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Form: Copyright 1995, American Radio Relay Leauge. Used with permizzion

GENERAL

Fol l ows a description of the different parts of the Amateur Radi o Message

format. Sone sections are CPTIONAL, and | recomrend they not be used, unless
needed. The use of this pre-printed message formfrom ARRL is NOT necessary for
handling traffic. Use any paper you seem appropriate.

MESSAGE NUMBER ( Mandat or y)

This can be any nunber the originating stations chooses. Myst start with 1 the
first of each year. Once a message is nunbered, that sane nunber remains with
the nessage until delivered. Exanple: NR 1

PRECEDENCE ( Mandat ory)

The Precedence of the Message determ nes what order the nessages will be
handl ed. Mbst of the time all nessages are handl ed on every net session. The
followi ng four precedences are used in ascendi ng order of priority:
ROUTI NE (R on QW
99.99% of all nessages have this precedence. These nessages w |l be handl ed
| ast.
WELFARE (Won CW
This message is either an inquiry to the health and wel fare of an individual
in a disaster area or a report of the health and wel fare of an individual.
These messages will be handl ed before ROUTINE traffic.
PRIORITY (P on QW
These are messages have specific tine limts. They are also for Oficial
nmessages, not covered in the EMERGENCY category. This traffic will be
handl ed bef ore WELFARE or ROUJTI NE.
EMERGENCY ( EMERGENCY on CW
Any nessage having life and death urgency to any person or group of persons,
which is transmtted by Amateur Radio in the absence of regul ar
comruni cation facilities. Wen in doubt, do NOT use this precedence. This
traffic will be handle first and i nmedi ately.
Exanmple: NR 1 R (for Routine)



HANDLI NG | NSTRUCTI ONS ( Opt i onal )

Handl ing Instructions are sonetines used to tell the various stations along the
way, what the desires of the originating station are. If not needed, it is best
not to use. O phone: the sending station would say, "HANDLI NG I NSTRUCTI ONS n",
n expl ai ned below O CW Send HXn.

HXA (Fol | oned by a nunber)

Col l ect landline delivery authorized by the by addressee within ... mles.

(If no nunber, authorization is unlimted).

HXB (Fol | oned by a nunber)

Cancel nessage if not delivered within ... hours of filing tine ; service
originating station.

HXC

Report the time and date of delivery to originating station

HXD

Report to the originating station the identity of the station fromwhich you
received, plus time and date. Report the identity of the station to which it
was relayed, plus tine and date, or if delivered report time and date of
delivery.
HXE
Delivering station get a reply fromthe addressee, and origi nate a nessage
back.
HXF (Fol | owed by nunber)
Hol d delivery until ... (date).
HXG
Delivery by mail or landline toll call not required. If toll or other
expense invol ved, cancel message and service originating station

Example: NR 1 R HXG

STATI ON OF ORI GI N (Mandat ory)

This is the call sign of the Amateur Radio Station generating (originating) this
nmessage. This call sign, along with the nessage nunber, serve as the "serial
nunber” of this message. Any future reference to this nessage woul d be: "Nunber
nn of CALL nn4nnn".

Example: NR 1 R K4IWV

CHECK (Mandat ory)

This is a count of the nunber of words used in the TEXT (only) of the nessage.
Wrds in the address or signature are NOT counted. Groups of figures, letters,
conbi nations of figures and letters, and "X' are counted as words. This is the
nmet hod that Amateurs use to nake sure that the TEXT was received w thout error.
Bot h the sender and receiver should end up with the sane word count (CHECK).
Exanple: NR 1 R K4IWV 12

PLACE OF ORI G N (Mandat ory)

This fieldis the Gty and State of either the Station of Oigin or the person
inthe Signature. In nost cases, this will be the sane pl ace.
Exanple: NR 1 R K4AIWV 12 CARY NC

TIME FI LED (Optional)

The time the nessage was originated. You may either use UTC or Local tinme.
Exanpl es: 1615Z or 1115 EST. Mbst messages do NOT use this field. It is only
useful if the message has a short time val ue.
Exanple: NR 1 R K4AIWV 12 CARY NC 16157



DATE (Mandat ory)

This is the date the nmessage was originated. In Amateur Radio, we use nonth and
day. The year is NOT used. If the message is over a year old, it should be sent
to the circular file.

Exanple: NR 1 R K4AIWV 12 CARY NC 1615Z DEC 20

ADDRESSEE ( Mandat ory)

The name(s) and address of the person to which this message is going. It |ooks
i ke the address on an envel ope used in snail mail. Include a phone nunber, if
you have it. The nore informati on here, the easier the delivery will be.
Exanpl e:

JON Q PUBLIC

1234 NAPLE AVE

ANYTOM NC 27000

919 555 1234

DELI VERI NG STATI ON | NFO ( Opti onal )

This section is rarely used. If the nessage is to be nmailed or hand delivered,

it is nice to put your (the delivering station) info here so the addressee can
reach you if there is any question, or they want to send a return message. Mst
nmessages are delivered by phone.

