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1. Introduction 

1.1 The Access to Information Act (R.S.C., 1985, c. A-1) 

The Access to Information Act1 (the “Act”) was proclaimed on July 1, 1983. The Act was amended as a 

result of the Royal Assent of Bill C-58 on June 21, 2019. 

The Act gives Canadian citizens, permanent residents, as well as individuals and corporations present in 

Canada, a right of access to information contained in government records subject to certain specific and 

limited exceptions. 

Section 94 of the Act requires that the head of every federal government institution prepare, for 

submission to Parliament, an annual report on the administration of the Act within their institution during 

each fiscal year. 

This annual report provides a summary of the management and administration of the Act within Canadian 

Forces Morale and Welfare Services (CFMWS) for the fiscal year 2023-2024, for Non-Public Property (NPP), 

and for the Staff of the Non-Public Funds, Canadian Forces. 

1.2 Background of the Canadian Forces Morale and Welfare Services 

The National Defence Act (Sections 2 and 38 – 41) vests Non-Public Property (NPP) with the Chief of the 

Defence Staff (CDS), Base / Wing Commanders and Unit Commanding Officers to be used for the benefit 

of serving and former Canadian Armed Forces (CAF) personnel and their families. 

The CDS has delegated the Managing Director of NPP with responsibility for the daily administration of 

NPP. Under the present administrative structure, the Managing Director of NPP responsibility is borne by 

the Chief Executive Officer (CEO) of the Staff of the Non-Public Funds, Canadian Forces. 

The collective NPP activities, including those of the Staff of the Non-Public Funds, Canadian Forces 

and those programs and services that NPP provides to the CAF via service level agreements or other 

arrangements, are managed by the administrative construct known as the Canadian Forces Morale and 

Welfare Services (CFMWS). 

CFMWS currently employs over 4,000 people as “Staff of the Non-Public Funds, Canadian Forces”, 

a Separate Agency under Schedule V of the Financial Administration Act of Canada. The institution does 

not have any non-operational subsidiaries. 

1.3 Mandate of the Canadian Forces Morale and Welfare Services 

CFMWS operates under a social enterprise business model, with the fundamental objective of creating 

positive value for serving and former CAF personnel and their families. Responsive to the changing needs 

of the CAF, our programs and services build their self-reliance, resilience and readiness by enhancing their 

mental, social, physical and financial wellbeing. 

Working on behalf of the CDS and under the authority of the Minister of National Defence (MND), 

CFMWS is a trusted partner in the Defence enterprise, operating under the Non-Public Property 

framework, expending funds through a unique operating model that creates real value for the CAF 

Community.  

 
1 Access to Information Act (Revised Statutes of Canada, 1985, Chapter A-1). 
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CFMWS operates through the following divisions:  

• Personnel Support Programs (PSP), 

• Military Family Services (MFS) – includes Support Our Troops,  

• CANEX, 

• SISIP Financial, 

• Corporate Services, 

• Finance, 

• Information Services, and 

• Human Resources. 

2. Structure of the Access to Information and Privacy Program  

The National Manager, Access to Information and Privacy (NM ATIP) is responsible for fulfilling the 

provisions of the Access to Information Act within CFMWS for NPP and the Staff of the Non-Public Funds, 

Canadian Forces. CFMWS began succession planning for the NM ATIP and hired a replacement in October 

2023. From April 2024 until December 2024, the previous NM ATIP continued to work part-time alongside 

the new NM ATIP. The previous NM ATIP retired at the end of 2024.  

The NM ATIP reports to the Director, Corporate Services who, in turn, reports to the Chief Corporate 

Secretary. The NM ATIP administers the CFMWS ATIP Program, in accordance with the NPP ATIP 

designation order and the provisions of the Act, Regulations, directives, policies and guidelines. 

Each division, which serves as an office of primary interest (OPI), has a point of contact to facilitate 

processing requests. There are twelve (12) OPI representatives responsible for coordinating the retrieval of 

records, providing guidance about the ATIP process, and ensuring timely responses from their respective 

division.  

Throughout the fiscal year, the Executive Assistant to the Chief Corporate Secretary processed routine and 

informal requests, and provided additional capacity as required.   

CFMWS is recognized as a government institution for the purpose of the Act and therefore subject to the 

proactive publication provisions outlined in Part 2, sections 82 to 84, which mandate the public disclosure 

of travel and hospitality expenses, and reports tabled in Parliament. 

CFMWS has a decentralized approach to fulfilling its proactive publication responsibilities. Each Senior 

Executive is responsible for ensuring that their monthly travel and hospitality expense reports are 

prepared and submitted to communications services for publication, in accordance with sections 82 

and 83 of the Act. For a breakdown of the positions responsible for meeting each applicable proactive 

publication requirement under Part 2 of the Access to Information Act, see section 9 - Proactive Publication 

under Part 2 of the ATIA. 

