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INTRODUCTION:                                             (3 MIN)



1. GAIN ATTENTION.  Communication skills are vital to any mission.  Timely communication allows forces to react to any situation quickly and decisively.  The Marine Corps has established standard communication procedures to prevent confusion, reduce voice transmission time, and increase understanding while communicating over the radio.  Employing proper communications procedures will enable operations to run smoothly and efficiently.



2.  OVERVIEW.  This lesson will cover radio and telephone procedures, net control, and standard Marine Corps communications language.



3.  INTRODUCE LESSON PURPOSE.  The purpose of this lesson is to provide basic knowledge and skills required to communicate using a radio and a telephone.  The material in this lesson will not be tested.  There are no terminal or enabling learning objectives.

 

4.  METHOD/MEDIA.  This period of instruction will be taught using lecture, demonstration, and a slide presentation.  In addition, a practical application for making communications transmissions will be conducted. 



5.  EVALUATION.  You will not be tested on this material.





TRANSITION:  The procedures for operating communications equipment throughout the Marine Corps are fairly standard.





BODY:                                                    (55 MIN)                                                                  1.  TELEPHONE AND RADIO OPERATING PROCEDURES:     (10 MIN)  



a.  Purpose of Standardized Communication Procedures.  Communication procedures must be standardized to ensure the message is communicated clearly without being misinterpreted and to ensure security is not breached.

b.  Telephone Operating Procedures.



1)  Answering the Phone.



a)  Unsecured Line.  To answer an unsecured phone line, state "Corporal Smith, be advised this is an unsecured line.  How may I help you sir or ma'am?"



b)  Secured Line.  To answer a secured phone line, state "Corporal Smith, be advised this is a secured line.  How may I help you sir or ma'am?"



Refer to slide 1, Memorandum of Call.







2)  Taking Messages.  Chances are that at some point you will have to answer the telephone in an official capacity and take a message.  The Memorandum of Call form is a standard Marine Corps form for taking phone messages and should be located near each phone.  Ask the caller for the information on the form and complete it legibly and as completely as possible.



3)  Bomb Threat Procedures.  The most frequent method of issuing a bomb threat is by telephone.  If you ever receive a bomb threat over the phone, use the following procedures:



Refer to slide 2, Bomb Threat Checklist.







a)  Remain calm and try to keep the caller on the line as long as possible so you can get information about the bomb.



b)  Complete as much of the bomb threat checklist as possible.  The bomb threat checklist should be located near all government phones at every installation.



(1)  Who is the caller?



(2)  When is the bomb going to explode?



(3)  What does the bomb look like?



(4)  Where is the bomb located?



(5)  Why did you place the bomb?



(6)  Try to determine the sex, age, and mental attitude of the caller.



(7)  Try to distinguish any background noises.



c)  Notify your chain of command immediately.



   INSTRUCTOR'S NOTE:  Demonstrate the       procedures as they are explained.  









c.  Hand-held Radio Operation.  Almost all Marines will have to operate hand-held radios as part of their duties.  A few guidelines on operating these radios will help to ensure efficient communication.



1)  Key the handset or mike before transmitting your message.  If you talk at the same time you are doing this, the first part of your message will be lost.



2)  Keep the receiver about two to three inches from your mouth when talking.  Holding the receiver closer or farther than this distance will make your message difficult to understand.



3)  Release the key only after you are done speaking.  If you release the key too soon, the end of your message will be lost.



d.  Communications Discipline.  The following guidelines ensure communications discipline:



1)  No station should interrupt another station which is transmitting, except for emergencies. 



2)  All transmissions should be clear and brief.  



	a)  Speak slowly and clearly in a natural volume.  Do not shout or speak too softly.



	b)  Use standard military phrases.



c)  Break a long message into short phrases.



d)  Do not use "CB" terminology.



e)	Do not use profanity, obscenity, vulgarity, or other inappropriate speech.





3)  Avoid activities that could endanger radio transmission security such as:



a)  Violation of radio silence.



b)  Unofficial conversation between operators.



c)  Transmitting on a directed net without permission.



d)  Transmitting classified information on an unsecured net.



