Training Topic #14b - Drafting messages (part 1)
Lesson Intent.  The intent of this lesson is to continue our seven-part discussion of messages by beginning our review of how to draft messages, the standard 16-line military message format 
and e-mail message considerations.

References:  Army MARS SOP Chapter 18 and Appendix D.  Army MARS Basic Training Course (various).  Army Regulation 25-11, Record Communications and the Privacy Communications System.  CAM Net Notes 26 Jul 02 (Question of the Week).

Two training sessions ago we began our discussion of MARS messages by talking about message authorization, authorized users, types of messages, and the responsibilities of message 
originators and stations who relay those messages.

This time we continue our review of message procedures by starting with the process of drafting messages.

Here's the outline we're following: [Fill in dates for each topic]

- We'll finish our review of drafting messages and talk about message 
integrity and privacy issues.

- We'll discuss how to transmit messages.

- We'll talk about how to deliver messages.

- We'll discuss procedures for refiling messages to and from the amateur 
service.

- Finally, we'll look at an overview of the MARS traffic system and focus 
in on the gateway system.

Drafting Message Text

· It takes some thought to construct a good message.  Vague and ambiguous text can be misinterpreted.  If the addressee doesn't understand what the originator meant, it may then require an exchange of additional explanatory messages.  A poorly crafted message may seem simple and appropriate to the originator but be interpreted entirely differently by the addressee.

· The message must state exactly what its meant; putting the "Bottom Line Up Front" is a good technique.  At the same time brevity in message preparation is important too as we don't 
want or need to clutter the networks with unneeded text.

· Commonly used conjunctions, prepositions, and articles (for example, "and", "but", "for", 
"in", "on", and "the") can be eliminated unless they are essential to the meaning.

· Abbreviations and short titles are used in messages in order to shorten the text, thereby 
saving transmission time.

Punctuation

· Punctuation will be kept to a minimum and only when needed for clarity.  When it is essential 
to employ punctuation, authorized abbreviations and symbols include (Refer the group to 
Appendix D Table D-4 in the SOP; choose a few of the following to use as examples):

Punctuation

Abbreviation
Symbol
Spoken
Apostrophe




'

APPOSTROPHE



Colon


CLN


:

COLON

Comma


CMM


,

COMMA

Dash or hyphen

(none)

-

HYPHEN

Decimal point

PT


.

DAY-SEE-MAL

Dollar sign ($)
DOLLARS

$

DOLLARS

Number or Pounds 
NBR or LBS
#

NUMBER or POUNDS

Left Parentheses
PAREN

(

PAREN

Right Parentheses
UNPAREN

)

UNPAREN


Period


PD


.

PERIOD

Semicolon


SMCLN

;

SEMICOLON


Slant bar


SLANT

/

SLANT

Question mark

(none)

?

QUESTION MARK

Quotation mark

(none)

"

QUOTE (UNQUOTE)

Phonetic Equivalents

· When it is necessary to include isolated letters in a message, the authorized equivalents 
should be used.

· You should not use the phonetic equivalent for single-letter words when names are to be transmitted, for example "J.C. Porter" or "John Cook Porter" instead of "Juliet Charlie Porter".

· Additionally, don't use the phonetic equivalent when the actual word might better be used, 
for example, "26 degrees West" instead of "26 degrees Whiskey".

· Or when the abbreviation is readily recognizable and authorized, for example, the acronyms 
for the titles USA, USN, USAF, or NETCOM.

Numbers

· Numbers will be written as digits; fractions, such as one-half will be written as 1/2.

· Roman numerals will be expressed as cardinal numbers, preceded by the word "ROMAN" to 
avoid misunderstanding.  For example, "IX" would be written as ROMAN 9.

Date and Time

· Date.  Although there is no standard way of expressing dates within message text there are 
several accepted conventions.  When it is necessary to indicate a date alone in a message, 
express it by one or two figures indicating the date of the month followed by the first three 
letters of the name of the month, and the last two figures of the year.  For example, "9 Oct" 
or "9 Oct 02".  Alternatively you may spell out the month and if done the complete four-digit 
year will be used.
· Time.  Use ZULU time to express time in the text of a message.  When necessary for clarity, 
ZULU time may be followed by the local time in parentheses.

