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OPS-501 OPERATIONAL REPORTING 

1. INTRODUCTION 

Objective 

Scope 

SECRET 
2010-07-07 

1.2 This policy concerns the operational reporting of information and intelligence collected under sections 12 
and 16, CSISAc t. 

Authorities and References 

1.3 CSISAc t 

1.6 Privacy Act 

1.7 Canada Evidence Act 

1.8 Citizenship Act 

1.9 Immigration and Refugee Protection Act 

1.10 Official Languages Act 

1.11 DDO Directive - "Information Sharing _- Agencies with poor Human Rights Record s" (2008 11 19) 

1.12 ODO Directiv e .. 1;~te11tio n of Investigative Information " (2008 07 08) 
/( \r~ iS ~'~.::, 

1.13 OPS-104 t'.Targe' g$~on, t2-'Q.equests for Approval" 
I,~ 1 J 

I 1\tf_,, t 
1.14 OPS-701, "Ruman Sources - ttuln@ Soorc:{Ph>11t[am" and OPS-702, "Human Sources - Case ... , 
Management" , r r. . -

~ J . ~ 

1.15 OPS-211, "Processm~.ofM 'als.gfCornmunication Intercepts Collected Under Warrant- Section 12" 
c '" • l ).J I ~ 

.I ..., • ,,.. 

. 'Utv_ ~Uf? . "'l::fV V/ 

'-~cct;s 
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l.27 OPS-601-6. "Procedures - Disclosure Respecting Public Officials and Senior Public Officials" 

1.28 OPS-602, "Disclosure of Security Information or Intelligence" 

1.29 OPS-603, "Disclosure of Operational Information and Intelligence - Caveats" 
~J I 

1'[) 

1.30 ADM-403 "Re uests -Access to In ornraiion ?md Privac Acts" 
• ~r,f: I .;J I 

1.c: • 1 :<.• I 
· l.31 SEC-102, "Violations and '.fkea:ches ofSecority Y1.A, P~/~· Utul) 

•• ' 11 p - l 'Vlb, f r ~'l 

1.32 SEC- 401, "Classification anct~i ~ ati,Q~.of-].ecorde d lbfomiati~ 1l." 
t ~ 1, q-, c: " C'.,. .,s •JR 

1.33 HUM-803, "Language of Work" ~ l ~ Ou D '-~ ~ 'lrru~ 
'lvr:-o e: l. : 'f:tvs~, D1:: 

Definitions 

'2011-12-15 

~41~;'-01 S 1G,v~ ~ 1..o 
'01v u~ I... '}."Stv I 

~1cc rs 
~s 
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f.> p~ 
ii'oi- oc,... 

''>10 r.:ss~ 
"1 '"'...,. 'lvs o D 8•-

R_rr- ~"/:s r,: 'Ji r Cc-
S. i.: V/._s - ~ ]" fy;:.-') "'SI. 

I J~ i "I,;. "' 0 lt,1, ~ I '-'/vo 
', . 1 i . ' ' 0 It.,~ ~ , 

1.43 Immediately: ~ soon as posS16le.~lih'in e next 24 h'oors>fTmmedfatement) 
"~ lti • OA7-:-- ~~ 

\~ .f:. l: 0 '{ J'. - ~( • :0 ~ -
1. 44 Incidental information: inf onnation~ "i,~la ~d1 o' an:: estjgation of a tht eat to the security of Canada, 
which was obtained by the Service in the per.f'ortn3.!ffle of it~ t'lutiel~ d ~ ctions , and which may be discl osed 
in accordance withs. 19, CSJS Act. (Information fo~ J, s ~Yr·. 'n, 

V . 'Vi ' 
· 1 ~ 

1.45 Infonnation: material or data from any source which has not beeh' analysed or evaluated. (Information) 

1.46 Intelligence: product resulting from the processing, assessing and anal yzing of information collected . 
(Renseignement) 
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1.49 Need-to-know: the principle whereby an individual is provided with access on]y to the classified or 
designated information needed to properly carry out their cWTent duties or responsibilities. (Besoin de savoir) 

J:J1r, /j fr 0 
OvlS10Zl:ssS°D 

I?. "lc01;
8
s of: 'ii s,,. c 

s,. ~vis~ s 'o 1-fc .o sis u 
vf? l i: A ltv, :.riv. 'IVD 

f:J~fr, "1,. ·-;-;Ir l.1:,., :t:oltik ~Cy ·1 'l:fr "th 
oh,.~"' , (. ~ , 1 · 'f.' 

