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tc "
Section II  Introduction " \l 2SECTION II.
INTRODUCTION

Method of Instruction:  Conference / Discussion

Instructor to Student Ratio is:  1:1

Time of Instruction:  5 mins

Media:  Large Group Instruction

	Motivator
	1. An individual's task is easier when they are familiar with a standard order or

action.  From a theatrical performer's point of view the play must follow a logical

sequence.  The acts, components, scenes, and elements of dialogue will

contribute to the end result.  

All of you have written letters at one time or another and know that there is an acceptable form to be followed and there is more to the letter than just the subject matter.  By the same token, all messages have a form to be followed. All messages have parts, components and elements and have standardized arrangement which contributes to the end result.

2. An operator is responsible for preparing and transmitting a given message in the proper format and for assuring prompt and accurate reception and delivery of an entire message.  Therefore, it is important that you understand the format in which a message is constructed.



	tc "Terminal Learning Objective - Send a Message in 16-Line Format " \l 3Terminal Learning Objective
	NOTE:  Inform the students of the following Terminal Learning Objective requirements.

At the completion of this lesson, you [the student] will:


	
	Action:
	Send a Message in 16-Line Format


	
	Conditions:
	Given ACP125(E), ACP125(F), ACP 126 (C), DA PAM 25-7,

DA FORM 4004  


	
	Standards:
	Standard is met when student can prepare and transmit a given message in the proper 16 line message format with no more than three errors within a time limit of 25 minutes.  


	
	

	Safety Requirements
	There are no safety considerations for this lesson



	Risk Assessment Level
	Low 


	Environmental Considerations
	NOTE: It is the responsibility of all Soldiers and DA civilians to protect the environment from damage.

None


	Evaluation


	

	Instructional Lead-In
	1.     From a construction engineer's point of view, the construction and/or erection of the structure-frame of a building must follow a logical sequence; the engineer must be familiar with the proper order of actions and/or patterns to follow so they can erect the building.

2.     At one time or another, you have written letters and you know that you must follow certain forms. By the same token, all messages have a form to be followed. All message parts, components, and elements have a standardized arrangement which contributes to the end product.

3.     Remember an RTO is responsible for assuring prompt and accurate reception and delivery of an entire message; therefore, it is important that you understand the format in which a message is constructed in order to get it ready for transmission.

4.     During this lesson we will discuss the purpose and use of prowords, common terms, prowords authorized for common use, prowords used for correction of errors and cancellation, prowords used in conjunction with repetition, prowords used in conjunction with authentication and prepared/transmitted 16 line format message.  Upon completion of this lesson, you will be able to arrange a message into the proper format for transmission within a time frame of 25 minutes.



	
	


tc "
Section III Presentation" \l 2SECTION III.
PRESENTATION

1.
Learning Step / Activity 1. Purpose and Use of Prowords



Method of Instruction:
Conference / Discussion



Instructor to Student Ratio:
1:1



Time of Instruction:
15 mins



Media:
Individualized, self-paced Instruction

1.     Purpose and Use of Prowords

            a.  Procedure words or prowords are words used to expedite message

                 handling on circuits where radiotelephone procedure is employed.

            b.  They are used in standard phrases between radio operators to shorten and

                 minimize transmissions.

            c.   Prowords will not be used to substitute the textual component of a
                  message.

            d.   In order to speed up communications between different nationalities,

                  prowords may be replaced by their equivalent prosigns, where these exist.

2.
Prowords used with Message Format.


a.
“BREAK” - I hereby indicate the separation of the text from other
                            portions of the message. 


b.
“EXEMPT” - The addresses immediately following are exempted
                           from the collective call. 


c.
“FROM” - Indicates the originator of  this message.


d.
“INFO” - The addressee(s) who receive the message for information
                            purposes. 


e.
“MESSAGE” - A message which requires recording is about to
                            follow. 


f.
“NUMBER” - Station serial number. 


g.
"TIME" - That which immediately follows is the time or date-time
                           group of the message. 


h.
"TO" - Indicates the addressee(s) who must take action on the
                            message. 

Self- Evaluation.  Prowords Used with Message Format.  

a.
Indicates the receiver of the message who must take action:  


___________________________________________

b.
Indicates a receiver who is being furnished an information copy


no action required:  


___________________________________________

c.
Indicates the originator of the message:  

___________________________________________

d.
Indicates the date-time group of the message:


___________________________________________

e.
PROWORD indicating the station serial number is:  


___________________________________________

3.
Prowords used for Special Instructions.


a.
"DO NOT ANSWER” -  Stations called are not to answer this call,

                            receipt for this  message, or otherwise to transmit.


b.
“I READ BACK” - The following is my response to your instructions
                            to read back.


c.
“I VERIFY” - That which follows has been verified at your request
                            and is repeated. 


d.
“MORE TO FOLLOW” - Transmitting station has addition traffic for
                            the receiving  station. 


e.
“READ BACK” - Read this entire transmission back to me exactly as
                            received. 


f.
“RELAY (TO)” - Transmit this message to all addresses.  


g.
“SERVICE” - The message that follows is a SERVICE message. 


h.
“SILENCE” - Cease transmission on this net immediately. Silence
                            will be maintained until lifted.


i.
“SILENCE LIFTED” - Silence is lifted.  


j.
“SPEAK SLOWER” - Your transmission is too fast a speed.  Reduce
                            speed of transmission.


k.
“VERIFY” - Verify entire message (or portion indicated) with the
                            originator and send correct version. 

Self-evaluation.  Prowords Used with Special Instructions.  

What proword would you use in the following circumstances:  


a.
The RTO is talking too fast for you to copy:
                          _____________________________


b.
You have been asked to read back a portion of the message:



___________________________________________


c.
You must give the order to cease transmission on the net



immediately:  



___________________________________________


d.
You have additional traffic for the receiving station:  



___________________________________________


e.
To send a message with no reply or receipt wanted:  



___________________________________________

Answers to Self-evaluation:
Prowords used with Message Format


a.
TO


b.
INFO


c.
FROM


d.
TIME


e.
NUMBER

Prowords used with Special Instructions

a.
Speak Slower


b.
I Read Back


c.
Silence


d.
More to Follow


e.
Do Not Answer

	NOTE:
	            What is the advantage of using prowords? 

            (ANS) Prowords are used to expedite message handling on circuits where

             radiotelephone procedure is employed.

            For what component of a message shall a proword never be used of substituted?

