERAL MAIL
See section on General Mail.

HEAD OF STATE 7
Used also for Heads of Government, as in the case of John

Major. This is always treated as first-level Priority. Assign per
t-form.

INVITATION

All mvitations addressed to the Prime Minister are coded
appropriately (PMO-Invitations), directed to PMO/Scheduling
and routed to *BH (Bruce Hartley) if the event is to take place
in the Ottawa area and to *PS (Paul Sparkes) if it is to occur
outside of Ottawa. Invitations are usually considered Priority
mail. Individual student invitations are sent to the appropriate
ECU writer for reply. Only invitations from students
representing a school or student body will be routed to
Scheduling.

KID’S LETTERS
This letter type consists of letters from children and adolescents
up to the age of 18 (although correspondence from individuals
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in their late teens can be treated as adult mail if they address
mature subjects; Analysts should use their discretion). For the

purpose of deadlines, this type of mail is always considered

Priority mail (these letters are tracked in the same fashion as
VIP letters). CIMS assigns a BF date ten working days from the
date of entry.

LETTERS GOING TO THE PRESS OFFICE
Classification ECU-Priority - types - PMO-PressOffRefer.

LETTER PETITION
If a petition of ten or more names is attached to a piece of
correspondence, one may assign it this letter type.

MINISTERIAL

Correspondence received from federal Cabinet Ministers
dealing with government issues. Always first-level Priority.
Letters that deal with caucus and party issues are always
PMO - Personal/Political.

OPPOSITION MPs or SENATORS

Always first-level Priority. The first type is always POL-Letters
from Opposition Members. If it contains a constituents letter
see "Analyst Quicklist" for procedures.

OUTGOING

Outgoing letters from the Prime Minister, register under Jean
Chrétien as primary correspondent at the folder level and
register recipient’s name in the dot dot dot field.

PERSONAL/POLITICAL

"



First-level priority when accompanied by a transmittal form.

INE— . S R A LT DL
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Archives Canada, November, 1991) include sub] ects related to:

»  the Prime Minister's constituency business and role as a
member of Parliament;

»  party political matters (such as leadership, party
organization, caucus affairs, and political appointments);

~»  deliberations of Cabinet and its committees (other than

documents that belong in the Cabinet Papers System) and;

»  the private life and personal interests of the Prime Minister.

In consultation with PMO Correspondence, other mail can, in
certain circumstances, be regarded as Personal and Political (e.g.
mail about the fulfilment of electoral campaign promises).
Always letter type PMO-Personal/Political and route to*PMC,
No keyword summary are entered for this type of mail.

PROLIFIC

Correspondents will be ldentlﬁed on the organization line of
CIMS as being PROLIFIC . Only Writers have the authority to
designate a correspondent as "prolific” (for a more detailed
definition, see s:\prolific.def). Before the mail is brought to the
Analysts' section, letters that are from the most frequent and
non-sensical prolifics may have been extracted by mailroom
staff for registration and filing according to established
procedures. Other mail from prolifics will continue on for
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registration by Analysts and the attention of Writers, who
consider whether to reply or direct to file,

REQUESTS

There are many codes that could be used f’or requests under
PMO - Requests for information, photos, etc.... Route to
appropriate writer.

REQUESTS TO PHOTOGRAPH SECTION

Use the letter type - PMO-ReqgPhotoNonS - for entry of non-
standard or family photo requests. Send to PMO using *PMC
distribution list.

RESOLUTIONS
Normally received from municipalities and church groups; letter
type according to subject.

SECRET

TAKES PRECEDENCE OVER ALL OTHER LETTER
TYPES. Will have "SECRET" identified on a piece of
correspondence. Always first-level Priority. Route or file
according to instructions.

SECURITY THREAT

A threat against the Prime Minister, his family or national
security. This correspondence will have been photocopied by
the Mailroom Supervisor and the original copy sent to Security.
The Analyst will register the photocopy; in Notes box enter
"original to Security". Profile and direct to FILE. Close folder.
PM E-mail Threat see "Analyst Quicklist".




SPECIAL MESSAGES
Request for messages other than birthdays or wedding

anniversaries.

VIP MAIL
Always Priority to level indicated by French or English Editor.

Use the appropriate types for subject matter.




TITLES AND SALUTATIONS

When registering incoming mail, the appropriate title is enfered
by the Analyst in the designated fields on the correspondent
information screen.

The Executive Correspondence Unit follows general guidelines
outlined in Howard Measures' reference manual Styles of
Address. An edition of this book is available for further
consultation in the ECU reference library.

The following procedures outline specific ECU guidelines for
titles and salutations:

Commonly used titles before a name

One of the following titles will usually be included before the
name of the correspondent both in the salutation field and on the
first line of the correspondent’s address:

Ms. - Mrs. - Mr. - Messrs. - Miss ~- Misses - Dr. -
Professor -

The Reverend (The Rev.) - Pastor - His/Her Worship
Mayor - His/Her Excellency -

The Honourable (The Hon.) - The Right Honourable
(The Rt. Hon.)

Various other titles are also used for specialized cases. In case
of doubt, refer to the reference manual Styles of Address.

Abbhreviated titles following a name



Certain abbreviated titles indicating a professional qualification
or position are indicated following the correspondent name in

the first line of the address field. These titles are not included
with the salutation. The following common titles are
recognized in ECU guidelines:

M.D. Usedin cases where a title from the M.P.P. Member of Provincial Parliament

second ot third line of Commonly Used (Ontario Legislature)

Titles, listed above, appears before the Jane Doe, M.P.P.

name, For example: :

The Reverend John Doe, M.D. M.N.A. Member of the National Assembly
Her Worship Mayor Jane Doe, M.D. {Quecbec National Assembly)

Jacques Tremblay, M.N.4.
QC Banrister who is a Queen's Counsel '

Mr, John Smith, OC M.H.A. Member of the House of Assembly
{Newfoundland House of Assembly)
pC Member of the Queen's Privy Council Mayy Walsh, M.H.A.
for Canada
The Honourable Jane Doe, PC M.L.A. Member of the Legislative Assembly
{(All other provinces and territories)
MP Member of Parliament o Jane Smith, M.L.A.

John Smith, MP

Family related titles shall also be used in the first line of the
address fields, including the following:

Jr. - Sr. - 1I (the Second) - III (The Third)
Mr. John Smith, Jr.
Mpr. John Doe, 111

Abbreviated titles indicating academic degree, public honour,
and membership in professional and other associations are
generally not indicated:

B.A.-M.A.-LL.B - CPA - P.Eng - O.C. (Order
of Canada) -
U.E.L. (United Empire Loyalist)




However, correspondents holding a Ph.D or L.1..D. are given
the title of Dr. before their name:

Dr. Jane Doe

In the case of multiple abbreviated titles following the name of a
federal Cabinet Minister example: PC, MP

The Honourable John Doe, PC, MP

The order of succession for many combinations of these titles
can be found in the book Styles of Address, located in the ECU
reference library.

Commonly used functional titles

In general, titles describing the correspondent's function in an
organization are indicated on the second line of the
correspondent's address (see "Commonly Used Styles of
Address" on page  of the training manual for examples and
exceptions). Some of these functional titles follow:

President - Vice-President - Chairman - Chair -
Honorary Chair - Chief Executive Officer -
President and C.E.O. - Chief Operating Officer -
Executive Director - Director - City Clerk -
Recording Secretary

Functional titles such as "Pastor” and "Professor” may
occasionally also be used in the salutation.
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Please note that the following titles are not included:

Past-President - Member of the Board of
Directors



Military personnel

" Guidelines Tor titles of military personnel and their accepted
abbreviations may be found in the resource centre. For
instance:

CWO J.D. Smith (Chief Warrant Officer)
LCol Marie-Josée LeBlanc  (Lieutenant-Colonel)

Retired military personnel may be addressed with their title and
the abbreviation "(Ret'd)" following their surname: Bgen Jane
Doe, (Ret'd) :

Gender-neutral correspondence

The Executive Correspondence Unit strives to address all adult
correspondents with a title. If the gender of the correspondent
cannot be determined, the first name shall replace the use of a
title in the salutation. In these cases, no title is used in the
address field. The following example illustrates:

Pat Sweeny,
123 Main Street,
Toronto, Ontario.

M4C IL7
Salutation: Dear Pat Sweeny:

Children

The following guidelines apply based on the stated age of the
child n the correspondence. Where no age is specified in the
letter, the Analyst shall estimate the age of the child.
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Up to 12 years old No fitle in salutation or
address fields:

Christine Smith,

123 Any Sireet,

Ottawa, Ontario.

KIN 654

Salutation: Dear Christine:

13 - 19 years old Salutation uses given
name. Address field
includes title:

(where not a university Mr. Robert Smith,

or college student) 123 Sesame Street,
Sackville, New Brunswick.
FlA [EO

Salutation: Dear Robert:

All correspondents indicating they are a university or college
student, regardless of age, shall be considered adult
correspondents.

Spanish surnames

In Spanish-speaking Latin America (this does not include
Brazil, where the official language is Portuguese), a man
usually has two surnames, the first being his father's surname
and the second his mother's maiden name. In the example Juan
Vasquez Guerrero, Vasquez is the father's surname and
Guerrero is the mother's maiden name. The man would be
addressed as Mr. Vdsquez and not Mr. Guerrero. In CS-CIMS,
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Vasquez Guerrero would be entered in the surname field, the
first line of the address would read Mr. Juan Visquez Guerrero

A married woman usually retains her maiden name and then
takes her husband's name. In the example Juanita Garcia de

Vasquez, Garcia is the women's maiden name and Vdsquez is
her husband's name. In Spanish, she would be addressed as

"Seriora de Visquez”; in English, she would be "Mrs, Vasguez", omiiting "de". In CS-CIMS,
Garcia de Visquez would be entered in the surname field, the first line of the address would read
Mys. Juanita Gareia de Visquez and the salutation would be "Dear Mrs. Visquez:".

The first line of the address for an unmarried women named Jugnita Garcia would be
Ms, Juanita Garcia, the surname being Garcia; the salutation would be "Dear Ms. Garcia:®.



MULTIPLE CORRESPONDENTS

___ OQRGANIZATIONAL ADDRESSES

The Executive Correspondence Unit follows specific procedures
for mail originating from multiple correspondents, from
organizations and from businesses:

Lertters from Businesses and Organizations

Company and organizational names are to be included when
available. Such information is normally indicated in a letter
immediately above the signatory(ies), below the individual's
signature with their printed name and title, or in the letterhead.
All abbreviations and capitalizations are to be included.

The name of the company or organization will also be entered n

a keyword summary field.

As shown in the following examples, company and
organizational names shall appear below the name of the
correspondent and their title and before the postal address.
Sections of companies, regional offices or local divisions should
precede the general organization name:

Mr. John Doe,

Chair,

Fundraising
Commitiee,

Western Newfoundland
Division,

Canadian AIDS
- Society,
357 Cabot Road,
Stephenville,
Newfoundland.
A5G 3L1



Salutation: Dear Mr. Ms. Jane Smith,
Doe: Chief Executive Officer,

Burns Machinery & Co. Ltd.,
99 Barrington Street,
Halifax, Nova Scotia.
BOT 8G4
Salutation: Dear Ms. Smith:

Please note that descriptions of professional services such as
"Barristers and Solicitors”, "Chartered Accountants", "Financial
Consultants" are not included in the address.

Letters with two signatories

When two people sign a letter, the correspondence should be
registered under the name of the primary signatory. This
precedence falls to the senior individual when indicated (for
instance: Chief vs. Elder, President vs. Vice President). Where
this information is not clear, the name closest to the end of the
text and/or the left margin 1S considered that of the primary
signatory. The name of the second signatory is to be included in
the keyword summary field and in certain instances in the dot
dot det field.

The names of both individuals are to be included in both the
salutation and address fields. The primary correspondent shall
appear first in both fields. As shown in the following example,
the second correspondent is to be included in the second line of
the address field, indented two spaces:
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Ms. Jane Smith and
Mpr. Robert Brown,

P.O. Box 54,

Burtt's Corner, New Brunswick.

El1E 5G8

Salutation: Dear Ms. Smith and Mr. Brown:

In cases where there is clear indication that the correspondents
are a married couple (for instance, by writing John and Jane
Smith under their signatures), the following format applies:

When the given names of When only the husband's
both speuses are indicated in given name 1s indicated in
the correspondence: the correspondence:

Mpy. and Mrs. John and Mpr. and Mrs. John Franklin,

Nancy Smith, 155 Laurier Avenue Fast,
06 Westchester Drive, Ottawa, Ontario.
Winnipeg, Manitoba. K2N 6C7

R3P 2G2 Salutation: Dear Mr. and
Salutation: Dear Mr. and Mrs. Smith:

Mrs. Smith:

Letters with three or more signatories

When three or more people sign a letter, the Analyst identifies
one of these individuals as the primary correspondent and
enters the correspondence under that name, As explained
above, this precedence falls to the senior member of the group
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or, where not discernable, the first legible name (the one closest
to the end of the text and/or the left margin).

As above, all names in addition to that of the primary
correspondent shall be included in the
keywords sumumary field in CS-CIMS.

The salutation field will identify the primary correspondent and
"Co-signatories”. The address field will identify only the
primary correspondent. The following example serves as an
illustration: '

Dr. Judy Brown,

President,

Metropolitan Airlines,

4001 Don Mills Road,

Willowdale, Ontario

MET 3B7

Salutation: Dear Dr. Brown and Co-signatories:

 Letter petitions

A letter petition is an item of correspondence with more than ten
supporting individual signatures. Most often this is in the form
of attached petitions.

For registration of the correspondence, the leader of the group
acts as the primary correspondent. For instance, this individual
may be the pastor of a church group, the coordinator of an
environmental organization or the principal of a school. Ifthe
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name of a group leader is not indicated or unintelligible, choose
the next available name.

If no names are evident, the organization name acts as the
correspondent name.

If no group leader or organization name can be identified,
follow the guidelines above for Co-signatories.

The following examples serve as illustrations:

National Raffle Dr. James Mann,

Association, Plan Canada International,
Suite 900, 56 Sparks Street,

123 Slater Street, Ottawa, Ontario.

Ottawa, Ontario. KIB2C8

KiA 046 Salutation: Dear Dr. Mann and
Salutation: Dear Co-signatories:

Association Members:
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ADDRESS FORMAT

The Executive Correspondence Unit follows certawmes
regarding a correspondent's address. All addresses are to be
written out in full without abbreviations, unless otherwise
specified below.

Canadian Addresses - Order of Succession

Following the name(s) and/or organizational name of the
correspondent, the full postal address shall be entered in the
address ficld. This information shall include all address
designation provided by the correspondent or determined by the
Analyst. Its order shall be adjusted to match the following
order of succession:

P.O. Box 32,

Station 10, (or may be included on one line: P.O. Box
32, Station 10,)

R.R. No. 32,

Site 1,

Comp. 23, (or may be included on one line: Site 1,

Comp. 23,)

S.S. No. 10,

Group No. 10,

General Delivery,

Suite 230, (used for organization/business addresses)

Apartment 230, (used with home addresses. May substitute
Unit or Penthouse)
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Building Name,

Street Number/Name,

City/Town/etc. and Province,

Postal Code

(ex. Centre, Plaza, Towers, Square, Block,

o ete)

Each of the above will normally be entered in the address fields,
with the exception of those alternatives listed above. The Title
and Organization fields may also be used when an address too
long for the address field alone. See page xxx for examples.

Canadian Addresses - Street Types

Numbered Streets
Numbered Streets 10 and
under are written out in full
following the residence
number.