TEXT ( Mandat ory)

Finally! This is the nessage you are sending for the signature person to the
addressee. It should be short (usually less than 25 words) and in tel egram
style. No punctuation is used. The letter "X' is used (simlar to STCP in
telegrans) to end one idea and start another. Many messages do not even have an
"X'" in them Exanple TEXT:

ARRI VE 7PM DEC 24 X
LOXKING FORWARD TO SEElI NG YQU
X LOVE

The above TEXT has a count of 12. So the CGHECK is 12. As Amateur Radio is

non- conmer ci al, the TEXT shoul d have no comrercial value. Each Radio Arateur is
the judge of what is comercial and what is not.

SI GNATURE ( Mandat ory)

This is the nane if the person sending the message. It may be the nane or cal

of the originating station. However, it is usually the name of a "third party"
for whomthe originating station is generating the message.

RECEI VED (Optional)

This is for the handling station to wite down whomthey received the nessage
from This field is only for the book keeping of the handling station

SENT (Optional)

This is for the handling station to wite down whomthey sent the nessage to.
This field is only for the book keeping of the handling station



CW The prosign AA separates the parts of the address. BT separates the
address fromthe text and the text fromthe signature. AR narks end of
nmessage; this is followed by Bif there is another nessage to follow, by N
if thisis the only or last message. It is customary to copy the preanbl e,
parts of the address, text and signature on separate |ines.

RTTY: Sane as cw procedure above, except (1) use extra space between parts
of address, instead of AA; (2) omt cw procedure sign BT to separate text
from address and signature, using |line spaces instead; (3) add a CFM i ne
under the signature, consisting of all nanes, nunerals and unusual works in
the nessage in the order transmtted.

PACKET/ AMIOR BBS: Sane format as shown in the cw message exanpl e above,

except that the AA and AR prosigns may be omtted. Mdst antor and packet
BBS software in use today allows formal nessage traffic to be sent with the
"ST" command. A ways avoid the use of spectrumwasting multiple line feeds

and i ndentati ons.

PHONE: Use prowords instead of prosigns, but it is not necessary to nane
each part of the nessage as you send it. For exanple, the above message
woul d be sent on phone as follows: "Number one routine HX Gol f WLAW ei ght
Newi ngt on Connecticut one eight three zero zulu July one Donald Smth

Fi gures one six four East Sixth Avenue North River Gty Mssouri zero zero
seven ei ght ni ne Tel ephone seven three three four nine six eight Break
Happy birthday X-ray see you soon X-ray | ove Break D ana End of Message
Over. "End of Message" is followed by "Mre" if there is another message to
follow, "No More" if it is the only or last nmessage. Speak clearly using
VOX (or pause frequently on push-to-tal k) so that the receiving station can
get fills. Spell phonetically all difficult or unusual words -- do not

spell out common words. Do not use cw abbreviations or @signals in phone
traffic handling.

ARRL ON SIGNALS FOR CW NET USE

NA*  Answer in prearranged order.
Q\B* Act as relay Between ........ and........
ANC Al net stations Copy.
| have a nessage for all net stations.
Q\D* Net is Directed (controlled by net control station).
Q\E* Entire net stand by.
QW Net is Free (not controlled).
NG Take over as net control station.
QWH  Your net frequency is H gh.
O\ Net stations report In.*.

| amreporting into the net. (Followwith a list or traffic or V).
QU Can you copy ne?

Can you copy ........ ?
QK* Transmt nmessage for........ to........

QL  Your net frequency is Low

NV Your are QRMng the net. Stand by.

QNN Net control stationis........
What station has net control ?

QO Station is |leaving the net.

QW  Unable to copy you.
Unable to copy ........

AN Mve frequency to........ and wait for........ to finish handling
traffic. Then send himtraffic for

QR Answer........ and Receive traffic.

NS*  Following Stations are in the net. *(Followwth list.)
Request list of stations in the net.

NT | request pernmission to |eave the net for........ m nut es.



@QW* The net has traffic for you. Stand by.

Q\W* Establish contact with........ on this frequency. If successful, nove
to........ and send himtraffic for........
QW How do | route messages for........ ?

