Basic Message Handling
Message handling comes in two categories: formal and informal.  The passing of a formal message takes practice to learn and do correctly.
Informal Messages

These messages are generally verbal with the intent of saving precious time e.g. an injured victim that needs an ambulance.  Other messages have little importance beyond the moment e.g. notifying the NCS where you are or when you will arrive. Many messages on a tactical net fit this description.

Formal Messages
These messages are written using a standard format so that everyone knows what to expect.  This leaves a ‘paper trail’ along the line when, for example, a request for supplies is made.  The ARRL/NTS message form, or “Radiogram”, is a standard format used for passing messages on various nets, and is required for all messages sent through the National Traffic System.

Components of a Standard Radiogram

The four components of a radiogram:

1) Preamble

2) Address

3) Text

4) Signature

Preamble

Remember the “Traffic Handler’s Mantra” to remember the eight parts of the preamble:
· No                   Number

· Prepared          Precedence

· Ham                 HX

· Should             Station of Origin

· Copy                Check

· Priority             Place of Origin

· Traffic              Time

· Delayed            Date
· Number:

This is any number assigned by the station usually beginning with 1 at the start of the emergency operation.

· Precedence:
· Routine: abbreviated as ‘R’.  Most Amateur traffic carries this designation.  Rarely used during a disaster.
· Welfare: abbreviated as ‘W’.  Used as an inquiry on the health and welfare (H&W) of an individual in a disaster area, or a message from a disaster victim to family or friends.

· Priority: abbreviated as ‘P’.  For important messages with a time limit.  This is often associated with official traffic to, from, or related to a disaster area.

· EMERGENCY: there is no abbreviation as the word EMERGENCY is always spelled out.  These messages have life or death urgency.  These messages should be limited to traffic originated and signed by authorized agency officials. These messages should be sent by Amateur Radio only when regular communications facilities are unavailable.
· Handling Instructions (HX):
There are seven standard HX pro-signs (that are optional) – 

· HXA – (followed by number):  “Collect” telephone delivery authorized within X miles.  If no number sent, authorization is unlimited.

· HXB – (followed by number):  Cancel message if not delivered within X hours of filing time; notify the originating station.
· HXC – report date and time of delivery (TOD) to originating station.

· HXD – report to originating station the identity of the delivering station, date, time, and method of delivery.

· HXE – delivering station to get and send reply from addressee.

· HXF – (followed by date in numbers): Hold delivery until (date)

· HXG – delivery by mail or telephone – no toll.  If toll required, cancel message, and send service message back to originating station.  
· Station of Origin:
The FCC call sign of the first station to put the message into the NTS system, not the message’s original author.

· Check:
The number of words in the text section, including periods (written as “X”; spoken as “X-Ray”).  The preamble, address, and signature are not included.  Traffic handlers will count the words in received message texts, and compare that to the Check in the preamble.  If the number does not match, the sending station will be requested to repeat the message.  If the message was received correctly, the Check is not changed, but appended with a slash and a new count.
· Place of Origin:
This is the location of the originator (ham, or not) of the message – this could be a community or building.  This is not the location of the ham that first handles the message.
· Time Filed:
An optional field unless HX instruction HXB is used.  Use local time, during emergencies, with appropriate indicators, such as CDT and CST.

· Date:
The date the message was originated.  Use the same date as the time zone filed.

Pro-Words
There are standard “pro-words” and “pro-signs” (CW) that are use to separate certain parts of a message, and to ask for repeats of certain parts of the message.

MESSAGE HANDLING PRO-WORDS
	PRO-WORD
	MEANING

	BREAK
	Separates address from text and text from signature

	CORRECTION
	“I’m going to correct an error”

	END
	End of message

	MORE
	More messages to follow

	NO MORE
	No more messages

	FIGURES
	Used before word group consisting of numerals

	INITIAL
	Indicates a single letter will follow

	I SAY AGAIN
	Used to repeat a word or phrase

	I SPELL
	To spell a word phonetically

	LETTER GROUP
	Several letters in a group will follow

	MIXED GROUP
	Several letters and numbers in a group will follow

	X-RAY
	End of sentence, as in “period”

	BREAK
	Break; break-in

	CORRECT
	Correct; yes; affirmative

	THIS IS
	Used prior to station ID

	HX
	HX; handling instructions – single letter to follow

	GO AHEAD
	Invitation for receiving station to transmit

	ROGER
	Message understood

	When receiving formal traffic, the following pro-words, always preceded by “Say Again”, are used to ask for clarification or repeats of missing words.

	WORD AFTER
	“Say again word after …”

	WORD BEFORE
	“Say again word before …”

	BETWEEN
	“Say again words between … and …”

	ALL AFTER
	“Say again all after …”

	ALL BEFORE
	“Say again all before …”
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How Should the Example Radiogram be Delivered by Phone ?

Here is how the entire message above should be spoken:

“Number two zero seven   Priority   HX Echo   Whiskey One Foxtrot November   One Zero   Lebanon New Hampshire   one two zero zero local   January four.

Mark Doe

Red Cross Disaster Office

Figures one two three Main Street

Rutland Vermont figures zero five seven zero one
Figures eight zero two five five five one two one two
Break

Need more cots and sanitation kits at all five shelters

Break

Joan Smith Shelter Manager

End   No More “