For addresses on numbered
streets greater than 10, the
residence number is followed
by one space, a hyphen, one
more space and the street in
Arabic numerals, adding the
appropriate suffix. The
examples to the right serve to
illustrate:

27 First Street,

27 Second Street...
27 Tenth Street,

27 - 11th Street,

27 - 12th Street...

27 - 21st Street,

27 - 22nd Street,

27 - 23rd Street...

27 - 1101h Street, etc.

Street Names with both numbers and letters




Streets that carry a number and letter name are treated in a
manner similar to numbered streets greater than ten. The

residence number is followed by one space, a hyphen, one more
space, the street in Arabic numerals and letter. Please note that
this includes street numbers 10 or less and that no suffix is
added. The following examples serve to illustrate:

27 - 14 Avenue,

27 - 24 Avenue...

27 - 104 Avenue...
27 - 554 Avenue, etc.

Compass Directions

The four primary directions of north, south, east and west are
included where appropriate and are never abbreviated.
Additional directional indications such as northwest or southeast
indicate a quadrant of the given city and are always
abbreviated. The following examples serve to illustrate:

27 Laurier Avenue Fast,

186 - 14th Avenue N.W.,

145 Somerset Street West,
3200 - 86th Street South,

73 Prairie Boulevard S.E., etc.

Highways and other roads

Other than rural routes, the names of numbered highways and
roads are written out in full. For example:
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~ 27 Highway 45, -

R.R. No. 2,

2700 Range Road 4,
4538 Regional Road 32,
97 County Road 14, etc.

French Street and Place Names in Canadian Addvesses

Montreal and Quebec are anglicized in the addresses of
correspondents writing in English. All other proper names
retain their French spelling, including accents, hyphens and
apostrophes, as in the examples below.

Please note that the street type (road, avenue, boulevard, etc.)
must also be included in the address in English. Street types arc
often omitted in both English and French correspondence and
must be researched by the Analyst.

Mr. Jean Lavigne,

124 de ' Orme Boulevard,
Montreal, Quebec.

H24 309

Ms. Susan Smith,
Apartment 24,

700 Sainte-Thérése Drive,
Trois-Rivieres, Quebec.
G2T 3Y7

Ms. Anne Poulin,

12 Principale Street,
Sainte-Anne-de-Lotbiniere,
Quebec.

GOT 4NO



Canadian Addresses - Examples

Mr. John Smith,
Apartment 14,
27 Third Avenue,

Nepean, Ontario.
K14 042

Dr. Jane Smith,

Suite 830,

Royal Bank Building,
90 Sparks Street North,
Ottawa, Ontario.

K14 042

Ms. Jane Doe,

President,

Alberta Region,

Canadian Analysts Society,
P.O. Box 270, Station (,
Suite 260, 3810 - 112th
Avenite,

Edmonton, Alberta.

T6G 2M5

- Mpr. John Smith,

R.R. No. 2,

2125 New Development
Road,

Flin Flon, Manitoba.
P0A 205

Ms. Jane Doe,

P.O. Box 24,

R.R. No. 4,

Site 2, Comp. 6,
Aberdeen, Nova Scotia.
FOG 209



-

Americar Addresses

used for Canadian addresses.

Enter the zip code two spaces (no comma or period) after the
unabbreviated state name. American Zip Codes are either five
or nine digits. The country designation U.S.A4. is added m

the Country field.

The following examples serve to illustrate;

My, James Doe, Dr. David Smith,
2771 - 11th Street N.W., 317 South 'O’ Street,
San Jose, California 90036 Lake Worth, Florida 33460-
U.S.A. 4646
.5.A4.

Other Foreign Addresses

Any address that is not Canadian or American is entered
without commas at the end of each line. Generally, the address
format follows that used by the correspondent. The second last
line of the address fields will usually be the city or town,
possibly with a postal code. The last line is always reserved
for the country name and is always capitalized.

Similar to the procedures used for American addresses, the
country name is entered in the address field when registering
foreign correspondence. The Postal Code field is left blank.
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The following examples serve to illustrate:

Dr. Mohammad Igbar Suresh
Medical House No. 2
Behind Main Shoe Factory
Setia Lorong

Damansara
PAKISTAN

My Siegftied Farnon
Skeldale House

22 Bookers Close
Darrowby

Yorkshire SQ 4L3
UNITED KINGDOM




COMMONLY USED STVYLES OF ADDRESS

In the examples of some of the styles of address most frequently
used at the Executive Correspondence Office listed
alphabetically below, the appropriate salutation follows the
standard format for the correspondent address. Howard
Measures Styles of Address may be consulted in the ECU
reference area for additional information. Forms of address for
members of foreign governments are indicated in the Worldwide
Government Directory, also in the reference area.

AMBASSADOR:

Her Excellency Juanita
Sanchez,

Ambassador,

Embassy of the Castilian
Kingdom,

25 Rockliffe Drive,
Ottawa, Ontario.

K3G 7J9

Your Excellency:

CABINET MINISTER
(Federal):

The Honourable Indira
Singh, PC, MP,

4

Minister of Analyst Affairs
and Minister

Responsible for
Correspondence,
House of Commons,
Room 326, East Block,
Oftawa, Ontario.
KlilA 046

Dear Ms. Singh:
HIGH COMMISSIONER:

His Excellency Mulimbua
Benkosa,

High Commissioner,
Zambezi High Commission,
23 Glebe Street,

Ottawa, Ontario.




K3T 9W3

MAYOR (Woman):

Dear High Commissioner:

Her Worship Mayor Louise
White,

The City of Whitehorse,

City Hall,

22 Main Street,

Whitehorse, Yukon Territory.
Y2G IR7

Dear Mayor White:
or
Dear Madam Mayor:

MAYOR (Man):

His Worship Mayor Glen
Wong,

The Town of Swifi Current,
Municipal Buildings,

25 Eighth Avenue,

Swift Current, Saskatchewan.
S5T' 806

Dear Mayor Wong:

or

Dear Mr. Mayor:
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MEMBER OF A
—LEGISLATIVE

MEMBER OF

PARLIAMENT (Federal):

ASSEMBLY (Provincial):

Marianne Kenyon, M.L.A.,
Room 335,

Legislature Complex,
Winnipeg, Manitoba.

R8P IGT

Dear Ms. Kenyon:

Rosalia Torrena, MP,
House of Commons,
Room 830,
Confederation Building,
Ottawa, Ontario.

KIA 046

Dear Ms, Torrena:
MINISTER (Protestant):

The Reverend Gunther
Waltraub,

All Saints Lutheran Church,
25 Jeanne d'Arc Boulevard,
Gatineau, Quebec.,

JIM 621

Dear Mr. Waltraub:
PASTOR:

The Reverend Joanna
Beaudoin,

Pastor, .

Bethany Community Church,
78 Dartmouth Quay,



— —BI9R SM2

Halifax, Nova Scotia.

PRIEST (Roman Catholic):

The Reverend Michael
Dear Pastor Beaudoin: O'Reilly,

St. Mathews Church,
PREMIER: 9 Church Lane,

Fredericton, New Brunswick.
The Honourable Charles L9l IB5
Austin, ML.A.,

Premier of Prince Edward
Island,

Legislative Buildings,
Charlottetown, Prince
Edward Island.

C2B S8L.

Dear Premier:
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Dear Father O'Reilly:
PROFESSOR (with PhD):

Dr. Aleksandra Cedzynski,
Professor,

Department of
Psychoanalysis,

Faculty of Social Sciences,
University of Victoria,
Victoria, British Columbia.
Ved 2N7

Dear Dr. Cydzinski:

PROFESSOR (PhD not
indicated): ’

Professor Hubert Middleton,
Department of

Environmental Engineering,
Faculty of Applied Sciences,




University of Alberta,
Edmonton, Alberta.
T4P 2G5

Dear Professor Middleton:

SENATOR:

The Honourable Elijoh
Harper,

The Senate of Canada,
Room 226-N,

Centre Block,

Ottawa, Ontario.

Ki1A4 043

Dear Senator:
or
Dear Senator Harper:

TERRITORIAL
GOVERNMENT
LEADER:

The Honourable Paul Okalik,

M.L.A.,
Government Leader,
Government of Nunavut,

Igaluit, Nunavui.
X0A4 00

Dear Government Leader:
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LETTERS FROM CHILDREN

Generally the ECU receives three types of letters:

(1} Correspondence from children and teachers which
includes the name of a school/institution and will usually
be entered under the name and address of the
school/institution;

(2) Single piece of correspondence from a child who uses the
school address as the return address;

(3) Single piece of correspondence from a child who uses a

home address as the return address.

I. SCHOOLS

The purpose of this procedure is to combine letters from the
same class project or school write-in campaign.
Objectives

The following objectives should be kept in mind when treating correspondence from schools
and children:

> to reduce the number of entries necessary,
> fo maintain an accurate record of correspondence with a school, and
> to allow consistency in replies to a school.

Step 1 - Holding Mail

Correspondence from a school and letters from children (including printed e-mails to the

Prime Minister) which appear {o be part of a class project (see example below) will be held by
the mail room for one week following the first date of receipt in the ECU. The mail room staff
will then combine school project letters as they arrive. They are often sent in separate envelopes.
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After one week, the mail room will put the package of letters in the Analyst's Kids Mail bin.
This school mail will be reviewed by the Analyst to ensure that these procedures have been
— . adhered to correctly.

EXAMPLE:

Ten letters from children from the same community (for instance, sharing a similar postal code)
arrive at the ECU over a period of several days. The letters resemble one another in several
ways: paper type, phrases, structure, topic, ete. One or more of the letters mentions a school
name and/or a class, although the students will often indicate their home address on their letter
and envelope.

The letters will be combined by the mail room staff and the Analyst will follow Steps 1 to 4 to
register the letters under the school name. For correspondence where there is no record of
previous letters from the school, the Analyst will often have to do some research to identify the
school address.

Step 2 ~ Search for Previous Entries

The Analyst will search for a previous entry from the school/institution by (1) the Last Name
field as well as (2) Keyword Snmmary field. Carefully constructing search parameters which are
not overly specific or broad will yield the best results. For example, a letter from Glenview
Senior Public School should use the name Glenview as the search parameter. School names may
be listed in different permutations of its full official name. A previous correspondent may have
referred to Glenview School, Glenview Public School or Glenview School-Senior,

When the school address is not included in the letter;

If the school/institution address is not included in the correspondence and it is appropriate to
enter the letter under the school name, the Analyst will attempt to identify the proper postal
address. Useful sources for finding such information include the Directory of Canadian Schools
and the appropriate telephone directory. Both the Directory of Canadian Sehools and a selection
of telephone directories from across Canada which may be found in the ECU reference library.
The Library of Parliament may also be consulted.

After thorough research, if the school address cannot be determined, the letter(s) will be entered
under the name(s) and home address(es) of the individual correspondent(s) and the school name
entered in the keyword summary field.

Step 3 - Registration

Following the search described in Step 2, there are three different methods of registering school
comrespondence, as described below:

(A) Folder found & open: - write on letter "previous" and the folder tracking 1D
- cancel new tracking ID and remove from letter



- scan letter into folder
- place in appropriate writer's Kid's Mail bin

(B) Folder found & closed: - verify the reply to see if it is appropriate to the letter subject, then
do one of two actions;
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IF REPLY APPROPRIATE IF REPLY NOT APPROPRIATE
- cancel new tracking 1D - proceed to Add New Folder

——{ake-note of clesed. date from the folder for future use

- re-open the folder

- scan the letter(s) into the folder

- add the names and other information into
keyword summary

- close the folder with the original closed date
recorded earlier :

- click on modify to save the new changes

- send letter(s) to fileroom

(C) Folder not found: - proceed to Add New Folder

Step 4 - Keyword Summary

The Analyst is responsible for entering all relevant data
regarding the correspondence in the Keyword Summary field.
This will include the names of the school/institution, the teacher
and some students. Additional information such as Grade Four
Class or Environmental Awareness Club shall be included, as
appropriate.

II. INDIVIDUALS

(2) A single letter arrives in the Executive Correspondence
Unit from a child who uses a school address as their return
address.

Enter the correspondence under the school name, following
steps 1 to 4. Particular attention should be given to ensure
that the letter is not part of a previous or a new class
project. The ship-to address would be to the child at the school
address.



(3) When "t enter or not” under the school name

you should consult the "Direciory of Canadian Schools” to find the address, if you cannof, enter
the letter under the child's name and home address.

Note: Correspondence on school letterhead from a teacher or librarian who is writing about a
personal case or issue (and NOT to obtain materials for a school or as part of a school
write-in campaign) will be entered under the individual's name, then either school or
home address.

PROFILE ENTRY EXAMPLE:

Earl Gray Public School, Ecole publique Farl Gray
123 Any Street, a/s du directeur

Ottawa, Ontario. 123, rue Nullepart
KlaiAl Ottawa (Ontario)

Kid 141




Ce guide indique l'usage de 1la SCHD pour le courrter en frangais. En cas de doute, on doit
consulter ses collégues et les dictionnaires et manuels stylistiques employés par les rédactrices et
rédacteurs 4 la SCHD et au cabinet du Premier ministre.

FORMULES D'APPEL ET SALUTATIONS

Exemples de titres de civilité

Madame, Mesdames, Monsieur, Messieurs, Mademoiselle, Mesdemoiselles,
L'honorable X, Le trés honorable X, Docteur X, Madame la juge X, Maitre X, Madame la
maire (mairesse) X, Monsieur le maire X, Major X, Général X, Révérend pére X,
Révérende mére Y, Révérende soeur Y, Monsieur l'abbé X, Son Excellence
monseigneur X, Son Eminence le cardinal X,

Exemples de titres de fonction

Président, Vice-président, Président du consetl, Président-directeur général, Greffier.

Correspondants multiples

Exemples de salutations

Messieurs,

Mesdames,

Mesdames, Messieurs,

Madame, Monsieur,

Monsieur et Madame, (couple)

Chers Denis et Simon, (deux gargons)
Chers Diane el Pierre, (fille et gargon)
Cheres Sarah et Annie, (deux filles)




Couple

Lorsque les destinataires sont un couple, la formule d'appel sera « Monsieur et Madame, ».
Cependant, on peut adresser les lettres aux couples des fagons suivantes :

Monsieur Jean et Madame Francine Tremblay
ou

Monsiewr et Madame Jean et Francine Tremblay
ou

Monsieur Jean Tremblay et Madame Francine Lavertu
ou

Madame Francine Lavertu et Monsieur Jean Tremblay
ou

Docteur Jean Tremblay et Madame Francine Lavertu
ou

Monsieur et Madame Jean Tremblay (formule désuéte)

Plusieurs signataires

Si une lettre compte plus de deux signataires {dans une pétition, par exemple), I'appel sera écrit
en fonction de la personne la plus importante du groupe ou de la premiére personne de la liste.
NE JAMAIS ECRIRE « Monsieur et cosignataires ». Le rédacteur aura soin de mentionner
dans la lettre qu'il a regu un document signé par plusieurs personnes.

Enfants

Pour les enfants de moins de treize ans, n'utiliser que le prénom et le nom de famille 2 1a
premiére ligne de I'adresse ;

Gilles Tremblay
Salutation : Cher Gilles,

Pour les adolescents, faire précéder le prénom de « Monsieur » ou
« Mademoiselle » a la premiere ligne de l'adresse : -




Mademoiselle Sylvie Létourneau
Salutation : Chére Sylvie,

NOTA : Le titre Mademoiselle n'est utilisé gue pour les trés jeunes filles.
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Ecoles
o Ca procédure suivie pourlacorrespondanee-d'éeoles-est laméme-en frangais.qu'en.
anglais. On entre les lettres d'€léves sous le nom de I'école en ajoutant 4 I'adresse
du destinataire les détails fournis dans les lettres. L'adresse générale s'écrit comme
dans cet exemple :

FEcole Notre-Dame-des-Prés
40, chemin Dollard

elc.