QNX  You are excused fromthe net.*
Request to be excused fromthe net.
\NY*  Shift to another frequency (or to........ kHz) to clear traffic

QYZ  Zero beat your signal wth mne.
*For use only by the Net Control Station
Not es on Use of N Signal s

The N signals |listed above are speci al ARRL signals for use in amateur cw
nets only. They are not for use in casual amateur conversation. O her

nmeani ngs that may be used in other services do not apply. Do not use O\
signal s on phone nets. Say it wth words. N signal s need not be foll owed
by a question mark, even though the meani ng may be interrogatory.

| NTERNATI ONAL Q SI GNALS

A Qsignal followed by a ? asks a question. A Qsignal without the ?
answers the question affirnatively, unless otherw se indicated.

What is the nane of your station?

What' s ny exact frequency?

Does ny frequency vary?

How is ny tone? (1-3)

What is ny signal intelligibility? (1-5)
Are you busy?

Is ny transm ssion being interfered wth?
Are you troubled by static?

Shall | increase transmtter power?
Shall | decrease transmtter power?
Shall | send faster?
Shall 1 send sl ower?
Shall | stop sendi ng?

Have you anything for ne?

(Answer in negative)

Are you ready?

Shall | tell........ you're calling hin®
When will you call again?

Who is calling nme?

What is ny signal strength? (1-5)

Are ny signals fading?

I's ny keying defective?

Shall | send........ nmessages at a tine?
Can you work breaki n?

Can you acknow edge receipt?

289950090 8094993 904989902 99%Y

Shall | repeat the | ast nessage sent?
Can you communicate with........ direct?
WII you relay to........ ?
Shall | send a series of V s?
WII you transmt on........ ?
WII you listen for........ on........ ?
&Y Shall | change frequency?
@@z Shall | send each word/ group nore than once?
(Answer, send twice or ........ )
QrTA Shall | cancel nunber........ ?
QB Do you agree with ny word count ?

(Answer negative)



Qrc  How many nessages have you to send?
QrH  What is your |ocation?
QIR What is your time?
Qrv  Shall | stand guard for you........ ?
QrX  WII you keep your station open for further comunication with nme?
QJA Have you news of........ ?
ABBREVI ATI ONS, PRCSI GNS, PRONCRDS
cw PHONE (meani ng or purpose)
AA (Separation between parts of address or signature.)
AA Al after (use to get fills).
AB Al before (used to get fills).
ADEE  Addressee (nane of person to whom nessage addressed).
ADR Address (second part of nessage).
AR End of nessage (end of record copy).
ARL (Used with "check," indicates use of ARRL nunbered message in text).
AS Stand by; wait.
B More (anot her message to follow).
BK Break; break me; break-in (interrupt transm ssion on cw. Quick check
on phone).
BT Separation (break) between address and text; between text and
si ghat ur e.
C Correct; yes.
CFM Confirm (Check me on this).
K Check.
DE From this is (preceding identification).
HH (Error in sending. Transm ssion continues with last word correctly
sent).
HX (Handling instructions. Optional part of preanble.) Initial(s).
Single letter(s) to foll ow
IM Repeat; | say again. (Difficult or unusual words or groups.)
K Co ahead; over; reply expected. (lnvitation to transmt.)
N Negative, incorrect; no nmore. (No nore nmessages to follow)
NR Number. (Message follow)
PBL Preanbl e (first part of nessage).
...... Read back. (Repeat as received.)
R Roger; point. (Received; decimal point.)
SIG Signed; signature (last part of message.)
SK Qut; clear (end of communications, no reply expected.)
TU Thank you.
WA Wrd after (used to get fills.)
B Wrd before (used to get fills.)

Speak sl ower.
Speak faster.



ARRL NUMBERED RADI OCGRAMS

The letters ARL are inserted in the preanble in the check and in the text before
spel l ed out nunbers, which represent texts fromthis list. Note that some ARL
texts include insertion of nurerals.

Exanple: NR 1 RWAW ARL 5 NEWNGION CONN DEC 25 DONALD R SM TH AA 164 EAST
SI XTH AVE AA NORTH RIVER A TY MO AA PHONE 73- 3968 BT ARL FIFTY ARL SI XTY ONE BT
D ANA AR

For additional information about traffic handling, consult The ARRL (perating
Manual , published by ARR..

Qoup One -- For Possible "Relief Emergency " Use

ONE Everyone safe here. Please don't worry.

TV Com ng home as soon as possi bl e.

THREE Amin hospital. Receiving excellent care and recovering
fine.

FOUR Only slight property damage here. Do not be concerned about
di saster reports.

Fl VE Am noving to new |l ocation. Send no further nail or communication.
WII informyou of new address when rel ocat ed.

SI X WII contact you as soon as possible.

SEVEN Pl ease reply by Amateur Radi o through the amateur delivering this
message. This is a free public service.