            (ANS) The textual component.



2.
Learning Step / Activity 2. Common Terms



Method of Instruction:
Conference / Discussion



Time of Instruction:
15 mins



Media:
Individualized, self-paced Instruction

2.         Common Terms

      a. PROWORD- A word or phrase used to replace a long phrase.

      b. RADIOTELEPHONE OPERATOR (RTO)- Person that receives and sends
          messages on a radio.

      c. TRANSMISSION- Talk between communications personnel over radio
          equipment.

                 (1)  Traffic

                 (2)  Message

      d. SIGNAL OPERATION INSTRUCTIONS- (SOI) - Communications documents
          containing specific instructions for operation of communication nets.

      e. SOI SUPPLEMENT INSTRUCTIONS- Additional SOI information and
          procedures to use with the SOI.

      f.  TYPES OF CALLS-

               (1)  Single

               (2)  Multiple

      g. RADIOTELEPHONE NET- Two or more stations communicating on the same
          frequency.

      h. FREQUENCY- The numerical setting on radio equipment.

      i.  STATION- Person or unit operation on a frequency.

                         (1) Net Structure- Units assigned to given radio net.

                         (2) Open a Net- The procedures to make sure all station are ready to
                              send and receive messages.

                         (3) Close a Net - The procedures to inform all stations to stop 

                               transmissions and shut off equipment.

                         (4) Directed Net - A net in which permission from the NCS must be
                              obtained before transmitting.

                         (5) Free Net- A net in which no prior permission from the NCS is
                              needed before transmitting.

                         (6) Net Control Station NCS- The controlling station in a net.

                         (7) Subordinate Station (SUBS - SUBSTATIONS)- The remaining
                              station in a net.

	NOTE:
	1.  What is an NCS? 

(ANS:  The controlling station in a net.)

2.  What are the other stations in the net called? 

 (ANS:  Subordinate stations.)

3.  What is a net?  

 (ANS:  Two or more station communicating on the same frequency.)


3.
Learning Step / Activity 3. Prowords authorized for common use



Method of Instruction:
Conference / Discussion



Instructor to Student Ratio:
1:6



Time of Instruction:
30 mins



Media:
Individualized, self-paced Instruction

1.     Prowords Authorized for Common Use

        a.  "THIS IS"                This transmission is from the station whose designator 
                                             immediately follows.

        b.  "OVER"                  This is the end of my transmission to you and a response
                                            is necessary, go ahead; transmit.

         c.  "OUT"                    This is the end of my transmission to you and no answer
                                            is required or expected.

         d.  "ROGER"              I have received your last transmission satisfactorily.

         e.  "SAY AGAIN"        Repeat all of your last transmission. Followed by
                                            identification data means "Repeat portion 

                                            indicated."

         f.   "WAIT"                  I must pause for a few seconds.

        g.   "WAIT OUT"         I must pause longer than a few seconds.

        h.   "I SPELL"              I will spell this word phonetically.

         i.    "WORDS TWICE" I will say each word in this transmission twice.

Self-Evaluation.  Prowords Authorized for Common Use  

a.     All transmissions must end with the proword _________ or 

        ________________.

b.     If you call another station, the proword you should use just 

        before your call sign is:  __________________.

c.     The proword ___________ means I have received your

        last transmission satisfactorily.  

d.     If you want a station to answer you, you should end your

        transmission with the proword __________________.

e.     If you do not need a station to answer you, you should

        end your transmission with the proword ___________.

f.      Repeat all of your last transmission (followed by

        identification data) means; repeat (portion indicated)

        _____________________________.

g.     I shall spell the next word phonetically ______________.

h.     Communication is difficult.  Transmit each word twice

        _________________________.

i.      I must pause longer than a few seconds.  

        _________________________________

j.      This transmission is from the station whose designator

        immediately follows ___________  _______________.

k.     I must pause for a few seconds.  

        __________________________________

Answers to Self-evaluation.  Prowords Authorized for Common Use
a.     Over or Out

b.     This is

c.      Roger

d.     Over

e.     Out

f.      Say Again

g.     I Spell

h.     Words Twice

i.      Wait-Out

j.      This is

k.     Wait

	NOTE:
	1.      What is repeat all of your last transmission (followed by identification data.) mean; repeat...

         (portion indicated?)  (ANS:  Say Again.)

2.      What if you call another station, the proword you should use just before your call sign is?

         (ANS:   This is.)




4.
Learning Step / Activity 4.  Prowords used for corrections and cancellation



Method of Instruction:
Conference / Discussion



Instructor to Student Ratio:
1:5



Time of Instruction:
20 mins



Media:
Large Group Instruction

1.     Prowords used for Correction of Errors and Cancellation.

        a.  "CORRECT"        You are correct, or what you have transmitted is correct.

        b.  "CORRECTION"  An error has been made in this transmission. 

                                          Transmission will continue with last Proword

                                          of word correctly transmitted

        c.  "DISREGARD                                   
             THIS TRANSMISSION
             OUT"                      This transmission is in error.  Disregard it.   

Self-Evaluation.  Prowords Used for Correction of Errors and Cancellation

a.     If you make an error while you are transmitting, you should

        use the proword _________________________. 

b.     To cancel a transmission in progress, you should use

        _____________________________________.

c.     "You are correct."  "What you have transmitted is correct,"

         would require the use of the proword ________________.  

Answers to Self-Evaluation.  Prowords used for Correction of Errors and Cancellation
a.     Correction

b.     Disregard This Transmission Out

c.     Correct

	NOTE:
	Conduct a check on learning and summarize the learning activity.


5.
Learning Step / Activity 5. Prowords used in conjunction with repetition



Method of Instruction:
Conference / Discussion



Time of Instruction:
20 mins



Media:
Individualized, self-paced Instruction

1.     Prowords Used in Conjunction with Repetition

        a.  "SAY AGAIN"          Repeat all of your last transmission. Followed by 

                                             identification data, means repeat portion indicated.

        b.  "ALL AFTER"         The portion of the message to which I have referenced 

                                             is all that which follows.

        c.  "ALL BEFORE"      The portion of the message to which I have referenced 

                                            is all that which precedes.

        d.  "WORD AFTER"    The word of the message to which I have referenced is 

                                            that which follows.

        e.  "WORD BEFORE" The word to which I have referenced is that which
                                            precedes.

        f.  "I SAY AGAIN"        I am repeating transmission or portion indicated.