Salutation: Chers éleves,

On précise dans Cims+ 'adresse du destinataire :

Eléves de la classe de 6° année Ecole Notre-Dame-des-Prés
Ecole Notre-Dame-des-Prés a’s du directeur

40, chemin Dollard 40, chemin Dollard

efc. _ etc.

Salutation : Chers éléves, Salutation : Chers éléves,

T T e



Cas particuliers

1 faut éviter de faire suivre le nom d'une personne par I'abréviation de ses titres

honorifiques et de ses grades universitaires. On écrit :

Monsieur Jean Dupuis
Député de Berthier

Lhonorable Lise Pomerleau
Ministre du Revenu

La fonetion officielle du destinataire se met sur la ligne qui suit le nom :
Madame Lise Fillion
Présidente
Association canadienne des femmes d'affaires
Une fonction occupée par intérim peut étre mentionnée :
Monsieur Gilles Dionne
President par intérim
Association canadienne des producteurs de pommes

Le titre de mattre est employ¢ pour désigner les avocats et les notaires.

Maitre Géraldine Vaillancourt
Salutation : Maitre,

Les titres honorable et trés honerable s'écrivent sans majuscule :
j

Le trés honorable Jean Chrétien
Salutation : Monsieur le Premier ministre,

Le titre de doecteur/doctenre est réservé exclusivement aux médecins, dentisies et vétérinaires.

Doeteur Jean Martin
Salutation : Docteur,

Un nom de famille compaosé s'écrit avec un trait d'union :

Madame Lise Lebean-Gagnon
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Un prénom composé s'écrit avec un trait d'union méme lorsqu'il est abrégé :

Monsieur Jean-Pierre Houle
Monsieur Jean-P. Houle

Un prénom suivi d'une initiale n'est pas lié par un trait d'vnion :
Monsieur Pierre L. Duval
Si le sexe du correspondant est inconnu, inscrire « Monsieur » comme titre et salutation :

Monsieur H. Caron
Salutation : Monsieur,

Lorsqu'on regoit une lettre d'une organisation et que le nom du correspondant est illisible,
on entre la correspondance sous le nom de Norganisation avec le style d'adresse suivant :

L'Union des producteurs agricoles
Salutation : Mesdames, Messieurs,

La tendance est & la féminisation des titres mais on respecte le choix de la correspondante qui

peut avoir décidé de ou de ne pas féminiser son fitre.

Madame Cora Gagné
Secrétaire-trésorier/Secrétaire-trésoriére
Ville de Montmagny
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EXEMPLES EN FRANCAIS D’ADRESSES COURANTES

AMBASSADEUR

Son Excellence Monsieur
Jacques Piaget
Ambassadeur de la République
francgaise
Ambassade de France
24, promenade Sussex
Ottawa (Ontario)
KIT 3B2
Salutation : Monsieur I'Ambassadeur,

AVOCAT/NOTAIRE

Maitre Jean Dupuis
Dupuis, Dubois et Dupont
Piece 903

45, boul. des Laurentides
Sherbrooke (Québec)

JSR IFO

Salutation ; Maftre,

CARDINAL

Son Eminence le cardinal
Jean-Claude Turcotte

Archevégue de Montréal

2000, rue Sherbrooke Ouest

Montréal (Québec)

H3H 1G4

Salutation : Eminence,

CURE

Monsieur le curé Jean Dupont
Paroisse Saint-Jean-Bapliste
123, rue Percé

Ottawa (Ontario)

K14 141

Salutation : Monsieur le Curé,

DEPUTE,

Monsieur Ahmed Georgis
Deéputé de Trois-Riviéres
Chambre des communes

Ottawa (Ontario)

K14 046

Salutation : Monsieur le Député,

GOUVERNEUR GENERAL

Son Excellence
la trés honorable Adrienne Clarkson
Gouverneure générale
Rideau Hall
1, promenade Sussex
Ottawa (Ontario)
KiAd 041
Salutation : fixcellence,



JUGE DE LA COUR SUPREME

x

L'honorable Claire L'Heureux-Dube
Cour supréme du Canada

Ottawa (Ontario)

K14 0J1

Salutation : Madame la Juge,

MAIRE

Monsieur/Madame Claude Rouyn
Maire

Village de Valcartier

Hotel de ville

Valcartier (Québec)

J78 2G8

Salutations : Monsieur le Maire,
Madame la Muaire,

MINISTRE FEDERAL

L'honorable Martin Cauchon
Ministre du Revenu national
Chambre des communes

Ottawa (Ontario)

K14 046 :

Salutation : Moensieur le Ministre,
Salutation : Cher collégue,

(Le Premier ministre signe la réponse)

PASTEUR

~Révérend-fean-Dupont
Eglise communautaire de Gaspé
123, rue Percé

Gaspé (Québec)

GOA 141

Salutation : Monsieur le Pasteur,

PREMIER MINISTRE
(PROVINCE AUTRE QUE
QUEBEC)

L'honorable Bernard Lord

Premier ministre du
Nouveau-Brunswick

Edifice du Centenaire

Case postale 6000

Fredericton (Nouveau-Brunswick)

E3B SHI _

Salutation : Monsieur le Premier

ministre,

PREMJER MINISTRE DU
QUEBEC

Monsieur Lucien Bouchard
Premier ministre du Québec
Hotel du Gouvernement
Edifice J, Piéce 100
Québec (Québec)

GIA 142
Salutation : Monsieur le Premier
ministre,




PROFESSEUR D'UNIVERSITE RELIGIEUX

— —————Monsienr-André-Séguin —Révérend perelfrére César Carvalho_

Professeur

Faculié des arts

Université de Moncton

665, terrasse de 'Acadie
Moncton (Nouveau Brunswick)
E6L Y87

Salutation : Monsieur,

RELIGIEUSE

Révérende Soeur Huguette Tessier
Congregation Notre-Dame

50, rue Saint-Aloysius

Gatineau (Québec)

JES 2P7

Salutation : Ma Seeur,

Monastére des Rédemptoristes

121, montée de la Chapelle
Val-des-Monts (Québec)

GOK 3X9

Salutations : Mon Pére,/ Mon Freére,

SENATEUR

L'honorable Serge Joyal
Le Sénat

Ottawa (Ontario)

K14 044

Salutation : Monsieur le Sénateur,



STYLE D’ ADRESSE EN FRANCAIS

Séquence i respecter pour l'adresse

Titre de civilité et nom du destinataire (sans abréviation)

Tiire de fonction §'il y a lieu (sans abréviation)

Nom de Vorganisme s'il y a lieu {(sans abréviation)

Ftage, bureau, appartement ou autre

Numéro et nom de la rue (toujours indiquer s'il s'agit d'une rue, boulevard
ou autre)

Focalité et nom de la province entre parenthése

Code postal

Régles stylistiques abservées dans V'adresse

Le premier mot de chague ligne de l'adresse prend une majuscule. Dans le cas
cependant ou il y a continuation sur une deuxicme ligne, celle-ci commence par
une minuscule aprés deux espaces.

Association nationale des parents d'enfants
éprouvant des difficultés scolaires

Il n'y a aucune ponetuation dans l'adresse sauf la virgule entre le numéro et le
nom de la rue.

Le nom du genre de veic publique (rue, avenue, allée, rang, boulevard, place,
promenade, etc.) prend la majuscule s'il n'est pas suivi d'un antre nom :

225, 4° Avenue
27, I'"* Rue
6, I*" Rang

Mais on wtilise 1la minuscule en tout autre cas :

122, rue Renaud
251, avenue Lapointe

—_— p—— ‘—‘—_6.‘[_...,«_ﬁﬁ____».._ﬂ..



Les chiffres ne sont pas séparés en groupes de trois :

2000-rueLafléeche —

On doit se servir des termes « piéce » ou « bureau » pour les adresses
commerciales ou d'institutions sauf dans le cas des adresses de députés {€déraux,
dans lesquelles seulement le terme « piéce » est utilisé. Les termes «suite» ou
«chambre» ne doivent jamais s'employer.

« Appartement » s'utilise dans les adresses de domucile, et peut étre abrégé s'il est
placé & la méme ligne que le numéro et nom de rue :

4510, avenue Plamondon, app. 1

Les points cardinaux (ouest, est, sud, nord) prennent la majuscule et s'écrivent
toujours aprés le nom de larue. On ne doit pas abréger les indications de quadrant
de ville (nord-est, nord-ouest, sud-est, sud-ouest). Exemple :

235, rue Saint-Jean Est

47, 11° Avenue Nord-FEst

Le nom d'un boulevard, d'une promenade ou d'un croissant s'écrivent en toutes
letires, mais lorsqu'il est trés long utilisez les abréviations suivantes : « boul. »,
« bd » ou « b?», « prom. » et « cr. »

20, boul. des Laurentides Nord
800, prom. de I'Qutaouais Est
3, cr. du Mont-Sainte-Marie

Les adjectifs namériques doivent &ire abrégés comme dans les exemples qui

suivent. Lorsque le systéme d'informatique le permet, ils doivent aussi s'écrire en
exposant (°, ™, %) :

4° Rue
1" Avenue (féminin)
1*" Rang (masculin)
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Le terme Case postale ou C.P. est utilis¢. Boite postale ou B.P. ou BP. est &
déconseiller. '

Aux (bons) soins de ou a/s de : Si on utilise cette mention, se rappeler d'envoyer
la lettre & la personne morale ou physique qui regoit le cowrrier. Par exemple,
Monsieur Gilles Roy habite chez Madame Lise ILebean. On écrira donc :

Monsieur Gilles Roy

als de Madame Lise Lebeau
3, rue des Monts

Gatineau (Québec)

JoW 2K9

Salutation: Monsieur,

En frangais, on tend a réduire 'emploi des majuscules au minimum. Les adjectifs
prennent habituellement 1a minuscule, la majuscule étant réservée au premier mot
de la ligne et aux noms propres :

Association internationale des pompiers
Corporation municipale du Canton/de la Municipalité/
du Village/de la Paroisse de Magog

La tendance actuelle veut que l'on aceentue toutes les majuscules :

f{e Bizard
Etats-Unis

Les noms d'entreprises s'écrivent exactement comme dans 1'en-téte de la letire :

Les Systémes HI-TECH inc.
Delisle Plomberie et Chauffage ltée.
Equipement moderne enr.
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Les descriptions des services fournis par une compagnie (par exemple : notaires,
comptables agréés, conseillers en informatique, ingénieurs) ne sont pas ajoutées a
l'adresse.- Quelquefois, les gens utilisent le papier d'une compagnie pour nous
gécrire, mais ils indiquent leur adresse personnelle. Dans ces cas, omettre I'adresse
de la compagnie.

Dans les noms propres frangais, on doit écrire au long les mots «Saint» ou
«Saintey aussi bien pour le nom de la localité que celui de la rue, de l'avenue,
etc. :

Sainte-Thérése-du-Lac (Québec)
14289, rue Saint-Michel

Pourtant, cette régle ne s'applique pas aux noms propres anglais ;

St. John's (Terre-Neuve)
St. Catharines (Ontario)
Sault Ste. Marie (Ontario)

Lorsque le nom d'une localité, d'une rue est composé de plusieurs mots, tous
les éléments sont liés par un frait d'union :

24, chemin de la Céte-des-neiges
Saint-Jean-Port-Joli (Québec)




AUTRES EXEMPLES D'ADRESSES

Appartement

Monsieur Jean Bernier
Appartement 600

2400, rue Laviolelte
Trois-Riviéres (Québec)
G2B 3C8

Rue/ boulevard/chemin/eote

Monsieur Carlos Sousa
Appartement 9

4772, boul. de la Cité- des-Jeunes
Nord

Sherbrooke (Québec)

J3IL IW9

Case postale et succursale

Madame Suzanne Gendron
Case postale 24
Succursale Saint-Laurent
Saint-Antoine (Québec)
GOT 3K 1

Titre et association

Monsieur Paul Marois
Président

Alliance des marchands unis
25, rue de la Colline

Gaspé (Québec)

GOB 4K8

Médecin/dentiste/véiérinaire

Docteur Mario Paquin
Directeur

Département de pédiatrie
Hépital Jeanne-Mance
333, rue Principale
Sherbrooke (Québec)
J2V7F8

Deux correspondants

Muadame Joanne Rochon et
Docteure Helena Mazewski
Syndicat des professionnelles de la
fonction publique

Case postale 754

Succursale Principale

400, rue Marquis, piéce 640
Montréal (Québec)

HIC 3X0



N.B. Nombre d'informations ont été puisées dans les ouvrages suivants. 11

est utile de sy rappotter pour des détails supplémentaires:

~ Le Guide du rédactenr, Bureau de la traduction, ministére des
Travaux publics et des Services gouvernementaux, Ottawa, 2000.

- Le frangais au bureau, Noélle Guilleton et Héléne Cajolet-
Laganiére, Office de la langue frangaise, Les publications du Québec,
2000. ‘

- Préséance - Répertoire des dignitaires canadiens, Ministére du

Patrimoine canadien, Ottawa. (Ce document est mis a jour réguliérement).
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FRENCH STREET TYPES

__ERENCH -
AL allée
AV avenue
BD boulevard
CA carré
CE cercle
CH chemin
CO cour
CR crescent
MT montée
PRIV privé
PR promenade
RA rangée
RO route
RU rue
TE terrasse, terrasses
VO voie

ENGLISH

Lane
Avenue
Boulevard
Square
Circle
Road
Court
Crescent
Montée

Private

Drive, Parkway

Row
Highway
Street
Terrace
Way




EXAMPLES OF REPLIES USING VARIOUS
STYLES OF ADDRESS

NUMBERED STREET

APARTMENT AND STREET

TITLE AND ASSOCIATION

P.C. BOX AND STATION

DOCTOR AND PROFESSOR

MAYOR

TITLE OF CHAPTER AND ASSOCIATION
TITLES WITH LOCAL

SUITE AND TOWER

COMBINATION OF EXAMPILES

US ADDRESS

TWO-DIGIT STREET NUMBER AND NAME OF STREET
ADDRESSING A FEDERAL MINISTER




U.S.A. STATE SYMBOLS

AKX ALASKA

AL ALABAMA

AR ARKANSAS
AZ ARTZONA

CA CALIFORNIA
CO COLORADO
CT CONNECTICUT
DC DISTRICT OF COLUMBIA
DE DELAWARE
FL FLORIDA

GA GEORGIA

HI HAWAII

1A IOWA

ID IDAHO

IL ILLINOIS

IN INDIANA

KS KANSAS

KY KENTUCKY
LA LOUISIANA
MA MASSACHUSETTS
MD MARYLAND
ME MAINE

MI MICHIGAN
MN MINNESOTA
MO MISSOURI

MS MISSISSIPPI

MT MONTANA
NC NORTH CAROLINA
ND NORTH DAKOTA
NE NEBRASKA

NH NEW HAMPSHIRE
NI NEW JERSEY

NM NEW MEXICO
NV NEVADA

NY NEW YORK

OH OHIO

OK OKLAHOMA

OR OREGON

PA PENNSYLVANIA
RI RHODE ISLAND
SC SOUTH CAROLINA
SD SOUTH DAKOTA
TN TENNESSEE

TX TEXAS

UT UTAH

VA VIRGINIA

VT VERMONT

WA WASHINGTON
W1 WISCONSIN

WV WEST VIRGINIA
WY WYOMING

69



. CABINET MINISTERS/MINISTRES

REVISED JANUARY 9, 2001

ANDERSON, The Honouvrable David
Minister of the Environment

BLONDIN-ANDREW, The Honourable Ethel
Secretary of State (Children and Youth) . '