I . 5 1 Operational report: a written account or description of inv'estigaiive. -~ti '1iit~.that co"'fttain~ ~ated 
information and is retained pursuant to the CSIS Act. (Rapport opera . Jw~'1) ;t' ,-( r, 

"I 'J:.· • ..,_~7'/: I <- ~ ()-

1.52 Public Officials: Provincial I Territorial legislators, Mayors, Dep~ ~ ~ ancl¢ 
1 

ch,~tapuncil 
members. (Fonctionnaire) · Le' • 

1.53 Record: any documentary material, regardless of medium or form, under the control of the Service. 
(Document) 

.Oo f:Jlf 

. •roll. Oc~ 
is,o ... -ss<S 

, ~cc !\Is O.,: D Sy 
s "'S-v1. -'l:s.s ;- .,.I-ts-cs,s 

U1y Sf! A O ltv_ .olr,i.,. UtVD 
.0€". £..q .o ~'i>1. :.r:ob ~c 'l:f? lrso :.t?o,-.,,.: t: s. •1',1,t-4 ... >--~c 't1y~ 

I'\/~ 'f::. , t:·c I c,1y1, , 10 r-.ci '\ 

I 55 Se ' P bli Official P · M. · 
4 

~ ~G,-~~. ~ ·rJriv~1 ~ , .. .J ''R-t... M be f . mor u c : rune 1msuir~ " 'l.cior_~ ic:.1~ 1eutehant uvvemors, em rs o 
Parliament, Parli_amentary_l Legi~lative Secre~~

1 
}e.tk . 11J~ · p ouncil, ~th~ Privy <?>~cillors, 

Senators, Order-m-Counc1l appomtments, Provrnc1 i1ff.emto~ Pr~ }e~f rovmc1al I Temtonal leaders of 
opposition parties, Deputy Ministers, Associate Deputy K.tiYuste~, -Assistant, Deputy Ministers, Heads of public 
Agencies, Heads of Crown Corporations , Senior Advisors and Chiefs 6~$.taffto any of the preceding officials , 
and members of the Judiciary. (Haut fonctionnaire) 

b) ensuring that operational reports are assessed 

:., I ,-2·9111-12-15 10:05:32 AM 
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c) ensuring compliance with policies including report content, automated system input 
requirements and standards; 

d) ensuring operational reports are written as soon as P-OSsib e after the collection I receipt of 
information or intelligence (e.g ., upon return after an m'l~ ~{w); r:-

> \ '· .,.. "' c:-r 
e) ensuring report writers are aware of their responsi?ility tb retain<im4£fb'S~ reference operational 
notes and/or other investigative material used in~ pr'odu li on of afr:oo~ratj.e...) *11rewrt in 

''r'l 1 ,-R\11- t - ) . 
accordance with the procedures and standards . ... .J ii lj l..1.;, ).r, '1c , " 

Utv/./€ Ol'f:c.,., Sclrs ~'.<f1 IOtvk ,--4,z~ 
- ls l:.,.,'o"' D l:tv t ~ "1 - ,... n b.1r 

l JV, 'f. 't' · 

f) ensuring all relevant policies and procedures and any other r~~ en~llt b'l'e~p~tt~ i 
'luc -· (Ju ....r 'I 

Report Writer 

2.2 The report writer is responsible for: 

" ,,? '·c.. ~ <....q" ~r~, c~ · S 

a) drafting operational reports as prescribed by policy and related procedures such that they are in 
compliance with BRS standards and completed in a timely manner after the receipt of information 
and/or intelligence; 

'?c ,, "rrncr: 
b) ensuring that the operational repofts"- ~~ teJ reflect the operational notes and/or the 
investigative material ; ,'1 't l S' l li 

~e::r. ,.::,C\ • r,., .... 8.z Su. vi;::,~ u ?"o . ,12,:, 'Su. 
P1:. ~ 0; /:J J:t-4~ 'tv1:o i'?11,.,-1c "vosf? 

