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PREFACE

’ This Navy Training Course was written for men of the Navy and Naval
Reserve who are studying for advancement to the rate of Communications
Yeoman Third Class. Combined with the necessary practical experience
and a thorough study of the related basic training courses, the information
in this course will help the reader prepare for Navywide advancement in
rating examinations.

This Navy Training Course was prepared by the Education and Training -
Support Service, Washington, D.C., for the Bureau of Naval Personnel.
Technical assistance was provided by the U.S. Naval Schools Command;
Communications Yeoman Class A School, Norfolk, Virginia; and the Chief
of Naval Operations, Washington, D.C.
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THE UNITED STATES NAVY
GUARDIAN OF OUR COUNTRY

The United States Navy is responsible for maintaining control of the sea
and is a ready force on watch at home and overseas, capable of strong
action to preserve the peace or of instant offensive action to win in war.

it is upon the maintenance of this control that our country’s glorious
future depends; the United States Navy exists to make it so.

WE SERVE WITH HONOR

Tradition, valor, and victory are the Navy’'s heritage from the past. To
these may be added dedication, discipline, and vigilance as the watchwords
of the present and the future.

At home or on distant stations we serve with pride, confident in the respect
of our country, our shipmates, and our families.

Our responsibilities sober us; our adversities strengthen us.

Service to God and Country is our special privilege. We serve with honor.

THE FUTURE OF THE NAVY

The Navy will always empioy new weapons, new technigues, and
greater power to protect and defend the United States on the sea, under
the sea, and in the air.

Now and in the future, control of the sea gives the United States her
greatest advantage for the maintenance of peace and for victory in war.

Mobility, surprise, dispersal, and offensive power are the keynotes of
the new Navy. The roots of the Navy lie in a strong belief in the
future, in continued dedication to our tasks, and in reflection on our
heritage from the past.

Never have our opportunities and our responsibilities been greater.
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CHAPTER 1

A STEP FORWARD IN YOUR NAVAL CAREER

The fleet needs capable men in all ratings,
for a naval force is only as good as the men
who man the ships. Even with the most modern
equipment, a naval force is powerless without
competent men to operate. and maintain their
equipment. Good men are plentiful, but their
capability depends chiefly upon their training,

In the performance of practical work, pro-
ficiency comes with practice and experience,
for which no book—however helpful—can be an
adequate substitute. On the other hand, much
of the knowledge you must have can be gained
only through study.

As part of the Navy’s training program, this
self-study Navy Training Course is written to
aid you in your preparation for advancement in
rating. The course is designed to help you meet
the professional (technical) qualifications for
advancement to Communications Yeoman 3.

ENLISTED RATING STRUCTURE

Within the enlisted rating structure, two
types of ratings are of concern to you: general
and service ratings.

GENERAL RATINGS identify broad occupa-
tional fields of related duties and functions.
Some general ratings include service ratings;
others do not. Both Regular Navy and Naval
Reserve personnel may hold general ratings.

SERVICE RATINGS identify subdivisions or
specialties within a general rating. Although
service ratings can exist at any petty officer
level, they are most common at the PO3 and
PO2 levels. Both Regular Navy and Naval Re-
serve personnel may hold service ratings.

COMMUNICATIONS YEOMAN RATING
The rating CYNS3 is a service rating of the

Yeoman, a general rating in group V, commonly
called the administrative and clerical group.

As such, the normal path of advancement is SN
to CYN3, CYNS3 to YN2, YN2 to YN1, and so on,
Special consideration is given to Communica-
tions Yeomen who qualify for, and desire to
advance in, the Radioman rating.

WHY CYN?

The Communications Yeoman rating, al-
though recent in origin, actually combines the
duties of the Yeoman and Radioman ratings,
both of which have long and honorable histories
of naval service. The role of the naval com-
municator was established in 1778; the Yeoman
rating itself is known to have existed as early
as 1835. From simple recognition signs and
the quill pen, the Navy is able to trace its
progress through semaphore and wireless, up
to present office equipment and extensive com-
munication gear.

As a Communications Yeoman, you will
operate basic communication equipment and
process the administrative work required for
an efficient communication center. Billets for
your rating exist at communication installations
ashore and in communication centers afloat.
Industrious application to the duties of your
rating serves a dual purpose: It permits more
extensively trained Radiomen to direct their
attention to advanced communication problems.
At the same time, it ensures a more accurate
administrative organization within your com-
munication establishment, Your place intoday’s
modern Navy is firmly established; it is a
unique role that can only be filled by someone
as qualified as yourself.

LEADERSHIP
When you advance to CYN3 you will have to

exert more leadership principles than you
previously needed. Quite often, the difference
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between a good petty officer and a mediocre
petty officer is found in leadership abilities.
The guide for leadership in the Navy is Gen-
eral Order 21, which indicates that the strength
of our Nation and of our services depends upon
courageous, highly motivated, and responsible
individuals. Each command has a training pro-
gram that provides instruction in leadership
principles and practices. It is your duty to
take advantage of this instruction, and to apply
the principles and practices in your everyday
dealings with the men around you—especially
those who look to you for leadership.

ADVANCEMENT IN RATING

Some of the rewards of advancement in
rating are easy to see. You get more pay.
Your job assignments become more interesting
and more challenging. You are regarded with
greater respect by officers and enlisted per-
sonnel, You enjoy the satisfaction of getting
ahead in your chosen Navy career.

The advantages of advancing in rating are
not yours alone, however, the Navy also profits.
Highly trained personnel are essential to the
functioning of the Navy. By each advancement
in rating, you increase your value to the Navy
in two ways. First, you become more valuable
as a technical specialist in your own rating.
Second, you become more valuable as a person
who can train others and thus make far-reaching
contributions to the entire Navy.

HOW TO QUALIFY FOR ADVANCEMENT

What must you do to qualify for advance-
ment in rating? The requirements may change
from time to time, but usually you must—

1. Have a certain amount of time in your
present grade.

2. Complete the required military and pro-
fessional training courses.

3. Demonstrate your ability to perform all
the practical requirements for advancement by
completing the Record of Practical Factors,
NavPers 760.

4, Be recommended by your commanding
officer, after the petty officers and officers
supervising your work indicate that they con-
sider you capable of performing the duties of
the next higher rate.

5. Demonstrate your knowledge by passing
a written examination on (a) military require-
ments and (b) professional qualifications.

Some of the general requirements may be
modified in certain ways. Figure 1-1 gives a
more detailed view of the requirements for
advancement of active duty personnel. Figure
1-2 furnishes this information for inactive duty
personnel.

Remember that the requirements for ad-
vancement can change. Check with your division
officer or training officer to be sure that you
know the most recent requirements.

Advancement in rating is not automatic.
After you meet all the requirements, you are
eligible for advancement. Actually, you will be
advanced in rating only if you meet all the re-
quirements (including making a high enough
score on the written examination) and if the
quotas for your rating permit your advance-
ment. ' '

HOW TO PREPARE FOR ADVANCEMENT

What must you do to prepare for advance-
ment in rating? You must study the qualifica-
tions for advancement, work on the practical
factors, study the required Navy Training
Courses, and study other material that is re-
quired for advancement in your rating. To
prepare for advancement, youneedto be familiar
with (1) the Quals Manual, (2) the Record of
Practical Factors, NavPers 760, (3) a NavPers
publication called Training Publications for
Advancement in Rating, NavPers 10052, and 4)

applicable Navy Training Courses. Figure 1-3
illustrates these materials; the following topics
describe them and give you some practical sug-
gestions on how to use these publications in
preparing for advancement.

Quals Manual

The Manual of Qualifications for Advance-
ment in Rating NavPers 18068-B gives the
minimum requirements for advancement to
each rate within each rating. This manual
usually is called the Quals Manual, and the
qualifications themselves are often referred to
as the quals. The qualifications are of two
general types: (1) military requirements, and
(2) professional or technical qualifications.

Military requirements apply to all ratings,
rather than to any one particular rating. Mili-
tary requirements for advancement to third
class and second class petty officer rates deal
with military conduct, naval organization, lead-
ership, military justice, security, watch
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Chapter 1-A STEP FORWARD IN YOUR NAVAL CAREER

ACTIVE DUTY ADVANCEMENT REQUIREMENTS
REQUIREMENTS * | E1 to E2 [E2 to E3 [E3 to E4 |E4 to ES|ES5 to E6 [1E6 to E7 |t E7 to E8!f E8 to E9
4 mos. 48 mos. | 24 mos.
service— as E-7. | as E-8.
or 8of 11 | 100f 13
SERVICE comple- | 6 mos. | 6 mos. | 12 mos. |24 mos. | 36 mos. years | years
tion of | 9s E-2. | asE-3. | asE-4. | as E-5. | as E-6. total total
recruit service | service
fraining. must be | must be
enlisted. | enlisted.
Must be
Class B
: " perma-
SCHOOL {for AGCA, | © oy
m:g:’ appoint-
) ment.
Locally
PRACTICAL  |prepared Records of Practical Factors, NavPers 760, myst be
FACTORS check- completed for E-3 and a!l PO advancements.
Specified ratings must complete
PERFORMANCE applicable performance tests be-
TEST fore taking examinations.
:2;::5;::‘ ANCE wAhse:s::pl:Zvci:g Counts toward performance factor credit in ad-
EVALUATION advancement. vancement multiple.
ot _— . Navy-wide,
EXAMINATIONS |_°m||ty p:epured ;luvylrl:,d: e:ummoﬂon: required selection board,
ests. or a advancements. and physical.
Required for E-3 and all PO ad Correspondence
NAVY TRAINING e?mre or d-b and a ; ahvu'ncemellﬂs courses and
unless waived because of school comple- recommended

COURSE (INCLUD
ING MILITARY
REQUIREMENTS)

AUTHORIZATION

course

tion, but need not be repeated if identical

NavPers 10052 (current edition).

has aiready been completed. See

reading. See
NavPers 10052
(current edition).