BOUDRIA, The Honourable Don
Leader of the Government
in the House of Commons

BRADSHAW, The Honourable Claudetie
Minister of Labour

CAPLAN, The Honourable Elinor
Minister of Citizenship and Immigration

CARSTAIRS, The Honourable Sharon
Leader of the Government in the Senate

CAUCHON, The Honourable Martin
Minister of National Revenue and
Secretary of State (Economic Development

' Agency of Canada for the Regions of Quebec)

CHRETIEN, The Right Honourable Jean
Prime Minister

CODERRE, The Henourable Denis
Secretary of State (Amateur Sport)

COLLENETTE, The Honourable David Michael
Minister of Transport

COPPS, The Honourable Sheila
Minister of Canadian Heritage

DHALIWAL, The Honourable Herb
Minister of Fisheres and Oceans

DION, The Honourable Stéphane

President of the Queen's Privy Council for

Canada and Minister of Intergovernmental
Affairs

L' honorable David ANDERSON
Ministre de I'Environnement

L'honorable Ethel BLONDIN-ANDREW
Secrétaire d'Etat (Enfance et Jeunesse)

L'honorable Don BOUDRIA
Leader du pouvernement
4 la Chambre des communes

L'honorable Clandetie BRADSHAW
Ministre du Travail

L'honorable Elinor CAPLAN
Ministre de la Citoyenneté et de I'lmmigration

Uhonorable Sharon Carstairs
Leader du gouvernement au Sénat

L'honorable Martin CAUCHON

Ministre du Revenn national et

Secrétaire d'Fiat (Agence de développement
économique du Canada powr les régions du Québec)

Le trés honorable Jean CHRETIEN
Premier ministre

L'honorable Denis CODERRE
Secrétaire d'Etat (Sport amateur)

L'honorable Pavid Michael COLLENETTE
Minisire des Transporis

1’honorable Sheila COPPS
Minisire du Patrimoine canadien

1L'honorable Herb DHALIWAL
Ministre des Péches et Océans

L'honorable Stéphane DION

Président du Conseil privé de la Reine
pour le Canada et Ministre des Affaires
intergouvernementales
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CABINET MINISTERS/MINISTRES (CONT'D)

DUHAMEL, The Honourable Ronald T,
Minister of Veterans Affairs and
Secretary of State

{(Western Economic Diversification)
(Francophonie)

EGGLETON, The Honourable Arthur C.
Minister of National Defence.

FRY, The Honourable Hedy
Secretary of State (Multiculturalism)
(Status of Women)

GAGLIANO, The Henourable Alfonso
Minister of Public Works and Government
Services

GOODALE, The Honourable Ralph E.
Minister of Natural Resources and
Minister responsible for the Canadian
Wheat Board

GRAY, The Honourable Herbert Eser
Deputy Prime Minister

KILGOUR, The Honourable David
Secretary of State (Latin America and Africa)

MacAULAY, The Honourable Lawrence
Solicitor General of Canada

Manley, The Honourable John
Minister of Foreign Affairs

MARTIN, The Honourable Paul
Minister of Finance

MclLELLAN, The Honourable Anne
Minister of Justice and
Attorney General of Canada

L'honorable Ronald J. DUHAMEL
Ministre des Anciens combattants et
Secrétaire d'Fat

(Diversification de I'économie de 1'Quest
canadien) (Francophonie)

L'honorable Arthur C. EGGLETON
Ministre de la Défense nationale

L'honorable Hedy FRY
Secrétaire d'Efat (Multicultuiralisme)
(Situation de la femme)

L'honorable Alfonso GAGLIANO
Ministre des Travaux publics et des
Services gouvernementaux

L'honorable Ralph E. GOODALE
Ministre des Ressources naturelles
et Ministre responsable de la
Commission canadienne du blé

L'honorable Herbert Eser GRAY
Vice-premier ministre

L'honorable David KILGOUR
Secrétaire d'éiat (Amérique latine et Afrique)

1'honorable | awrence MacAULAY
Solliciteur général du Canada

L'honorable John MANLEY
Ministre des Affaires étrangéres

L'honorable Paul MARTIN

‘Ministre des Fipances

L'honorable Anne McLELLAN
Ministre de 1a Justice et
Procureur général du Canada




. CABINET MINISTERS/MINISTRES (CONT'D})

MINNA, The Honourable Maria
Minister for International Cooperation

MITCHELL, The Honourable Andrew
Secretary of State (Rural Development)
(Federal Economic Development Initiative
for Northern Ontario)

NAULT, The Honourable Robert Daniel
Minister of Indian Affairs and Northern
Development

NORMAND, The Honourable Gilbert
Secretary of State (Science, Research
and Development)

PAGTAKHAN, The Honourable Rey
Secretary of State (Asia-Pacific)

PETERSON, The Honourable James Scott
Secretary of State (Intermnational Financial
Institutions)

PETTIGREW, The Honourable Pierre
Minister for International Trade

ROBILLARD, The Honourable Lucienne
President of the Treasury Board and
Minister responsible for Infrastructore

ROCK, The Henourable Allan
Minister of Health

STEWART, The Honourable Jane
Minister of Human Resources Development

L'honorable Maria MINNA,
Ministre de la Coopération internationale

L'honorable Andrew MITCHELL

Secrétaire d'Etat (Développement rural)

(Initiative fédérale du développement &conomique
dans le Nord de 'Ontario)

L'honorable Robert Daniel Nault
Ministre des Affaires indiennes et du Nord
canadien

L'honorable Gilbert NORMAND
Secrétaire d'Etat (Sciences, Recherche et
Développement)

L'honorable Rey PAGTAKHAN
Secrétaire d'Ftat (Asie-Pacifique)

L'honorable James Scott PETERSON
Secrétaire d'Ftat (Institutions financiéres

-internationales)

L'honorable Pierre PETTIGREW
Ministre du Commerce international

L'honorable Lucienne ROBILLARD
Président du Conseil du Trésor et
Ministre responsable de 'Infrastructure

Lhonorable Allan ROCK
Ministre de Ia Santé

L'henorable Jane STEWART
Mindstre du Développement des ressources
humaines



CABINET MINISTERS/MINISTRES (CONT'D)

THIBAULT, The Honourable Robert
Minister of State (Atlantic Canada
Opportunities Agency)

TOBIN, The Honourable Brian
Minister of Industry

VANCLIEF, The Honourable Lyle
Minister of Agriculture and Agri-Food

L'honorable Robert Thibault
Ministre d'Etat (Agence de promotion
économique du Canada atlantique)

L'honorable Brian TOBIN
Ministre de I'Industrie

L'honorable Lyle Vanclief

Ministre de I'Agricuiture et de 'Aproalimentaire




MUNICIPALITIES IN SAINT-MAURICE RIDING

Baie-de-Shawinigan

Charette

Grand-Mére

Lac-a-Ia-Tortue
Notre-Dame-du-Mont-Carmel
Saint-Alexis-des-Monts
Saint-Boniface-de-Shawinigan
Saint-Edouard-de-Maskinongé
Saint-Elic-de-Caxton
Saint-Etienne-des-Grés
Saint-Georges-de-Champlain
Saint-Gérard-des-Laurentides
Saint-Jean-des-Piles
Saint-Justin
Saint-Mathien-du-Parc
Saint-Paulin
Sainte-Angele-de-Piémont
Sainte-Ursule

Shawinigan

Shawinigan-Sud

Postal Codes: GY9....
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PROVINCIAL PREMIERS/TERRITORIAL LEADERS

ALBERTA

The Honourable Ralph Klein,
Premier of Alberta,

Room 307, Legislatuore Building,
FEdmonton, Alberta.

TSK 2B6

BRITISH COLUMBIA

The Honourable Ujjal Dosanjh,
Premier of British Columbia,
Parliament Buildings,

Victoria, British Columbia.
V8V 1X4

MANITOBA

The Honourable Gary Doer,
Premier of Manitoba,

Room 204, Legislative Building,
Winnipeg, Manitoba.

R3COVS

NEW BRUNSWICK

The Honourable Bernard Lord,
Premier of New Brunswick,
P.O. Box 6000,

Legislative Building,
Fredericton, New Brunswick.
E3B 5H1

15

NEWFOUNDLAND

AND LABRADOR

The Honourable Beaton Tulk,

Premier of Newfoundland and Labrador,
P.O. Box 8700,

Confederation Building,

St. John's, Newfoundland.

AlB 4j6

NORTHWEST

TERRITORIES

The Honourable Stephen Kalkfwi,
Government Leader,

Govemnment of the Northwest Territories,
P.0O. Box 1320, 2nd floor,

Legislative Assembly Building,
Yellowknife, Northwest Territories.

X1A 210

NOVA SCOTIA

The Honourable John Hamm,
Premier of Nova Scotia,

P.O. Box 726, 7th Floor,
One Government Place,
Halifax, Nova Scotia.

B3I 2Y3

ONTARIO

The Honourable Mike Harris,
Premier of Ontario,

Room 281, Legislative Building,
Queen's Park,

Toronto, Ontario.

M7A 1A2




T ISEAND— ———

PRINCE EDWARD

The Honourable Patrick G. Binns,
Premxer of Prince BEdward Island,
P.0O. Box 2000,

Shaw Building,

95 Rochfort Street,

Charlottetown, Prince Edward Island.

CIA 7TN8

QUEBEC

Monsieur Lucien Bouchard
Premier ministre du Québec
Hoétel du Gouvernement
885, rue Grande-Allée Est
Edifice T, 3¢ étage

Québec (Québec)

Gl1A 1A2

— The Honourable Roy Romanow

SASKATCHEWARN

Premier of Saskatchewan,
Legislative Building,
Regina, Saskatchewan.
548 (B3

YUKON

TERRITORY

The Honowrable Pat Duncan,
Govermnment Leader,
Government of Yukon,

P.0. Box 2703,

Yukon Government Building,
Whitehorse, Yukon Territory.
Y1A 2C6

NUNAVUT

The Honourable Paul Okalik,
Govemnment feader,
Govermnment of Nunavut,
Bag 800,

Igaliut, Nunavut.

XO0A OHO




FREQUENTLY CALLED TELEPHONE NUMBERS

Liberal Party Headquarters 237-0740

Fax: 235-7208
Liberal Caucus Research Bureau | 995-0886
UNITEL Montreal | 1-800-361-1872
Library of Parliament 995-1166
Help desk (ITSD) | 957-5725
US Zipcode Information 598-4009
Reception at ECU . 041-6888
ECU Fax Number 941-6900

OFFICE ADDRESS OF THE EXECUTIVE CORRESPONDENCE UNIT
Suite 830, 90 Sparks Sireet,
Oitawa, Ontario,
KI1P 5B4

PRIME MINISTER'S MAILING ADDRESS
Centre Block, Room 309-S,
Ottawa, Ontario.
K1A 0A6

MAILING ADDRESS FOR THE ECU
105 Langevin Building,
Wellington Street,

Ottawa, Ontario.

K1A 0A2



_ CIMS USER INSTRUCTIONS

INTRODUCTION

The primary Analyst tool for organizing, registering and taking action on Prime Minister's
correspondence is the software package CS-CIMS (Client Server, Correspondence and Issues
Management System). It can be accessed from all Executive Correspondence Unit computers

connected to the ECU Local Area Network. A user identification name and password specific to

CS-CIMS are necessary for access. Upon starting the CIMS application, the program prompts for

the Username and Password.
?E%‘*“E‘E

Privy Council Office -

Legon ID: r

Passwaord: [ﬁ

. Login . it

Proprictaiy Software Pioduct { Copyiight 1991 - 98
Dynﬁa!uhons, !nc.

H _is'pmlec:ted by copynghl Iaw as desc:nbed -
wiie o the About Box - S e

Chemeewer-Cnrrespondence'And Issues Management System (CS-CIMS)




The options principally used by Analysts are the Add, Modify or Query folder function and the
-Sean-funetion.-All of these-functions are fully explained on their own sections on the following

pages.

Additional information helpful to the Analyst, including operating procedures for performing a
Correspondence Lookup are detailed in the appendices.
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ADD FOLDER

The Add folder function of the system involves the regisiration of information related to incoming
items of correspondence. The principal purpose of this function is to record the correspondent
information and letter content of an individual piece of correspondence.

A letter is entered as a single piece of correspondence in the system, and the information is
verified as correct. Most letters are received by the Executive Comrespondence Unit mail room,

assigned a tracking id number, and placed in the daily mail bin to be registered by Analysts.

Some exceptions:

> Personal mail is forwarded directly to the Prime Minister.

> Threatening mail is forwarded immediately to the Security Branch.
However, analysts must flag any mail not previously identified as such.

> Write-ins are accumulated and entered as a global count against a specific
subject.

User Instructions
Click on Folders at Main menu, sclect New and the Add Folder screen comes up.

Tracking lD 2 _Hhil Typs .

T

Dala of DosiEnent-—

; (Date Aeceived . -
IESSB!B?IUZ : 993107192 Post Df!ice}'poslea =]
Fiom LTI

’ r Lasl Namc 5&alch

Cla:sxflcai;nnv- T e e ; - Lot
IEEU General mallISC j_l Wsmams r

: TB Fu!dcr vael
‘ {-sﬂnupﬁcu

Keymtd Summar_v s

Ass_qnmenls

 Atachmonts

Add Foldes |




Verity Tracking id and language

Vertty Date of Document

Verify Date Received

Select Mail type - Post Office; outgoing mail; etc...

Enter Correspondent's surname in From field and click on Extended Search.
The following screen will appear:

Name ‘ Drganization
L R e e s R,
Smith,

Smikth,

Smith,

Smith, A.

Smith, A_ Buiton

Smith, A F.

Smith, AL,

Smikh, A M.

Smith, Adele

Smith, Aqatha

Smith, Al The United Senior Citizens of Bntatio
Smth. Alan

Smith, Alan A, Faculiy of Engineennyg

Smith, Alan H.

Smith, Albert G.

COCDoOowOOoEe oD o)
7

=

1428 Cowrespandent{s)

[ Bovemt, -

 Views Buniont - | |, Vied

The system will identify all of the possible matches to the partial name entered. You may choose
to View Current information for one or more entries to check the displayed data for accuracy
against the letter at hand. When the appropriate one has been selected, click on Aceept, and
continue to add information to the folder.




1. Verify Correspondent Maich

If you find a surname match, for example Smith, click on View Related button to access the
Correspondent Maintenance screen, which is a complete display of all information in the system
relating to the name entered. Modify if required. If not, you Exif to Select Correspondent by
Name screen and click on Aceept.

Salutation First Hame . M. LastName T

o [A M ' [ [Smit
Title: r R

: Belated Folders

Lganizabion: I gl?:i:d ! g

Department: ’— Tola_i o n
Humber Stieet

Address: l

Cite: ] Saiské!unl.'n ' . Province: iSK

C.Bulilﬁi;. " [Canada R Postal Code: I T —
¥ ok Phone: . I ' — Exgen;io_n_:‘_l o

Faz Numbey: [_

| Record Slatus

Home Phone: [ ' - o o o ; (!*.; Active
- : ‘ — P Inagtive
Hotas: r e .