Self-Evaluation.  Prowords Used in Conjunction with Repetition

a.     Repeat all of your last transmission: ___________ _______________

b.     The word of the message that I need repeated is that which follows:

        ________________

c.     The portion of the message that I need repeated is all which follows:

        ________________

d.     The word of the message that I need repeated is what which 

        precedes:  _______________

e.     The portion of the message that I need repeated is all that

        which precedes:  ____________

f.      I am repeating transmission or portion indicated:  ______________

Answers to Self-Evaluation:  Prowords Used in Conjunction with Repetition
a.     Say Again

b.     Word After

c.      All After

d.     Word Before

e.      All Before

f.       I Say Again

	NOTE:
	What if I am repeating transmissions or portion indicated? 
 (ANS:  I Say Again)

The portion of the message that I need repeated is all that which precedes is what proword? 
 (ANS:  ALL Before)




6.
Learning Step / Activity 6. Prowords used in conjunction with authentication



Method of Instruction:
Conference / Discussion



Time of Instruction:
15 mins



Media:
Individualized, self-paced Instruction

1.     Prowords used in Conjunction with Authentication   (Challenge and Reply)
        a.
"AUTHENTICATE” - Is the PROWORD used by the station issuing the
                                               challenge.  The station called the must reply to the
                                               challenge.

        b.
“I AUTHENTICATE” - Contains the reply to the challenge to authenticate.

        c.
“AUTHENTICATION IS WRONG” - Check your authentication system.

        d.
“AUTHENTICATION IS” - PROWORD used to verify calling station when

                                                         other stations can’t reply.


NOTE:  Authentication will be covered in detail in a later class.

Self-Evaluation.  Prowords Used in Conjunction with Authentication 

                             (Challenge and Reply)

a.     Check your authentication system:  

        ____________________________________

b.     The reply to your challenge to authenticate:

        ____________________________________

c.     The station called is to reply to the challenge that follows:

        ____________________________________

d.     The transmission authentication of this message is:  

        ____________________________________

Answer to Self-Evaluation.  Prowords Used in Conjunction with 

                                             Authentication (Challenge and Reply)

a.     Authentication is Wrong

b.     I Authenticate

c.     Authenticate

d.     Authentication is

	NOTE:
	What is the purpose of authentication?

  (ANS:  To challenge station called or to Identify a message by using transmission authentication.)

Given three instances when authentication is mandatory? 

 (ANS:   Opening net; Closing net; Entering different net.)




7.
Learning Step / Activity 7. 16 line Format



Method of Instruction:
Conference / Discussion



Time of Instruction:
1 hr  25 mins



Media:
Individualized, self-paced Instruction

LEARNING EVENT 
1.
Commanders and their staff write message to pass information to personnel in other units.  It is the responsibility of the RTO to ensure that these messages are arranged into the proper format for transmission.  

2.
Radiotelephone messages are standardized to help the operator place all message information into the correct format.  Although there are times when not all format lines will be used, when the information is provided, it will be placed in its proper format line.  The actual format line number is not transmitted.

3. 
A message is divided into three parts: HEADING, TEXT, and ENDING.  Each part is separated by the proword BREAK.  In addition, each part has certain components which are broken down into elements and contents.  Refer to figure 1-1.

	
	LINE
	
	

	PART COMPONENT
	NR
	ELEMENTS
	                       CONTENTS

	Procedure
	
	
	

	H      
	  1
	
	Not used in radiotelephone

	
	
	
	

	E
	  2
	     Called stations
	Stations called, proword EXEMPT and

	
	
	
	exempted stations

	
	
	
	

	A
	  3
	a.  Call stations
	Proword THIS IS and station calling

	
	
	
	

	D
	  
	b.  Message follows
	Proword MESSAGE

	
	
	
	

	I
	
	c.  Transmission
	Proword NUMBER and station serial 

	
	
	      identification
	number

	
	
	
	

	N
	  4
	     Transmission
	Prowords RELAY (TO); READ BACK;

	
	
	     instructions
	DO NOT ANSWER; WORDS TWICE

	G 
	
	
	

	      Preamble
	  5  
	a.  Precedence
	Prowords FLASH, IMMEDIATE, 

	
	
	
	PRIORITY, or ROUTINE

	
	
	
	

	
	
	b.  Date-time-group
	Proword TIME and date-time-group of 

	
	
	
	message (include month and year)

	
	
	
	

	
	
	c.  Message 
	Proword ACKNOWLEDGE

	
	
	     instructions
	

	
	
	
	

	       Address
	  6
	    Originator’s
	Proword FROM and originator’s 

	
	
	     sign, originator
	designator

	
	
	
	

	
	  7
	    Action addressee
	Proword TO and action addressee

	
	
	    sign, action
	designators

	
	
	
	

	
	  8
	    Information
	Proword INFO and information addressee

	
	
	    addressee sign,
	designators

	
	
	    information
	

	
	
	    addressees
	

	
	
	
	

	
	  9
	    Exempted 
	Proword EXEMPT and exempted 

	
	
	    addressee sign,
	addressee (designators)

	
	
	    exempted
	

	
	
	    addressees
	

	
	
	
	

	     Prefix
	  10
	a.  Accounting
	Accounting symbol Proword GROUPS

	
	
	     information
	

	
	
	
	

	
	
	b.  Group count
	GROUPS NOT COUNTED

	
	
	
	

	SEPARATION
	  11
	     
	Proword BREAK

	
	
	
	

	T       
	  12
	     Subject Matter
	Originator’s thoughts or ideas

	E
	
	
	

	X
	
	
	

	T
	
	
	

	
	
	
	

	SEPARATION
	  13
	
	Proword BREAK

	
	
	
	

	E
	  14
	     Time group
	Proword TIME and time group when appropriate

	N
	
	
	

	D
	  15
	     Final instructions
	Prowords WAIT, CORRECTION, MORE TO 

	I
	
	
	FOLLOW, AUTHENTICATION IS _________, I SAY

	N
	
	
	AGAIN

	G
	  16
	     Ending sign
	Proword OVER or OUT

	
	
	
	

	
	
	
	


Figure 1-1.  16 Line Message Format.

4.
Message format explanation.


a.
Format line 2.



(1)
Call signs of the stations being called.



(2)
Abbreviated call signs are used unless otherwise instructed.



(3)
If the message is for all stations in the net, then the net

 


call sign would be used.