INSTRUCTOR'S NOTE:



Probe the class by asking questions.





TRANSITION:  At any installation, there are Marines who monitor communications and control the communications net.  They are known as net control.  





2.  NET CONTROL:     (5 MIN)  



a.  Purpose.  Net control is responsible for monitoring and controlling communications 24 hours a day.  



1)  Radios are set up in a network configuration connecting all posts.  



2)  Net control is the established focal point for all radio communication.  



b.  Responsibility.  Net control is generally established in a secured area near Marine assets.  Net control is responsible for:



1)  Receiving and sending information to and from different posts.



2)  Initiating radio checks and post reports at regularly scheduled intervals.  



3)  Controlling the net and the amount of traffic on the net.



4)  Ensuring correct radio procedures are used.



5)  Ensuring unauthorized/unecessary transmissions are not made.



INSTRUCTOR'S NOTE:



Probe the class by asking questions.





TRANSITION:  Net control ensures communications nets are used properly.  The Marine Corps has established standard communication procedures to prevent confusion, reduce voice transmission time, and increase understanding while communicating over the radio.  To prevent communications from being misunderstood, a universal communications language is used.





3.  COMMUNICATIONS LANGUAGE:     (25 MIN)  



a.  Purpose.  A communications language is used to standardize communications for two reasons:



1)  To prevent communications from being misunderstood.



2)  To reduce the amount of time on the net.



b.  Phonetic Alphabet.  A phonetic alphabet is used to standardize the way the letters of the alphabet are said to prevent misunderstanding of words, abbreviations, acronyms, or groups of letters.  The phonetic alphabet is as follows:



Refer to slide 3, Phonetic Alphabet.





�

Letter�Equivalent��A�Alfa��B�Bravo��C�Charlie��D�Delta��E�Echo��F�Foxtrot��G�Golf��H�Hotel��I�India��J�Juliet��K�Kilo��L�Lima��M�Mike��N�November��O�Oscar��P�Papa��Q�Quebec��R�Romeo��S�Sierra��T�Tango��U�Uniform��V�Victor��W�Whiskey��X�X-ray��Y�Yankee��Z�Zulu��  

c.  Numbers.  A standardized way to say numbers is used to prevent misunderstanding or miscommunication.  The pronunciation of numbers should be exaggerated to avoid misunderstanding.



1)  Numbers from one to ten are pronounced as they usually are with the exception of zero and nine.  



a)  Zero is always pronounced "zero," never "oh."



b)  Nine is pronounced "niner" so that it will not be confused with the number one when it is said over a phone or radio.

2)  Two-digit numbers are expressed as two separate numbers such as:



a)  19 is expressed:  One-niner.



b)  61 is expressed:  Six-one.



3)  Three-digit numbers are expressed as three separate numbers such as 321 is expressed:  Three-two-one.  However, rounded three-digit numbers such as 300 and 600 are expressed:  Three-hundred and six-hundred.



4)  Four-digit numbers are expressed as four separate numbers with the exception of rounded numbers (e.g., 1000), which are expressed:  One-thousand.



5)  Five-digit numbers are expressed as five separate numbers with the exception of rounded numbers (e.g., 16,000), which are expressed:  One-six-thousand.



d.  Rank.  A standardized way to refer to ranks is used to prevent misunderstanding.  The standard format for contacting specific personnel over the radio involves an abbreviation of the rank and last name of the person being contacted:



Refer to slide 4, Enlisted Ranks.







1)  Enlisted Ranks.  Echo One (E-1) through Echo Niner (E-9) is used to refer to enlisted ranks:



Private 			Echo One (E-1)

Private First Class  	Echo Two (E-2)

Lance Corporal 	Echo Three (E-3)

Corporal 			Echo Four (E-4)

Sergeant 			Echo Five (E-5)

Staff Sergeant 	Echo Six (E-6)

Gunnery Sergeant 	Echo Seven (E-7)

Master Sergeant 	

  (or First Sergeant)	Echo Eight (E-8)

Master Gunnery Sergeant 	

  (or Sergeant Major)	Echo Niner (E-9)





















Refer to slide 5, Officer Ranks.