Enter An Item Of Correspondence

ENTRY OF CORRESPONDENT IN SYSTEM

System design requires that any correspondent's name and address is entered in the system only
once. Exception to this is noted when there is a change of address for a correspondent, or if the

correspondent has more than one position at a given address. e.g. A cabinet minister, who is also
listed as a member of Parliament.
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2. Enter a correspondent in the system

If there is no match, click on Add. The Correspondent Maintenance Table screen will appear.
Enter correspondent information in the appropriate fields, according fo the styles established by the
Address Formats scction of the Training Manual.

The Province is identified by entering two characters (e.g. BC = British Columbia). Refer to the
province code table for the appropriate code.

ENTRY OF LETTER INFORMATION

Receipt Date
Document Pate
Language

Mail Type

Types field

Reply Method
Close Date
Assign to

B/F Date

Notes

Keyword Summary

System generated to date defined by accession number.
1f no date on letter, always enter 1950/01/01.
Identified by E or F at the end of the tracking id.

Post Office, memorandum, outgoing, petition, post card, fax, priorify mail,
registered, resolution, threat, etc....

Entered by Analyst to indicate content of letter,
Additional subjects can be added to the Types field.

See CIMS+ instructions.

As determined by analyst, writer, editor.
See add assignment.

System Generated to today's date.

Enter up to 400 characters if desired. Can be used to indicate, for example,
the number of signatures on a letter petition, or that a cheque is enclosed.

Enter up to 4007 characters if desired. Can be used to indicate, for example,
list of co-signatories or multiple subjects.



MULTIPLE CORRESPONDENTS

Muiltiple comrespondents are to be entered in individual Correspondent Maintenance screens
using the dot dot dot.

ENTRY OF SUBJECT CODES

The Analyst may identify up to 3 subject codes in the Types field. The first subject code entered
on the Letfer screen is recognized as the primary subject for response and routing purposes.
ENTRY OF CROSS-REFERENCES

The Analyst may enter cross-references selected from the letter content as keys to identifying the

correspondence. To input, enter relevant information in the Keyword Summary field of the
folder. Do not use commas when entering infonmation.

SCAN ATTACHMENT

See Imaging for Windows procedures on page 102.
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QUERY FOLDER

Click on green cabinet. A search is done by correspondent name, subject type, tracking id
number, folder number or any combination thereof, Enter information in relevant fields and click
on (Juery.
'Eﬂfle:pdndént"“ —- T T R [ —
. Lafh‘fﬁrsl'_ﬂéifna: || r -
Qrganizakion: | I
Folder Demer— - -
Last que; I
Addiessed To: i
Feider info- -
Tracking ID: r : =
Kail Type: r ;ﬂ; " Bpen Unly ;
Classificalion: I_ T @ AR '
Notes: . . ]  {; Dlasedtinty |
Kepworda: o r
7 Dale wiDog.. ;. . !
%I 4
i
e - B




Hi-gh—}i-gh-tnfelder._Ri-ght—el-ick—fer_dmp.dawn_lis.t,and_selectAss,ignm_eﬁt List or Atiachments.

i

; .
b

§

T Foldes(s)

_Ext |
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gy

— _MODIEY FOLDER_

Use query function to recall folder to be modified. Make changes and click on medify. Dictionary
may be used at this time if required.

CLOSE FOLDER AND DIRECT TO FILE

Witen an analyst decides to close a folder and direct to file, i.¢. in the case of duplicates or
insufficient information in the address, short comments should be entered in the Notes field then
enter date closed before modifying folder. Also, see CIMS+ notes on direct to file.

It should also be noted that any assignments will automatically be closed when a folder is closed.



ADD ASSIGNMENT

Folder !ﬂfﬂlmatlﬂn o ﬁ"f'"' T T T e
Folder: 12564 DUE‘ 1 338! 1 1 f 1 T lac:kmg ID 9233‘]1 52E

A:s _gnment lnfalmatmn Teem = e : : j C = ;
: : ;‘Clas'siiicfation

lEEU—Pnonly Haﬂ!SEH o j

';Aﬂilﬂn ———— e __”._m...i_‘ e L

| Lﬁameﬁeawh 2H e —— ;““‘

: Se_quf:ncef o r

Reguested Ac__ﬁyil_y ' B Easpg_nw Hale:

Dal_@; e o i i b e e it e et s =
Assi_g_ned i Bazs Ta Complete

lwsan NY73 [

Add Assignment -

Click on Add Assignment. Enter Name and fab to do Name Search. Accept appropriate entry,
click on Add then Exit.

Example - Add Assignment to Donald Smith, enfer Reply-General in Action field, add descriptor
in Requested Activity field, click on Add Assigament then Exit,

In the case of Priority mail, a distribution list is usually assigned by the editors. Most are identified

- by acronyms, i.e., PMC, JUS, FIN, etc. An analyst enters an asterisk and the appropriate acronym
in the Namae Search field, *PMC, *JUS, then tabs to select list. Click on Add then Bxit. There is
no need to complete the Action or Requested Activity fields when using distribution lists.
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ASSIGNMENT INBOX

Though the individual inboxes are not used regularly, checking it on a regular basis is good
business. :

 Ktsigrme

 Eolders

All analysts' share an inbox and may access priority assignments daily. Click on refresh bution
when you enter the screen to ensure up to date information.

oty Doy | Fada |-
i
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__CORRESPONDENCE REPLY

Launching WordPerfect:

‘1\‘
Double click on the WordPerfect 8 icon. 5
arel
WordPerfect §

This will launch WordPerfect 8. In addition to the standard WordPerfect toolbars, the CIMS+ tool
bar will be displayed. See the circled area below for reference.

:j@y%mw‘ ;““15:@
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CIMS+ Login

-
-
You must login to CIMS+ before you can use any of the CIMS+ functions.

Click on the “CIMS+ Login™ icon B2, In WordPerfect 8 a soft click on the tool bar does nothing.
One good hard click is sufficient. Then wait.

After a brief moment, the following login window will be displayed:

B oMs: - | DEV

{™ Developmert :

) BRE SR S R i

{" PAT | Lo

- Languags - _

¢ {a English: (" French ;

e s st iy i e VL S

YOUF USeriame —— UserName : J_HOBSON

» Select Your Environment

" "Production” is what you will be using 95% of the time. To test new releases of CIMS+ the
“Testing” environment may also be used.

Tip: Youmay click on the radio button itself or on the name of the environment.
. Language

Choose yourlanguage of preference: English or French,
. Yeuy Username

The usexname displayed is the username you used to login to the network. it is not
correct, exit WordPerfect, and login to the network with the proper username.

o1



To Login with a Different Username:

Click on the Windows Start Button. Choose Shut down. Choose Close all programs

and log on as a different user.

Click on OK

If the login was successful, the following message will be diéplayed. It indicates that you

are now ready to use other CIMS+ functions.

D,

Login was successful
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Entering Reply Information

This s where you will perform most of your work in CIMS+.

Tracking# |004081635 vl Fu]der#‘ E4EHE Ms SheﬁsyA Quea Kabwna EC WYSAS

ReplyType: - . RepliesC Chcsen . :

Standard GMFOODS 2E!]1 Ganeiica!iymﬂdltsedfoods
Correspondence H!sicuy Chnusa REpIyType s e P

Coir. Hlsh:\ly g Si_cj ,

ngl l Subst

Address lnformatmn - Feld{nd}

Cione List

Set

; - o . 7. .OpenWP Docsments
Caraspondentinformation g -."j‘._'::‘h‘lpr_!ﬁ-AddrESs o e A

- CIS Allachments: - - -

Subject : —> Flld(sb) S . . _CMsOmi g cMSFinal
F ) PnperType I E}\VEFDPE!!LEIbEI'.

Biack "I' ! lEnvelope vl

e e
=

Signeture: —> Field(s}) ‘Wit -~ Datg on lnmmlngLeﬁer

CC's: - Field(pe) -~ - -

- . Enclogures : R _F’.eply Gsneralmn

Jec D Tmenond ] < Faldis

. i ' Tried _Merga {Optional)
Add / Delete s |[.7 ' Add { Dsloto Enciocies | - s

.-‘

S " = -+ |nitinte Mere
Special Malling lnstuctions: ~ * <+ T s ' =

;M'elnja :His!ury

}
J -
|

H !ﬂeve  Merge Resulls

- ) ’ Dﬂ!a Merged Fab11. 208011553 AM

) D;G_]@lg_— , ' S_ava I Eoyit l

AboutOMS:, [ -Mewalifo |. -.GMSma |

]




At a Glance ...

Tracking &: I-m=-='===-==_j_j Finds folder information from CIMS using the tracking ID you

CIMS Draft
CIMS Finat

Con. Histary

_Con. History |

supply.
Retrieves the "Draft” from CIMS.
Retrieves the "Final" from CIMS.

Displays a complete Correspondence History for all correspondents related
to the folder.

. Choose Reply Type: © ~rwmmrmm o mee —ee o Allows you to choose between standard, semi-
© Sud , Semi / Subst ! Eiea 1 Spec Msg |: File standard, substantive, creative, special
T T e e message, or "directed to file" reply types.
Clone Ljst Used when merging multiple letters on the same subject.
Sal
Open' WP Documents ‘ Opens WordPerfect Documents from your work directory and other

directories. Includes tools for drafting replies from scraich.

Corespondent Inforfation J Allows you to verify / enter / change the correspondent's salutation

and address.

Shiptodddiess Allows you to enter the ship-to address.

TrialMerge (Optional} - " ] Allows you to merge the correspondent information with the

draft document to create a throw-away reply.

Inkiate Merge 1 Performs a merge and sends the results to the production unit

Merge Histoiy

for printing.

Allows the production unit {and a small number of others)
I to retrieve the results of a merge from the production print

area or the "already printed” arca.

Add / Delete CC's Allows you to select CCs to ministers and other individuals.

_ Add/ Delete Enclosures l : Allows you to assign enclosures to the current folder.
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CiMS Info Displays (raw) CIMS information read directly from the CIMS database.

Merge Info | Displays merge codes and their meaning ... FIELD{(ad) etc.
About CIMS+ Displays the version #, authors, and current working environment (live, test,

development etc.).

Deletes information int current window. To use this feature you must delete
CIMS draft and CIMS final first,

Defete | Save J Saves your work on the current window.
Eait Exits without saving any changes you have made on the current window.

Creating CIMS Attachments

] All reply types (standard, semi-standard, ete.) require a CIMS attachment to bhe
created.
° Ensure CIMS is running or creating a drafl and final will fail.



What Does “CIMS Attachments” Actually Do?

o Two WordPerfect documents are created: a “draft” document and a “final” document.

Folder: 277 Due: 1997/10/23 Tracking ID: 19980310
| Qemﬁﬁﬁ'on _ | Dwwer . B hgf?e;{edﬁf.i- | et~
ﬁ'drﬂ& Draft ) Hobson, James.  Hobson,dames 19980318

] ' CM&+ Finsl , Hobson, James  Habson, Jamss Lo toseenE

. Initially both of these documents are empty.

. The "drafi” document is the document that will be merged with correspondent information
to create the final reply. The "draft" document is the main document with which we will be
concerned,

. The "final” reply is the document that will be sent to the correspondent,

. After an "initial merge” is performed, the "final" document will be identical to the

document that was sent to the correspondent.

Merge Codes and Their Meaning

. "Draft" documents contain merge codes: Field(ad), Field(sa) etc.
. "Final" documents do not contain merge codes.
. When performing a “preview reply” or when creating a draft document based on a starting

template, it can be can be very useful to have a basie understanding of what each merge
code represents,




Examples of Merge Codes...

FIELD(rd)

FIELD{ad)

FIELD(sa)

FIELD(lm)

FIELD(sb)

FIELD(si)

FIELD(cc)

Reply Date April 18, 1998 (today's date)

Correspondent Address ;Addess: - Field(ad) -—

Hebecca MeCullough,
Unit 10,
117204 - 127t Shest, |
E dmanton, Afbedta.

TEM OV7

Salutation . Salutation: - Field(sa)

‘ lDear Rebecca:

Letter Month ( of January, of February etc.)  Date onincoming Lotter :
" [1egei02/24 ~| < Fieldfid)

Subject ; Subject : -> Field{sh}

Signature Signatue ; -->.Fie:=!d{si]‘~"-—ﬁ-lg. .
: Rabert S. Weber Special Assistant Conespondence |

Minister to be CCd . 0C's Selected: e s,
Eewaﬂ Chiistine (5?1885} “Mirisler of !he Ervironment
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All the Merge Codes... (  Megeino | )

e The following is a brief summary of the merge codes you may encounter in a drafi

document:

Fields

id
1

. sh
h
fm
fy
Id
ot
st

ad

ad.l.
mail

Descriplion

" ReplyDate [Today's dale}

Data orilstter
Salutation

Subiject

Date onbetter (day)
Date an Lelter imonth)
Date anletter {year)
Date ajilstter {full)

CE Nafie

Gigreafute Name -
Conespondent Address

Name lﬂ appear on Spat. Msg;__.
: Shlp to Addigss” i :

Examples :

Februyam 11, 1958
January 30

Dear Mrs, Smith;
Allantic fishing

30

of January
1998
of dapumy 38, 1958

Ths Honourable Jean E:erell P C.

Kim Peevey

Kis. Jane Smith,
555 River Road,
Utiawa, Ontario.
KN 7G2

M. JohnSmith -
MrJohn Smith,
2021 Laurier Steet,

_ Toronte, Dntario.
T KIATPS
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Standard Reply

From “Enter Reply Information™ W :

« Eater a tracking ID. Tracking #: l -]

Review the correspondence history __ Gom Histoy |

° Click on the $td | button.
. The following window will appear:
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At a Glance ...

Retrieves the draft document from CIMS+,

Preview Reply (Optional) Over-writes any existing displayed text with the standard reply you
have selected. Verify the tracking ID in the WordPerfect title bar
before using this feature.

Saves the standard reply code you selected.
NOTE: "Save" does NOT save any WordPerfect documents.

Save

Exit Exits without saving any changes you have made.

i

Selecting a Standard Reply

. Click on the standard you wish to use as a reply.

Time Saver: For standards it is not necessary to retrieve the draft and preview the reply.
CIMS+ only requires the code for the standard in order to perform “Initiate Merge”.

e if you wish to view the standard you have selected :
. Click on . This will retrieve the draft.
. Verify the tracking 1D in the WordPerfect title bar:

AT TACH\19980317A80680303E pd (unimodified)

. Click on  Preview Reply (Optional) l This will over-write any existing text in the

current WordPerfect document with the standard reply you have selected.
NOTE: Make sure the current WordPerfect document is the draft document

{or you may overwrite the wrong document.) If you make a mistake,
click on “undo” twice to restore the document to its previous state.
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- You may preview several standards before making your final selection.

Click on Save | to save your selection of reply code, or click on Exit | to

discard your selection.
Y ou will be returned to the “Enter Reply Information” window.

At this point, any CCs or enclosures associated with the reply will be automatically
entered for you. In addition, the standard signature associated with this reply will be
chosen (if available) and the paper type (gold or black) will be set based on the signature.
1t is important to check the correct CC has been entered.

Review the Cottespandent Information X to ensure it is correct. Select an appropriate
salutation.

If you wish, performa - .. TdalMerge {@ptional) . | a message similar to the one shown
below will be displayed.

1 e BT s R

e e AR T

2 Yourust be leoking atthe docament you Wish o meige it

If you are looking at the draft document and the draft document is non-blank ¢lick on

|- Otherwise clickon | Cancel

If you clicked on OK, a merge will occur and the results will be displayed.

J Note that a new, throw-away document has been created and that your original draft
document remains unchanged.

