
Date:

May 1, 2010
To:

Board of Directors, CSFNMP1
From:

George Stevens, Director of Communication, CSFNMP Ontario Chapter
Subject:
The Results of the Ontario Chapter’s Findings on the HST2


Dear Board of Directors:3
Here is the report you asked for.4  It is on …5
1. The affect of the HST on Aboriginal6 people;

2. What will happen to the tax and Aboriginal people after the tax7 is implemented;

3. How our Ontario chapter is going to deal with the HST and our Aboriginal people.

We are a humanitarian organization8 dedicated to supporting Aboriginal people.

The problems9 are …10
1. The Aboriginal people had no input into the process11;

2. Aboriginal people are very poor12;

3. The federal and provincial governments can’t agree13.

Because14 of all of this …15
1. Racism is a big problem16 between Aboriginal people and Canadian people;

2. The Underground Network of Economy17 will cause Aboriginal people to do more business under the table.

What we18 are going to do …19
1. Lobby for more money20 for Aboriginal people;

2. Get news and government agents to recognize sovereignty21;

3. Show22 the government the importance of recognizing Aboriginal treaties;

4. Get the government to recognize that Aboriginal people should be in a system of point-of-purchase with the HST, just like they were with the GST23.

Problems with collecting24 this information included …25
1. We26 were limited by time;

2. We had to employ everyone we knew to help us obtain all the necessary information.

People who were thanked27 for their help were …28
1. Aboriginal peoples and groups who helped us;

2. All staff volunteers and family members who gave us their time.

Primary research29 came from …30
1. Interviews31 with Aboriginal leaders of the Association of Iroquois and Allied Indians;

2. A phone interview with Minister Jim Flaherty;

3. Interviews with Anishnabeg Outreaches;

4. Interviews with Ontario chiefs.

Secondary research32 came from …33
1. New sources;

2. Aboriginal blogs;

3. Articles.

Thank you for the opportunity to write this formal report.34  It has been …35
1. An eye-opening experience;36
2. It allowed our chapter to recognize …37
a. That Aboriginal people are still the poorest38 in the country;

b. That the HST is going through39 no matter the Aboriginal plan or stand40;

c. That the biggest problem41 between Aboriginal people and Canada is Canada continues to avoid, put off, and ignore42 the Aboriginal treaties.

If you have any questions then feel free to contact me at …43
1. (416) 389-2641 x011

2. gstevens@csfnmp.on.ca
1The acronym of the organization is used in this document.  There is nothing wrong with this as it is in house and all parties know what it stands for. It is also acceptable to use the acronym, especially for a long title, in the to, from, and subject box, if it were an out-of-house message, as long as you clarify in the first line what the acronym stands for.  When using an acronym it is good to write the title in full and then follow it with the acronym in brackets.  From then on you can use the acronym.

2This subject line is too long.  A good subject line should be no longer than 7 words. Also, this subject line does not accurately reflect what is in the body of the memo, nor does it accurately reflect what was asked of the author.  It misrepresents the purpose of the assignment.

3An opening salutation is not required in a memo, but in some cases it is used.  Use your discretion.

4A Transmittal Message should open by identifying what was asked of the writer.  This is a clear and concise opening which gets right to the point.  Excellent.

5When a list follows a colon is used, not an ellipsis.

6The term “Aboriginal.”  When referring to a group of peoples, make sure that you are current with the term that is preferred by that group of peoples.  Aboriginal is actually a term used for the indigenous peoples of Australia.  It is not inappropriate to use it, but it is also not the term used by the group of people being referred to here.

Also, note that in the organization’s title they use the correct terms: First Nations and Métis.  It is advisable to stick with these terms.  Other terms are: The Peoples and The First Peoples.  But as with all of these terms they refer to a group of peoples of diverse identities.  Think of it this way.

World = Indigenous Cultures

Canada = First Nations of Turtle Island

Ontario = Haudenosaunee (People of the Long House/Iroquois/Six Nations)

London = Oneida Nation 

Suburb of London = Oneida Nation of the Thames (One of four Oneida Nations on Turtle Island)

Métis are unique to Turtle Island and Canada.  They are peoples who had French (primarily), or British fathers (mainly Scottish and Irish) and Native mothers.

7Clarity here.  What is exactly meant by: why will happen to the tax?

8This sentence appears out of place here.  One, the thought is not completely expanded upon.  Two, what is the purpose is in mentioning this here?  Three, does this sentence add anything to the report (Memo of Transmittal)?  If it doesn’t, then leave it out.

9When referring to groups of Aboriginal people, the correct term is Aboriginal peoples.

10When a list follows a colon is used, not an ellipsis.

11Process of what?  Clarity again.

12Excuse the pun, but poor choice of words here.  These words are too colloquial.  Use a more appropriate and professional term, such as: socio-economic; i.e., First Nations peoples have the lowest income and socio-economic status of any group of peoples in Canada.

13On what?  Clarity again. Also, the use of contractions.  Depending on the degree of formality of a report, contractions should have limited to no use.  As this is a formal report, do not use contractions.

14Where is the transition?  “Because” is not adequate enough.

15When a list follows a colon is used, not an ellipsis.

16This is a no brainer?  Racism is a problem everywhere, and Canada is no exception.  A rewording of this phrase would make it less offensive in tone; i.e., “Racism experienced by Aboriginal peoples in Canada …”

17First of all, as it reads here it sounds like an organization (the capitalization suggests it is so), but no organization exists; therefore other than the first word of the sentence the other two words do not need to be capitalized.

18The use of the word “we” is always problematic and should be avoided if possible.  The question always becomes, who is “we”?  Remember even within a set of “we,” there are still some “wes” that do not think of themselves as belonging to the generalized “we.”

19When a list follows a colon is used, not an ellipsis.

20Great … but how are you going to do this?  A case of the writer thinking faster than their fingers can type and hence parts of the thought get left out.

21Same as above.

22Same as above.

23Wordy, and therefore confusing.

24Watch the tone.  The lead in is a too abrupt.

25When a list follows a colon is used, not an ellipsis.

26Again who is “we”?  Be specific.

27Wording is too simple.  Eloquence would have helped here.

28When a list follows a colon is used, not an ellipsis.

29Wording is too simple.  Eloquence would have helped here.

30When a list follows a colon is used, not an ellipsis.

31“Interviews” is repeated throughout this list.  If they are all interviews, then put this word in the lead in sentence, “Primary Research was derived from interviews with …” ; otherwise indentify each interview method used with each point given.

32Wording is too simple.  Eloquence would have helped here.

33When a list follows a colon is used, not an ellipsis.

34When writing a Transmittal Message it is important to thank the reader for the opportunity to write the report.  Even if you had challenges and it was not your most positive experience, thanking them is a sign of respect and is professional in tone.

35When a list follows a colon is used, not an ellipsis.

36That is great, but what do you mean by this?  It would work better if this section were in paragraph form, or if this statement were not a bullet but the lead in to the following bullets.

37When a list follows a colon is used, not an ellipsis.

38Again the tone of this is too colloquial.  Use a more appropriate and professional term, such as: socio-economic; i.e., First Nations peoples have the lowest income and socio-economic status of any group of peoples in Canada.

39Going through what?  Watch that you are not too concise, to the point that it affects the clarity of what you are trying to get across.

40Again, what is this?  A cute expression of words on the tongue, but the brain is going, Huh?

41The choice of using the word “biggest” is unprofessional.  Use the thesaurus and search for a more appropriate professional-sounding word.

42These words mean much the same thing.  The use of one of these terms is enough.

43When a list follows a colon is used, not an ellipsis. Also, what follows should be in paragraph form.
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