(4)
If the message is for all stations except one, then the net 




call sign would be used followed by the proword EXEMPT
                                      and the exempted station's call sign.  This station will not 




answer.


b.
Format line 3.



(1)
Proword THIS IS and the call sign of the calling station.


(2)        The proword MESSAGE is then sent if the message requires
                            recording.



(3)
The proword NUMBER (followed by a number) This
                                       information will be determined from DA Form 4158
                                       (Operator's Number Sheet).



EXAMPLE:
THIS IS Z48E    MESSAGE   NUMBER 1


c.
Format line 4.



(1)
Transmission instructions.  If none is required, then the 




line is omitted.




(a)
Proword RELAY (TO).




1
When RELAY is used alone, it means "the station 





called is to relay to all addressees."




2
When RELAY TO is used followed by a call sign
                                                    it means "station called relay to station indicated."




3
When more than one station is called, the call
                                                    sign of the station designated to perform the
                                                    relay will precede the proword RELAY TO.




(b)
When transmitting a message to a station that
                                                    cannot answer (on emergency silence, behind lines)
                                                    then the proword DO NOT ANSWER will be sent on
                                                    format line 4.  The message will be sent TWICE with
                                                    the proword I SAY AGAIN being sent after the first
                                                    transmission of the message, and the proword OUT
                                                    being sent after the second transmission of the
                                                    message.




(c)
The proword READ BACK will be sent on format line
                                                    4  when it is desired that the receiving station repeat
                                                     the received message back to the sending station.




(d)
The proword WORDS TWICE may be sent to
                                                    indicate all  words will be transmitted twice because
                                                    communications conditions are difficult.


d.
Format line 5.



             (1)
  Precedence determines the relative order of
                                                      handling messages.  Higher precedence messages
                                                      are ALWAYS sent first.



             (2)
  Precedence categories are shown in Table 1-2.

PRECEDENCE

PROWORD AND

PROSIGN
EXAMPLE OF USE         ORDER OF HANDLING 
      TIME OBJECTIVE

FLASH
 Initial enemy contact
           Ahead of all other 
                   Handled as fast as 
or operational messages
          messages;  messages
     humanly possible;

  Z
of extreme urgency
          of lower precedence
     objective is less





          will be interrupted
                    than 10 minutes

IMMEDIATE
Amplifying reports of
 Ahead of all other
          30 minutes



initial enemy contact;
 messages of lower

  O

reports of warning of
 precedence; messages



grave natural disaster
 of lower precedence



(earthquakes, flood)
 will be interrupted;






 requires immediate







 delivery to addressees.

PRIORITY
For messages requiring
 Ahead of all other
            3 hours



expeditious action by
 messages of lower

  P

addressee(s) and/or
 precedence, except



furnish essential

 that routine messages



information for conduct
 being transmitted



of operations in

 will not be inter-



progress

 rupted unless they






 are exceptionally






 long

ROUTINE
Messages not of suf-
 After all messages
          After all higher



ficient urgency to
 of higher precedence
          precedence

  R

justify a higher




          messages



precedence but which



must be delivered



without delay

                                             Table 1-2.  Precedence categories.



(3)
The precedence is assigned by the writer of the message. The radiotelephone operator will not assign or change the precedence of a message.  If a message does not have a precedence assigned, then it is handled as a routine      message, but no precedence proword is added to the message.



(4)
A message may contain two precedences.  This is called a dual precedence message.  The highest precedence is always sent first and is for action addressees and the lower precedence is for information addressees.



(5)
The proword TIME followed by the date time group is transmitted after the precedence.  The date time group will include the abbreviation of the month and year.



(6)
The last item on format line 5 is message instructions and is not normally used in radiotelephone messages.

EXAMPLE:
PRIORITY ROUTINE    TIME 291120Z MAR 82


e.
Format line 6.



(1)
The proword FROM followed by the originator's designation.



(2)
When operating without cryptographic equipment, the addressee's designator will be the full call sign of the addressee.   


f.
Format line 7.



(1)
The proword TO followed by the action
                  addressee's designation.



(2)
The action addressees will perform the
                  action indicated in the text of the message.


g.
Format line 8.



(1)
The proword INFO followed by the information
                  addressee(s)designation.



(2)
The information addressees receive the 

                  message for information only (not to
                  perform the action indicated).


h.
Format line 9.  The proword EXEMPT and exempt
            addressee designation.


i.
Format line 10.  The proword GROUPS and number
            indicating number of encrypted groups in the test.
            Not used with plain language text.


j.
Format line 11.  The proword BREAK separates
            heading from the text.


k.
Format line 12.  The text of the message which is

            the thoughts, ideas, and instructions that the

            originator wants conveyed to the addressees.  The

            radiotelephone operator WILL MAKE NO CHANGES to 

the text of the message.


l.
Format line 13.  The proword BREAK which separates

            the text from the ending.


m.
Format line 14.



(1)
The proword TIME followed by the time group

                  and zone suffix.



(2)
Used only when no date-time group appears on

                  format line 5.



(3)
Used as required by unit policy.


n.
Format line 15.  Final instructions as necessary.

            The prowords WAIT, CORRECTION, MORE TO FOLLOW, I

            SAY AGAIN (used when DO NOT ANSWER is sent on

            format line 4) and AUTHENTICATION IS 


      ____________________(transmission authentication).


o.
Format line 16.



(1)
Terminating proword OVER or OUT.



(2)
All messages where the proword "DO NOT

                  ANSWER" is used will end with the proword

                  OUT, except as in paragraph o above.

                                          SELF-TEST      

             COMPLETE THE FOLLOWING AND CHECK YOUR ANSWERS

1.
WHAT ARE THE THREE PARTS OF A MESSAGE?


_______________
______________
____________________

2.
On what format line would the operator include transmission instructions?


a. 
Line 2


b. 
line 4


c.
Line 14


d. 
Line 5

3.
Which format line will the operator make no changes to?


a.
Line 1


b. 
Line 5


c.
Line 6


d.
Line 12

4.
What is the lowest message precedence?


a. 
Flash


b.
Immediate


c.
Priority


d.
Routine

5.
If a message does not have a precedence assigned by the originator, how

             will the message be handled by the operator?


a. 
Routine


b.
Immediate


c.
Flash


d.
Priority

6.
Arrange the following message into correct 16 line format.


INFO Q3W29


BREAK


G29E W29E


IMMEDIATE PRIORITY TIME 221500Z MAY 97


UNCLASSIFIED. THIS IS A MESSAGE WITH BOTH AN ACTION AND INFO

             ADDRESSEE


THIS IS T29E MESSAGE NUMBER 2 NUMBER 5


FROM B6T29


BREAK



OVER


TO L5G29 C2S29


G29E RELAY TO S29E

7.
Refer to question 6, which format lines are not used?


_____________________________________________________________

8.
What is the time objective for handling a Flash precedence message?


a.
15 minutes


b. 
10 minutes


c. 
30 minutes


d. 
3 hours

                                         ANSWERS TO SELF-TEST 1.