° 'The merged document will be named “Docurnent2” or “Document3" for example.

e Review this document for errors and discard the results of the *“Trial Merge”.

(Click on the ™)




® You will be returned to the draft document.

. You can perform the “Irial Merge™ over and over agaim.
. Remember to discard the results of the merge after each merge.
. When you are satisfied with the results of the trial merge, save and close the draft

document by clicking on  Save and Close { Cunent Document ) ]

Click on ___ Initigle Marge J This will merge the correspondent information
with the standard reply you have selected to create an outgoing reply for production to
print. A message similar to the one shown below will be displayed.

Lelter Generatipn Initiated 1Y

- Tracking ¥ : 80RBO303E

Click on OK.
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Semi-Standard Reply

From “Enter Reply Information” & .

. Enter a tracking ID.

. Review the correspondence history _ Cou. Histary
. Click on the Semi/ Subst | bufton.

] The following window will appear :




At a Glance ...

Preview Reply {Optional for Semis) l Over-writes any existing displayed text with the standard

reply you have selected. Verify the tracking 1D in the
WordPerfect title bar before using this feature,

Explains usage of Semi Standards or Substantives.

When checked: Does NOT alter the draft during the merge,

Save l Saves the opening and closing combination you selected.

NOTE: "Save” does NOT save any WordPerfect documents.

Exit Exiis without saving any changes you have made.
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Selecting Semi-Standard Replies

e

—_—

Select an opening from the list provided. To remove the opening ... Click on the opening
in the "Selected" box.

Select a closing from the list provided. To remove the closing ... Click on the closing in the

"*Selected"” box.

“Time Saver : For semi standards it is not necessary to retrieve the drafi, preview the
reply, and save the draft. CIMS+ only requires the opening and closing codes for the
semi-standard in order to perform an “Initiate Merge”.

If you know the opening and closing (and the data fields) off-by-heart, this can save you
a lot of time.

Why ?

CIMS+ uses the opening and closing codes (and the documents represented by these
codes) to build both the draft and the final reply.

The Down Side

It is sometimes very useful to preview the reply to ensure the opening and closing “fit”
well together and that all information required for the reply has been entered.

Also, if you're not locking at the document, you can't perform a trial merge.

e e e




If you wish to view the semi-standard you have selected :

- Click on  PraviewPeply [Optional) |, This will over-write any existing text in the
current WordPerfect document with the semi-standard reply you have selected.

. Verify the tracking ID in the WordPerfect title bar :

NOTE: Make sure the current WordPerfect docoment 1s the draft document
(or you may overwrite the wrong document.) If you make a mistake,
click on “undo” twice to restore the document to it’s previous state.

e Tip : Preview the reply and leave it open while you toggle back and forth
between CIMS+ and WordPerfect. Click on the task bar (at the bottom of
your screen) to do this. This will enable you to check that all of the
information required by the opening and closing you have selected, has been
entered in CIMS-+.

. You may preview many semi-standard combinations before making your
final selection.

Clickon - Sawe to save your selections. (or _ B¥t© | o discard them).

You will be retuned to the “Enter Reply Information™ window.

Pre-Assigned CCs and Enclosures

At this point, any CC’s or enclosures associated with the reply will be automatically
entered for you. In addition, the standard signature associated with this reply will be chosen

(if available) and the paper type (gold or black) will be set (based on the signature).

Review the - ToilespordentInformation | to ensure it is correct. Select an appropriate
salutation.

Optional ; Entera " ShiptoAddess |




Verify :

] Subject of the Tetter

. The paper type (Black or Gold)
. Envelope / Label

o Date on Incoming Letter

° The signature and initiafs,

o CC’s and enclosures,

. Special Mailing Instructions

If you wish, perform a . TiglMerae [Optional) |

A message similar to the one shown below will be displayed :

Heminder o A— ., :_. N _.

\?[) You must be looking at the document you i«iiéh[:a‘@jh gewith. -

. Ifyo

on i

u are looking at the draft document (and the draft document is non-blank) click

i|. Otherwise click Cancel |,

. If you clicked on OK, a merge will occur and the results will be displayed.

L]

Note that a new, throw-away document has been created and that your
original draft document remains unchanged.

Look at the merged document. It should be called something like
“Document2" or “Document3"” etc.

Review this document for errors and discard the results of the “Trial
Merpe™.

(Click on the “x”.} -

You will be returned to the draft document.

You can perform the “Trial Merge” over and over again.

Remember to discard the results of the merge after each merge.

When vou are satisfied with the results of the trial merge, save and close the
draft document by clicking on  Save and Close { Cuwent Document ) |-
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Click on Initiate Merge . This will merge the correspondent information
with the standard.reply-you bave selected_to create an outgoing reply (for production to

print). A message similar to the one shown below will be displayed:

Click on OK.
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Directed to File

Some items of correspondence do not merit a reply.
To Direct to File...

. From “Enter Reply Information” U
. Enter a tracking ID. Tracking#: | |
. Click on the “File” button.

-~ Choosa Reply Type ; ————=" = =

Std | SemisSubst| Ciss | SpeoMsf T Fie >

The reply type will be set to “Directed to File”

e s m—— i 1 09




- Enter Reply Information

Click on

CORRESPONDENT INFORMATION

Correspondent Information I

The following window will appear:

-1 |Rockland [Ontario)

"~ Conespondent nf. iia'ai‘nn' NN

Ennespenélent? Fiécipient / Third Party lHecipieni ’ﬂ
#of Eoﬂespandents ﬁof Dulgomg Letters {Except for Spec Msg]

Heclplenl Name or CG; Name [Sper; Msg Uﬁ[sl] - Fl&&d{ad ‘11

Madame Yvonne F‘anssen

[ Addtess >Fle!d1ad] e ey

280, rue Lauder

‘ K4K. 1G2 S
ER
(- LS T e

Salutatmn: '. > Feeid{} } '

- R
: Madame yl |
1 . v

_Defete ©

IRV I

Madame Yvonne Parisien . l i




Carrcspondent (5)

a

®

Select a correspondent,
Number of Correspondents :

For replies, other than special messages, each correspondent listed will receive a
reply. Make sure the number of comrespondents in CS-CIMS equals the number of
replies you want to create. Add or delete correspondents in CS-CIMS as required.
For special messages, each recipient will receive a message and, optionally, the
correspondent or the third party may receive a CC copy. Here again, make sure the
correspondent, the recipients, and the third party are clearly identified using the «...”
button in CS-CIMS. Add or delete correspondents, recipients, or the third party as

required in CS-CIMS.

NOTE: When adding or deleting correspondents in CS-CEMS make sure you click
on the “Modify” folder button, otherwise any additions or changes you have made
to correspondents in CS-CIMS will not be saved.

In CIMS+: Exit the correspondent information window and click on the butfon
again -- from “Enter Reply Information”-- to refrieve the new list of correspondents
from the CS-CIMS database.

Correspondent / Recipient / Third Party |Récip'ie‘nz‘m.m ]

L]

Used only for special niessages.
Use the drop down list provided to identify who is the correspondent, the recipient
or the third party.

Recipient Name or CC name

- Recipient Hamg or CC: Nams (Spec. Msa. Only) ~» Fighifad1) 7.
. [?Edame ‘Yvonne Parisien _vJ f
H gy T “;;

Used only for special messages.

The recipient name (ot the CC name) appears at the bottomn of a special message as
a FIELD(ad_1) merge code. Enter the recipient's name or the name that is to appear
on the CC copy.



Address

s Addiess: > Field{ad) _-—

: [Madame vorne Parisien
i .7]280, rue Lausier
i - |Rockland [Dntatio)

KAK 1G2
. This is a preview of the address as it will appear on the outgoing item of
correspondence.
. NOTE: If you don't like the way the address appears, the recommended procedure is

to make changes to the correspondent address in CS-CIMS and then click on
"Correspondent Information” again fo retrieve the new address information. You can
also change the address on the "Correspondent Information” window but this
practice should be discouraged since the central correspondent table in CS-CIMS is
not updated when the address is changed on the *Correspondent Information”
window. The one way to ensure the correspondent information is correct, for present
and future use, is to update the correspondent address information in CS-CTMS.

After updating address information in CS-CIMS, return to “Enter Reply
Information” and click on “Correspondent Information” again to sce the newly

updated address.
Salutation - Salutation > Figldfsa) -+~ < e
Madame, : :J
. Click on the down arrow to sce a list of possible salutations.
. You can select a salutation and then make changes to it or enter a new salutation

from scratch.

Save and Exit

. Click on Save to save your changes for each correspondent or Exit to discard your
changes.

s NOTE: The Save button only saves correspondent information for the current
correspondent. It does net save all correspondent information for all
correspondents.
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The Delete Button

The delete button is used to delete the currently displayed information. It does not
delete the comrespondent or the correspondent's address from the CS-CIMS database.
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SHIP-TO-ADDRESS

TON - Enter Reply Infounation 8

e Click on Shipto-Addiess ‘J

. The following window will appear :
. Emnter Ship-To-Address,

A maximum of eight lines is permitted. If the address exceeds eight lines, the address will
be split between two envelopes or two labels. For example, eight lines will appear on the
first envelope or label and the remainder on the second envelope or label.

The ship-to-address takes priority over any other address information. If a ship-to-address
is present, the ship-to-address is used to create the envelope or label. If no ship-to-address
is present, the address saved under “Correspondent Information™ is used.

. Click on Save to save the address you have entered or click on Exit to discard your
changes.
. Delete removes the ship-to-address stored on file.



CORRESPONDENCE HISTORY

£5-LIM5: Correspondent Maintenance

Satutation  EirstMamé @ . . - ML... LastName

-

Bepily Information [

Clickon  Con. Histop -

The following window will appear:

Both the correspondence history from the VAX and the correspondence history from
CIMS+ are displayed.

Click on the Seroll Left or Seroll Right buttons to see additional information.

Use the drop-down list to select the correspondent of interest:

Ms, Floreen Carter (502037) Newtonvile DN LOA 10 =

§
{tds. Floreen Carter -{502037) Newtonvile ON 10A 1J0
{Madarae Yvonne Parisien {0538 Hockland_ON _K4K 162

The correspondence history for the selected correspondent will be displayed.

. To find the correspondence history for any correspondent -~ other than those related to the

current folder -- you must:

. Find the correspondent # from CS-CIMS.

e gr,

lﬁaieen r l-[;!er

g Enter the correspondent # in CIMSH+,
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- - — — — _

® Click on Find.

Conespondeniis)
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ADD / DELETE CC'S

From "Enter Reply Information” ...

Click on - Add/Delete CC's ‘I

The following window will appear :

To Add 2 CC oo eresssnens Click on an entry from the upper list.

To Remove a CC v, Click on an entry from the lower list.
To Remove All CCS vvvvrencceveciaenesinins Click on the Remove All button.

To Save Your Selections.....ovoiceirierrearen Click on Save

To Cancel Any Changes You Have Made: Click on Exit

To Display only Ministers.......o.comereenniene Click on Ministers Only

To Display only MPUS v Click on MLP’s

To Display Ministers, M.P’s, non M.P’s etc Click on Alk



CIMS+ - PROCEDURE FOR USING CLONE
AND SET FUNCTIONS

Almost anything can be cloned. The draft itself, the enclosures, the CC’s, the reply type, the
signature, the paper type, etc. Any previously merged reply can be used as a starting
template for a new reply. The first job is to build your clone list.

STEP ONE: BUILDING A CLONE LIST

Retrieve a tracking ID 'Tragkmgﬁ |002601 BE  ~|

= Enlen Heplymmmaunn

Tra:ﬂnoﬂ ' I l Fulu:a!:

y rlﬁtpnﬁﬁs;ﬁrp Hi-Jnr; S
Cart.lhs!cr,’ )

Faplp 1 _t,-pa

- "'rh:'mw Teply Tife
ru| i I

”bv.ds.r:siulm rdur . F'-:}l’:u_ll ——;——
. Donedpoe cent] Fomafion } ]]"" Co ;‘:lﬁb-ﬁvﬂd:l-cse Ir- . ;;;H _qtamems

. , _.I [-Paper ,!De '—Em=cpa FLabel —

o Dj.a.-.r

'V'WP ﬁ.l_v.:lllﬂi'ib : I

- @'@5&,‘-‘;'..‘,_-—,,;'jdfhét]fj; e :mf el

l_‘Jl I

T I-Dat*on!hcomnchtlcr S

:Fﬁuﬂa!u:: 3= tldlu'l T A
!'L:-"-’ - I‘Hdl‘—‘t‘.l _"— I-Jtlo*mes‘ :

_ &dasuaetiits [ Acc etk Enclo*ulee :

R --F:am[ci;--"_,l_f

Sl Margdastirsr —— —

|

! Fr:hurr:ﬂu u;: ﬁm
Dctc M.—.‘g::d ‘

s E- | Maigeniy | CR i ﬂesm | s
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Click on Clone List

- —_—
—

D0s6 Previous Heply 5
I Yo Clone

[ Ii0se [Tiacking 1D |Paper. [Tope [Déscipbon

| Display Al Reply Types

Click on Add.
MNote: You car view the draft decument by clicking on View Reply.




Tracking ID': [1080219E .

Descﬂption': - |

Summaty ;

2E01

- DoYockell ;-
& b Label = Ervelope

Enclosres: = None -
[FoldecNe = 78772

- Rock, Alléi’i BA 948) Min}s;tar of Health

4

View Reply Save: J Esit | I

Fill in a description,

NOTE: The description field defaults to the codes chosen for the reply
being cloned. The user overwrites this to give a meaningful description,
which will show on the Clone List.

5. Click on Save. The reply is now in your Clone List.



STEP TWQ: USING THE CLONE LIST.

You can add, change, and
delete veplies in your clone
list without changing the
actual reply itself,

Retrieve a new tracking ID.

Go to your Clone List and double click on a selected reply.

M=

everend Sister Gesalding
T sdan

#'Chuose Previous ‘éi:i!y‘ )

[Disp!ayAﬁHeply;f;ﬁé; _ﬂ Add l Edit l ViEW B.ﬂpl;y'_" ) I Est |

NOTE: Everything is replicated (cloned) except the following fields: -
~» Correspondent Information
=» Date of the Incoming Letter
~¥» CIMS Final

Review and save the correspondent information, add salutation and date (if required).

Click on Initiate Merge.
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STEP THREE: USING THE SET BUTTON

Retrieve the next tracking  Tysiking ;; . |809?9169E ~]

Click on Set

" Cotor Meply Information

? —ep 1, Tme* -— [-Fienie. Ch:\sen

E’s:reo-p:rdamc lso!} Ch:cscnc:lgTypc- -
, L N ’ saJ S2ni S

k ;\cdrets nlomta.l:r - Fis!d]ad : -
l;_-.v Comzspond=rt Irfaration h" "_ Shp h:#ddle

: '.‘gyb'ecl : - Fizidigh

EZ'; | elfez) - k E'v:lus.ms L . L
:!':drl; tekera Ty Jr' , Ad:l‘{Hele-Eneoome* - 1 -';- m—

"!Iugu 3

clal Ma!nglmucums T Mgl Hulmy

He! e oz g F!asub 7

: Ea e Ha:[&d

o gi | Mgl | BMEde | Dde o g J m_|

Note: If you are nol sure what is contained in the Set button's memory, place your cursor on the
SET button and a pop-up screen will appear with the reply information,
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Remember—Everything isreplicated (cloned) except the following fields:

=% Correspondence Information
=% Date of the Incoming Letter
=% CIMS Final

Review the correspondent information, add salutation, and date if required.
Merge the reply.