Commanding

Officer

U.S. Naval Examining Center| Bureau of Naval Personnel

TARS attached to

vacancies and must be approved by CNARESTRA.

the air program are advanced to fill

* All advancements require commanding officer’s recommendation.
1 2 years obligated service required.

Figure 1-1.—Active duty advancement requirements.
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COMMUNICATIONS YEOMAN 3

INACTIVE DUTY ADVANCEMENT REQUIREMENTS

REQUIREMENTS * EltoE2|E2toE3|{E3to E4[E4to E5|E5Sto E6[E6t0E7| EB E9
FOR THESE
DRILLS PER
YEAR
TOTAL 48 6 mos.| 6 mos. {15 mos. | 18 mos. | 24 mos. | 36 mos. | 48 mos. |24 mos.
TIME 24 9 mos.| 9 mos. |15 mos. | 18 mos. | 24 mos. {36 mos. | 48 mos. |24 mos.
IN NON-
GRADE DR'l“NG 12 mos. | 24 mos. | 24 mos. | 36 mos. |48 mos. | 48 mos.
DRILLS 48 18 18 a5 54 72 108 144 72
IANTTENDED 24 16 16 27 32 42 64 85 32
GRADE t
TOTAL 48 14 days | 14 days |14 days | 14 days | 28 days {42 days |56 days |28 days
TRAINING 24 14 days | 14 days |14 days |14 days | 28 days |42 days |56 days |28 days
DUTY IN NON-
GRADE t DRILLING None | None |14 days |14 days | 28 days| 28 days
PERFORMANCE Specified ratings must complete applicable
TESTS performance tests before taking exami-
nation.
PRACTICAL FACTORS Record of cal
(lNClUDlNG MILITARY f:::r" :dv:r::::‘: n::cfors, NavPers 760, must be completed
REQUIREMENTS) ’
NAVY TRAINING
COURSE (|NC|.UD|NG Completion of applicable course or courses must be entered
MILITARY REQUIRE- in service record.
MENTS)
Standard EXAM,
EXAMINATION Standard exams are used where available, Selection
otherwise locally prepared exams are used. Board, and
Physical.
AUTHORIZATION Distri Bureau of Naval
istrict commondcnf or CNARESTRA Personnel
*R dation by ding officer required for all advancements.

t Active duty periods may be substituted for drills and training duty.

Figure 1-2.—Inactive duty advancement requirements.
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MANUAL OF
QUALIFICAT IONS FOR

ADVANCE MENT IN RATING

JUNE 1965

BUREAU OF NAVAL PERSONNEL

NAVPERS 10082-%

NAVPERS 18068 -8

Ll

\\\‘

\\

l

Figure 1-3.—Materials used in preparing for advancement.

5




COMMUNICATIONS YEOMAN 3

standing, and other subjects required of petty
officer in all ratings.

Professional qualifications are technical or
professional requirements that are directly
related to the work of each rating,

Both the military requirements and the pro-
fessional qualifications are divided into subject
matter groups. Within each subject matter
group, they are divided into practical factors
and knowledge factors. Practical factors are
items you must be able to do. Knowledge
factors are subjects you must know in order
to perform the duties of your rating.

The written examination you must take for
advancement in rating will contain questions
relating to the practical factors and the knowl-
edge factors of both the military requirements
and the professional qualifications.

The Quals Manual is kept current by means
of changes. The professional qualifications for
your rating, which are covered in this training
course, were current at the time the course
was printed. By the time you are studying
this course, however, the quals for your rating
may have changed. Never trust any set of
quals until you check it against an up-to-date
copy in the Quals Manual.

Record of Practical Factors

Before you can take the service wide exam-
ination for advancement in rating, an entry
must be made in your service record to show
that you have qualified in the practical factors
of both the military requirements and the pro-
fessional qualifications. A special form, known
as the Record of Practical Factors, NavPers
760, is used to keep a record of your practical
factor qualifications. This form isavailable for
each rating. The form lists all practical
factors, both military and professional. As
you demonstrate your ability to perform each
practical factor, appropriate entries are made
in the date and initials columns of the form.

Changes are made periodically to the Quals
Manual, and revised forms of NavPers 760 are
provided when necessary. Extra space is
allowed on the Record of Practical Factors for
entering additional practical factors as they
are published in changes to the Quals Manual,

The Record of Practical Factors also provides
space for recording demonstrated proficiency
in skills that are within the general scope of
the rating but are not identified as minimum
qualifications for advancement.

If you are transferred before you qualify
in all practical factors, the NavPers '760 form
should be forwarded with your service record
to your next duty station. You can save your-
self a lot of trouble by making sure that this
form actually is inserted in your service record
before you are transferred. If the form is not
in your service record, you may be required to
start all over again and requalify in the practical
factors checked off already.

NavPers 10052

Training Publications for Advancement in
Rating, NavPers 10052 is an important publica-
tion for anyone preparing for advancement in
rating. This bibliography lists required and

-recommended Navy Training Courses and other

reference material to be used by personnel
working for advancementin rating. The NavPers
10052 is revised and issued once each year by
the Bureau of Naval Personnel. Each revised
edition is identified by a letter following the
NavPers number. When using this publication,
be sure you have the most recent edition.

If extensive changes in qualifications occur
in any rating between the annual revisions of
NavPers 10052, a supplementary list of study
material may be issued in the form of a BuPers
Notice. When you are preparing for advance-
ment, check to see whether changes have been
made in the qualifications for your rating. If
changes were made, see if a BuPers Notice was
issued to supplement NavPers 10052 for your
rating.

The required and recommended references
are listed by rate level in NavPers 10052. In
using NavPers 10052, you will notice that some
Navy Training Courses are marked with an
asterisk (*). Any course marked in this way
is mandatory-—that is, it must be completed at
the indicated rate level before you can be
eligible to take the servicewide examination for
advancement in rating. Each mandatory course
may be completed by (1) passing the appropriate
enlisted correspondence course that is based
on the mandatory training course; (2) passing
locally prepared tests based on the information
given in the training course; or (3) in some
instances, successfully completing an appropri-
ate class A school.

Do not overlook the section of NavPers 10052
that lists the required and recommen_ded ref-
erences relating to the military requirements
for advancement. Personnel of all ratings must
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Chapter 1-A STEP FORWARD IN YOUR NAVAL CAREER
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complete the mandatory military requirements
training course for the appropriate rate level
pefore they can be eligible to advance in rating,

The references in NavPers 10052 that are
recommended but not mandatory should also be
studied carefully. All references listed in
NavPers 10052 may be used as source material
for the written examinations, at the appropriate
rate levels.

Navy Training Courses

Navy Training Courses are of two general
types: rating and subject matter courses.
Rating courses (such as this one) are prepared
for most enlisted ratings. A rating training
course gives information that is directly re-
lated to the professional qualifications of one
rating. - Subject matter courses (or Basic
courses) give information that applies to more
than one rating.

Navy Training Courses are revised from
time to time to keep them up to date technically.
The revision of a Navy Training Course is
identified by a letter following the NavPers
number. You can tell whether any particular
copy of a Navy Training Course is the latest
edition by checking the NavPers number and the
letter following this number in the most recent
edition of List of Training Manuals and Corre-
spondence Courses, NavPers 10061, (Actually,
NavPers 10061 is a catalog that lists all cur-
rent training courses and correspondence
courses. You will find this catalog useful in
planning your study program.)

Navy Training Courses are designed to help
you prepare for advancement in rating, The
following suggestions may help you to make the
best use of this course and other Navy training
publications whenyouare preparing for advance-
ment in rating,

1. Study the military requirements and the
professional qualifications for your ratingbefore
you study the training course, and refer to the
quals frequently as you study. Remember: You
are studying the training course primarily in
order to meet these quals.

2. Set up a regular study plan. It will
probably be easier for you to sticktoa schedule
if you can plan to study at the same time each
day. If possible, schedule your studying for a
time of day when you will not have too many
interruptions or distractions.

3. Before you begin to study any part of
the training course intensively, become familiar
with the entire book. Read the preface and the

table of contents. Check through the index.
Look at the appendixes. Thumb through the
book; look at the illustrations and read bits
here and there as you see items that interest
you.

4. Look at the training course in more de-
tail, to see how it is organized. Look at the
table of contents again. Then, chapter by chapter,
read the introduction, the headings, andthe sub-
headings. This will give you a pretty clear
picture of the scope and content of the book.
As you look through the book in this way, ask
yourself some questions:

@ What do I need to learn about this?

® What do I already know about this?

e How is this information given in other
chapters?

e. How is this information related to the
qualifications for advancement in
rating?

5. When you have a general idea of what is
in the training course and how it is organized
fill in the details by intensive study. In each
study period, try to cover a complete unit—it
may be a chapter, a section of a chapter, or a
subsection. The amount of material that you
can cover at one time will vary. If you know
the subject well, or if the material is easy, you
can cover quite a lot at one time. Difficult or
unfamiliar material will require more study
time.