1.
HEADING, TEXT, and ENDING


2.
b


3.
d


4.
d


5.
a


6.
G29E W29E



THIS IS T29E MESSAGE NUMBER 2 NUMBER 5



G29E RELAY TO S29E



IMMEDIATE PRIORITY TIME 221500Z MAY 97



FROM B6T29



TO L5G29 C2S29



INFO Q3W29



BREAK



UNCLASSIFIED. THIS IS A MESSAGE WITH BOTH AN ACTION

                          AND INFO ADDRESSEE



BREAK



OVER


7.
LINES 1, 9, 10, 14, and 15.


8.
b

SUMMARY.

1. 
The radio operator has many responsibilities, the most important of which is sending and receiving messages.  Efficient handling of messages requires a thorough understanding of message content and format.

2. 
You will be working with the procedure components more than any of the other message components.  The procedure components are the responsibility of the operator.  They must obtain the necessary information and construct the components in the proper format.

3. 
During this period you have learned the parts, components and elements that may appear in the voice message format and you have learned to arrange the contents of a message into the proper format for transmission.

	NOTE:
	1.  Which four components make up the heading of the message? 

     (ANS:  Procedure, Preamble, Address and Prefix).

2.  What elements may appear on format line 3? 

    (ANS:  DE, Calling Station's call sign, Message number).

3.  What does the precedence indicate to the operator?  

     (ANS:  Order of handling).

4.  List the four Precedences from highest to lowest? 

    (ANS:    Flash, Immediate, Priority, Routine).

5.  What does it appear in format line 5?

    (ANS:    Precedence, DTG).

6. When do we use the accounting symbol? 

    (ANS:  When message is routed over commercial means).

7.  Why is it not permissible for the operator to change any portion of the text? 

     (ANS:  Only the originator can alter the text).




8.
Learning Step / Activity 8. Practical Exercise



Method of Instruction:
Practical Exercise (Written)



Time of Instruction:
1 hr  



Media:
Individualized, self-paced Instruction

a.     Explanation to students.  

        (1)     During this PE, you will practice sending and 

                  receiving messages in proper 16-line format.  

        (2)     Your primary aid will be DA Form 4004.

b.    Application.  Students will practice sending and

       receiving messages in proper 16-line format.  

c.    Evaluation.  Evaluate students to ensure they

       they have the ability to prepare messages

       in proper 16-line format.  

	NOTE:
	Conduct a check on learning and summarize the learning activity.

Questions:  

1.     Which four components make up the heading of the message?

        (ANS:  Procedure, Preamble, Address and Prefix.)

2.     What elements may appear on format line 3?

        (ANS:  DE, Calling Station's call sign, Message Number)

3.     What does the precedence indicate to the operator?

        (ANS:  Order of handling)

4.     List the four precedences from highest to lowest?

        (ANS:  Flash, Immediate, Priority, Routine)

5.     What appears in format line 5?

         (ANS:  Precedence, DTG)

6.     When do we use the accounting symbol?

        (ANS:  When message is routed over commercial

        means)




tc "Section IV Summary " \l 2SECTION IV.
SUMMARY

Method of Instruction:    Conference / Discussion

Instructor to Student Ratio is:    1:5

Time of Instruction:   5 mins

Media:    Large Group Instruction

	Check on Learning
	Determine if the students have learned the material presented by soliciting student questions and explanations.  Ask the students questions and correct misunderstandings.


	Review / Summarize Lesson
	1.      A radio operator has many responsibilities, the most

         important of which is sending and receiving messages.

         Efficient handling of messages requires a thorough

         understanding of message content and format.

2.      As a result of this instruction, you are now able to

         arrange the content of a message into proper format for

         transmission. You know that a  message has three parts

         which are further divided in components and elements.

3.      As an operator you are responsible for the procedure

         components of the message format and you will be working

         with this component more than the others. Even though

         the originator is responsible for the preamble, address,

         prefix and textual components, it is still the

         operator's duty and responsibility to arrange these

         portions of the message in the proper format. By having

         a thorough knowledge of the message format, you will be

         able to transmit your message to the net stations and

         become an efficient operator.  




SECTION V.
tc "Section V  Student Evaluation " \l 2STUDENT EVALUATION

	Testing Requirements
	NOTE: Describe how the student must demonstrate accomplishment of the TLO.  Refer student to the Student Evaluation Plan.

	
	

	Feedback Requirements
	NOTE: Feedback is essential to effective learning.  Schedule and provide feedback on the evaluation and any information to help answer students' questions about the test.  Provide remedial training as needed.
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PRACTICAL EXERCISE(S)/SOLUTION(S) FOR LESSON 1:  25C1TSP1 version 1

PRACTICAL EXERCISE SHEET 25C1TSP1

	Title
	Preparing Radiotelephone Messages for Transmission

	Lesson Number / Title
	25C1TSP1 version 1 / Send a message in 16 Line Format

	Introduction
	

	Motivator
	1. An individual's task is easier when he or she is familiar with a standard order or action. From a theatrical performer's point of view the play must follow a logical sequence. The acts, components, scenes, and elements of dialogue will contribute to the end result.  All of you have written letters at one time or another and know that there is an acceptable form to be followed and there is more to the letter than just the subject matter.  By the same token, all messages have a form to be followed. All messages have parts, components and elements and have standardized arrangement which contributes to the end result.

2. An operator is responsible for preparing and transmitting a given message in the proper format and for assuring prompt and accurate reception and delivery of an entire message.  Therefore, it is important that you understand the format in which a message is constructed.  

	Terminal Learning Objective
	NOTE: The instructor should inform the students of the following Terminal Learning Objective covered by this practical exercise.

At the completion of this lesson, you [the student] will:

	
	Action:
	Send a Message in 16-Line Format

	
	Conditions:
	Given ACP125(E), ACP125(F), ACP 126 (C), DA PAM 25-7,

DA FORM 4004  

	
	Standards:
	Standard is met when student can prepare and transmit a given message in the proper 16 line message format with no more than three errors within a time limit of 25 minutes.  