CFMWS was not a party to any service agreements under section 96 of the Act during the reporting 

period. 

3. Delegation Order 

Under section 3 of the Act, the Minister of National Defence (MND) is designated as the head of the 

institution. Pursuant to section 95, the Minister may delegate any of his powers, duties or functions under 

the Act by signing an order authorizing one or more officers or employees of the institution, who are at 
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the appropriate level, to exercise or perform the powers, duties or functions of the head, specified in the 

order. 

Within CFMWS, the NPP ATIP Delegation Order is based on a centralized process with the NM ATIP 

having full delegated authority under the Act. Full authority under the Act is also delegated to the 

Managing Director NPP / CEO, Staff of the Non-Public Funds, Canadian Forces, and the Vice President 

Corporate Services (now titled Chief Corporate Secretary) who is the functional authority for the ATIP 

program. 

The NPP ATIP Delegation Order signed by the MND is attached at Annex A. 

4. Performance 

A key measure of performance under the Access to Information Act is the percentage of requests 

completed within legislative deadlines, reflecting an institution’s ability to deliver timely access to 

information. In 2024-2025, CFMWS closed twenty-six (26) of twenty-seven (27) requests within the 

legislated timelines, representing a 96.3 percent compliance rate. The following section provides an 

overview of CFMWS’ performance administering Part I of the ATIA for the fiscal year, as reflected in the 

2024-2025 Statistical Report.  

4.1 Formal Requests 

In addition to eight (8) requests outstanding from the previous fiscal year, CFMWS received twenty-one 

(21) new access to information requests in 2024-2025. As noted in Chart I below, CFMWS began receiving 

more requests after enrolling in the ATIP Online Request Service in December 2022. 

Chart I – Volume of access to information requests 

 

CFMWS completed twenty-seven (27) out of twenty-nine (29) requests that were active during the 

reporting period. Of the twenty-seven completed requests, thirty-three percent (33%) were disclosed in 

full and thirty-seven percent (37%) were disclosed in part. Chart II shows the number of completed 

requests broken down by completion times and disposition.  
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Chart II – Completion times and disposition 

 

As of the last day of the reporting period, CFMWS had two active requests. One, received in 2024-25, was 

still within legislated timelines. The other, received in 2020-21, has surpassed the legislated extended 

deadline. 

4.2 Extensions 

CFMWS required an extension to the legislative time limit for six (6) requests during the reporting period. 

One extension was necessary to undertake a consultation with another government institution. The rest of 

the extensions were necessary because the requests were for a large volume of pages and processing 

them within the original time limit would have caused unreasonable interference with operations. The 

following chart shows a breakdown of the length of extensions. 

Chart III – Length of Extensions 
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4.3 Consultations 

CFMWS completed four (4) consultations for other government institutions during the reporting period. In 

all four cases, CFMWS recommended that the records be disclosed in full. Three (3) consultations were 

completed within 1 – 15 days, and one was completed within 16 – 30 days. One active consultation, 

totalling six hundred pages, was carried over to the next reporting period. 

4.4 Complaints 

During the 2024-2025 fiscal year, CFMWS received one (1) Notice of Intention to Investigate and 

Summary of Complaint pursuant to section 32 of the Act from the Office of the Information Commissioner 

of Canada (OIC). As of the last day of the reporting period, the complaint was still active. CFMWS has no 

other active complaints.  

5. Training and awareness 

ATIP 101 training was delivered to a group of 73 individuals from the Military Family Services division 

during the fiscal year. In addition to this formal instruction, NM ATIP provided informal briefings and one-

on-one training to managers and employees involved in processing requests under the Act, as well as 

those responsible for proactive publication under Part 2 of the Act, on an as-needed basis.  

6. Policies and procedures 

The CFMWS Policy on the Access to Information and Privacy Program was first implemented in 2017-2018. 

It outlines the NPP ATIP delegation order and sets out the definitions as well as the roles and 

responsibilities of all stakeholders within NPP organizations. The Policy establishes consistent practices 

and procedures for processing ATIP requests in compliance with Access to Information Act, the Privacy Act, 

and related Regulations.  

In 2024-2025, the policy was updated to include a procedure for proactive publication of travel and 

hospitality expense. The new procedure assigns functional authority for proactive publication to the NM 

ATIP, and responsibility for completing the monthly templates to those employees that process and 

approve travel and hospitality expense claims. The revised policy was still pending approval as of the last 

day of the fiscal year.  

For the reference of all employees, corporate policies are available on the CFMWS intranet site. 

7. Initiatives and Projects 

To ease some of the workload, the ATIP program began training the Executive Assistant to the Chief 

Corporate Secretary to perform various administrative tasks. These duties include managing the ATIP 

Online Management Tool (AOMT), sending acknowledgement letters, initiating searches, responding to 

informal requests, and entering data into the ATIP case management spreadsheet. CFMWS also 

implemented a new application that converts and indexes Outlook emails into PDF format, improving the 

length of time spent processing those types of records. 