Ir.so 'l?o.,./~ .s ~~~'.>"'. Y~,.. 'l'1t1: 
· 'Ntv.s l:c-,., Ct,,s · 'otv ~,. ..qtv. 

l..s !!..,. 'Otvo l:tv v. "icr no~ 
,I •/QJ • 'f.:.~ ~lj) . ' T 

"i I.. 'IA • v o,.. u ~t: ru~ 
"t-r, . ~ 01:_-

e retammg operat1ona notes an or ot er mve ·~ e..~ 11.'l'l.Y-J.t nt: ,rr ongma 1ormat on an ) · · · l di h · ~A ;;..;~I ' ,.J 
I t :6.il,.r· .~ 1th · · · 1 &'. 

operational file associated with the operational repo ~ ~ ' Iv,:,., 
-· "s-

f) ensuring the operational notes and/or investigative material mentioned 
are retained on the relevant operational file(s) and cross-referenced BRS 

in accordance with the procedures and standards formulated in 
the DDO Directive - "Retention of 

Investigative Information" dated 2008 07 08~ 
f')~r- rr 

g) consulting L -.1, i~C's-k-
0 

in regards to the human rights record of a foreign 
govelll?Jl.ent or ~~ p,iof., lo1 rep_,orting information or intelligence which has been received or will 
be shar.ed fu or.der to~~ Se5$ M~!: eporting the information; and 

,. ,. ( ~h i\ ,. f l,..,, , J .... 
,;, JJ1;, •, I :t-.lif ,(')- ' t 

h) bein l ffttniliar!:willt-reJ~ d huiHan,ri.gnts. Rri>files 
wr:-L ~ ~ ... /u!\I . m/~q,~ ulta'irHni~JHl'1ll.91,>epartment or Foreign Ail~rs and international 

Trade (DFAIT) 1 t. ;
11 

0& .__,' ,.) .r 1...~ f? ''t; -
Vee, 1 N.sl'- Qi:-

,>-, , • > "'~IG ,;: l~ 
3. GENERAL REQUIREMENT.Sc ! 'I Sul? 'vt:,;i,.s l..o, 

· l;.,;c A.,·,s 
3.1 Operational reporting will: 

0S"s 

a) be accurate, timely, concise and consistent with the operational notes and other investigative 
material associated with an operational report, and be relevant to the CSIS Act and the Service's 

20l 1-12-15 10:05:32 AM 
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intere sts ; 

b) follow Service report writin g and data input standards , 

P1ro1., 1roc't:-
'/.r:, ~ 10~ i(: 

c) make a clear distinction between statements of ~ and : kf t:..~)&is~f'e1pinjon. analysis, 
speculation , belief, etc.; :l J e:- Zs( " ?' 'I:. ,-., " 1{., 1 ,,, 

J:, I ..... 't I~ 'r. < Yt_ ,. 
f:: "'"I ..) tJ ' 'I l I 

d) include information or intelligence which could aff1eet ilieltn~ip re\lliion :t2Se~ etU ~f 
reported information ; .:) ' 'ti,• .J i;. l .: 'r? 

'1 ., t:s 'Th. . 
. ii D12 ~f:tv. vs b 

e) be objective and unbiased ; >~,1,t 0t lo 'S$1a ~ (,q . 
'i"' 'I ... '\ ' . 

-' VJ.) I" 
f) cJe~ly indicate when information or intelligence is used from a foreign agency wffic..tt

1 
~a 

questionable hwnan rights record S 

4. OPERATIONAL REQUIREM~ ~, ~ 'Jc 
. , 'o ~ss12. 

Authority 1.) ~Cc~~S O,c: 9 6'y,... 
I ,;:.<'.' '-f. '-·"/. 

Sw., 15( '" 7b., 'I: ,:,Ii. ~· l1. 
4.1 Operational reports will inel_1e ~~pr opp ate c~s~~rt~( no J\~ en applicable. 

i;-, ,~. o..,.. , .5.c ~ . .., qi r 1-f~. 
'"'I\. '' l fr, ''IO - ~ 

Urgent Reporting 't:ls ,::,.1 I01y ~ f:tv , , I\! ~c,· IVD Ob h ,u: .. , v~.... . . , 
· I D <.;.._,"' I 

4.2 Urgent and/or time-sensitive information wffJ .be fepqrtfa ~i)lMi'lltPJr. 
~fq,. ... :J .. ,t~-i ( 

Concerns of Mistreatment 

..) "' ,. :Iv r / · ~rvr 
.iqcc . s ~.s· 

4.3 When a report writer is uploading information and/or intelligence originating with a foreign country I 
agency with a docwnented history of mistreatment , and therefore the informati on may have been obtained 
through intematto~~ y}t ohlbited forms of interrogation, the report writer will include a caveat which includes 
a special notation, ;.._, 0~t.:,sSr::) 

R.i The Mi!-Uwi')can. ilko be found in the DDO Directive - "Information Sharing - Agencies with 
poor Humatr ~re cords" 0~~ ~09 ~l ~. 