2)  Officer Ranks.  Oscar One (O-1) through Oscar Six (O-6) is used to refer to officer ranks:



Second Lieutenant	Oscar One (O-1)

First Lieutenant	Oscar Two (O-2)

Captain 			Oscar Three (O-3)

Major 			Oscar Four (O-4)

Lieutenant Colonel	Oscar Five (O-5)

Colonel 			Oscar Six (O-6)



3)  Last Names.  The first letter of the last name is said using the phonetic alphabet, e.g., Brown would be said Bravo.



Refer to slide 6, Examples.







4)  Examples.  Examples for contacting specific personnel include:



Master Sergeant Jones	Echo Eight Juliet  

Captain Smith 		Oscar Three Sierra 



e.  Callsigns.  Callsigns are abbreviations used in communications to identify a command, a unit, an authority, or a facility.  Callsigns allow rapid transfer of information and reduce the amount of voice transmission time.  Marines on post are referred to by their post's callsign.  Callsigns are site specific.  Examples include:



OOD				C-7 (Charlie Seven)

SOG				C-12 (Charlie One-Two)

COG				C-16 (Charlie One-Six)

OP				C-31 (Charlie Three-One)



Refer to slide 7, Prowords.





 

f.  Prowords.  To keep voice transmissions as short as possible, members of the guard force use procedure words (prowords) to take the place of longer sentences.  Commonly used prowords and their meanings include:



1)  Over.  This is the end of my transmission to you and I am awaiting your response.



2)  Roger.  I have received your last transmission; I understand and will comply.



3)  Out.  This is the end of my transmission and no response is required or expected.



4)  Say Again.  I did not understand or hear your last message, say it again.  



5)  Figures.  Numbers or numerals following.  This proword is generally used to distinguish numbers from words that might sound similar.



6)  I Spell.  I will spell the next word phonetically.  



Refer to slide 8, Prowords (cont.).







7)  Speak Slower.  Your transmission is too fast.  Reduce the speed of your transmission.



8)  Correction.  An error has been made in this transmission and I will now correct it.



9)  Wait.  I must pause for a few seconds.



10)  Wait, Out.  I must pause longer than a few seconds.



11)  Beadwindow.  You have disclosed unauthorized information or said something you are not allowed to say over the radio.



g.  Radio Procedures.  Standard radio procedures include those for conducting a radio check and reporting post. 



INSTRUCTOR'S NOTE:  Demonstrate the following procedures with another instructor.













1)  Radio Check.  A radio check is used to establish or confirm communication and test signal strength.  A radio check is generally initiated by net control.  In the following example, net control (C-1) conducts a radio check with a Marine standing post (C-31).  



C-1:   "Charlie Three-One, this is Charlie One, radio

       check, over."





C-31:  "Charlie One, this is Charlie Three-One, roger,

       over."



C-1:   "Charlie Three-One, this is Charlie One, out."



2)  Report Post.  Marines are required to report post at regular, designated intervals or when they observe unusual activity that must be reported immediately.  



a)  Reporting Post at Regular Intervals.  Reporting post is usually initiated by net control so when there is a large number of posts reporting in, posts are not talking over each other.  Net control contacts each post at regular intervals and asks for post status.  In the following example, the Marine (C-31) reports post to net control (C-1).  



C-1:   "Charlie Three-One, this is Charlie One,

       report your post, over."



C-31:  "Charlie One, this is Charlie Three-One, all

       secured, over."



C-1:   "Charlie Three-One, this is Charlie One, out."



b)  Reporting Unusual or Suspicious Activity.  Marines must report any suspicious activity observed from their post to net control.  In this example, the Marine (C-31) reports activity in his area to net control (C-1).  (Note:  Whenever the Marine initiates communication with net control, he must first ensure communication is established.)



C-31:  "Charlie One, this is Charlie Three-One,

       over."



C-1:   "Charlie Three-One, this is Charlie One,

       over."



C-31:  "Charlie One, this is Charlie Three-One,

       two workmen along fenceline in sector

       two-eight, over."



C-1:   "Charlie Three-One, this is Charlie One,

       authorized at this time, out."  



INSTRUCTOR'S NOTE:



Probe the class by asking questions.