El GHT Need additi onal mobil e or portabl e equi prent for inmrediate
ener gency use.

NI NE Addi ti onal radi o operators needed to assist wth energency
at this location.

TEN Pl ease cont act . Advise to standby and provide further
emer gency i nformation, instructions or assistance.

ELEVEN Establ i sh Anmat eur Radi o energency communi cations wth on

MHz.

TWELVE Anxi ous to hear from you. No word in some tine. Please contact mne
as soon as possi bl e.

TH RTEEN Medi cal energency situation exits here.

FOURTEEN Situation here becomng critical. Losses and damage from
i ncr easi ng.

FI FTEEN Pl ease advi se your condition and what hel p i s needed.

S| XTEEN Property danage very severe in this area.

SEVENTEEN REACT comruni cations services al so available. Establish REACT
Comuni cation with on channel

El GHTEEN Pl ease contact me as soon as possible at .

NI NETEEN Request health and wel fare report on . (State nane, address
and t el ephone nunber.)

TVWENTY Tenporarily stranded. WII| need sone assistance. Please contact
ne at

TWENTY ONE  Search and Rescue assistance is needed by | ocal authorities here.
Advi se avail ability.

TWENTY TWD Need accurate information on the extent and type of conditions now
exi sting at your location. Please furnish this information
and reply without del ay.

TWENTY THREE Report at once the accessibility and best way to reach your

| ocati on.

TWENTY FQUR Evacuation of residents fromthis area urgently needed. Advise
pl ans for hel p.

TWENTY FIVE Furnish as soon as possi bl e the weather conditions at your
| ocati on.

TWENTY SI X Help and care for evacuation of sick and injured fromthis |ocation
needed at once.



Emergency/priority nessages originating fromofficial sources nust carry the
signature of the originating official.

Qoup Two -- Routine messages

FORTY SI X QG eetings on your birthday and best w shes for many nore to cone.

FI FTY QG eetings by Amateur Radio.

FIFTY ONE Qeetings by Armateur Radio. This nessage is sent as a free public
service by hamradi o operators at . Am havi ng a wonder f ul
time.

FI FTY TWD Real |y enjoyed being with you. Looking forward to getting together
agai n.

FI FTY THREE Recei ved your . It's appreciated ; many thanks.

FIFTY FOUR Many thanks for your good w shes.
FIFTY FIVE (Good news is always wel come. Very delighted to hear about yours.
FIFTY SI X Congrat ul ati ons on your , a nmost worthy and deserved
achi evenent .
FIFTY SEVEN Wsh we coul d be toget her
FIFTY ElGHT Have a wonderful tine. Let us know when you return.
FIFTY NNE Congratul ations on the new arrival. Hope nother and child are

wel | .

*SIXTY W shi ng you the best of everything on

SIXTY ONE Wshing you a very Merry Christnmas and a I-bppy New Year .

*SIXTY TWD QGeetings and best wishes to you for a pleasant hol i day
season.

SIXTY THREE Victory or defeat, our best wi shes are with you. Hope you w n.
SIXTY FOUR Arrived safely at

SIXTY FIVE Arriving on . Please arrange to neet ne there.
SIXTY SIX DX BLs are on hand for you at the BL Bureau. Send
sel f addressed envel opes.
SI XTY SEVEN Your nessage nunber undel i ver abl e because of
Pl ease advi se.
SIXTY EIGHT Sorry to hear you are ill. Best w shes for a speedy recovery.
SIXTY NNE Wl cone to the . W are glad to have you with us and hope

you Wi ll enjoy the fun and fell owship of the organization.
ARL NUMBERS SHOULD BE SPELLED QUT AT ALL TI MES.
*Can be used for all holidays.

FORM FSD- 3 (Revi sed 2/ 94)

ARRL RADI CCRAMS

The handling of radiogramtraffic was the basis for the formati on of ARRL, and a
si zabl e segment of amateurs still makes this its principal Amateur Radio

operating activity. Amateur radi ogram service does not conpete with other

services, since there are no charges and can be no guarantee. Provided FCC and
international regulations are conplied with, messages may be accepted from

anyone for sending by Amateur Radio.

What constitutes "legal" messages, or any other kind of third party

comuni cation, has been a matter of considerabl e discussion and vari ous
interpretations throughout the years. The pertinent regul ati ons sections are
97. 3b, which defines an amateur operator as being a person "w thout pecuniary
interest”; 97.112, which forbids any renuneration or other kind of conpensation
for use of an amateur station; and 97.114, which details certain prohibitions on
third-party traffic.