6. In studying any one unit—chapter, section,
or subsection—write down the questions that
occur to you, Many people find it helpful to
make a written outline of the unit as they study,
or at least to write down the most important
ideas.

7. As you study, relate the information in
the training course to the knowledge you already
have. When you read about a process, a skill,
or a situation, try to see how this information
ties in with your own past experience.

8. When you finish studying a unit, take time
out to see what you have learned. Look back
over your notes and questions. Maybe some of
your questions have been answered, but perhaps
you still have some that are unanswered. With-
out looking at the training course, write down
the main ideas that you have gotten from
studying this unit. Don’t just quote the book. If
you can’t give these ideas in your own words,
chances are that you have not really mastered
the information.

9. Use Enlisted Correspondence Courses
whenever you can. The correspondence courses
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are based on Navy Training Courses or onother
appropriate texts. Completion of a mandatory
Navy Training Course can be accomplished by
passing an Enlisted Correspondence Course
based on the Navy Training Course. You will
probably find it helpful to take other corre-
spondence courses, as well as those based on
mandatory training courses. Taking a corre-
spondence course helps you to master the in-
formation given in the training course, and also
helps you see how much you have learned.

10. Think of your future as you study Navy
Training Courses. You are working for ad-
vancement to third class or second class right
now, but someday you will be working toward
higher rates. Anything extra that you can learn
now will help you both now and later.

SOURCES OF INFORMATION

One of the most useful bits of knowledge
you can learn about a subject is how to find
out more about it. No single publication can
give you all the information you need to perform
the duties of your rating. You should learn

where to look for accurate, authoritative, up-to-

date information on all subjects related to the
military requirements for advancement and the
professional qualifications of your rating.

Some of the publications described here are
subject to change or revision from time to time—
some at regular intervals, others as the need
arises., When using any publication that is
subject to change or revision, make certain that
you have the latest edition. When using any
publication that is kept current by means of
changes, be sure you have a copy in which all
official changes were made. Studying canceled
or obsolete information will not help you do
your work nor advance in rating. On the
contrary, it is likely to be a waste of time, and
may even be seriously misleading.

BASIC NAVY TRAINING COURSES

As you refer to your quals, youprobably will
discover certain areas in which you need more
basic study. You consequently will need to

obtain additional books. The most useful books
for this purpose are the training courses listed
in the reading list in the front of this manual.
These training courses serve three purposes:
They give you much of the background you need
to prepare for a technical rating; they offer a

handy refresher course in subjects you may
have forgotten; and they are useful throughout
your Navy career as a handy reference library.
The training courses are organized in such a
manner that they may be used with a minimum
of supervision.

The contents of some of the basic courses
listed in the reading list are summarized in the
following paragraphs.

Basic Electricity, NavPers 10086-A is in-
tended as a basic reference for all enlisted
personnel of the Navy whose duties require them
to have a knowledge of the fundamentals of
electricity. Like the other courses, it starts
from the very basics by introducing a broad
picture of the electrical characteristics of
matter, and proceeds with a discussion of static
electricity, electricity in motion, and electrical
circuits. It explains the uses of Ohm’s law and
the power equations, and makes applications to
actual circuits. Emphasis is placed on the
various types of circuits—series, parallel, and
series-parallel—and on the theory of induction
as applied to electrical motors and other elec-
trical apparatus. The essentials of generators
and motors are explained. The closing chapters
include a fundamental treatment of trans-
formers, synchro units, and electrical meas-
uring instruments.

Basic Electronics, NavPers 10087-A is in-
tended as a basic reference for all enlisted
men whose duties require that they know the
fundamentals of electronics. The first few
chapters are concerned with electron tubes and
transistors, including their application in elec-
tronic circuits. Power supplies also are
treated in the early chapters. Communication
equipment is covered in the chapters entitled
Transmitters, Transmission Line, and Ele-
mentary Communication Receivers. One chapter
is devoted to electronic test equipment. Ap-
pendix II contains the electronic color code and
symbols.

TRAINING FILMS

Training films available to naval personnel
are a valuable source of supplementary infor-
mation on many technical subjects. A selected
list of training films that may be useful to you
is given in appendix I of this training course.
Other films that may be of interest are listed
in the United States Navy Film Catalog, NavPers
10000 (revised).
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SCHOOLS

At the present time one service school
has been established to train Communications

Yeomen.

It is the Communications Yeoman

Class A School at Naval Schools Command,
Norfolk, Virginia. Successful completion of
this school will enhance your qualifications
greatly and further your advancement oppor-
tunities.



CHAPTER 2

YOUR ROLE IN COMMUNICATIONS

Your role in naval communications is based
on a variety of professional skills, all of which
demand a thorough understanding of communica-
tion organization, Organizational informationis
presented as the foundation upon which your
further study may build, Subsequent chapters
contain a detailed discussion that will help you
acquire skills and knowledge necessary to be-
come a Communications Yeoman.

PROFESSIONAL KNOWLEDGE AND SKILLS

Yours will be a dual role in communications:
operating equipment and administrating a com-
munication office. Let us look first at the ad-
ministrative qualifications in terms of the areas
of skill and knowledge they represent.

LANGUAGE SKILLS

A Communications Yeoman should possess
better than average skill in the English language,
both in writing and in speaking, He should be
able to speak clearly, grammatically, and with-
out a conspicuous accent. In writing he should
be proficient in choice of words, grammar,
spelling, punctuation, capitalization, and ab-
breviation.

RECEPTIONIST DUTIES

The billets you will fill aboard ship and at
shore stations require some receptionist tech-
niques. In either type of communication center,
a CYN is expected to meet visitors pleasantly,
learn the purpose of their visit, refer them to
the proper persons, or make appointments for
later visits. He should also be able to handle
telephone calls efficiently and courteously.

PUBLICATIONS AND DIRECTIVES

To perform his administrative duties ef-
fectively, the Communications Yeoman should

10

command a detailed knowledge of official pub-
lications and directives. He must be acquainted
with the main publications by titles and general
content. He must know by whom they are
originated, the source from which his activity
obtains them, how they are revised, and the
correct way of making changes. Likewise, he
must understand the purposes and organization
of the Navy Directives System.

CORRESPONDENCE

To prepare correspondence, the Communica-
tions Yeoman must know the forms of writing
Navy letters, memorandums, and other types
of written communications. He must also know
how to write civilian-type business letters
correctly for naval purposes, and be able to
select the right kind of letter for eachoccasion.

TYPING

Eligibility for advancement to CYN3depends
upon a striker’s ability to typewrite for 5
minutes at the rate of 25 words per minute.
Although a higher rate of typing is undoubtedly
useful, it should be remembered that accuracy
never should be sacrificed for speed.

DUPLICATING MACHINES

Most large communication centers have a
Mimeograph or other kind of duplicating ma-
chine. Smaller ships, however, may have only
one such machine for the entire command,
usually located in the ship’s office. The Com-
munications Yeoman is expected to be able to
operate whatever type of machine is available
for his use. Because of the variation in ma-
chines from one office to another, this qualifi-
cation is necessarily more flexible than that

for typing.
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FILING, ROUTING, AND LOGGING

One of the primary functions of a CYN is
maintaining of message files. You must,
therefore, know the purpose of standard mess-
age files, as well as any additional message
files employed at your particular command, and
the correct filing procedures for each.

Closely associated with filing is your re-
gponsibility in connection with communication
jogs. Too much stress cannot be given the
importance of these continuous records of
everything that happens on a communicationnet.
As a Communications Yeoman, you will work
directly with radioteletypewriter and radiotele-
phone logs.

Another of your duties concerns routing
messages, a function you will be called upon to
perform as your familiarity with communication
procedures increases. In this capacity you will
determine the officer directly concerned (the
action addressee) and those officers or offices
that require a message solely for information
purposes (the information addresses).

MISSION OF NAVAL COMMUNICATIONS

Naval communications is the ‘‘voice of
command’’ because it is the means by which
naval command makes known its will, In per-
forming your duties, you will be helping to ful -
fill the mission of naval communications. This
mission, as stated in the effective edition of
DNC 5, is to provide and maintain reliable,
secure, and rapid communications, based on
war requirements adequate to meet the needs
of naval command, to facilitate administration,
and to satisfy, as directed, JCS-approved Joint
requirements.

Communications serves command when it
carries battle orders from a fleet commander
to his subordinates, forwards docking informa-
tion from harbor control to an entering vessel,
or delivers a storm warning from the senior
officer present afloat (SOPA) to all ships in the
area. It aids administration when its circuits
are used to furnish ship alteration data to an
overseas repair facility, or to arrange trans-
portation for a draft of men.

Naval communications is further pledged to
assist in such disasters as floods, hurricanes,
and earthquakes, when normal communication
facilities in the disaster area are out of com-
mission,

POLICY OF NAVAL COMMUNICATIONS

The policy of naval communications is to—

1. Cooperate with the military services and
other departments and agencies of the U. S.
Government and Allied Nations,

2. Encourage development of the amateur
and commercial communication activities of
the United States for enhancing their military
value and for safeguarding the interests of the
Nation,

3. Promote the safety of life at sea and
in the air, maintain facilities for adequate com-
munication with the U. S. merchant marine,
aircraft over the sea, and appropriate U. S.
and foreign communication stations.