 

 

 



 

Canadian Forces Morale and Welfare Services  Page 7 

8. Summary of Key Issues and Actions Taken on Complaints 

During the reporting period, CFMWS received one complaint based on the grounds that it had improperly 

withheld personal information under subsection 19(1) – personal information. The records in question 

involve raw data about victims of domestic violence. CFMWS intends to vigorously defend against the 

allegations. 

9. Proactive Publication under Part 2 of the ATIA 

CFMWS continues to experience challenges meeting its obligations for proactive publication of travel and 

hospitality expenses under Part 2 of the ATIA. Following a review of the current process, a decision was 

made for the ATIP Program to assume responsibility for proactive disclosure, with oversight assigned to 

the NM ATIP. The new procedure described in Section 6 is scheduled for implementation during the 

2025–2026 fiscal year. Table I provides an overview of CFMWS’ performance under Part 2 of the ATIA. 

Table I – Proactive Publication Requirements Table 

Legislative 
Requirement 

Section 
of ATIA 

Publication 
Timeline 

Does 
requirement 
apply to your 
institution? 
(Y/N) 

Internal 
group(s) or 
positions(s) 
responsible 
for fulfilling 
requirement 

% of proactive 
publication 
requirements 
published 
within 
legislated 
timelines 

Link to web 
page where 
published 

Apply to all Government Institutions as defined in section 3 of the Access to Information Act 

Travel Expenses 82 Within 30 days 
after the end of the 
month of 
reimbursement 

Y Senior 
Executive and 
Executive 
Assistant for 
each division 

N/A* https://cfmws.ca

/about-

us/public-

reporting/proact

ive-disclosure 

Hospitality 
Expenses 

83 Within 30 days 
after the end of the 
month of 
reimbursement 

Y Senior 
Executive and 
Executive 
Assistant for 
each division 

N/A* https://cfmws.ca

/about-

us/public-

reporting/proact

ive-disclosure 

Reports tabled 
in Parliament 

84 Within 30 days 
after tabling 

Y National 
Manager – 
ATIP Programs 

100% https://cfmws.ca

/about-

us/information-

privacy 

* CFMWS does not track the date reports are published. 

 

The Executive Assistant assigned to each Senior Executive is tasked with preparing and submitting the 

monthly travel and hospitality reports to the Website Manager for publication. CFMWS does not track the 

date reports are published relative to the legislative timeline, however Financial Services maintains a 

dashboard that tracks the percentage of expenditures that are published in each fiscal quarter. Compared 

to the previous fiscal year, CFMWS saw a substantial improvement in the number of expenditures that 

https://cfmws.ca/about-us/public-reporting/proactive-disclosure
https://cfmws.ca/about-us/public-reporting/proactive-disclosure
https://cfmws.ca/about-us/public-reporting/proactive-disclosure
https://cfmws.ca/about-us/public-reporting/proactive-disclosure
https://cfmws.ca/about-us/public-reporting/proactive-disclosure
https://cfmws.ca/about-us/public-reporting/proactive-disclosure
https://cfmws.ca/about-us/public-reporting/proactive-disclosure
https://cfmws.ca/about-us/public-reporting/proactive-disclosure
https://cfmws.ca/about-us/public-reporting/proactive-disclosure
https://cfmws.ca/about-us/public-reporting/proactive-disclosure
https://cfmws.ca/about-us/information-privacy
https://cfmws.ca/about-us/information-privacy
https://cfmws.ca/about-us/information-privacy
https://cfmws.ca/about-us/information-privacy
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were published; 74% of travel expenses were reported compared to 25% the previous fiscal year, and 48% 

of hospitality expenses were reported, up from 37% in the prior reporting period. 

10. Monitoring Compliance 

The time taken to process requests for access to information is closely monitored by the NM ATIP, and 

issues are reported to the Chief Corporate Secretary as required. In the 2024-2025 fiscal year, CFMWS 

strived to maintain a high performance and attained a 96.3 percent compliance rate for responding to 

access to information requests within the legislated timelines. 

The NPP General Conditions template includes a reference to CFMWS’ obligations under the ATIA. Other 

contracts, agreements, and arrangements that involve records under the control of CFMWS are reviewed 

by the NM ATIP as required. 

 

As discussed in the previous section, Financial Services monitors the accuracy and completeness of travel 

and hospitality reports proactively published under Part 2 of the ATIA via a dashboard. The results are 

reported to the Audit Committee on a quarterly basis.

https://cfmws.ca/about-us/policies-and-publications/procurement-and-contracting/general-conditions


 

Canadian Forces Morale and Welfare Services  Page 9 

Annex A: Delegation Order 

 