TRANSITION:  A communications language is used to standardize communications for two reasons:  To prevent communications from being misunderstood and to reduce the amount of time on the net.  A phonetic alphabet, a way to say numbers and ranks, prowords, and callsigns make up this language.  We will now practice using communications procedures.





4.  PRACTICAL APPLICATION FOR EMPLOYING COMMUNICATIONS LANGUAGE:  (15 MIN)  



INSTRUCTOR'S NOTE:  Allow students approximately 15 minutes to practice using prowords and callsigns.  Provide the following scenarios and designate two students to make the radio transmission for each example.  Show the Answer slide for each example following the student's transmission.

















Refer to slide 9, Example One.







a.  Example One.  You are standing post M-81.  Net control (C-1) asks you to report post.  You report that all is secure.  C-1 asks you to repeat it because he did not understand you.



C-1:   "Mike Eight-One, this is Charlie One, report your

       post, over."



M-81:  "Charlie One, this is Mike Eight-One, all secure,

       over."



C-1:   "Mike Eight-One, this is Charlie One, say again,

       over."



M-81:  "Charlie One, this is Mike Eight-One, all secure,

       over."



C-1:   "Mike Eight-One, this is Charlie One, roger, out."



Refer to slide 10, Example One Answer.























Refer to slide 11, Example Two.







b.  Example Two.  You are standing post M-15.  You report to net control (C-1) that a vehicle is stopped taking pictures in sector 28.  The vehicle is a blue sedan with license number TZ349.  C-1 responds he needs to pause for longer than a few seconds to gather more information. 



M-15:  "Charlie One, this is Mike One-Five, over."



C-1:   "Mike One-Five, this is Charlie One, over."



M-15:  "Charlie One, this is Mike One-Five.  Vehicle in

       sector two-eight taking pictures.  Description

       blue sedan, license Tango Zulu, figures    

       three-four-niner, over."



C-1:   "Mike One-Five, this is Charlie One, wait, out."



Refer to slide 12, Example Two Answer.







Refer to slide 13, Example Three.







c.  Example Three.  You are standing post M-7.  You report to net control (C-1) that shots were fired in the vicinity of sector 16.  C-1 asks you to repeat the message because he did not understand you.  You repeat the message and C-1 asks to slow down your transmission because you are talking too fast.  You repeat the message again and C-1 says there is a response on the way.



M-7:  "Charlie One, this is Mike Seven, over."



C-1:  "Mike Seven, this is Charlie One, over.  



M-7:  "Charlie One, this is Mike Seven.  Shots fired in

      sector one-six, over." 



C-1:  "Mike Seven, this is Charlie One.  Say again,

      over."



M-7:  "Charlie One, this is Mike Seven.  Shots fired in sector one-six, over." 



C-1:  "Mike Seven, this is Charlie One.  Speak slower, over."



M-7:  "Charlie One, this is Mike Seven.  Shots fired in sector one-six, over." 



C-1:  "Mike Seven, this is Charlie One.  Response team on the way, out."



Refer to slide 14, Example Three Answer.







INSTRUCTOR'S NOTE:



Probe the class by asking questions.





OPPORTUNITY FOR QUESTIONS:                                (1 MIN)



1.  QUESTIONS FROM THE CLASS:



2.  QUESTIONS TO THE CLASS:



a.  QUESTION:  What is the purpose of standardized communication procedures?



ANSWER:  To ensure messages are communicated clearly without being misinterpreted and to ensure security is not breached.



b.  QUESTION:  If you receive a bomb threat over the phone, what should you do?



ANSWER:  Remain calm, try to keep the caller on the line.  Complete as much of the bomb threat checklist as possible.  Notify you chain of command.



c.  QUESTION:  How would I ask for Gunnery Sergeant Thomas over the radio?



ANSWER:  Echo Seven Tango.





SUMMARY:                                                  (1 MIN)



Communication is an important part of every Marine's job.  Knowledge and use of communications language will prevent communications from being misunderstood and reduce voice transmission time.  The use of correct radio procedures will allow official messages to be transmitted in a concise and efficient manner.  This lesson covered radio and telephone operating procedures, net control, and communications language.
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