FUNDAMENTAL COMMUNICATION
PRINCIPLES

Naval communications must always be ready
to meet wartime requirements. Its peacetime
organization, methods, procedures, facilities,
and training must be adequate and capable of
shifting to an emergency or war status with a
minimum of changes.

Through the years naval communications has
been guided by certain basic principles thathave
been proven under war conditions. Foremost
among these essentials are RELIABILITY, SE-
CURITY, and SPEED.

Reliability of communications is always the
first requirement. A message must say exactly
what the originator means it to say: it must be
sent by the best method of communications
available; and it must be complete and accurate
in every way when finally placed in the hands of
the addressee. Reliability cannot be sacrificed
to meet the conflicting demands of security and
speed, or for mere convenience. There is a
variable relationship, however, between security
and speed. Modernoperating procedures pe rmit
security with speed, but sometimes one must
be stressed more than the other. In the plan-
ning stages of an operation, secrecy must be
preserved at all costs, hence security is more
important than speed. But, during a critical
moment in combat, very urgent messages may
be sent in plain language instead of being de-
layed for encryption and decryption. Here,
security is sacrificed for speed, although se-
curity may never be disregarded entirely.

TE LECOMMUNICATIONS

The word telecommunications refers to com-
munications over a distance. Several methods
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of telecommunications are used by the Navy. Of
these, at least four—radiotelegraph teletype-
writer, and radiotelephone—concern the Com-
munications Yeoman as operator. In your
message—handling duties afloat and ashore, you
also will work withtraffic sentby other methods.
Make sure that you know what they are, as
listed here,
1. Electrical communications:
a. Radiotelegraph;
b. Teletypewriter (wire or radio);
¢. Radiotelephone;
d. Facsimile (wire or radio).
2, Visual communications:
a. Flaghoist;
b. Flashing light;
c. Semaphore,
3. Sound communications:
a. Whistles, sirens, and bells;
b. Sonar.

ELECTRICAL COMMUNICATIONS

Of the various means of communicating,
electrical communications is by far the most
important to the Communications Yeoman. A
brief description of the listed methods of
electrical communications follows.

Radiotelegraph

Radiotelegraph (often called CW for
‘‘continuous-wave’’ telegraphy) is a system for
transmitting messages by a radio wave. In this
system an operator separates the radio wave
into the dits and dahs of the Morse code by
opening and closing a handkey, Radiotelegraph
was in operation by the Navy as early as 1903,
Even today, despite the development of faster
and more convenient methods of ele ctronic com-
munications, it is one of the most reliable and
trustworthy systems used by the Navy.

Teletypewriter

The mental and manual actions performedby
an operator in converting letters to Morse code
(and vice versa) are replaced in teletypewriter
by electrical and mechanical actions, To trans-
mit a message, the operator types ona keyboard
similar to that on a typewriter. As each key is
pressed, a sequence of signals is transmitted.
At receiving stations the signals are fed into
receiving machines that type the message auto-
matically.
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Teletypewriter signals may be senteitherby
landline (wire) or by radio. Landline teletype-
writer communication is used both by the mili-
tary services and by commercial communication
companies (e.g. Western Union). Radioteletype-~
writer (RATT) is intended mainly to furnish
high-speed automatic communication over ocean
areas.

Today the chief shipboard use of RATTis for
receiving fleet broadcast schedules, for which it
is well-suited. Radioteletypewriter can clear
traffic at a rate in excess of 100 words per
minute, as compared to the 17- to 29-wpm speed
of the CW fleet broadcasts. Because the ship-
board operator is freed from manual copying,
and hundreds of ships may be receiving a single
broadcast, the total saving in trained manpower
is considerable. _

Other shipboard uses of RATT are for com-
munications between ships and, if the traffic
load warrants, between ships and shore com-
munication stations.

Radiotelephone

Radiotelephone (sometimes called voice ra-
dio) is one of the most useful military com-
munication methods. Because of its directness,
convenience, and ease of operations, radiotele-
phone is used by ships and aircraft for short-
range tactical communication. Its directtrans-
mission of voice makes it possible for a
conning officer to have in his hands a means of
personal communication with the officer in
tactical command (OTC) and with other ships,
There is little delay while a message is pre-
pared for transmission, and acknowledgments
can be returned instantly. Radiotelephone
equipment usually is operated on frequencies
that are high enough to have line-of-sight
characteristics; that is the waves do not follow
the curvature of the earth. This feature limits
the usual range of radiotelephone from 20 to 25
miles. Radiotelephone procedure canbelearned
easily by persons with no other training in
communications,

With these advantages of radiotelephone go
some disadvantages. Transmissions may be
unreadable because of static, enemy interfer-
ence, or high local noise level caused by shouts,
gunfire, and bomb or shell bursts, Wave propa-
gation characteristics of radiotelephone fre-
quencies sometimes are freakish, hence trans-
missions may be heard from great distances,
Most radiotelephone messages are in plain
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janguage, and if information is to be withheld
from the enemy, users must keep their mess-
ages short, stick to proper procedures, and be
careful what they say.

Facsimile

Facsimile (FAX) resembles television in that
it is a process for transmitting pictures, charts,
and other graphic information. It is unlike TV
in that (1) facsimile gives the receiving station
a permanent record of the transmission, whereas
television does not; and (2) facsimile requires
several minutes to transmit a picture approxi-
mately the size of this page, but television sends
a continuous stream of 30 pictures per second.

Facsimile is very useful for transmitting
such matter as photographs and weather charts.
The image to be sent is scanned by a photo-
electric cell, and electrical variations in the
cell output, corresponding to the light and dark
areas being scanned, are transmitted to the
receiver. At the receiver the signal operates
a recorder that reproduces the picture. Fac-
simile signals may be transmitted either by
landline or by radio.

VISUAL COMMUNICATIONS

Visual communication systems have been in
use since the beginning of the Navy, and still
are the preferred means for communicating at
short range during daylight. In reliability and
convenience, they are the equal of radio, and
are more secure, The types of visual systems
are flaghoist, flashing light, and semaphore.

Flaghoist

Flaghoist is a method of communicating
whereby various combinations of brightly
colored flags and pennants are hoisted to send
messages. It is the principal means for trans-
mitting brief tactical and informational signals
to surface units,

Flashing Light

Flashing light is a visual telegraphic system
that utilizes either visible or infrared light
beams, and it may be directional or nondirec-
tional.

Semaphore

Semaphore is a communication medium by
which an operator signals with two hand flags,
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moving his arms through various positions to
represent letters, numerals, and other special

signs.
SOUND COMMUNICA TIONS

Sound systems include whistles, sirens,
bells, and sonar. The first three are used by
ships for transmitting emergency warning sig-
nals such as air raid alerts, for navigational
signals prescribed by the Rules of the Road, and,
in wartime, for communication between ships in
convoy. :

Ships equipped with sonar (underwater sound)
apparatus may communicate with other ships by
this method, although passing messages is not
the chief purpose of the equipment. In peace-
time it often is used for coordinating exercises
between surface vessels and submarines. Sonar
communications may be either by voice or by
Morse code.

In general, sound systems have the same
range limitation as visual methods but are con-
sidered less secure.

ELEMENTS OF NAVAL COMMUNICATION

Naval communications is comprised of five
major elements:

1. Office of Assistant Chief of Naval Opera-
tions (Communications)/Director, Naval
Communications (ACNO(COMM)/DNC);
Naval Security Group;

Naval Communication System;

Communication departments of activities

of the shore establishment;

5., Communication organizations of the op-
erating forces.

OFFICE OF ACNO(COMM)/DNC

The Office of ACNO(COMM)DNC (Office of
Naval Communications) is the headquarters of
naval communications, and provides the com-
munication coordination and planning for the
entire Naval Establishment. The staff of the
ACNO(COMM)DNC assists him in executing his
responsibilities, The staff includes two Deputy
Directors (one for communications and the other
for Naval Security Group matters), five special
assistants, and these five communication di-
visions: plans and policy; programs;operations
and readiness; administrative and personnel;
and radiofrequency spectrum, The workofthese
divisions embraces radio and visual communica-
tions, landline systems, and liaison withthe other
services and other Government agencies.

> g0 10
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NAVAL SECURITY GROUP

The Naval Security Group, under the direc-
tion of ACON(COMM)DNC, performs special
functions in connection with communication
security and communication and electronic in-
telligence, These operations usually are handled
by security group departments of the naval
communication stations and by Naval Security
Group activities although some may be per-
formed by special teams assigned to fleetunits.

The Naval Security Group administers the
Registered Publication System, which includes
Registered Publication Issuing Offices (RPIO)
and a central shipping and accounting office at
the Naval Security Station, Washington, D, C,
Most RPIOs are located at a communication
activity, but occasionally these activities are
not readily accessible to ships. Accordingly,
independent RPIOs may be established at places
where there are large concentrations of naval
ships but no communication activity,

Another function of the Security Group is the
operation of certain courier transfer stations.
These stations, combined with Army and Air
Force courier stations, make up the Armed
Forces Courier System (ARFCOS). The
ARFCOS transports mail and material requiring
officer handling to meet security requirements.

NAVAL COMMUNICATION SYSTEM

The Naval Communication System may be
described as the backbone of naval communica-
tions. Itincludesall shore-based communication
activities and the landlines and radio circuits
that bind them into a worldwide network. It
provides the means for transmission of CNO
directives and instructions; broadcast of
weather, general messages, orders, and similar
message traffic to the fleet; and for the re-
ception of essential intelligence from fleet
commanders.