Repeat the process as necessary.



ANALYST QUICKLIST

Febrnary-152001

sALISTS\ANquicklist wpd

Priority Mail .

Create folder and profile letter
Classification (ECU-Priority)

Folder owner *GROUPECU

Types (per subject of letter)

Enter keyword summary

Scan incoming

Add assignments per dist. list on T-form

NOTE: If the letter is received from an Oppositien member and includes a Constituent's letter addressed to the
Prime Minister, The MPU will add an extra accession number to the constituent's letter.

1. Members letter should be profiled as a priority letter, add in notes accession number of constituent's letter, add
constituent's name io the keyword summary and you must scan T-form separately, members letter, constituent's letter
together,

2. Constitaenis letter should be profiled separately as General mail, add in notes accession number of members
letter, add members name to the keyword summary, scan members letter and constituents letter together and T-form
separately and route to the appropriate writer for reply. .
P.S.: You must leave the priority letter and the general mail letter together in the red folder so that the writer can
answer both at the same time.

Personal and Political 1. Letters received from MP's or

General and Priovity Mail Senaftors that mentions a constituent's
Create folder and profile letter name you must add the constituent's name
Folder classification (BCU-Political) and address to the dof dot dot field.
Folder owner (PMC)

No Types

No Keyword Summary 2. ‘When a letter is signed by multiple
Scan incoming correspondents you are ta profile
Attachment description (Letter) under one correspondent and enter

Add Assignment using *PMC dist. list the others in the dot dot dof field,

Put original in PMO/PCO mail bin in the MPU

Personal/Political retmrned for ECU reply
ECS changes classifications back to ECU-PRIORITY
ECS changes attachment classification to ECU-PRIORITY
PMC adds assignment to ECS "action as appropriate”
PMC sends original back to ECU
ECS returns original to Editor for re-routing
Letter goes to analysts for updating folder information
Analyst will:  enter Types
add Keyword Summary
scan t-form separately - ECU-PMO/PCO Eyes
add assignment to appropriate writer for reply as per T-form
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Appointments (*PIH
General and Priovity mail
Create folder and.profile letter
Classification (ECU-Political)
Folder owner *GROUPECU

"NO keyword sumimary
Types: PMO-Appointments
Add assignment vsing*PD dist. list
DO NOT SCAN incoming correspondence
Put original in PMO/PCO mail box in the MPU
MPU sends original to PD
MPU responsible for closing folder

Invitation (BH - PS) General

Create folder and profile letter

Mail type PMO-Invitations

Classification (ECU-General)

Due date (Date of event if provided)
Folder owner *GROUPECU

Types: PMO Invitations

Enter keyword summary

Sean incoming

Attachment description =INV

Add assignment using *BH or *PS dist. list
Put original in PMO/PCO maii box in the MPU

Invitation with Outpoing to file

Create folder if needed and profile letter

Mail type PMO-Invitations

Classification {either priority or general)

Due date (Date of event if provided)

Folder ovmer *\GROUPECU

Enter keyword summary

In Folder under NOYE indicate

((INV WiTH REPLY DATED ... ¥/M/D)

Scan letter as first attachment,

Descriptor: INV

Scan the Oulgoing as second attachment,

Descriptor: QUTGOING

Classification: ECU-PMO/PCO Eyes

WO assignments (unless requested)
Close folder (if no assignments requested)

File in CIMS+

Put original in Priority file room bin in the MPU

Invitation (BH - PS) Priority

Create folder and profile letter

Mail type PMO-Invitations

Classification (ECU-Priority)

Due date (Date of event if provided)
Folder owner *GROUPECU

Types: PMO Invitations

Enter keyword sumimary

Scan incoming

Attachment description = INV

Add assignment using *BH or *PS dist. list
Put original in PMO/PCO mail box in MPU

Invitation with Outgoing to return to PMO
with note (register and send back)

Create folder if needed and profile letter

Mail type PMO-Tuvitations

Classification (sither priority or general) '

Due date (Date of event if provided)

Folder owner *GROQUPECU

Enter keyword summary

In Folder under NOTE indicate

(INV WITH REPLY DATED...Y/M/D)
Scan letter as first attachment,

Deseriptor: INV

Scan Gutgoing as second attachment,

Descriptor: QUTGOING

Classification ECU-PMO/PCO Eyes

Add assignment to *BH or *PS dist. list

Put original in PMO/PCO mail box in MPU

Important: When invitations are returned from PS or BH's office with instructions to register and send back
or register and close do not scan any other document such as (little notes, briefing notes or just internal memos.)
PS. Any legitimate sonnding request for the PIV's signature on a tie, shirt or any wnusual item should be
directed to Bruce Hartley - *BH + a single assignment to the MPU, original to ND, seqquence 10.




*DT (Constituency mail - Priority)
Create folder and profile letter
Classification-(ECU-Briority)
Folder owner *GROUPECU
Types: POL-PM’s Constituency mail

NO keyword summary

Scan incoming

Add assignment using *DT dist. list

Put original in PMO/PCO mail box in the MPU
MPU responsible for closing the folder

*DION (Intergovernmental Aff. - General)
Create folder and profile letter
Classification (ECU-General)

Press Office
Create folder and profile letter
Classtfication (ECU-Priority)
Types: PMO ~ Press Qffice Referrals
Folder owner *GROUPECU
Enter keyword summary
Add assignment using *PO dist, list
Put original in PMO/PCO mail box in MPU
NOTE: *PO dist, list has an assignment
to ECS to close the folder

Folder owner *GROUPECU

Types (per subject of letter)

Enter keyword summary

Scan incoming

Add assignment using *Dion dist. list
Close folder

File in CIMS+

Put original in General maii box in MPU

PM E-Mail Threats

Print e-mail and header

Drag e-mail to the Security folder an
automatic copy will be sent to June Jones,
Michéle St-Lavrent and Laurie Viau

Give to MPU (to stamp an accession no. )
MPU returns copy to analyst for profiling
Analyst create folder and profile letter
Classification (ECU-Priority)

Folder owner *GROUPECU

Types: PMO Security Threats

Keyword summary "E-mail forwarded to

Security”

Scan incoming

Close folder

File in CIMS+

Put original in Priority file room bin in MPU

Cretgoing mail
Create folder and profile letter
Correspondent always PM
Mail type = Outgoing
Classification (ECU-Prierity)
Folder owner *GROUPECU
Types (PMO-0Outgoing)
Recipient should be listed in the (dot dot dot) ficld
Scan briefing note and letter separately
Descriptor: briefing note or lefter or ouigoing
Attachments classification = ECU-PMO/PCQO Eyes
identifying it with comrespondent name
(EG: Manley, Martin efc....}
Close folder
File in CEMIS+
Return to Danielle Yockell

Secref mail

Create folder and profile letter
Classification (ECU-Priority)

Folder owner *GROUPECU

Types (per subject on letter)

Do not enter Keyword Snmmary

Scan incoming

Save Watermark image with description:
Letter-secret

Watermark image classification:
ECU-PMO/PCO Eyes

Assign per dist. list on T-form

NOTE: If scanning in "previous" corresp.
save Watermark image with descriptor;
Previous-secret

Put original in PMO/PCO mail box in MPU
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Direct to File (with no dist. list)
Creale folder and profile letter
. _Classification (ECU-General)
Folder owner *GROUPECU
Types (per subject on letier)
Enter keyword summary
Scan incoming
Add reason for filing in Folder NOTES
Claose folder
File in CIMS+
Put original in general file room bin in the MIPU

*DF - (Priority directed to file with FYI assignment(s)). *DF-CLR (Priority to be sent to CLR)

Create folder and profile letier Create folder and profile leiter

Classification (ECU-Priority) Classification (ECU-Priority)

Folder owner *GROUPECU Folder owner *GROUPECU

Types {per subject of letter) Types (per subject of letter)

Enter keyword summary Enter keyword summary

Scan incoming and t-form together Scan incoming and t-form together

Add assignment dist. list. *DF Add assignment dist. list. *DF-CLR

DO NOT close the folder in CIMS or CIMS+ DO NOT clese the folder in CIMS or CIMS+
Pat original letfer in Priority file room bin in the MPU Put original in PMO/PCO box in MPU
ECS is responsibie for closing the folder CLR is responsible for closing the folder

Large seannable Enclosure (over 18 papes)
Scan letter with Enclosure Form
as one attachment
Scan enclosure as a second attachment:
Descriptor: ATTACHMENT
Classification: PMO/ECU eyes only

Special message from MP’s and all elected officials:
Create and profile letter
Classification (ECU-Priority)
Folder owner *GROUPECU
Types - PMO-Special message
Enter keyword summary
Scan incoming - descriptor - SM
Add assignment "Reply- Special Message” to ECU writer (as usual)
Add FY1 assignment to Monique Séguin
For both assipnments, in the request activity indicate:
- MP or MPP
- URGENT (if deadline under two weeks)
- Deadline date (if none enter event date)
- Date format Y/M/D :
- Manually input the assignment due date and folder due date according to writer’s instructions
- click on Add assignment (do not use the ALT Key to perform this add feature)
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Iaging for Windows
1.0 Scanning from CIMS

. Load document into the ADF { Automated Document Feeder ).

. In CIMS ... From the Attachment Window ... [EEEPE T I

fimaging Pro 7.5 I}

... Scanning Occurs ...

° In Imaging for Windows ...

e Clickon Save |35k

® Click on Close

» In CIMS :
. Enter an attachment description.
. Click on "Accept”.

2.0 Re-Scanning
From CIMS ( Attachment Window ) :

o Click on the row to highlight it,

. Choose Modify to modify an image.

TRAINING MANUALFOR THE EXECUTIVE CORRESPONDENCE UNITANALYST SECTION. wpd i Paoge :




. NOTE: Do not choose VIEW ( from CIMS ) because the

image-will be READ-ONLY ..,andno..
modifications will be permitted ( ... all the buttons
to modify an image will be grayed out ).

e Click on Aceept.

From Imaging for Windows :

current page. )

° Append Scanned Page(s) IE 2

able to save the image ... ( easily ) ... to CIMS )

° Click on Scan.
3.0 Zooming

»  To make the document smaller ... Choose : [k
. To make the document larger ... Choose : l@
e Forthe"BestFit" .. Choose:

«  To"Fit to Width" ... Choose : [[5]

e To choose a custom zoom setting ... Enter the zoom setting ‘[_—IB“ 0% r‘?_]! and
press RETURN.

s To set the default zoom setting :
. Tools Menu ... Options ... General ...

TRAINING MANUALFOR THE EXECUTIVE CORRESPONDENCE UNTTANALYST SECTION wpd Page: 2



Fit to Width

752

100%
200%
Open documents zoomed to : 400%
Fit o erhi o
Best Fit
Pixel to Pigel

e Click on OK.

[z
i) Kt

4.0 Moving Frem Page to Page |

In a multi-page document :

s It thumBnails are ON ... Click on the thumbnail of inferest.
. Click on the right arrow f

5.0 Thambnails

. To view thumbnails ( with a page view ) ... Choose : [3EH]
. To view a page ( with no thambnails ) ... Choose; f.

. To view only thumbnails { without a page view ) ... Choose :

6.0 To Re-Order Pages ~
. Turn on thumbnails [N
e Click on the thumbnail view ( of the page ) to selectit.

.. if they aren't already on.

. Drag the page ... to the new location ... and release the mouse button.

The page will be inserted ... BEFORE ... the existing page.
7.0 Using the Flat bed ( instead of the ADFE )

. Place the document on the flai bed.

s Make sure the ADF ( automated document feeder ) is empty.

. From CIMS.
. Click on ADD [f—“"*”“’_’f‘?w

Bi} to move one page forward or on the left

TRAINING MANUALFOR THE EXECUTIVE CORRESPONDENCE UNITANALYST SECTION. wpd
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Click on Open.. O

° An error message appears :

"The scanner reports the ADF is empty. Please insert some paper to continue”.

o Click on Caneel.

Scanner

Fujitsu 10C

Fujitsu 15C
Fujitsu M3097G
Fujitsu M3093GX

. Click on Scan.

... Scanning Occurs ...

. To scan additional pages from the flat bed ...

. Click on 125351 ... Append Scanned Page ( after the current
page) ...
. Click on Sean.
] NOTE :

Until the ADF is re-selected ... The scanner will automatically use the flat
bed the next time it scans,

. Click on Save | to save the scanned image.
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. Click on Close to return to CIMS.

8.0 Coping with Light Originals : Changing the Conirast

® From Iimaging for Windows :
° Click on one of the scanning buttons |z ZH) (to display the
TWAIN driver window )
] Adjust the contrast according to the following table ;
—
Scanney

Fyjitsu 10C

. Choose the Image Tab

. Set the Threshold slider at the bottont. ( To thc right -->
1nd10ates darker )

Fujitsu 15C

B [is |

*  Setthe Threshold. [isstiii] =
° Use higher numbers .. Example 190 ., for li ght ongmals

Fujitsu M3097G . The scanner automatically adjusts to the proper contrast and
Fujitsu M3093GX brightness.
. Changing the brightness and contrast has little or no effect. -
e« - Scan in Grayscale for light originals,
° Remember to turn Grayscale OFF when not required.
® Grayscale slows scanning speed and increases

significantly the size of the stored image.

° Click on Scan.
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9.0 — Deleting Pages
Deleting the First ( and ONLY ) Page
. Deleting the first { and ONLY ) page ... is NOT permitted.
) Re-scan the image ... or use the Delete buiton ( in CIMS ) to delete the entire
image.

To Delete the current Page :

- Click on the page to select it,
. Right click ... Choose Delete Page.

Toe Delete multiple Pages @

. Make sure thumbnails are on |,

. To Delete a "Block" of thumbnails ;

. Click on the first thumbnail.
. Hold down the SHIFT Key ... and click on the last thumbnail.

This will select all thumbnails from the first to the last.

. Right click on the first selected page ... Choose Delete Page. OR
From the Edit Menu ... Choose Delete Pages.

J To Delete several ( individual ) thumbnails :

. Hold down the CONTROL Key ... then click on each
thumbnail ... to select them.

o Right click on the first selected page ... Choose Delete Page. OR
From the Edit Menu ... Choose Delete Pages.
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10:0 —Changing the Page Size

e For example : Switching between "Letter" and "Legal".

. From Imaging for Windows :
a Click on one of the scanning buttons = =R .l { to display the
TWAIN driver window }

. Choose the appropriate Tab according to the following table :

Scanner
. } :
Fujitsu 10C ° Choose the Custom Tab. |
Fujitsu 15C ° Choose the Standard Tab. E e
Fujitsu M3097G S

Fujitsu M3093GX

. Choose the Page Size.

NO'TE : Some scanners ... Example : thel5C ... only support Legal size paper via
the ADF ( automated document feeder ) NOT the flat bed. On the 15C ...
the scanning area of the flat bed is not long enough to support legal size

paper.

® Choose Scan.

11.0 De-Skew { or Straightening a Page)
Make sure you are looking at the page you want to straighten.
. From the Tools Menu... Choose Straighten Page
. Draw a line on an angle ( that shows the precise slant of the document ).
. Click on "Apply".
- Click on "OK".
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12.0 Printing an Image

. From Imaging for Windows : Click on the "Prinfer™ icon. Eiwf
J To ensure the fastest possible printing :
° Choose "Printer” ... Properties .. Choose the "Graphics Tab" ... and then
choose a resolunon of 300 dpi ( mstea,d of 600 or 1200 dp1 ).

e To Print From CIMS : Click.on the "Print” button ( from the attachment
window ).