>,J ' I i"-7,.q, .... , ,I ' ,..._ ~ ,f I 
., ,,. r:- C , r 

\l l. l-.! -J"~ .S' II ""lC ;-Inf onnation Snaryt1; '"h C,4r,~ _ r-1110,._ '! .. 1 r 
... c)' to'v t- ~ Ir,,. ' 1l ;- v. 0;.) 

4.4 When sharing infotJn41{Mt:t ~J'il n ·efijgeoce outside the Service, the appropriate caveat is to be included 
T'IVE:: ,: I ' C t-

. ' 0~ I -1, ' 'G "I , . 
OPS-603, "Disclosure of Operati ~al) ftr0,m~mb' andJfntelhgence - Caveats") . 

( C < 1 5' 

4.4 .1 Prior to sharing material originating from a for~ gn country I agency with a documented history of 
mistreatment, the report writer must assess whether sharing the material could lead to mistreatment of 
individual s (see also OPS-601, "Authorized Disclosure of Operational Information and Intelligence - General "). 

• ---20'11-12-15 10:05:32 AM 
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Third-Party Information 

4.5 Third-party information contained within an operational report will be appropriately identified , including 
any restrictions or conditions which apply to information sharing (OPS-601, "Authorized Disclosure of 
Operational Information and Intelligence - General "). 

Unsolicited Information 

4.6 Unsolicited information may be reported providing it relates to an investigation of the Service or is 
incidental information . 

Access to Information Act and Privacy Act 

4.7 Operational reports must comply with legislation and government policies covered by the Ac cess to 
Information Act and the Privacy Act. 

4.7.1 All comments, remarks or opinions contained in operational reports become part of the official record and 
are subject to access under the relevant legislation (ADM-403, "Requests -Access to Information and Privacy 
Acts") . 

Exchange oflnf onnation or Intelligence 

4.9 Information or intelligence exchanged with organizations outside the Service is to be appropriately 

Open Information 

4. 10 Open information , including but not limited to that obtained from the Internet, may be reported if it is 
relevant to a Service investigation. 

4.10.1 Only relevant excerpts of the open information as well as identifying details should be reported . 

4.11 Specific details in regards to where originals of the open information will be retained should be included in 
the BRS report . 

4.11.1 Hard copy originals of written open information are to be copied and retained on an appropriate 
operational file , BRS report . 

4.11.2 When reporting open information from the Internet, the fuJl webpage, not just the screenshot, containing 
the Internet information used in preparing the report will be retained in hard copy or PDF format, aJong with the 

2011-12 - 1.5 10:0.5:32 AM 
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full electronic address of the website . 

4.11. 3 If a written open infonnation document is too large to retain on file, arrangements are to be made to have 
it available through the Service's Information Centre. 

BRS Reporting Procedures 

,., 
6. ADMINISTRATIVE REQUIREMENTS 

Official, Languages Act 

6.1 Operational WJ>O~S, will comply with the Official Languages Act (HUM -803. "Language of Work"). 
n oc 

Tnn ,...,IQ C:,S·,5Si 
~ ~f" ~.S ~ D ,()\._ 

~V. .__ I I Csl 
• • •· ·· ••· •••,• ....... ,._,,.._~!"'<. ,,,.,($ · '•.•,;_.• ·.·.·· • •,•,• ._._. ,.,. • ,,,J,,'J 'i' • • '- · ,

1
~ ..... v~°f"f''l ''!"'"·' ,., •• • •• • ••• •• ••••• • •• •,•••••,•• • ••• ••• ·· · ·· ·· ·· ·.· ··· ·· ·,··,·,•·,• ··· ••,• .. .,, . .,,,.,. • ... ••,• ,.,.. ••,• ,,,,,,,,., ._., ,.,,,.\•v •,, ,-.• • •• •-.•.•.••,•.•.•.•.•,.••,•.-.,.•.-..•,•~· •.-., ....... . 

"r' /._ LI q I\. ,Y/~ I • 

) _,, ) • . , ))? ~ ? 
2010-01-01 ' 0 tvA.J.rro.,.1:--; 8cl?s '11~,-,~ ...:ic,-~~~ 

~l.s 1:/10,v 
O 

f:tv . ~ ,qc,_ ~D ol? 
4 /o,, ri:s '!::ff-,. s ECRET 1. ~tvp, v D,:, A 1?1:,v. us 0 01?11,,~~ I. 'Sl:JG 'I:~ 

, 20111-12-15 

.• MJ'l"ioi' Sul? i\1~41€ '-o 
l,qc tv-r~. 
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