
WRITING A NOTE VERBALE FORMAT

Official letter Head. SAMPLE. Note Verbale. RÃ©f: The [Permanent Mission / full name of the Ministry] of [name of
country] presents its compliments to the.

Review more details about formatting and take a look at another example of how to format a business letter.
Courtesy phrases are not used in third-person notes. Preparers may use the various features available with
word processing software to generate diplomatic notes, provided the results are in accordance with the
guidelines in this chapter. Foreign Affairs of the Kingdom of Netherlands and, with. Example: Lieutenant
Colonel John J. In it, the United States called on the other two powers to resolve their differences over the
Eastern China Railway peacefully. Drafters must reply to all incoming notes in the same form as received.
Check for Formatting Errors and Typos Once you have written your business letter, proofread it using
spellcheck on the screen. Spell out Federal agencies and international organizations. It's often easier to spot
errors on a hard copy. The classified diplomatic note must also be approved for release to the particular
country. At post, the protocol officer or the executive section will answer questions concerning diplomatic
notes. The font size should be 10 or 12 points. Collective note[ edit ] Formal correspondence originating from
the U. Slight style differences are explained as appropriate. Releasable to U. Left justify your letter. In the
Department, direct questions concerning diplomatic notes to the Executive Secretariat Staff correspondence
officer, Room ,  Embassy of India and has the honour to convey its appreciation of. It has no identified source,
title, or attribution and no standing in the relationship involved. Business letters should always be printed on
white bond paper rather than on colored paper or personal stationery. Prepared in advance, it contains a short
summary of the main points addressed by the visiting official during the meeting and, firstly, serves as a
memory aid for the visiting official when speaking. First-person pronouns are not used in a third-person note.
Words such as "for example" should be used instead of the abbreviation "e. It is always written in the third
person. The record copy and other office copies must be marked according to Section 1. Then before putting
your letter in an envelope, don't forget to sign above your typed name, using blue or black ink. Bouts de papier
are always presented without credit or attribution so as to preserve the confidentiality of the meeting in case
the document is later disclosed. The drafter must also indicate declassification instructions. A glossary macro
or template may be created to save time and increase efficiency. Doe, USA. If you are using Microsoft Word
or another word processing program to write your letter, there are templates available that can help you format
your letter correctly. Emergency Relief Coordinator on the use and impact of the Fund, and to make outside
their government, and also to note that experts will serve in their. The book is aimed to use international
relation terminology, to use A Note Verbale begins with the following formula of diplomatic courtesy. A
first-person note should begin with the courtesy phrase "I have the honor" when a foreign ambassador,
minister of foreign affairs, minister of foreign relations, secretary of state for external affairs, prime minister,
or minister in charge of a legation is being addressed. For example, in the text of a first-person note, use "Your
Excellency" or "Your Excellency's" when first mentioned in a paragraph; to avoid repetition, "you" or "your"
should be used in a subsequent reference.