13.0 Annotations sl ;
. Use of annotatlons should be avmded

. Annotations are extra additions to an image ( after scanning ). These include :
. ‘Text boxes
. Lines, boxes, highlighted text, etc.
e Annotations are not a universal standard ... and may render the image unreadable ...

to users who are not using "TIrnaging for Windows",

14.0
. For black and whlte 1mages | Scaleto Gray should always be turned on.
. If Scale to Gray is not on ... the image will be of poor quality and will be difficult
to read.

e if you scan from CIMS ... you don't need to worry about this setting ... since CIMS
autornatically turns Scale to Gray on.

. If you scan from Imaging for Windows as a stand-alone application { without being
called from CIMS ) ... You should twn Scale to Gray on ... afler scanning, This
will noticeably improve the quality of the displayed image.

15.0 Magnifier

. Click on B} to turn on the magnifying glass.

. Click and drag the magnifying glass window over the image ... to magnify
different parts of the image.
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e To Turn Off the Magnifier Window : Click on ] (again) ... OR ... Right

click on the Magnifier Window and choose Close.
. The size of the magnifier window can be changed by :
° Clicking and dragging any edge of the magnifier window.

16.0 OCR ( Optical Character Recognition )

OCR is used to convert an image ( a bitmap ) into text ... that can be used by a word-
Processor.

OCR is prone to errors ... and proof-reading ( with error correction ) is usually required
after each OCR step.

OCR should be used sparingly.

16.1 OCR'ing to WordPerfect ( instead of Word )

. From the Tools menu ... Choose Opticns ... then choose General.

@ Chck on OK

16.2 OCR'mg an Area of an Image
Click and drag the mouse ... To select the text to be OCR'd.
. Right Click
. Choose : "Copy as Text"
. Go to WordPerfect
. Right Click
- Choose : "Paste".
e Note : It is normal for OCR'd ontput to contain many errors.
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2 ‘u‘ sl Rl o

OCR to WordPerect

. Scan the image { if you have not already done so ).

° Click on the OCR. button.

. After all scanned pages have been OCR'd ... you will be prompted to save the
output ( a WordPerfect document ),

. Enter a filename ( and location ) ... then click on Save.

* Note : It is normal for OCR'd output to contain many errors.

16.3 OCR'ing All Scanned Pages
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WORK DESCRIPTION

PCO-13386

Correspondence Analyst - AS-01

Department/Agency: - Privy Council Office

Section: Executive Correspondence Services
Division: _ Corporate Information Services
Branch: o Corporate Services

Geographic location:

Security clearance  Secret

Language reguirements: Bilingual: BBB / BBB
Departmental use: :

Immediate supervisor: Supervisor, Analysis and Greetings (PC0O-11042)
Version: Final Date last updated: 2002-11-18

Classification: '

Effective Date of Decision:

Model identifier:

Client-Service Results

Analysis, treatment and control of executive correspondence and documentary submissions for the
Prime Minister and/or Deputy Prime Minister. Contributing to the production of executive
correspondence that meets consistent departmental standards on timeliness, presentation and substance
in support to the Prime Minister and/or the Deputy Prime Minister's Mission. '

Key Activities

® Read, analyze and record a large volume of executive correspondence, identify the subject matter
and responsibility sector and review the nature and scope of inquiries to determine level of
priority (priority vs routine), actions to be taken (information, direct reply, draft reply) and
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deadlines to be met. In the assignment process, the analyst confers with departmental colleagues
and Ministerial Assistants to discuss action to be taken deadlines and specific requirements (e.g.,
consultations, routing, ete.)
® Maintain and monitor the Executive Correspondence Management System, assign "bring forward
(BF)" dates, update information and prepare statistical reports on volume and distribution of
correspondence by sector or other fields. Validate quality of data entries and identify outstanding
documents, including overdue correspondence. Monitor and manage the Executive Internet mail
accounts by channelling messages through the regular Executive Correspondence Management
. systems and forwarding the reply or the end of the process.
® Review executive correspondence and documentary submissions, ensure that necessary
consultations have taken place.
e Contribute to the evaluation and modification of executwe correspondence procedures systems,
instructions and guidelines, and make recommendations for improvements.

Employee's statement:

I have been given the opportunity to comment on this work description.

Employee's signature - Date

-Supervisor's statement:

This work description accurately describes the activities and demands of the position.r

Supervisor's signature Date

Authorization:

Manager's signature Date
Work Characteristics
Responsibility

(1) Information for the Use

Correspondence Analyst - AS-01 (PCO-13386)

P.2



While analyzing correspondence, the analyst determines the subject matter, identifies the appropriate
Responsibility Centre, recommends action and deadline, and acts as a central source of information and
assistance to sector of the Prime Minister and/or the Deputy Prime Minister's Office for the treatment
of correspondence. The information recorded and/or transmitted by the analyst is used by departmental
sectors and the Prime Minister and/or the Deputy Prime Minister's personnel to guide responses to
executive correspondence; information impacts on the Prime Minister and/or the Deputy Prime
Minister's or department's perceived effectiveness and responsxveness and may have an impact for the
private sector and the government partners.

On behalf of the Ofﬁce of the Prime Minister and/or the Deputy Prime Minister, the analyst researches
correspondence and document control systems and paper files, with a view to gather correspondence
and documents to be used in Access to Information requests, which enable the department to meet
strict deadlines and legal requirements for the benefit of the public.

Contributing to the production and maintenance of a database identifying contacts for departmental
issues and specific guidelines, so that every member of the team has up-to-date information when
assigning correspondence and answering gireries from departmental employees, offices of Members of
Parliament, corporations and the public.

Participates in the development and revision of guidelines, procedures, standards and practices for the
consistency and uniformity of correspondence management throughout the department.

Identifies issues, trends and developments in correspondence; recommends specific approaches for
dealing with the treatment of correspondence respecting certain subjects. This information will assist
management to respond to mail-in campaigns or other intervention made by third party with a view to
developing horizontal solutions. (i.e., funding campaigns, lobbying, etc).

Provides functional expertise of the correspondence systems and processes to enable systems experts to
continually improve and update various information systems based on operational requirements of’ the
Executive Correspondence and sectors (i.e,, participating in pilot project as the most intensive users,
documenting the information flow, etc). .

(2) Well-Being of Individuals

N/A

(3) Leadership of Human Resources

. Provides training; technical guidance and direction to new employees. (Responsibility is shared with
other analysts).

~ {(4) Money

PLANNING AND CONTROLLING
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n/a

ACQUIRING FUNDS
n/a

SPENDING FUNDS

Responsible for spending taxi chits; no latinde to deviate from established government policies and
practices.

(5) Physical Assets and Products

Use of a personal computer, software, scanner, telephone, printer, fax, phbtocopier and files required to

perform daily work, all of which are easily replaccable through local suppliers, other departmental
employees or through other organizations,

(6) msurinLCompHance

Ensures consistency among the analysts in registering documents to ensure quality of data to be able to

prepare the most aceurate reports on issues, authors, etc.

Skills

(7) Job Content Knowledge

The work requires knowledge of. ‘

government document classification policies and standards in order to control ministerial
correspondence; -

protocols and practices that api)ly to management of executive correspondence including the
management of paper, electronic e-mail documents;

classification indexing and variables in order to categorize incoming correspondence;

the Executive Correspondence Management System that is used to tegister, control and coordinate
correspondence and of government document ¢lassification policies and standards protocols and
practices that apply to management of executive correspondence;

statistical software tools to prepare reports for the use of management in sectors;

quality assurance techniques to examine and evaluate system data and output and recommend
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modifications;

gathering, aualyzmg and researchmg information techniques related to the preparation of data quality
reports;

techniques and practices in operating personal computers, various software packages and departmental
information systems as they apply to the manipulation of automated data banks; and,

learning approaches to present work content, methods, processes and guidelines to new employees.

(8) Contextual Knowledge

The work requires knowledge of:
A. WORK UNIT

an understanding of the Office mission and vision, which set the framework for chent-semce
objectives and goals.

the role, objectives, goals, priorities and mandate of the work unit in order to understand the work of
the umit and participate in day-to-day operations

the roles and responsibilities of the emponees w1thm the unit to understand who is responsible for the
various operational activities.

B. DEPARTMENT

the organizational structure of the department, the mandate and funcfions of each of the department's
component sectors to be able to allocate correspondence and records to the appropriate responsibility
center; the departmental records classification system to properly classify and retrieve records; and
departmental security guidelines governing identification and transmission of protected records is
required to safeguard information.

the deparimental correspondence procedures and correspondence control network within the
department.

awareness of the political and economic climate and issues in order to identify priorities.
C. OTHER DEPARTMENTS |

the mission and priorities of the portfolio partners to be able to allocate correspondence to the
appropriate responsibility centre and thus provide a more efficient service.

the Government agenda and, fesponsibilities and oﬁ'ganization of other government departments such
as Privy Council Office and Finance, to have an appreciation of j _]omt horizontal issues and approaches.

the mandate, pnorltles and structure of various organizations w1th which the Office of the Prime
Minister and/or Deputy Prime Minister is in partnership or for which it provides some services.
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D. CANADIAN PRIVATE AND PUBLIC SECTOR

the key players of various Canadian organizations with which the Prime Minister and/or the Deputy
Minister's Office inferacts to permit more efficient allocation and disposition of correspondence and-
other documentation. :

E. INTERNATIONAL PRIVATE AND PUBLIC SECTOR

the key players of various foreign organizations with which the Office of the Prime Minister and/or
Deputy Prime Minister mteracts to permit more efficient allocation and d1spos1t10n of correspondence
and other documentatlon '

F. LEGISLATION AND REGULATIONS

the statutes and regulations which affect the department or for which the department is _
responsible(such as the Official Languages act, the Access to Information and Privacy Acts, Treasury
Board and Public Archives directives on information management , and the Financial Administration
Act) to ensure that the correspondence systems and executive records procedures meet the
requirements of all of these acts and regulations. In addition, sufficient knowledge of the regulatory
environment governing the management of human resources in the Public Service (Public Service Staff
Relations Act, Public Service Employment Act, Public Service Commission (PSC) and Treasury Board
Secretariat (TBS) guidelines and directives, and relevant collective bargaining agreements) to manage
assigned human resources in compliance with the requirements of this environment.

9 Commuhicatinn

Communication In

Interpretation skills are required when analyzing corvespondence, receiving information and feedback
from colleagues, contacts or managers, in order fo retain salient points, summarize information on
complex issues, gauge priority and determine action to be taken.

Reading and interpretation skills are required when analyzing cotrespondence, receiving information,
instructions, and feedback from the the Senior Executives in order to retain salient points, gauge
priority and determine action to be taken. The skills of reading and listening are particularly important
when picking up instructions from the Senior Executives, or from their Offices, which have to be
accurately and completely transmiited to Department or PMO or DPMO officials for action.

Communication Qut

Writing skills are needed to consolidate reports for management's use; a.ﬁd, to participate in the
 drafting of guidelines for departmental employees.

Verbal skills are required to confer with the Prime Minister, the Deputy Prime Minister or
Departmental staff to discuss action taken on particular correspondence and follow up on
correspondence requests or the status of specific issues, excrcising tact and discretion in the discussion
of sensitive information; and, follow up on the status of outstanding issues, explain urgency of
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documents and use persuasion to gain cooperation in expediting the process.

Verbal skills are needed to provide advice and fimctional guidance to PMO and/or DPPMO on
guidelines, processes and procedures for the preparation and handling of executive correspondence and
documentary submissions; to frain new employees in the unit; to exchange information with the Senior
Executive Offices and other senior executive staff; and, to advise the manager of impending issues.

Verbal skills are required to answers numerous telephone inquiries on executive correspondence from
departmental employees, Members of Parliament's offices, other government departments and the
general public, and to explain the processes and procedures involved in replies to executive
correspondence (the public perception of the department based on the treatment of questions and
complaints). ' '

(10) Motor and Sensory Skills

Manual dexterity and. coordination skills are required to input data using a keyboard on a daily basis. A
high degree of accuracy is required to ensure quality of entries in the Executive Correspondence
Management System. These skills are also required while using various equipment such as printers,
scanners, photocopiers, fax, etc. '

E ﬁor?

(11) Intellectual Effort

Reading, analyzing and classifying correspondence requires intellectual effort to determine urgency,
understand relative importance and sensitivity of issues, assess the implications, set priorities and
determine the necessary action and the appropriate responsibility centre. Distractions and interruptions ~
include numerous telephone calls for information and in-person requests and inquiries.

Intellectual effort is required to analyze, interpret and understand clients demands, establish priorities,
determine various requirements and assign work to be performed in various sectors of the department
and the Prime Minister and/or the Deputy Prime Minister's Office. The outcome can be hampered by
conflicting sector interests and priorities.

Intel[eétual'effort is needed to conduct monitoring activities, review and analyze data, resolve
discrepancies in the databases and consolidate statistical reports.

Intellectual effort is required to evaluate existing exccutive correspondence guidelines, standards and
procedures to identify deficiencies and contribute to the development of improvements.

Intellectual effort is needed to mieet tight deadlines and operate within muitiple priorities and demands
where risk of error can impact the image and reputation of the Prime Minister and/or Deputy Prime
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Minister and the Departniént.

Intellectual effort is required to learn quickly and perform new tasks in ministers' offices on short
notice, '

(12) Sustained Attention

Sustained aftention is required when reading and analyzing incoming correspondence, receiving
instructions about the documents to ensure accuracy of data/content of the document. There are
continuous interruptions from managers, telephone calls, drop-in clients, and office conversation.
About 70% of the total day is spent reading and analyzing correspondence.

(13) Psychological/Emotional Effort

Effort is required to continuously maintain composure and professional demeanour when working
under constant stress, meeting very tight deadlines, answering telephone inquiries and complaints,
performing new tasks in a minister's office and satisfying potentially conflicting priorities from 2 large
number of clients such as the Senior Executive Offices and the public.

Effort is needed to remain professional and tactful while responding to requests from clients who are
demanding and may at times be confrontational and impatient.

(14) Physical Effort

Reading or reviewing correspondénce, either in hard copy format or ata computer screen, or
keyboarding at a computer terminal requires sitting for up fo two hours at a time on a daily basis.

Storing and retrieving files requires bending and stretching several times daily.

Working Conditions

(15) Work Environment -

Working in the Executive Correspondence Centre, providing services directly to the Prime Minister
and/or Deputy Prime Minister's office, requires a capacity and ability to address shifting operational
priorities, consistently tight deadlines and the highest standards of performance and responsiveness.
Prompt, focused and concentrated attention is required constantly and there is often requirements for
overtime. As a focal point within the department (e.g. correspondence analysis, treatment and control),
the analyst must respond to queries and demands for services (in person, by phone, fax or E-Mail) from
" a large number of clients across the department and PMO and/or DPMO, with potentially conflicting
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¥

perspectives, priorities and interests. These demands may cause psychological discomfort or stress,
potentially exacerbated by the lack of privacy, noise, movement, distraction and disturbance that
characterizes an open concept office. :

Exposure to the glare of a computer screen when accessing or keyboarding information and data for
periods of up to two consecutive hours on a daily basis.

(16) Risk to Health

‘The continuous requirement to adapt to muitiple demands, constant interruptions, distractions from
noise, and conflicting work priorities, as well as dealing with complaints may causes high stress levels
and mental fatigue, and can lead to burnout. -

Computer keyboarding for périods of up to two hours at a time over daily basis can lead to: eye strain
from the glare from the computer screen; back, neck and shoulder strain from remaining in a seated
position; and, wrist and finger strain caused by the keyboarding activity itself,
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