	
	

	Safety Requirements
	There are no safety considerations for this lesson  

	Risk Assessment
	Low 

	Environmental Considerations
	

	Evaluation
	

	Instructional Lead-In
	1. From a construction engineer's point of view, the construction and/or erection of the structure-frame of a building must follow a logical sequence; the engineer must be familiar with the proper order of actions and/or patterns to follow so they can erect the building.

2. At one time or another, you have written letters and you know that you must follow certain forms. By the same token, all messages have a form to be followed. All message parts, components, and elements have a standardized arrangement which contributes to the end product.

3. Remember an RTO is responsible for assuring prompt and accurate reception and delivery of an entire message; therefore, it is important that you understand the format in which a message is constructed in order to get it ready for transmission.

4. During this lesson we will discuss the purpose and use of prowords, common terms, prowords authorized for common use, prowords used for correction of errors and cancellation, prowords used in conjunction with repetition, prowords used in conjunction with authentication and prepared/transmitted 16 line format message.

Upon completion of this lesson, you will be able to arrange a message into the proper format for transmission within a time frame of 25 minutes.  

	Resource Requirements
	Instructor Materials: 
None  

Student Materials: 
None  

	Special Instructions
	

	Procedures
	


PREPARING RADIOTELEPHONE MESSAGES FOR TRANSMISSION
INTRODUCTION
1.  The radio operator performs many functions in the performance of their duties.  Their primary function         is to send and receive messages accurately, securely, and promptly.

2.  To perform their job efficiently, the operators must have thorough knowledge of message preparation

     and handling.  They must know how messages are prepared on DA Form 4004; the responsibility of

     the originator when preparing these messages; and they must know how to extract the information

     from DA Form 4004 and arrange it in proper format for transmission.  They must also know how to

     process a message that they receive.

3.  During this lesson, you will learn the use and content of DA Form 4004 and how the operator extracts

     the information and puts it into proper format for transmission.  You will also learn how to process a

     received message.

ITEMS YOU WILL NEED FOR THIS LESSON
Blank DA Form 4004; Pencil and paper

THE LESSON STRATEGY


This lesson is divided into five learning events  


·
Responsibility for message preparation

·
Preparing DA Form 4004

·
Preparing messages for transmission

·
Transmitting messages

·
Receiving messages

LEARNING EVENT 1:  RESPONSIBILITY FOR MESSAGE PREPARATION

1.  The overall responsibility for the preparation of messages on DA Form 4004 belongs to the originator,

      more specifically, the drafter and the releaser.  Both of these individuals have responsibilities as

      described below:


a.  
Drafter’s responsibilities:



(1). Ensure the message is clear and concise.



(2). Ensure message has correct address information.
 


(3). Assign precedence, classification, and date-time-group to DA

 

     Form 4004.



(4). Sign DA Form 4004 and include drafter time.

           b.
Releaser’s responsibilities:



(1). Ensure DA Form 4004 is completed correctly by drafter.



(2). Ensure precedence and classification are correct.



(3). Ensure that all pen and ink changes have been initialed.



(4). Sign DA Form 4004 to approve transmission.


c.
Radio operator’s responsibilities:



(1). Ensure all necessary information is present on DA Form 4004.



(2). Convert message into radiotelephone format for transmission.



(3). Transmit message as it is written, within the time limits set forth by the message

                                 precedence. 

LEARNING EVENT 2: PREPARING DA FORM 4004.

1.
As a radio operator, it is vital that you know how to complete DA Form 4004 completely and

             correctly.  This information is necessary to transfer incoming messages to the 4004, and to

             ensure that any message forms that you receive for transmission have all of the necessary blocks

             filled out.

2.  
Refer to the example DA Form 4004 in figure 2-1.  The following information is required in the

             corresponding numbered blocks:


a. Block 1 - Page numbers of the message.


b. Block 2 - The precedence of the message for the action addressee (act) and the info

                 addressee (info).  The following abbreviations are used:



RR - Routine



PP - Priority



OO - Immediate



ZZ - Flash


c. Block 3 - How the message is to be sent (RATT, Ratel, etc.).


d. Block 4 - The classification of the message (unclas, secret, top 
    


                   secret, etc.).


e. Block 5 - The originating station.  This block will contain the 



                   actual name of the originating station, not the call sign.


f. Block 6 - The station that the message is going to.  This block will


                   contain the actual name of the receiving station or stations, not the call sign.


g. Block 7 - The text of the message


h. Block 8 - The signature and grade of the person drafting the message.


I.  Block 9 - The time that the message was drafted.


j.  Block 10 - The date-time-group of the message (assigned by the drafter.)


k. Block 11 - The signature and grade of the person releasing the message for transmission.

[image: image1.png]MESSAGE PRECEDENCE

FORM AcT INFO

HOW SENT

SECURITY CLASSIFICATION

PAGE @ of ONEO)

Q

@

FROM:  (3)

TO: ©®

SIGNATURE & GRADE OF DRAFTER

®

DRAFTER TIME

®

DATE TIME GROUP

BUSNATURE § GRADE OF RELEASER

SECURITY CLASSIFICATION

DA %%, 4004





Figure 2-1.  Single Address Message

LEARNING EVENT 3 - PREPARING MESSAGES FOR TRANSMISSION
1.   Messages are written on a Message Form (DA Form 4004) and delivered to the radio operator for

      transmission.  The radiotelephone operator must take the information provided on the message form

      and place it into the correct message format.

2.   Here is an example of two prepared message forms for an outgoing message, Single and Multiple

      Address (Figures 3-1 and 3-2).

[image: image2.wmf] 


Figure 3-1. Single Address Message
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Figure 3-2. Multiple Address Message.

3.   Remember that a Single Address Message is a message whereby only one addressee will be used

     and on a Multiple Address Message two or more addressees will be used.

4.   We will now take the information from this message form and arrange it in the proper format for

      transmission.

5.   For practice, we will arrange the message contained in Figure 3-1.  First, we must determine the

      call sign of the station being called.  In this example, we see that the message is going to the CDR

      of the 2d BDE.  Using the SOI, we will determine the call sign of the radio operator for this

      addressee.  (You would not send the message to the commander, but to his radio operator).  The

      same procedure that we use with the message in Figure 3-1 can be used to arrange the message in

      Figure 3-2.

a.   
The full call sign for the RTO for the CDR, 2ND BDE is


Q7W46R.  The abbreviated call sign is W46R.


b.   
On format line 2, (the first item since format line 1 is not used) we will send this call sign

                          In a Multiple Address Message, more than one call sign may appear here.