Ceneral Iy speaki ng, uninportant, personal, non-business nessages may be
exchanged between different countries only after a special agreenent has been



reached between the countries. A list of countries whi ch have signed such
agreenents with Canada and with the U S. appears frequently in &BT. In
addi tion, most countries do not object to actual energency radi ograns being
handl ed in the amateur bands if government or commercial facilities are not
avail able at the tine.

I ndi vi dual amateurs handl e radi ograns in a nunber of different ways. Some are
"free lancers” who handle their traffic on individual schedul es without recourse
to regular nets. Mst traffic operators, however, participate in nets of
various kinds. The |argest organi zed systemof nets is the ARRL Nati onal
Traffic System Qhers include networks organi zed by individuals for traffic-
handl i ng purposes in which individual anmateurs participate out of preference.

CR G NATI NG RADI OGRAMS

Any amateur can originate a radi ogramon behal f of another individual, whether
such individual be a licensed amateur or not. It is the responsibility of the
originating amateur , however, to see that the message is in proper formbefore
its first transm ssion, because under nost circunstances it is inproper for a
rel aying or delivering station to make changes.

Each radi ogram ori gi nat ed and handl ed should contain the foll owi ng conponent
parts in the order given

(a) Numnber (d) Station of (g ) Time Filed*
(b) Precedence aigin (h) Date
(c) Handling Instruc- (e) Check ( i) Address
ti ons* (f) Place of Oigin (j) Text
(k ) Signature

*(ptional with originator

(a) Every radiogramtransmtted shoul d bear a nunber. Keep a sheet with a
consecutive list of nunbers (beginning at 1) at your operating position. Wen a
radiogramis filed at your station for transm ssion, conplete all parts of the
preanbl e except the nunber, leaving this blank. Wen you send the radi ogram
assign a nunber to it fromthe nunber sheet, crossing out nunbers on the sheet
as they are used and making a notation, after the nunber, of the station to
whom t he radi ogramwas sent and the date. Such a systemis convenient

for quick reference purposes. Mst traffic handlers start with nunber 1 at the
begi nni ng of each year.

(b) Every radiogramhas a precedence in amateur procedure. This will normally
be "Routine” (R). It is a separate part of the preanble and is transmtted as
such, not as part of the nunber. her precedences are "Energency" (never
abbreviated), "Priority" (P), and "Wl fare" (W.

(c) Handling Instructions ( HX) are available prosigns for use when or if
desired by the originator or the originating station, whenever speci al
instructions are required in the handling of the radi ogram

(d) The "station of origin" is the call of the station fromwhich the radi ogram
was first sent by Arateur Radio and is included so that handling stations wll

be able to communicate with the originator if something interferes with the
pronmpt handling or delivery of the message.

(e) The "check" is the nunber of words and nunerals in the text of the
radi ogram Handling stations shoul d agree on the check before the message is
consi dered handl ed. Full information on checking radiograns is given |ater



(f) The "place of origin" is the nane of the place (city or town) from which

the radi ogramwas started, not necessarily the location of the station of

origin. The preanble of a radiogramfiled at League headquarters in Newi ngt on
Conn., mght read as follows: NR 457 R WLI NF 21 NEW NGTON CONN 2057Z JUNE 11

If a message is sent to your station by nmail or otherwi se not filed in person
the preanbl e shoul d show the place the radiogramoriginally came from |If the
radi ogram came to League Headquarters by nmail from  Wscasset, Mine, the
preanbl e woul d read: NR 457 R WLI NF 21 W SCASSET MAI NE 2057Z JUNE 11. Any
radi ogramrecei ved at an amateur station by any neans ot her than Amateur Radio
is an origination when put on an amateur circuit by that station

(g) The time filed is the time at which the radiogramis received at the
station fromwhich it is to be sent. Standard practice is to use UTC. This
part of the preanble is optional with the originating station

(h) The nmonth and the day of the nonth that the radiogramwas filed at the
originating station. The year is not included. |If the filing time is UTC, be
sure the date agrees.

(i) The address is the nanme, street and nunber, city and state of the party to
whomthe radiogramis being sent. The tel ephone nunber should be part of the
address. A conpl ete address shoul d al ways be given to ensure delivery. Wen
accepting a radiogramfor origination this point should be stressed. In
transmtting the message by CW the signal AAis used to separate parts of the
address and the address is followed by BT or "break"” before the text is
started.

In street addresses where the words east, west, north, south are part of the
address, spell out the works in full. Suffixes ™ th,” "nd," "st," etc., are not
recomrended. Exanple: "19 W19th St" should be "19 Wst 19 St." It is not good
practice for the relaying station to change address format, but the originating
station shoul d observe the above practices to insure clarity in retransm ssion

(j) The text consists of words in the body of the radiogram No abbreviations
shoul d be substituted for the words in the text of the radiogram The text
follows the address and is set off fromthe signature by another BT

(k) The signature is usually the nane of the person originating the nessage.
The signature follows the BT or "break"” at the end of the text. The
abbreviation " sig" is not transmtted.