The Naval Communication System is com-
prised of three major types of activities, These
activities are the NAVCOMMSTA, the NAVRAD-
STA, and the NAVCOMMU.,

U. 8. Naval Communication Station
(NAVCOMMSTA)

The NAVCOMMSTA includesall communica-
tion facilities and equipment required to provide
essential fleet support and fixed communication
services for a specific area. The various
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components of the NAVCOMMSTA are discussed
in detail later in this chapter.

U. S. Naval Radio Station (NAVRADSTA)

A naval radio station ordinarily is a compo-
nent of a NAVCOMMSTA but may be located
physically some distance from the NAVCOMM-
STA. 1t is classified as either a transmitting
station or a receiving station, depending upon
the function performed, and is so designated
by the letter T or R added in parentheses.
For example, NAVRADSTA (T) Lualualei, Oahu,
is a component of NAVCOMMSTA Honoluluy,
Hawaii, but is located approximately 15 miles
from the NAVCOMMSTA.

U. S. Naval Communication Unit (NAVCOMMU)

Naval communication units are assigned
limited or specialized missions, which may
include some but not all of those assigned a
NAVCOMMSTA. For this reason, the NAV-
COMMU is much smaller in terms of personnel
and facilities than the NAVCOMMSTA. The
NAVCOMMUs are identified by geographical
location, as NAVCOMMU Seattle,

COMMUNICATION DEPARTMENTS OF SHORE
ESTABLISHMENT ACTIVITIES

Communication departments of shore es-
tablishment activities are components of the
station or activity they serve. Their mission
differs from that of NAVCOMMSTAS and other
activities of the Naval Communication System
in that, primarily, they furnish local support to
the shore station mission. They disseminate
information and convey reports and similar
data to their own local command, although they
may (and often do) work into or connect with the
worldwide network of the Naval Communication
System,

COMMUNICATION ORGANIZA TIONS OF
OPERATING FORCES

At the level of the operating forces, it is
easily seen that communications is the ‘‘voice
of command.’”’ The communication organization
aboard ship is under the direct and positive
control of the commanding officer. It provides
communication services needed to control and
employ fleet units, These services include
sending and receiving orders, instructions,
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reports, and various other forms of intelligence.
Facilities are provided for rapid ship-shore and
air-surface communications as well as for
commnications between ships.

NAVAL COMMUNICATION STATION

The NAVCOMSTAS are located strategically
ashore throughout the world to provide complete
radio coverage of the major portions of the
earth’s area, These stations are linked to each
other by point-to-point radio and landline cir-
cuits. They are linked to the operating forces
by broadcasts, ship-shore circuits, and other
special circuits,

The principal communication functions and
facilities usually provided by NAVCOMMSTAS
are as follows: ,

1, Facilities for fleet support, consisting
of—

a. Fleet and general broadcasts.

b. Ship-shore radiotelegraph, radiotele-
phone, and radioteletypewriter cir-
cuits,

c. Point-to-point wire and radio circuits.

d. Monitoring of distress frequencies.

e. Interconnection with Army, Air Force,
Federal Government agencies, and
communication systems.

2. Facilities for air operational support,
including—

a, Air-ground radiotelephone and radio-
telegraph circuits,

b. Monitoring circuits for navigational
aids,

¢, Weather intercept or reception,

d. Radio or wire circuits to air traffic
control agencies,

3. Operation and maintenance of teletype-
writer tape relay facilities,

4. Radio transmitting and receiving facili-
ties.

5. Facsimile facilities.

6. Visual communication facilities.

In addition to the foregoing tasks, NAV-
COMMSTAS provide communication support fa-
cilities for the headquarters of naval district
commandants, fleetor sea frontier commanders,
and the commanders of naval bases, stations, or
shipyards., Most NAVCOMMSTASs have facilities
for issuing Registered Publication System pub-
lications,

The NAVCOMMSTAsS maintain fleet broad-
casts, which usually have CW, RATT, and FAX
components, for sending traffic to ships intheir
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particular ocean areas (fig. 2-1). Ships in the
Mediterranean, for example receive traffic
from NAVCOMMSTA Morroco; NAVCOMMSTA
Washington transmits to ships in the Atlantic
and Caribbean. All the major oceans of the
world are covered in a similar manner, Some
of the broadcasts may be inactivated at times,
because of reduced operations ina certainocean
area, resulting in one broadcast area being ex-
tended temporarily to include another. For
instance, the Honolulu broadcast area often is
extended to include the Balboa area, and the
San Francisco area is extended to include the
Kodiak area.

Provisions are available so that a NAV-
COMMSTA in a specific ocean may simultane-
ously key the transmitters of one or more of
the communication stations in the same area
with its own. This procedure, called coronet-
ting, results in identical information being
broadcast to these areas at the same time.

The RATT component of the broadcast may
be utilized to disseminate classified as well as
unclassified information to the fleet, in plain
language copy, by using cryptographic devices
at the sending and receiving ends. This method
is called a covered broadcast,

The NAVCOMMSTASs also send out a general
broadcast of hydrographic information, weather
forecasts, time signals, press news, and mess-
ages for Navy-controlled merchant ships. In
addition, facilities are provided for ship-shore
communication,

Major NAVCOMMSTAs are linked by radio
and landline circuits to other NAVCOMMSTASs
throughout the world, Each major NAVCOMM-
STA maintains the circuits necessary for inter-
connection with minor NAVCOMMSTASs.

Minor NAVCOMMSTAS serve areas where
the traffic volume is not heavy enough to
justify a major station. Most minor stations
are located in such activities as navel air
stations and supply and ammunition depots.
They handle local communications, and relay
messages between local activities and the major
stations with which they are associated.

Each NAVCOMMSTA maintains a tape relay
station. Its function is to forward messages in
tape form by means of the automatic or semi~
automatic teletypewriter tape relay equipment
(discussed later in this manual).

A recent addition to the type relay system
is the switching center, with fully automatic
equipment for routing messages in tape form,
Messages are handled within the switching
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center at a speed of 200 wpm, thereby speeding
up teletypewriter communications while effect-
ing a saving in operating personnel. Presently,
five automatic switching centers serve naval
activities in the continental United States. They
are at Cheltenham, Md., Norfolk, Va., and
Trenton, N. J. for service to east coast and
midwestern activities, and San Diego and San
Francisco for activities in the western area.

NAVCOMMSTA ORGANIZATION

For an example of the organization of a
communication activity ashore, let’s consider
the NAVCOMMSTASs. Such establishments have
many billets for Communications Yeomen, and
you might well be assigned to one on your next
tour of .shore duty. Although the organization
described is.a typical one for NAVCOMMSTASs,
the size and scope of operations vary con-
siderably so that no two are exactly alike. All
NAVCOMMSTAs however, handle thousands of
messages daily, and each person must specialize
in one communication job to a far greater extent
than aboard ship.

Depending upon its functions and the scope
of its operations, a NAVCOMMSTA may have a
personnel allowance ranging from a hundred to
several hundred officers, men, and civilians.
In addition to communication and electronics
personnel, there also are personnel for ad-
ministration, supply, transportation, and other
supporting services.

The commanding officer of a NAVCOMMSTA
usually is a captain or commander. He es-
tablishes policies and procedures for its op-
erations, and initiates and enforces local di-
rectives for its upkeep and security, Inaddition
to his station command, the commanding officer
of a NAVCOMMSTA normally is the staff com-
munication officer for the naval district com-
mandant or the force or sea frontier commander
of the area in which the NAVCOMMSTA is
located. He is thereby responsible for coordi-
nating naval communications within his district
or area,

Communication Department

The typical NAVCOMMSTA is organized into
eight departments, of which the communication
department is by far the largest. Itis headed by
the communication officer, who has supervision
over the personnel and work of the department.
He serves as manager of the local communication
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program, and determines its budgetary require-
ments, Some of his other duties are—

1. Formulating communication plans and
directives,

2. Establishing an internal routing and filing
system for messages,

3. Providing for physical security of mess-
ages and for monitoring facilities.

4, Supervising operation of the publications
library by the RPS custodian of the com-
mand.

5. Supervising the training of communication
personnel and cryptoboard members,

6. Ensuring proper operation and mainte-
nance of electronic and visual communi-
cation equipment.

Within the communication department are the

radio, traffic, material, and facilities divisions.
(See fig. 2-2.)

RADIO DIVISION.-—Radio division personnel
operates the radio stations of a NAVCOMMSTA.
Normally, there are two such stations—a re-
ceiving branch and a transmitting branch. Each
station is headed by a radio station officer.

TRAFFIC DIVISION.~The traffic division
processes incoming and outgoing messages (in-
cluding facsimile), enforces security, and main-
tains custody of RPS-distributed matter issued
for station use. A traffic and circuit officeris
division head. He is assisted by communication
watch officers, cryptographers, anda custodian,
Their duties are similar to their shipboard
counterparts. The following officers may also
be attached to this division: a relay station of-
ficer, to head the tape relay station; a communi-
cation security officer, responsible for monitor-
ing radio circuits and developing communication
security measures; and a facsimile officer, to
plan and administer operation of facsimile
facilities,

MATERIAL DIVISION.,—The material di-
vision is responsible for the physical functioning
of wire circuits and for repair of electronic
equipment. In charge are a landline officer and
an electronics material officer,

FACILITIES DIVISION.—The facilities di-
vision operates the visual station. (Inclusion of
this division depends upon whether the NAV-
COMMSTA is located where these facilities are
required.) The visual station is operated by a
signal officer. He is in charge of receiving,
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Figure 2-2, —Communication department of a NAVCOMMSTA
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tra_nsmitting, and relaying visual traffic to and
from vessels in port or anchorage, His duties
parallel those of the shipboard signal officer.

