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RESTRICTED

RESTRICTED

SERVICE CORRESPONDENCE
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“The role of a writer is not to say

what we can all say, but what we are

unable to say”

- Anais Nin –
French - American Writer
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What are the written means of comm in the Def Svcs?



6

 Service corres conforms to std layouts based on the gen principles

and rules.

 The type of corres depends on:

 The purpose.

 The relationship between the author and the recipient.

 Some corres are very formal and some are very informal.

INTRODUCTION 
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AIM

To explain the types of svc corres used in the Def Svcs
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SEQUENCE 

 Structure.

 Types of correspondence.

 Conclusion.
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 Every type of svc corres has a common structure with three parts:

 Introduction - The purpose and background info.

 Main Body - The facts, arguments or problems.

 Conclusion - The salient pts in the main body and ends with orders, wishes,

opinions, problems or recms.

STRUCTURE
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 Commanded ltrs.

 Directed ltrs.

 Formal ltrs.

 Routine ltrs.

 Demi-official ltrs.

 Memo/Memoranda.

 Loose minutes.

 Minute sheets.

 Letters to civ org.

TYPES OF CORRESPONDENCE

Cont…
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 Issue by the MOD in the name of the Commander in Chief, Minister of

Def or the Sy Council.

 To issue major policies and dirs.

 The Minister or Sec to the MOD signs the ltrs.

COMMANDED LETTERS

TYPES OF CORRESPONDENCE…cont

cont…
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COMMANDED LETTERS

TYPES OF CORRESPONDENCE…cont

cont…
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 Directed ltrs are used by the Office of the Chief of Defence Staff and

the resp svc HQs.

 To issue major policies and dirs.

 Signed by a designated Staff Offr.

DIRECTED LETTERS

TYPES OF CORRESPONDENCE…cont

cont…
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DIRECTED LETTERS

TYPES OF CORRESPONDENCE…cont

cont…
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 Used for ceremonial matters and certain formal submissions.

 Always signed by the originator himself.

 Commence with the salutation ‘Sir’.

 The text commences as ‘I have the honour to ...’.

 A formal ltr always ends with ‘Yours obediently’.

FORMAL LETTERS

TYPES OF CORRESPONDENCE…cont

cont…
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FORMAL LETTERS

TYPES OF CORRESPONDENCE…cont

cont…
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 The corres within and between the svcs.

 May be written by a HQ/unit/ship/base/ to another

HQ/unit/ship/base/fmn or to the MOD, on a routine matter.

 A routine ltr could be originated:

 Routine ltr not on a letterhead.

 Routine ltr on a letterhead.

ROUTINE LETTERS

TYPES OF CORRESPONDENCE…cont

cont…
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ROUTINE LETTERS

TYPES OF CORRESPONDENCE…cont

cont…
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 Provide an informal means of more personal comm with both svc and

civ addressees.

 It is used to convey appreciation, commendation, a wish or

disapproval.

 Therefore, it is frequently used by Comds and Staff Offrs.

DEMI-OFFICIAL LETTERS

TYPES OF CORRESPONDENCE…cont

cont…
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DEMI-OFFICIAL LETTERS

TYPES OF CORRESPONDENCE…cont

cont…
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 Printed memo is often used for corres on minor matters at all lvls.

 Memos are most frequently used for internal corres.

 It is designed to save time and is normally written in manuscript.

 Abbreviations may be used throughout to save space.

MEMO

TYPES OF CORRESPONDENCE…cont

cont…
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MEMO

TYPES OF CORRESPONDENCE…cont

cont…
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 Used for internal corres within a large org.

 Originated by the snr offr or head of the base, fmn, stn, ship and unit.

 Applied to matters confined to that org.

 Use to convey info, orders and instrs.

MEMORANDA

TYPES OF CORRESPONDENCE…cont

cont…
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MEMORANDA

TYPES OF CORRESPONDENCE…cont

cont…
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 Use extensively within HQ and svc estb.

 Use to disseminate info.

 Never be distributed outside the originating HQ.

 All the rules in Chapter 3 are applied.

LOOSE MINUTES

TYPES OF CORRESPONDENCE…cont

cont…
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LOOSE MINUTES

TYPES OF CORRESPONDENCE…cont

cont…
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 Form of sheets that are att to a particular file.

 Use to write notes covering the particular subj in the file and obtain

instrs.

MINUTE SHEET

TYPES OF CORRESPONDENCE…cont

cont…
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MINUTE SHEET

TYPES OF CORRESPONDENCE…cont

cont…
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 A slight modification to the routine ltr.

 The routine ltr should be adjusted to incl a salutation and a

conventional ending.

 References should be mentioned in the text rather than listed.

 Abbreviations should not be used.

 Abbreviations such as am/pm/MP etc may be permitted.

 The salutation and ending is typed and the normal convention of ‘Dear

Sir’ or ‘Madam’ and ‘Yours faithfully’ is generally used.

LETTERS TO CIVILIAN ORGANIZATIONS

TYPES OF CORRESPONDENCE…cont

cont…
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LETTERS TO CIVILIAN ORGANIZATIONS

TYPES OF CORRESPONDENCE…cont
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CONCLUSION 
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Ser Commanded Ltrs Directed Ltrs Formal Ltrs Routine Ltrs

(a) (b) (c) (d) (e)

1. Issued by the MOD. Office of the Chief of Defence
Staff and the respective Svc
HQs.

Within and between the svcs.

2. In the name of the C in C, 
Minister of Def and Sy Council.

3. Major policy, directives. Issue major policies and 
directives.

Ceremonial matters and 
certain formal submissions.

On a routine matter.

4. Minister and Sec of MOD, or 
any one auth by the MOD.

Signed by a designated SO. Signed by the originator 
himself.

Signed by the appt holder or on 
behalf. 

5. Commence with the 
salutation ‘sir’. 

6. The text commences as ‘I have 
the honour to ...’.

7. Ends with ‘yours obediently’.

8. Routine ltr not on a letterhead.
Routine ltr on a letterhead.

Cont…
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Ser Memo Memoranda Loose Minutes

(a) (b) (c) (d)

1. Printed memo is often used. When a handwritten memo will not suffice.

2. For minor matters at all lvls. Convey info, orders and instrs. Disseminate info but inappropriate or 
inconvenient to circulate a file.

3. Most frequently used for internal 
correspondence.

Used for internal correspondence 
within a large org.

Used extensively within HQs and svc estb. 
Never be distributed outside.

4. Normally written in manuscript. Matters confined to that org. 

5. Originated by the snr offr or head 
of the base, fmn, stn, ship and 
unit.

6. Abbreviations may be used 
throughout.

…cont

cont…
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Ser Demi-official Ltrs Letters To Civilian Orgs Minute Sheet

(a) (b) (c) (d)

1. Informal means. A slight modification to the routine ltr. Form of sheets that are attch to a 
particular file. 

2. More pers comm. Used to write notes covering the 
particular subj in the file.

3. With both svc and civilian addressees. Civilian addressees. Svc.

4. Free expression of pers views. The routine ltr are adjusted to include a 
salutation and a conventional ending.
The normal convention of ‘dear Sir / 
Madam’ and ‘Yours Faithfully’. 

5. Convey appreciation, commendation, 
a wish or disapproval.

To obtain instrs when reqd.

6. Used by Comds and SOs. Sos.

7. References should be mentioned in the text 
rather than listed.

8. Abbreviations are permitted in the 
text for ref and decorations. 

Abbreviations should not be used except 
am/pm/MP etc.

…cont
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