Example:  0800Z (1300 local time) or 1400Z (0900 EST)

· If at all possible avoid the time "2400" unless it is necessary to indicated the particular instant 
of time; instead use 2359 or 0001.

· When we indicate date and time together, the DTG is expressed as six figures followed by the
time zone.  The first pair of digits indicates the date, the second pair indicates the hours using
a 24-hour clock, and the third pair indicates the minutes past the hour.  The DTG of a message
will always be expressed in this manner followed by the time suffix letter "Z".

Example:  271630Z 2001 represents 1630 Universal Coordinated Time (UTC) on 27 June 2001.



Message References

· Use References in message text only if they are essential.

· If essential, references normally consist of YRMSG (your message), MYMSG (my message), 
YRLTR (your letter), MYLTR (my letter), followed by the DTG of the message of serial number 
of a letter, order, or other document.  Include the date of the reference, in addition to the 
serial number, especially when it is not a recent document, or when the subject cannot be 
identified readily from the content of the message.

· In messages other than MARSgrams, references appear at the beginning of the text in the 
form of lettered paragraphs, preceding numbered paragraphs with the message text.

· When reference is made to a DTG or originators reference number, the month will be 
abbreviated using the first three letters and the year by the last two digits.

Example:  MYMSG 151517Z NOV 02, YRMSG 021345Z DEC 02.

Message Format

· Army MARS uses the same basic 16-line format used by the military.  The format indicates in 
which order information should be transmitted.  If any line is not required, it is omitted.

· End of message functions can be NNNN, over /EX or whatever is appropriate.

· The same 16-line format is used for both voice and digital message processing.

Let's review the format line by line:


Format Line 1.  This line is used for routing and message accounting data, and is 
automatically added by MARS Message Center Systems (MMCS) normally utilized at gateway 
stations.  This line is not transmitted if the message is forwarded by voice or radio teletype 
(RATT).


Format Line 2.  This line identifies the station being called and may be used in voice or 
digital operation.  It is not necessary to relay as part of the message.


Format Line 3.  This line, identified in digital traffic by the prosign "DE" (from), contains the calling station's call sign and message number.  If relayed by voice or RATT, the "DE" line 
becomes that of the sending station.  It is used to account for and move traffic from one station 
to the next, and may not be a permanent part of the message.  Recall from our discussion of the proword "RELAY TO" that when relaying messages this line changes to indicate the call sign and message number of the relaying station.


Format Line 4.  This line is used for any special routing instructions.  It is normally not used 
in MARS.


Format Line 5.  This line, designated by the prosign "DTG" (date time group), identifies the precedence of the message and the date time group, using ZULU time, at which time the 
message was received for transmission by the originating MARS station.  Here is where you will 
see the letters M/R/P indicating MARSgram, routine, or priority precedence.


Format Line 6.  This line, designated with the prosign "FM" (from), identifies the full name 
and complete mailing address of the originator of the message text.  This line also reflects the 
call sign of the originating MARS station.  This provides a valid return address for the recipient 
of the message, and for servicing the message back to the originator of the text.  Unlike Format 
Line 3 where the sending or relaying station call sign can change as the message is relayed this line/address will never change.


(1) If the message text is originated outside of the MARS system, the first MARS station to 
receive the message for transmission will identify its station call sign in the "FM" line.


(2) If the originator is military, the abbreviated rank will be included prior to the name.


(3) If the originator of the text is a MARS member, the originator's name, call sign, and the 
state may be used in lieu of a complete mailing address.  Note: Currently participation reports 
are the one exception to this rule where the member's name is not required.


(4) If the originator of the text is a MARS staff member, the position title, call sign, and state may be used in lieu of a complete mailing address.


(5) If from an overseas location, the address will include the Army Post Office (APO) or 
Fleet Post Office (FPO) identifiers.


