ODI - 2003

Effective 1985

Revised 6 June 2009

THE NAVY LEAGUE OF CANADA ONTARIO DIVISON
LETTERS OF INTENT

FOR NAVY LEAGUE CADET CORPS
PURPOSE

1.  The purpose of this order is to provide direction and guidance for the completion of the Letter of Intent. A letter of Intent is a communication from a Navy League Cadet Corps advising of an upcoming corps activity other than the normal drill night.

Method

2. Letters of intent must be completed by all Corps prior to an event taking place with 30 days being the preferred minimum notice. See the attached form.

3. Distribution of the letters of Intent are as follows;

a) Local Branch forward to Ontario Division
b) Corps forward to Division Squadron Officer
4. It is very important that Letters of Intent be forwarded; otherwise Cadets, Officers, Civilian Instructors and other volunteers are not covered by Insurance. If a male or female officer cannot attend the function, a parent volunteer with a VSN card (male or female) may be used to fill the required quotas. Branch Members with a VSN card can also be used to fill in for functions. Ops orders containing meal menus are also to be sent along with the LOI for overnight, weekend or longer events (e.g. Summer Camps). Telephone calls in lieu of Letter of Intent WILL NOT BE ACCEPTED. E-mails attachments and Faxes are acceptable as originals
5. Letters of Intent are to be forwarded when;

a) There is any change in the dates or times of drill nights

b) Attending any competition.

c) making any visits.

d) Holding additional drill nights.

e) Changing the drill location.

f) All activities in excess of the normal drill night.

6. Letters of intent are to include;

a) Name of Officer in charge,

b) Estimated time of departure and return

c) Method of transportation.

d) Number of Officers attending.

e) number of Cadets attending.

f) Number of Civilian Instructors attending.

g) number of volunteers attending.

Process by Email

7.  Approved LOI Attachments by email are sent by Branch President only, to one email account per Squadron at Ontario Division. This account will auto forward the LOI to the Divisions Staff, Vice-President Navy League Cadets and to the appropriate Divisional Squadron Officer and Commander. For a detailed process refer to figure1 (Annex A). Squadron Letter of Intent email accounts are as follows;

1. fifthsquadronloi@navyleagueont.ca
2. jefferiesloi@navyleagueont.ca
3. magnificentloi@navyleagueont.ca
4. auroraloi@navyleagueont.ca
5. niobeloi@navyleagueont.ca
6. rainbowloi@navyleagueont.ca
8. An email where signatures are required please put O.S.B (Originally Signed By) and the person’s name. Original signed Letter of Intent should be stored in the Corps files for a period of 2 years. Include a signed copy to the Branch President.
Process by Fax or Post

9.  When sending Letter of intent by fax or post a copy must be sent directly to the Ontario Divisional Office and your Divisional Squadron Officer. For a detailed process refer to figure 2 (Annex B).
By Post mail to:

Navy League of Canada

Ontario Divison

4900 Yonge Street, Suite 600

North York, ON M2N 6B7
By Fax:

 Fax to (416) 635-2794

ANNEX “A”

Letter of Intent Process via Email
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Figure 1
ANNEX “B”

Letter of Intent process via FAX or Post
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