After the signature, say "end" or transmt AR |If nore to follow say "nore.”
Oh QW use the prosign B. If no nore, say "no nore." On CWuse the prosign
NE

COUNTI NG WORDS | N RADI CCGRAVE

The amat eur radi ogram "check” is the count of the nunber of words in the
text only. It is essentially an "as sent” count. Wile it is assuned that the
rules of grammar and spelling will be followed, the check count is deternined
principally by the spacing used by the transmtting operator in sending the
text. Since the first operator to transmt the radiogramis the operator of the
originating station who enters the check in the preanble, this check should
carry through to destination. The relaying operator has no authority to change
the check unless it is definitely determ ned that the check as he received it is
incorrect, then he should confirmwith the transmtting operator before making



the change. Wen such a change is nade, the original check should renain in the
preanbl e. Exanple: an original check of 10 corrected to 9 would be sent "10/9"
on CW

The check is a neans for ensuring the accuracy and conpl et eness of your copy.
It also indicates to the receiving operator how many words the radi ogramhe is
about to copy will contain. Inclusion of "check” in a message preanble is not
opti onal

Number s, ciphers, nmixed groups and punctuation each count as one in the check
regardl ess of length. It is recomrended amateur practice not to use
punctuation, fractions or other unorthodox or sel domused code synbols in
nmessages as such, but rather to spell these out when used in the text of a
nmessage to avoid conplications in checking. The letter X or "X-ray" is used in
pl ace of a period or semcolon and is counted in the check

Special note: The ARRL-recomrended procedure for counting the tel ephone nunber
inthe text of a radiogramis to separate the tel ephone nunber into groups, with
the area code (if any) counting as one word, the three-digit exchange one word,
and the last four digits one word. For exanple, 203 666 1541 counts as three
words in the text of a nessage ; 666 1541 counts as two words. Separating the
phone nunber into separate groups al so nm nimzes garbling.

A few rul es have to be observed in sending words so this principle of "counting
as sent" will not be abused:

1) Make your spaci ng net hodi cal and accurate on both phone and cw

2) Follow the dictionary wherever possible.

3) Do not waste time in traffic nets arguing about "howto count."” The
pur pose of the "check" in amateur work is to confirmthe nunber of
words or groups in the text. QIB is a useful signal in confirmng
check. Once you are sure that you have copied it correctly, &L (on

CW or "roger" (on phone) the radi ogramand get on with the next one,
correcting the check when you rel ay the radi ogram

In copying traffic, whether by pencil or typewiter it is quite easy, with a
little practice, to count the words in the text as you copy. Wen using pencil
copy five words to aline. At the end of the radiogram you can readily figure
the nunber of words by the nunmber of lines (plus how many words over ) you
copied. By typewiter, it is nore convenient to copy ten words to a |line, and
this can easily be done by copying five words, hitting the space bar twice
(instead of once), copying five nore words, then i nespacing to begin a new ten-
word line. At the end of the Radiograma gl ance at the nunber of lines wll

show you how many words you copied. You can then query the sending operator if
your figure does not agree with his.

When traffic is heavy and tinme is precious, it is not considered advisable
practice to query a check unl ess you have reason to believe that a m stake was
nmade, either in sending or copying.

ARL Check

Messages contai ning ARRL nunbered radi ogramtexts (see form FSD 3) have the
sane formas any ot her radi ogram except that the synbol ARL (NOT ARRL) is used
before the check. This synbol indicates that a spelled out nunber in the text

of the radiogramrefers to a conplete text bearing that nunber on the ARL list.

In delivering a message with an ARL text, one of course delivers the conplete
text. It is therefore very necessary that the synbol ARL be included with the
check to avoid the possibility of delivery of a neaningless nunber to the

addr essee.



Use of ARL text is a special tool for special occasions. Wen used, it should
be used properly to avoid del ays and conf usi on.



Traffic Tips

Checki ng the nessage:

It is proper procedure to change the check of a message if the originating
station entered the wong count, but it is inproper to change in any way the
nmeani ng or content of the nessage. |If you do change the check, do so by
retaining the original count and indicating the corrected count by a slant bar
on cwor RITY (/) or the prowords “corrected to” on phone. Do not waste time
argui ng about how a word or group should be counted. |If you are sure you have
it correct as sent, “roger” it and get on with the next one.

