DEFENCE WRITING

Purpose
Defence Writing is the MOD’s ‘In House’ style of writing that sets out established rules and guidance for the production of written work to ensure familiarity, uniformity and to aid comprehension.  It allows all users to have a common template that can be used across the services.

Full details can be found at:

http://www.army.mod.uk/linkedfiles/dets_a/aecs/10_aec/defence_writing.pdf
Examples:

· Email – this is the format for simple messages, think of it as a phone call.  Do not transmit obscene or offensive messages.

· Loose Minute – an informal letter with a quick and simple format.  Usually used for imparting administrative information or a simple message.  Not used for formal submissions.
· Letter – A more formal format that can be used to give instructions, make a report or to seek permission or guidance.  Usually used to superiors and other units or organisations.

· Formal letter – the most strict and formal approach, usually to make a declaration or to seek permission form a superior.  This format should be used when seeking authority from the Commanding Officer.

· Replies to invitations and thank you notes – the correct style and approach is included in the examples.

General Points
· Use Arial font, at least size 11.  2 spaces after full stops and question marks.

· Keep it brief, do not waffle, be as clear as possible.

· Do not use jargon, unusual abbreviations.

· Remember the Freedom of Information Act.  Anything you write will be seen to represent the Army.

· When you think you have finished, GET SOMEONE ELSE TO READ IT!

