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19 July 2016

Dear lain Lewis

FREEDOM OF INFORMATION ACT 2000 REQUEST REF: 0610-16

Thank you for your email of 21 June 2016 asking for information under the Freedom of
Information Act (FOIA) 2000. You asked:

“a copy of the FCO'’s internal manual or guide for staff on how to compose diplomatic
telegrams’.

| am writing to confirm that we have now completed the search for the information which you
requested.

I can confirm that the Foreign and Commonwealth Office (FCO) does hold information
relevant to your request.

Please find attached the information falling within the scope of your request which | am
releasing.

Once an FOI request is answered, it is considered to be in the public domain. To promote
transparency, we may now publish the response and any material released on gov.uk in the
FOI releases section. All personal information in the letter will be removed before
publishing.

The copies of information being supplied to you continue to be protected by the Copyright,
Designs and Patents Act 1988. You are free to use it for your own purposes, including any
non-commercial research you are doing and for the purposes of news reporting. Any other
re-use, for example commercial publication, would require the permission of the copyright
holder. Most documents supplied by the FCO will have been produced by government


https://www.gov.uk/government/organisations/foreign-commonwealth-office
https://www.gov.uk/government/publications?keywords=&publication_filter_option=foi-releases&topics%5B%5D=all&departments%5B%5D=foreign-commonwealth-office&official_document_status=all&world_locations%5B%5D=all&from_date=&to_date=&commit=Refresh+results
https://www.gov.uk/

officials and will be protected by Crown Copyright. To re-use Crown Copyright documents
please consult the Open Government Licence v3 on the National Archives website.

Information you receive which is not subject to Crown Copyright continues to be protected by
the copyright of the person, or organisation, from which the information originated. You must
ensure that you gain their permission before reproducing any third party (non-Crown
Copyright) information.

I hope you are satisfied with this reply. However, if you wish to make a complaint or if you
would like a review of our decision, please write to the FOI and DPA Team, Foreign and
Commonwealth Office, Room K4.04, King Charles Street, London, SW1A 2AH. E-mail: foi-
dpa.imd@fco.gov.uk. You have 40 working days to do so from the date of this letter.

If you are not content with the outcome of your complaint, you may then apply directly to the
Information Commissioner for a decision. Generally, the Information Commissioner cannot
make a decision unless you have exhausted the complaints procedure provided by the FCO.
The Information Commissioner can be contacted at: Information Commissioner's Office,
Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF.

Yours sincerely,

Policy Unit

We keep and use information in line with the Data Protection Act 1998. We may release this personal information to other UK
government departments and public authorities.
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What makes a good DipTel?
DipTels need to be timely, sharp and short. 800 words maximum; shorter is better.

Readers want insight and analysis which is focused on the UK interest and honest about the UK's
ability to shape events. DipTels are valued when they contribute to policy-making, when they
stimulate or contribute to live debate in London. The "Summary" section is the most widely read.
The "Comment" section is often the most valuable.

DipTels irritate and damage FCO's reputation when they cover issues which are not important to
senior readers in London, add nothing to press reporting, are frivolous or jokey in style, contain
Summaries which are teasers for the main content, or do not address the UK interest.

There is no filter between the DipTel "send" button and senior readers across Whitehall. So you
need to get the content right first time.

The Summary

Maximum 600 characters, which the template will enforce. This should state the key point you want
to convey. It should summarise the DipTel, avoiding the need for most readers to read the detail.
The Summary should not seek to draw readers into the Detail. Teasers such as "Implications for x" or
"What should we do about why?" should be avoided.

If you are recommending action, state what and by whom. Please do not rely on the Distribution
Lists to make clear who a DipTel is for. Distribution Lists are not visible to readers of the twice-daily
DipTel Summaries.

The Detail

Brevity is key. Too many DipTels are too long. You will soon be unable to send a DipTel exceeding
800 words, and are discouraged from sending attachments unless these will be genuinely useful to a
large number of recipients (eg "Lines to Take"). Where there is further information which might be
useful to some, you should say from whom it can be obtained and consider e-mailing it separately.

You should follow normal best practice in drafting. See the Diplomatic Academy's foundation
module on "Writing with Impact". Make sure your DipTel is accurate, brief and clear. Give it a
structure. Feel free to use headings. The template allows you to use capitals, but other formatting
(bold, italics or underlining) should be avoided since it is likely to be corrupted in transmission. Try to
analyse, not just report. Make sure you address the UK interest.

The Comment

You are encouraged to include comment, which is best kept separate from factual reporting. Set out
the implications for UK interests and policy.

Sign-off

DipTels issue from posts in the name of the Head of Mission, and the HOM is responsible for
ensuring their quality. DipTels can of course be issued by other staff, but senior quality control is
expected, and Comment should reflect the HOM's views.



DipTels from London issue in the Foreign Secretary's name. They should be cleared at Director or
Head of Department level, and the person clearing must satisfy themselves that the DipTel
represents or implements Government policy.

DipTels should be signed off with the surname only in UPPERCASE, e.g. HAMMOND.