NAVCOMMSTA

The organization of NAVCOMMSTAS varies
considerably from station to station. Although
physical arrangements differ, the typical shore
station includes the following spaces: facility
control center, message center, cryptocenter,
fleet center, DCS relay center, wire room,
visual signal station, graphics center, and
radio transmitter and receiver stations.

Figure 2-3 shows the layout of facilities
of a typical NAVCOMMSTA. The diagram is
schematic, because in practice, buildings and
spaces differ so widely in arrangement that

generalization is difficult. Usually the ele-
ments shown are present, but at some stations
they are scattered over many acres. Often
transmitting and receiving stations are miles
away from the rest of the activity.

FACILITY CONTROL CENTER.—Essentially
the facility control center is the master switch-
board and monitoring station. All of the
equipment ofthe NAVCOMMSTA is wired through
switchboards and patching panels of the facility
control center. From the facility control center
landlines branch out to other communication
spaces, and landlines or radio links lead to the
remotely located transmitting and receiving
stations serving the communication station.
Facility control center personnel connect
radio and landline circuits to appropriate

TAPE RELAY STATION

TAPE TRANSMITTING
AND RECEIVING
EQUIPMENT

AUTOMATIC NUMBERING
AND MONITORING
EQUIPMENT

CONFERENCE ROOM

TELEPHONES AND
TELETYPEWRITERS

FLEET CENTER

FACILITIES FOR INTERNAL
DELIVERY
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] RADIOTELEGRAPH & MANUAL
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STATION (T)
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Figure 2-3.—Arrangement of a NAVCOMMSTA,
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equipment in the message center, relay center,
and other spaces. The facility control center
contains control and terminal equipment and
built-in monitoring and test equipment. It ties
together, electronically, all the spaces of the
communication station, and is the electrical
outlet from the communication station to other
NAVCOMMSTAS.

MESSAGE CENTER.—The message centeris
the converging point of all messages sent or
received by the command it serves. In the
message center, messages are logged placed
in proper form for transmission, checked for
accuracy and security violations, serviced as
necessary, written up, distributed internally,
and filed in appropriate reference files. The
message center operates circuits with the relay
station for the reception or transmission of
messages,

CRYPTOCENTER. —As its name implies, the
function of the cryptocenter is the encryption
and decryption of messages, Messages to be
encrypted or decrypted are passed from the
message center and, after appropriate process-
ing, returned for internal delivery or onward
transmission as necessary.

FLEET CENTER.-—The primary function of
the fleet center is to maintain the ship-shore
radio circuits and the fleet broadcasts. The
fleet center also operates a ship locator facility
integrated with the movement report system, If
the Navy Automatic Broadcast Processing and
Routing System (NABPARS) is installed, the fleet
center must operate it,

DCS RELAY CENTER.--Messages handled by
the DCS relay center are in tape form. The
relay center is the communication station's
linkage with the Defense Communication Sys-
tem Teletypewriter Network. (DCSTTYNET).
It contains automatic or semiautomatic tele-
typewriter tape receiving, tape transmitting, and
message numbering and monitoring equipment.
This equipment is wired to the facility control
center and, through it to other relay centers.
Many of the functions of relay centers are now
being performed by automatic traffic switching
equipment,

WIRE ROOM.,—The wire room operates those
radio or landline circuits that are not a part of
the DCSTTYNET system. Included are circuits

20

to commercial companies, circuits to other
Government agencies, fleet and general broad-
casts, and certain ship-shore circuits.

GRAPHICS CENTER.—The graphics center
operates facsimile facilities, as required, for
transmission of photographs, weather maps,
charts, and other material conveyed in graphic
form.

VISUAL SIGNAL STATION.—A visual signal
station is established at a NAVCOMMSTA only
when the communication station is within sight
of a harbor or anchorage. The visual signal
station usually is located in a tower, high above
surrounding buildings, so that there is an un-
restricted view of the harbor. Messages to and
from ships in the harbor are sent by flashing
light, semaphore, or flaghoist.

RADIO TRANSMITTER AND RECEIVER
STA TIONS. —Depending upon the equipment in-
stalled, a radio station provides either trans-
mitting or receiving facilities for the com-
munication station of which it is a part. To
minimize the interference that results when
high-power transmitters are located too near
receiving units, radio stations wusually are
located some distance from the communication
station. Additionally, large fields are required
for transmitter and receiver antennas, and
suitable fields often are difficult to findnear the
communication station. Transmitters and re-
ceivers at the radio station are wired into the
facility control center, and from there are
patched to remote operating positions or equip-
ment in other communication spaces.

SHIPBOARD COMMUNICA TION
ORGANIZATION

Each person in the communication division,
from the messenger to the watch supervisor,
must know the departments aboard his ship and
the nature of the work performed by each.
Figure 2-4 is representative of a standard ship-
board organization, and serves as a guide for
type commanders in preparing the organizations
of ships under their command. Shipboard or-
ganization varies slightly among types. In
addition to figure 2-4, study the organization
book for your individual ship. If necessary,
make exploratory visits to other spaces.

The operations department is one of the
five command departments of the ship. Its

T
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functions embrace all external communications,
the combat information center, control of air-
craft in the air, and repair of electronic equip-
ment,

The effectiveness of the many changes
taking place in ships in equipment and in
weapons rests more and more heavily upon
the capability and output of the operations
department. Men who constitute, maintain,
and give effect to the components of the op-
erations department exert a marked influence
upon the quality and extent of the ship’s total
capability,

The shipboard communication organization,
shown in figufe 2-5, is a branch of the opera-
tions department. As such, it comes under
the cognizance of the operations officer. (The
asterisks in figure 2-5 indicate positions that
may be filled by Communications Yeomen or
CYN strikers.)

OFFICER BILLETS

The communication organization is headed
by the communication officer, who is responsi-
ble for all communications sent and received
by radiotelegraph, radiotelephone, radiotele-
typewriter, facsimile, and visual means. He is
not accountable for the ship’s interior com-
munications.

The communication officer is responsible
also for (1) the care and maintenance of com-
munication equipment (including landlines and
teletypewriter switchboards on ships equipped
with these facilities; (2) preparation of com-
munication reports; (3) procurement, custody,
correction, distribution of, and reports on pub-
lications issued to the ship through the Reg-
istered Publication System; (4) supervision
and training of the cryptoboard; and (5) cleanli-
ness and upkeep of assigned spaces.

COMMUNICATION
OFFICER

CENSOR BOARD

r

CUSTODIAN RADIO OFFICER SIGNAL OFFICER
RADIO SPACES COMMUNICATION CRYPTOCENTER SIGNAL SPACES
CENTER
CWO CRYPTOBOARD
* REGISTERED *  EQUIPMENT * COMM CENTER * COMMERCIAL
PUBLICATIONS OPERATORS PERSONNEL | | TRAFFIC CLERK SIGNALMEN
YEOMAN
*
COMMUNICATION
R
STRIKERS el STRIKERS
76.4

Figure 2-5.—The shipboard communication organization,
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In large ships the communication organiza-
tion is divided into two divisions—the OR (radio)
givision, headed by the radio officer, and the
08 (visual) division, headed by the signal of-
ficer. In addition, the communication organiza-
tion is assigned a custodian of registered publi-
cations, communication watchofficers, cryptog-
raphers, and a cryptosecurity officer,

The radio officer is liable for the workof the
OR division and for operation and maintenance
of assigned equipment. It is his duty to assure
reliable, secure, and rapid handling of radio
communications. His responsibilities for the
internal handling, routing, and filing of messages
are usually delegated to communication watch
officers. The radio officer is the communica-
tion officer’s principal assistant,

The signal officer, heading the OS division,
is charged with operation of the ship’s visual
signaling facilities, His duties in handling
visual messages parallel those of the radio of-
ficer for radio messages.

The custodian, sometimes called the reg-
istered publications officer or RPS officer, is
accountable to the commanding officer for keep-
ing a complete, up-to-date, and correctedallow-
ance of registered publications issued to the
ship. He handles the drawing, stowage, cor-
rection, destruction, reports, and issuance of
these publications aboard his ship.

Communication watch officers (CWOs) in-
clude the junior officers of the OR division,
The CWO on watch is in active and immediate
charge of the ship’s communications, and during
his watch is the personal representative of the
communication officer. He sees that incoming
and outgoing messages are placed in correct
form, delivered promptly and properly toaction
and information addressees, and that all rules
governing the conduct and security of all forms
of communication are observed carefully. Com-
munications Yeomen assist the CWO by routing
messages, preparing file and routing copies,
or serving as messengers or file clerks,

Cryptographers—collectively called the
cryptoboard--assist the CWO with encryption
and decryption of messages when the traffic
load is so heavy he cannot handle it by himself.
Members of the cryptoboard are designated in
writing by the commanding officer. All crypto-
boards have commissioned officers as members
but may, in addition, include warrant officers
and competent and reliable enlisted personnel.