Sendi ng a nessage on phone

I n sending a nessage on phone, you don't readit, you sendit. In reading, one
tries to get expression into his or her voice. In sending, expression is far

less inportant than articulation. The nmessage should al nost be sent in a

nmonot one, without rising and falling inflections but with very careful
articulation. The aim don't forget, is copy not conprehension. Therefore,
read one word or group at a tine, each one carefully articulated, at a speed

sl ow enough to be witten confortably. Difficult or unusual words shoul d be
spel l ed out (phonetically, if necessary). |In spelling out a word phonetically,
use the 1TU Phonetic Al phabet rather than made up words for phonetics. A wse
tipin spelling out a word is to first pronounce the word, followit with the

words “l spell” and spell out the word phonetically (for example: * I TY, |
spell, ITNDIA, TANGO UNIFCRM). For a nunber (or groups of nunbers) proceed the
nunber or group of nunbers with the word “figures” (for exanple: “figures VWUN,
TWO, THA-REE’). Renenber , avoid using the term “comon spelling” as many words
in the English | anguage have several “common spellings”. |If there is any doubt,
spell it out.

CWand Qsignals are not to be used in phone traffic handling. Separate the
parts of the message by the proword “break” — that is, after the address and
before the signature. Wen the signature is conpleted, say “end of message” and
followthis with “no nmore” if this is the only or |ast nmessage you have for this
station, or “nore” if you have additi onal



CUMBERLAND COUNTY EMERGENCY MANAGEMENT AGENCY
MESSAGE FORM

] INCOMING (] OUTGOING
PRECEDENCE:
U EMERGENCY U PRIORITY U ROUTINE U EXERCISE

DATE/TIME GROUP (DTG*) (OUTGOING ONLY):

TO FROM

MESSAGE:

DATE: TIME:

* DTG ismade up of the month, day and time of transmission (example: DTG for 02-13-99 1014 local time is
02131014)

INTERNAL USE ONLY

ACTION:




Cunmber | and County EMA Message Form

Ceneral - The Qunberl and County EMA Message Formis used to send and receive
nmessages in and out of the Cunberland County Emergency Managenment Agency. It is
a standardi zed for prescribed in the Cunberland County Plan 1In taking traffic
destined to CQunberland County EMA, one shoul d transcribe the nessage from ARRL
format (if received as such) onto a standard CCEMA message form Witten
nmessages from CCENMA will come to us on a CCEMA nessage form If the nmessage is
going to another EMA it should stay in that format. |If it is going to another
agency, it may be transcribed to ARRL or other format as required.

| NCOM NG OUTGOI NG

This indicates if the message is inconmng to or outgoing from Cunberl and County
EMA.  Each nessage nust have one or the other blocks checked.

PRECEDENCE

This indicates the order in which a nessage is sent. (oviously, a nessage with
an energency precedence should be sent before one that has a routine precedence.
I n sending a nessage, be sure to sort messages as to their precedence before
initiating traffic. On incom ng nessages, a precedence will be given for all
nmessages. Be sure to take incomng traffic by nmessage precedence. ne of these
bl ocks shoul d be checked for each incom ng and out goi ng message. The precedence
is roughly equivalent to the ARRL precedence.

DATE/ TI ME GROUP (DTG (OUTGO NG ONLY)

The purpose of the DIGis for filing purposes. It is simlar to the nessage
nunber in the ARRL Radiogram It gives an order to each message. The DIGis
made up of the nmonth, day and tine of transm ssion of the message. An exanple
of this is the DIG for a message for 02-13-99 1014 local time is 02131014(L).
TO

This is the person or agency the nmessage is intended for.

FROM

This is the person or agency originating the nmessage.

MESSAGE

This is the text and signature of the nessage.

DATE

This is the date the nmessage is received at CCENVA

TI VE

This is the tine the message is received at CCENVA



| NTERNAL USE ONLY

This is to be used by CCEMA personnel to indicate what action was taken on the
recei ved nessage. This is not to be used by the receiving operator (unless the
nmessage i s addressed to them.

MESSAGE TRANSM TTI NG AND RECEI VI NG PROCEDURES

Procedures for transmtting and receiving a nessage using the CCEMA message form
issimlar to that for an ARRL formatted nessage. It is inmportant to get the
content of the nessage through, not to see how fast one can transmt a nessage.
Transmt a nmessage as if you were having to copy it and in receiving a nessage,
if in doubt, ask for a fill.