FORMAT LINE 2 - W46R

6.   Format line 3 requires the transmitting stations call sign. From the SOI, we determine the call sign of

      the RTO for the CDR of the 1st BDE.

a.
The full call sign for the RTO for the CDR of the 1st BDE is

 
W6T46R.  The abbreviated call sign is T46R.

b.   
Also on format line 3, we send the message number which is determined from the
             Operator's Number Sheet which will be covered in a later lesson.



FORMAT LINE 3 - THIS IS T46R   MESSAGE NUMBER 1

c.   
Remember that the proword MESSAGE indicates to the receiving

 
operator that he must copy the message down.

7.   Appropriate transmission instructions would appear on format line 4 as determined by the situation at

      the time of transmission. For example, "Does the message have to be relayed to get it to the

      addressee?"

8.   The precedence is taken from the block that contains the precedence prosign twice.  We must convert

       it to the correct precedence proword.


a.
ZZ = FLASH    00 = IMMEDIATE    PP = PRIORITY    RR = ROUTINE

b.   
The date-time group is taken from the block on the lower right corner of the page.

c.   
No message instructions are indicated.



FORMAT LINE 5 - PRIORITY  TIME 011445Z JUN 84

9.   The originator is indicated on the message form in plain language.  We must convert this to a full call

      sign before sending it.  This hides the identity of the originator from any enemy listening.



FORMAT LINE 6 - FROM W6T46

NOTE:   Notice that the expander for the RTO is left off in the address.

1O.  The action addressee is also shown in plain language and must be converted to full call sign for the

         same reason.



FORMAT LINE 7 - TO Q7W46

11.  This example does not contain an information addressee.

12.  This example does not contain an exempt addressee.

13.  Since this is NOT an encrypted text message format line 1O is not used.

14.  The proword BREAK is sent to separate the heading from the text.

15.  The text is transmitted just as it is written.  The transmitting operator must speak clearly with natural

       emphasis on each word and send in natural phrases, not word by word.  Remember, the receiving

       operator is writing the message down as you speak -DO NOT GO TOO FAST.


a.   These prowords may be required during the transmission of the text.


(1)  
FIGURES - numerals follow.


(2)  
I SPELL - I shall spell the next word phonetically.


(3)  
WAIT - I must pause for a few seconds.


(4)
CORRECTION - An error has been made, transmission continues, 



starting with last correct word.



FORMAT LINE 12 - 
UNCLAS PLAN SIERRA EFFECTIVE "FIGURES" 020630 





ZULU NOTIFY ALL SIGNAL CENTERS IN AREA LIMA

16.  The proword BREAK separates the text from the ending.

17.  Format line 14 is only used when there is no date-time group.

18.  Any final instructions are added at this point.  Examples are:



CORRECTION



MORE TO FOLLOW



AUTHENTICATION IS



FORMAT LINE 15 - MORE TO FOLLOW

19.  Terminating proword OVER unless it is a DO NOT ANSWER message, in which case, the proword

       OUT would be used.

20.  Refer to the example below of completed Single Address Message:

COMPLETED MESSAGE - SINGLE ADDRESS (FIGURE 3-1)
W46R

THIS IS T46R MESSAGE NUMBER 1

PRIORITY  TIME 011445Z APR 82

FROM W6T46

TO Q7W46

BREAK

UNCLAS 

PLAN SIERRA EFFECTIVE "FIGURES" 020630 ZULU NOTIFY ALL SIGNAL CENTERS IN AREA LIMA 

BREAK 

MORE TO FOLLOW 

OVER

LEARNING EVENT 4 - TRANSMITTING MESSAGES
l.   
As an RTO, you must be able to send and receive messages using the proper procedure.  In this section, we will practice transmitting and receiving messages.

2.
Example of transmitting a message with a single addressee.
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Figure 4-1.  Single Address Message for Transmission

3.  
Let us assume that you are the RTO (M0T46R) for the Commander (M0T46) of the 3RD BDE,

             operating in the 52D INF DIV COMMAND NET (VlE).  You have a message from the commander

             of the 3RD BDE (M0T46) addressed to the DIVISION COMMANDER (VlE46).


a.  Before sending the message, you as the RTO of the transmitting station (M0T46R), must 
call the RTO of the receiving station, in this case, the NCS (VlE64), and tell him that you have a

           message for him.  This is done by sending a PRELIMINARY CALL.  A  PRELIMINARY CALL
           consist of the call, precedence, and the proword OVER.  Notice that in the examples, we use
           abbreviated call signs.



EXAMPLE:  E64 THIS IS T46R PRIORITY OVER


b.The station receiving the PRELIMINARY CALL, in this case, the NCS 
(E64) would now

             RESPOND.  If he is ready to receive the message, he will transmit the call and end with the

             proword OVER.



EXAMPLE:         T46R THIS IS E64 OVER


c.
You, as the RTO of the transmitting station, now proceeds to send the MESSAGE.



 EXAMPLE:
                        E64

                        THIS IS T46R MESSAGE NUMBER 2

          
           PRIORITY TIME 011530Z APR 84

          
           FROM M0T46

          
           TO V1E46

          
           BREAK

          
           UNCLAS A PRELIMINARY CALL IS SENT TO DETERMINE IF THE

                        RECEIVING STATION CAN HEAR AND IS PREPARED TO RECEIVE

          
           A MESSAGE

          
           BREAK

          
           OVER

d.
After the receiving operator, in this case the NCS, has copied the 



message correctly, he will send the transmitting station a receipt.



EXAMPLE:           T46R THIS IS E64 ROGER OUT.

4.   Example of transmitting a message with multiple addressees.
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Figure 4-2.  Multiple Address Message for Transmission

a.   
Use the following SOI information:



2ND BDE - G5J

CDR - 13



1ST BDE - Y0N

NCS - 56



52D INF DIV - N4M
RTO - C



Remember, DIV is the NCS and RTO’s work for their commanders.

b.   
Contact the two receiving stations by making a PRELIMINARY CALL. Use the highest  

              precedence:



EXAMPLE:           Jl3C M56 THIS IS Nl3C PRIORITY OVER


c.  
The two called stations will now RESPOND in the order called:



EXAMPLE:           Nl3C THIS IS Jl3C OVER

          

                             Nl3C THIS IS M56 OVER


d.   
Now you can SEND THE MESSAGE.