The cryptosecurity officer is assigned full
time only on the largest ships. He is charged
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with the training, assignment, and detailed per-
formance of the cryptoboard and serves as
advisor to the communication officer and the
commanding officer in all matters relating to
cryptosecurity and the physical security of
cryptomaterials. In most ships the custodian,
a CWO, or some other communicator is given
this responsibility as collateral duty. In small
commands the communication officer usually
serves as cryptosecurity officer. Other col-
lateral communication duties to which an of-
ficer may be assigned include that of Top
Secret control officer and membership on the
consoring board.

ENLISTED BILLE TS

Specific duties of enlisted personnel assigned
to communication duties vary according to the
size, type, and mission of the ship, The prin-
cipal duties of standard billets and ratings are
outlined below. Remember, however, that al-
though some division between the work of the
various ratings is necessary by virtue of the
special skills of each, it is more desirable
that all personnel work together according to
their knowledge and ability to ensure the best
possible operation of the communication center,

The senior Radioman, as the leading petty
officer, is in direct charge of all enlisted men
in the radio division., He prepares the watch
lists for Radiomen and makes daily checks of
the message files and logs. Another of his
most important duties is the training program,
which he must organize and conduct so that
his operators will be able to perform efficiently
any communication function they may be as-
signed. Additionally, the leading petty officer
has responsibilities for the cleanliness and
preventive maintenance of all radio and tele-
typewriter equipment and for the compartments
and deck spaces occupied by equipment under
his cognizance,

The watch supervisor in radio central must
be an experienced Radioman. The proper
handling of traffic is his main responsibility.
The equipment in use and the personnel on
watch are under his direct supervision. He
assists the CWO and, in organizations without
a communication watch officer, may be desig-
nated to act as the CWO insofar as concerns
the internal routing and delivery of messages.
His other duties include monitoring circuits,
enforcing proper circuit discipline, accounting
for classified matter in radio central, taking
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prompt action to prevent disruption of com-
munications in event of equipment failure, and
maintaining a communication status board list-
ing information relative to the nets and circuits
in use,

While on watch the operators in radio
central are under the authority of the super-
visor. They must know and use correct op-
erating procedures for radiotelegraph, radio-
telephone, radioteletypewriter, and facsimile
circuits; must keep accurate logs; must know
how to tune transmitters and receivers and
associated equipment; and must be able to
patch receivers and transmitters to remote
operating positions. Other duties include mess-
age writeup and internal and external routing,
delivery, and filing.

Radiomen are placed in charge of each ad- -

ditional radio space, such as the transmitter
room and emergency radio room. They must
be able to tune and calibrate each transmitter
to every frequency within the equipment’s range,
and know the power panels and switches for
both normal and emergency power distribution
systems. Other duties include patching trans-
mitters and receivers to remote positions, and
keeping records relating to equipment tests
and inspections.

The Communications Yeoman may be di-
rectly responsible to the CWO or he may be
under the authority of the watch supervisor
in radio central. His exact duties depend
mainly on the size and the needs of his com-
mand, In addition to keeping accurate logs and
files, he must know and use correct operating
procedures for radiotelephone and radiotele-
typewriter circuits. He may act as a re-
ceptionist or assist in supply/repair parts
procurement, His other duties include typing
correspondence and divisiondirectives, mimeo-
graphing, writing and routing messages, cor-
recting publications, and maintaining equipment
and training records.

Signalmen are concerned primarily with
visual communications. Their secondary duties
include standing quartermaster watches and
operating the radiotelephone.

SHIPBOARD COMMUNICATION SPACES

The number, size, and arrangement of the
communication spaces of a ship depend upon
her size, type, and mission. Most large war-
ships have communication spaces located fore,
aft, and amidships (fig. 2-6). Besides scattering

24

IYXYS

RADIO Il

RADIO Il

RADIO CENTRAL,
MESSAGE CENTER,
AND CRYPTOCENTER

76.5
Figure 2-6.—Location of communication
spaces, Forrestal class CVA,

the ship’s antennas, thereby helping to reduce
interference, this arrangement minimizes the
danger of loss of communications by heavy
damage to a portion of the ship. Equipment is
so distributed that any one space can carry on
at least partial communications,

The most important shipboard communica-
tion spaces are amidships, where, under normal
operating conditions, most radio traffic is
handled. Here are located radio central (also
called main rad¥o or radio I), the message
center, and the cryptocenter. Communication
functions also are carried out in other radio
spaces, in other battle control locations, and
in visual signal stations.

Radio Central

Radio central is the largest and most com-
pletely equipped radio space on board ship. It
contains local operating positions for radio-
telegraph, radiotelephone, radioteletypewriter,
and facsimile, Usually, it is where transmitters,
receivers, and remote speakers and keying
positions are selected and tied together to
provide communication channels for the remote
operating stations elsewhere in the ship. Radio
central is located close to the message: center
and cryptocenter, and is the duty station of the
watch supervisor, most of the ship’s Radiomen,
and Communications Yeomen assigned chiefly
as equipment operators.

Message Center

Convenient to radio central is the message
center, where outgoing traffic is prepared for
transmission and incoming traffic is readied
for local delivery. It is the duty station of the
CWO and other personnel of the watch.
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An outgoing message isdelivered ‘‘in rough’’
to the message center, where it is checked for
gsible drafting errors. It is then written up
«tin smooth’’ and sent to the releasing officer for
his approval and signature. If the message is
classified, it is passed to the cryptocenter, en-
crypted, then is given to radio central or the
gignal bridge for transmission. After incoming
messages are received from radio central of the
signal bridge, they are logged, decrypted (if
necessary), written up, routed, and delivered
by messenger. All messages must clear the
message center before internal routing or ex-
ternal transmissions, Exceptions to this routine
include operational messages received and sent
direct from the OOD or CIC.
In ships without space allotted fora message
center, the functions of the message center are
carried out in radio central.

Cryptocenter

Adjoining the message center is the crypto-
center, where outgoing messages are encrypted
and incoming messages are decrypted. Here
are located cipher equipment and cryptographic
publications (called cryptoaids), safes for the
stowage of classified messages, and desks and
typewriters as necessary. Files kept in the
cryptocenter include a file for classified gen-
eral messages and one for edited plainlanguage
copies of encrypted messages. Access to the
cryptocenter is strictly controlled. Admittance
is limited to designated cryptographers, and an
authorized entry list is posted on the door. The
cryptocenter has only one entrance, and it con-
nects with the message center. Ordinarily the
door is locked, so that traffic is passed in and
out through a window or slot in the bulkhead.

Other Radio Spaces

According to the size of the ship, there may
be one or more additional spaces containing
special equipment, additional equipment, or dup-
licate facilities. Depending upon their arrange-
ment and intended use, they may be designated
as transmitter room, emergency radio room,
auxiliary radio, or other appropriate titles.

Most of the ship’s transmittersarelocatedin
the forward radio space, called the transmitter
room or radio II. It usually is manned by a
Radioman in charge, assisted by watch standers,
The duties of the watch are to keep transmitters
tuned to prescribed frequencies and connected
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or ‘‘patched’’ to keys, microphones, teletype-
writers in radio central, and to remote operating
positions in CIC, on the bridge, and in other
parts of the ship. Receiving equipment includes
one or two emergency receivers and the ship’s
entertainment receivers.

Originally the larger Navy ships kept their
emergency radio room (radio IN) in readiness
for emergency use only, but in many vessels
the increasing demand for radio circuits has
turned this spaee into an active transmitter
room. In ships where radio III still is an emer-
gency radio room, watches are stood only when
the ship is at general quarters.

Other radio spaces are scattered throughout
large combatant ships, Many are small spaces
supplementing the three main stations.

Remote Control Facilities

Remote control stations, consisting of re-
ceiving outlets and transmitter keying positions,
are located on the bridge, in CIC, and other
pbattle control spaces where the need exists
for direct radio communications. Receivers in
radio central and transmitters in radio II and
radio III can be connected to remote control
positions as required. Positions on the bridge
and in CIC are often paralleled. For instance,
a tactical maneuvering net can be controlled
from either the bridge or CIC by means of re-
mote control units in these two spaces, which
are connected through radio central to the same
transmitter and receiver.

Visual Signal Spaces

Equipment and spaces for visual communica-
tions are provided in the superstructure of the
ship. Signal halyards run from the yardarm to
flag bags at the foot of the mast for flaghoist
signaling. Signal searchlights and semaphore
platforms are positioned where each has the
largest arc of Y)ision, and so that their total
coverage is 360°. Remote control keys for
operating yardarm blinkers are placed in con-
venient and protected positions.

SMALL SHIP COMMUNICATION
ORGANIZA TION

Preceding sections outlined the communica-
tion organization aboard a large ship, where the
specific duties of each officer are more clearly
defined and standardized. Communication or-
ganizations of smaller ships (DD or DE types,
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for example) carry on much the same work, but
their personnel allowances are smaller. Each
individual in the smaller organizations must
accept more varied duties and a heavier work-
load.

Communications on a DD or DE still is one
of the functions of the operations department,
but radio and visual signaling personnel are
combined into one division—the OC division,
The communication officer may not have any
commissioned assistant, or perhaps only one,
and must himself do work that on a larger ship
would fall to the radio officer, signal officer,
custodian, or CWOs. On a destroyer the com-
munication officer is an active assistant to the
operations officer. He has deck as well as
communication duties, and spends many hours
daily on the bridge. If this duty is heavy he
may have little time to devote to the routine
of communications, and must depend on his
Chief Radioman or leading Radioman to carry
the load.