1. Incident Name 2. Date and Time of Message GENERAL MESSAGE

ICS 213-0S

3.TO: ICS Position

4. FROM: ICS Position

5. Subject:

6. Message

7. Reply

8. Signature / Position (person replying) Date / Time of reply

GENERAL MESSAGE June 2000 ICS 213-0S

Electronic version: NOAA 1.0 June 1, 2000



General Message (ICS FORM 213-0S)

Purpose. The General Message is used by:
Incident personnel to record incoming messages which cannot be orally transmitted to the intended recipients;
Command Post and other incident personnel to transmit messages to the Incident Communications Center for
transmission via radio or telephone to the addressee;
Incident personnel to send any message or natification to incident personnel which requires a hard-copy delivery;
Incident personnel to place resource orders.

Preparation. This form is prepared by any incident personnel needing to transmit a hard-copy message. The
recipient should send a timely reply to the originator, as necessary.

Distribution. Upon completion, the General Message may be hand-carried to the addressee or to the incident
Communications Center for transmission. Originator retains a copy of the form. All completed original forms
MUST be given to the Documentation Unit.

ltem # Item Title Instructions
1. Incident Name Enter the name assigned to the incident.
2. Date and Time of Enter the date and time of message origination.
Message
3. To Enter name and ICS position of message recipient.
4, From Enter name and ICS position of message sender.
5. Subject Indicate the message subject.
6. Message Enter message.
7. Reply This section to be used by the unit/person who receives the message

to reply to your message.

8. Signature/Position Enter name and position of person replying to this message.
Date/Time of reply Enter date (month, day, year) and time of reply (24-hour clock).



Cumberland County ARES/RACES

TACTICAL MESSAGE FORM

Message Number | Traffic Type: Cdll sign Date TimeFiled
EMERGENCY And location 24 HR Format
PRIORITY
ROUTINE

PLEASE PRINT

To: (Person/Location)

Telephone Number

From (Person/Location)

Wait for areply? Yes/No

MESSAGE
Message Delivered?  YES/No Time Delivered
If message is not delivered explain why on back of form.
<< DO NOT SEND INCOMPLETE MESSAGES >>
Space for areply

Please send all formsto EC or AEC
D-27




American Red Cross Official Message (FORM 4612)

| American Red Cross OFFICIAL MESSAGE
i D PRIORITY D ROUTINE ORIGINATOR EXT. DATE TIME CODE
E FROM:
I

| TO:
|

|

|

|

I

I

[

[

|.

|

I

|

|

|

|

I

|

|

|

|

|

|

I

|

I

I

: American Red Cross Form 4612 (Rev. 1-80)
L



American Red Cross

AMATEUR RADIO OPERATOR INTAKE

RADIO OPERATOR INFORMATION:
DISASTER LOCATION:
Affiliation: [_JARES [} RACES [_] Red Cross Call Sign:
Name: E-Mail Address:
( ) R
Area/Country Code Telephone Number [;:
INQUIRY FROM:
First Name Middle Name Last Namce
Address Street City/State ZIP Code
Telephone number: ( ) ( )
Area/Country Code Home Area/Country Code Work
Inquirer's relationship to person sought: Last date of contact: ~
jes}
INQUIRY ABOUT:
Full name of person sought:
First Name Middle Name Last Name (Nickname/Alias
Complete Mailing Address:
Number Street City/State ZIP Code
Area code & telephone number :  ( ) -
Area/Country Code Telephone Number
Other members of household: (Full Names) / / S
&
/ / e
/ /
/ /
Name (s) Relationship Approximate Age(s)
ALTERNATE CONTACT INFORMATION:
Place of employment/university student: ( )
Employer/University Area/Country Code Telephone Number
Alternate contact: ( )
Name Area/Country Code Telephone Number

NOTES:

American Red Cross Form 2079H (4/96)
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IVHA
@ Assessment Form

1.
2.
3.

Hospital:
Location:
Document Tracking #:

Ham Operator Precedents:
1. Routine

2. Welfare
. L . 3. Priority
Section | - Identification 4. Emergency
Date/time of update:
Primary Contact Name:
Contact Phone #:
Contact Fax #:

4.
S.

Local HAM Radio Operator:

Section Il - Status

6.

-
8.
9

Failures experienced? [1 YES [0 NO
. Explanation:

a.

Severity of failures experiences: [0 CRITICAL [0 MODERATE 0O LOW
. Services NOT being offered currently (if any):

b.

C.

10. Able to accept emergency transfers?

1
1

13. Able to deliver external resources/supplies?

1. Able to accept non-emergent transfers?
2. Inpatient beds available: (# or N/A)

Section Ill - Resource Requests
14. Require external resources?
15. Description of resources needed (use additional sheet if necessary):

Section IV - Other Resources (administrative and non-clinical)

U YES NO
U YES NO
U YES NO
U YES NO

Resource/Supply Item

Quantity

Need by (date/time):

S o o &

16.
17.

If you're telecommunications are available, this information may be faxed to MEMA at 626-4499

Revisedl1/8/99