Format Line 7.  This line, designated with the prosign "TO", identifies the complete mailing address of the addressee (individual or organization).  If available, this line should also include the telephone number of the addressee.


(1) If the addressee is military, the abbreviated rank will be included prior to the name.


(2) If the addressee of the message is a MARS member, the addressee name, call sign, and 
state may be used in lieu of a complete mailing address.  Note: For participation reports the 
name is not required.


(3) If the addressee of the message is a MARS staff member, the position title, call sign, 
and state may be used in lieu of a complete mailing address.


Format Line 8.  This line, designated with the prosign "INFO", identifies the complete 
address of information addressees, including phone numbers, if available.  The address rules 
we just discussed for format line 7 also apply to line 8.


Format Line 9.  This line is designated with the prosign "XMT" (exempt).  It identifies any 
stations in the net that are not required to copy the message if they are included in a net call or collective routing, such as all MARS members and stations.


Format Line 10.  This line, designated with the prosign "GR" (groups), identifies the total 
number of groups within a message.  As we discussed during our one of our proword training 
sessions that a group count is not normally required for text messages.  If the message is in code 
groups or is very cryptic, a group count may be required.


Format Line 11.  This line, designated by the prosign "BT", is a separator called a break.
It is used to separate the message heading from the text of the message.


Format Line 12.  This portion of the message, identified as the message text, is the actual information or body of the message.  Originators of the message text should be brief, but should 
use punctuation for clarity.  RATT operation only supports limited punctuation, although most 
newer digital modes allow for expanded use of punctuation.  Morale and welfare messages are 
limited to a maximum of 50 words of text.  Note: MARSgram text is formatted in plain text 
without a paragraph framework; all other messages follow the paragraph format, including 
lettered reference and numbered text paragraphs.


Format Line 13.  This line, designated by the prosign "BT" (break), is another separator 
used to separate the message text from the message ending.


Format Line 14.  This line is not used in MARS.


Format Line 15.  This line is a confirmation line used to confirm unusual characters, figures,
or to cite the time the originating station received the message.  This line is normally not used in MARS.


Format Line 16.  End of message line.  If the message were transmitted by voice, this line 
would be "OVER".  If transmitted by RATT, it would be two carriage returns, eight line feeds, and "NNNN" to turn off the teleprinter machine at the receiving end.  If digitally transmitted to an 
MMCS, it would be "/EX" or "Control Z" to show the end of the message.  The appropriate end of message for the media used should be selected.

Note:  We still see messages transmitted with "NNNN" at the end of the text even though those messages are not relayed by RTTY.  We're in a transition period as some of the software that 
handles digital traffic still looks for the "NNNN" as an end of message indicator.  Until that 
software is updated we'll continue to see the four N's even though for the most part they serve 
no useful purpose.
E-Mail Format - In addition to the use of the radio system, messages and other information is commonly distributed through the use of e-mail.  The standard recommended e-mail format is 
plain ASCII text, line lengths not to exceed 65-70 characters, and the use of "Arial font". It has 
proven to be the best format to use for e-mail for a number of reasons.

· Depending on the member's personal computer operating system, software and or due to 
the Internet itself, the information becomes very difficult to read by the recipient often 
resulting in broken lines, garbled information, etc.  This also makes it very difficult to load a 
message into the digital radio system.

· Many visually impaired MARS members use special software that 'reads' the information 
contained within the e-mail and translates it to spoken words via their computer's speaker.  If it is not plain ASCII text, this translation does not occur.

· The font size used must be large enough to be easily read.

· The use of "Rich Text Format (RTF)" or "HTML MIME" formats should be avoided as they 
cause the problems noted above.

In summary, although we do not dictate what service provider or word processor must be used 
by the volunteer membership, we do suggest that the recommended standard above be used whenever possible for the benefit of all our members.  This standard has proven to work well 
with all system configurations.
Questions for discussion: 

Questions that came up during discussion:
The way ahead: This concludes the second part of our discussion of messages.  Next time we'll continue our training by talking about the use of abbreviated texts in crafting messages 
concluding our review of the procedures for drafting messages.
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