-




EXAMPLE:  
J13C M56 






THIS IS N13C MESSAGE NUMBER 1






MESSAGE NUMBER 3 PRIORITY ROUTINE 






TIME 141530Z JUNE 84 






FROM Y0Nl3 






TO G5J13 






INFO N4M13 






BREAK 






UNCLAS 






SEND POL SUPPLIES TO HILL 349 






BREAK 






OVER

e.   The two receiving stations now RECEIPT for the message.


EXAMPLE:  
N13C THIS IS J13C ROGER OUT 




N13C THIS IS M56 ROGER OUT

5.   Chances are that you, at one time, will be the RTO at a substation and at another time, you will be the

      RTO of the NCS station.  In both cases, you will transmit and receive messages.

6.   In the previous example of transmitting a message, you as an RTO of a substation, transmitted a

      message to the RTO at the NCS station following the sequence of the FOUR STEPS:


a.
Preliminary Call.


b.   
Respond Call.


c.   
Message.


d.
Receipt.

7.   Now that you are familiar with the four steps to be followed in transmitting a message, let us follow the

      next example in which you are the RTO of the 2D BDE (substation) and you are to transmit a
      message to the RTO of the 3RD BDE (substation).  Refer to Message Number 2, DA Form 4004,
      below:

[image: image6.png]MESSAGE

PRECEDENCE

FORM

ACT INFO

HOW SENT

SECURITY CLASSIFICATION

page ] ofF |

RR

UNCLASSIFIED

FROM: CDR 2D BRDE

TO: CDR

3RD BDE

RECEIVED MESSAGES

ARE _TRANSFERRED

J0 MESSAGE

FORM DA FORM 4 o9y

FOR DELIVERY

;IﬁiATURE & GRADE QF DRAFTER

5 COT

DRAFTER TIME ]- DATE TIME GROUP

1812¢¢2

813302 MAY 3y

L7¢

SECURITY CLASSIFICATION
UNCLASSIFIED

Wos OF “LE“Q“E'
DA &Y, 4004





Figure 4-3.  Single Address Message

8.   The first thing you must do is locate the complete call signs that you will need to send the above

      message:


CDR 2D BDE

H4A92


CDR 3RD BDE

E3Z92


RTO 2D BDE

H4A92D


RTO 3RD BDE

E3Z92D

9.   Next, you must arrange the message into voice format for transmission to the addressee, following the four steps.  NOTE:  Use the ABBREVIATED CALL SIGNS.


FOUR STEPS:

          
Z92D THIS IS A92D ROUTINE OVER

        
A92D THIS IS Z92D OVER


Z92D THIS IS A92D MESSAGE NUMBER 2 


ROUTINE TIME 18133QZ MAY 84 


FROM H4A92 


TO E3Z92 


BREAK 


UNCLAS 


RECEIVED MESSAGES ARE TRANSFERRED TO A MESSAGE FROM DA FORM 4004 

FOR DELIVERY 


BREAK 


OVER

          
A92D THIS IS Z92D ROGER OUT

10.  The above is Message Number 2 arranged into voice format for transmission following the four steps.

LEARNING EVENT 5 - RECEIVING MESSAGES
1. Messages are copied exactly as received.  After a receipt has been given for the message, the

    radiotelephone operator will transfer the message to a Message Form (DA Form 4004).  This message

    form is delivered to the addressee.


EXAMPLE OF RECEIVED MESSAGE:


E64 


THIS IS A46R MESSAGE NUMBER 1 


ROUTINE TIME 010120Z APR 82 


FROM U7A46 


TO V1E46 


BREAK 


UNCLAS RECEIVED MESSAGES ARE TRANSFERRED TO A MESSAGE FORM DA FORM 


"FIGURES" 4004 FOR DELIVERY 


BREAK 


CORRECTION WORD AFTER MESSAGES ARE 


OVER

Using the following SOI information, the received message is transferred to DA Form 4004 (Figure 5-1).



3RD BDE - U7A

CDR - 46



52D INF DIV - V1E
NCS - 64






RTO - R
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Figure 5-1.  Received Message


EXAMPLE OF AN AUTHENTICATED RECEIVED MESSAGE:


When the receiving station is in doubt as to the AUTHENTICITY of a message, he can challenge

             the transmitting station:


EXAMPLE:  (This time, you will use SIX steps.)

    
1.
Z92I THIS IS Xl9 PRIORITY OVER

    
2. 
X19 THIS IS Z92I OVER


3.
Z92I 



THIS IS Xl9 MESSAGE NUMBER 2 



PRIORITY TIME 210845Z MAY 84 



FROM J0X92 



TO E3Z92 



BREAK 



UNCLAS AFTER THE OPERATOR RECEIVES THE MESSAGE HE WILL WRITE THE 


OPERATOR'S SERVICE ON THE MESSAGE FORM 



BREAK 



OVER


4.
Xl9 THIS IS Z92I AUTHENTICATE GOLF LIMA OVER


5.   
Z92I THIS IS Xl9 I AUTHENTICATE BRAVO OVER


6. 
X19 THIS IS Z92I ROGER OUT

Example of the authenticated message above after being transferred to Message Form DA 4004 below:
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Figure 5-2.  Authenticated Message

1.   Notice that when the message is transferred, we convert the call signs in the address back to plain

 language.

The BREAKS are not included on the message form.

3.   The proword FIGURES that was sent in the text to indicate a number group was going to be sent is left out of the text when transferred to the message form.

4.   When the text is transferred, the correction that was made by the transmitting operator in the final

 instructions is included in the text.

5.   If the message is not authenticated, or the authentication is incorrect, the message will be marked

 NOT AUTHENTICATED.  If the message was authenticated correctly, it will be marked

 AUTHENTICATED.  This will be placed below the text and a circle drawn around so it is not confused as

 part of the text.

6.   After the receiving operator receipts for the message, he will write the OPERATOR'S SERVICE on the message form.  The operator's service is the date-time group OF RECEIPT, a slash, and the operator's  personal sign (normally, the operator's first and last initials).  It also will be written below the text with a  circle around it.

7.   The completed message forms above (Figures 5-1 and 5-2) are ready for delivery to the addressee.

NOTE:  The operator's service does NOT include the month and year.  See Figures 5-1 and 5-2.
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