WATCH, QUARTER, AND STATION BILL

When a Communications Yeoman—or any
other man-—reports aboard, he is assigned by
his division officer to a watch section, duty
station, to battle and other emergency stations,
and to a cleaning station. This information is
posted in his work spaces on the watch, quarter,
and station bill (fig. 2-7).

Normally, watches stood by communication
personnel are based on the master bill of the
ship or station, Watches of communication
personnel, however, cannot always be made to
conform to the hours or watches of other per-
sonnel of the command. Often the peak load
of message traffic occurs when other activities
of the command are at a comparative lull,
Hence, communication personnel often do not
stand the usual 4 on 8 off watches.

At most shore communication stations the
day, evening, and midwatcheslast approximately
8 hours each. Communication personnel usually
rotate on a 4-section watch list, and stand a
series of three watches in a row before rotating
from days to evenings, evenings to mids, and
mids to day watches, Certain peakload operators
customarily are assigned to work during the
busiest hours, and rotate watches differently
from the rest of the station.

During general quarters men of the OR/OC
division are assigned to each radio communica-
tion space. Every circuit or net ismanned by a
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battle-efficient operator. Also, standby men
maintain duplicate facilities in other radio
spaces, keeping duplicate logs of traffic coming
into radio central.

Enlisted men (usually petty officers) are
placed in charge of cleaning details in each
communication space. Available personnel are
assigned specific areas for cleaning and upkeep.

Detailed information concerning special sta-
tions (such as fire, fire and rescue, collision,
and abandon ship) is contained in your ship’s
organization book.

OTHER COMMUNICATION CONSIDERA TIONS

Until now, our commentaries have been
restricted to elements of Navy communications,
Even though such isolation is possible in a dis-
cussion of theory, this separationis impractical
in an actual operating situation. Certain or-
ganizations and procedures have been instituted
which, despite affecting naval communications,
are much broader in scope and purpose., A
description of these ‘‘outside considerations’’
follows.

DEFENSE COMMUNICATIONS SYSTEM

The Defense Communications System (DCS)
was established in 1960 to provide a single
communication system within the Departmentof
Defense. The Defense Communications System
is supervised and operationally controlled by the
Defense Communications Agency (DCA), The
DCA consists of a director (an officer of gen-
eral or flag rank), a headquarters staff, and
such other units as are specifically assigned
the Agency by the Secretary of Defense or the
Joint Chiefs of Staff,

The DCS includes all Department of Defense
circuits, terminals, control facilities, and tribu-
taries (regardless of the military department
to which assigned) that are required to provide
communications from the President, down the
chain of command, to the fixed headquarters of
the various subordinate commands. This se-
quence of succession takes in the point-to-point,
long-haul, Government-owned or -leased cir-
cuits that are a part of the Naval Communication
System. Fleet broadcasts, ship-to-shore, ship-
to-ship, and tactical circuits within a tactical
organization normally are excluded from the
DCS.
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JOINT COMMUNICATIONS

The need for coordinated and standardized
communications among the United States mili-
tary services was clearly apparent during the
early stages of World War II. Army and Navy
facilities sometimes were duplicated in one
location, so that differences inprocedures made
efficient interservice communications difficult,
Now communication procedures are standard-
ized throughout the Department of Defense,
hence the handling of interservice messages
creates no special problems, Joint procedures
are set forth in Joint Army-Navy-Air Force
Publications (JANAPs). You will become fa-
miliar with these publications as you study
naval communications.

ALLIED COMMUNICATIONS

With worldwide cooperation between friendly
nations and the United States, the need arose
again for coordinated and standardized com-
munications on an allied basis. To meet this
need, Allied Communication Publications (ACPs)
were promulgated. The ACP series provides
the communication instructions and procedures
essential to the conduct of combined military
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operations and communications in which two oy
more of the Allied Nations are involved. Your
work in communications undoubtedly will require
that you be familiar with many of the ACPs.

NAVY MILITARY AFFILIATE RADIO
SYSTEMS

The Navy Military Affiliate Radio System
(Navy MARS) was established to train amateur
radio operators in Navy communication pro-
cedures, Through Navy MARS, amateur radio
operators maintain an affiliation with the Navy,
and provide a source of trained operators for
use in a local disaster situation or a general
emergency.

The operators, many of them former Navy
personnel, usually operate from their ownama-
teur stations with Navy-assigned calls, They
handle message traffic of a morale nature that
does not qualify for regular transmission over
Navy circuits.

Navy MARS is a projection of Navy Depart-
ment policy to encourage and support amateur
radio activity among Regular, Reserve, and
Retired personnel of the Navy, Marine Corps,
and Coast Guard for morale, recreation, train-
ing, international goodwill, and public service.
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CHAPTER 3

GENERAL OFFICE PRACTICES

Most of your duties as Communications
veoman will be performed in either radio
central or the message center. The size of
the space and the number of people assigned
vary with the individual command. The amount
of control you will have over the physical
conditions of your working area—furniture and
equipment arrangement, for example—will be
slight. You will be expected, nevertheless,
to assume your share of responsibility for the
general neatness and care of the space as well
as your own desk. Remember that neatness and
efficiency go hand in hand.

In this chapter you are introduced to both
standard office practices and explicit adminis-
trative procedures employed in smoothly func-
tioning communication activities.

OFFICE PROCEDURES AND BEHAVIOR

Your contribution toward good human rela-
tions in your assigned center is fully as im-
portant as maintaining its appearance. At this
point in your career, your personal influence is
expanding because, once you become a petty
officer, you not only are responsible for your-
self, but are expected to exhibit qualities of
leadership.

KNOW YOUR OFFICE

When you begin work in a new billet, one of
your first jobs is to learn as much as possible
about the organization of which you now are a
part. You learned in chapter 2 the purposes of
different types of communication facilities.
Review those functions prescribed for your
particular command, then study the communica-
tion center’s organization ahd the chain of
command.
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After you understand the functions of your
assigned center, you will see how your own
duties fit into these functions. This knowledge
will make your various jobs more interesting
to you. Those fileg, for instance, that you
thought so dull, take on new interest when you
recognize the importance of the messages they
contain.

Look beyond your own job. You should know
the name and rank or rate of every person in
your division, the specific duties each person
performs, and how his work contributes to the
overall operational performance.

BEYOND YOUR OFFICE

The next step is to see your communication
center as part of a larger plan. You can look
two ways at any position to which you may be
assigned—as a part of your own ship or station,
and as a part of a broad program operating
through facilities like yours in all ships and at
all stations.

Thinking of communications in relation to
your ship or station, you should study the ship
or station organization—the names, titles, and
ranks of those above you in the chain of
command, You also should know the other
offices that are closely related to yours in their
duties.

To understand the Navywide program of which
you are apart, recall the organizational informa-
tion presented in chapter 2. Atwhichlevel does
your communication center operate? To what
extent is it dependent upon other facilities, and
what subordinate centers rely on you for sup-
port? As you answer these questions, then the
role your communication center plays in the
Navy should be clearer.

DUTIES OF A RECEPTIONIST

At one time or another in your duties as
Communications Yeoman, you will be positioned
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to receive visitors and greet official callers at
your communication center. The manner in
which you conduct yourself—and the impression
you make-—will determine, to a great extent, the
visitor’s initial impression of your whole organi-
zation,

Your manner will be apparent evenbefore you
move or speak, and should be calculated to set
the tone for what follows. Let us think for a
moment about what we would consider an
appropriate attitude for a receptionist.

In the first place, a communication center is
a place of business, so the receptionist should
show that he is there for work. In most
instances you will have other work besides re-
ceiving visitors and, when not actually occupied
as a receptionist, you should keep busy. If, for
a short interval, you actually have no work to do,
your supervisors may permit you to study, but
you should do no recreational reading nor chat
with other communication personnel.

Your desk location may be directly in line for
the chronic stop-and-chatter from a nearby
office. Give him apleasant ‘‘good morning,’’ but
don’t encourage him to linger. If you indicate
that you have work that requires your attention,
most people take the hint.

Be careful, however, that you don’t give
people coming into your center on business the
impression that you are too busy to help them.

A good receptionist makes it clear that heis
available to be of help and that no reasonable
request is too much trouble. He is polite,
pleasant, and considerate at all times. Even
with those whose requests seem a bitunreason-
able, he retains his composure and good
manners.

If you don’t already know the visitor, get his
name, and be sure you have it CORRECT. It
may be well to write his name ona slip of paper
to hand to the person to whom you refer him.

Listen carefully to his inquiry. Use intel-
ligence and imagination in your reply. Don’t
expect him to know all about your center and the
people in it (unless you know that he does). If
you are referring him to Lieutenant Smith, be
sure he knows where Lieutenant Smith’s desk
is. If convenient take him over and introduce
him, stating his errand briefly.

K your communication center does not have
the information or help he is seeking, give him
the best suggestion you can about a possible
source. Do your best to avoid having the
visitor depart feeling that he has run into a
blank wall.

A good receptionist is, to some extent, a
buffer for the other people in the office. Often
you can save their time by knowing the simple
answers yourself. You should be careful, how-
ever, to know just how far togoon your own and
when it is better to let someone else take
over. Stay within the limitations of your
authority.

When the people of your center are especially
busy, you should protect them as much as
possible without denying legitimate requests or
causing visitors unreasonable delays. If delays
cannot be avoided, it may be feasible for you
to suggest calling him when the person he
wishes to see is available.

You may work with officers or senior petty
officers whose duties take them in and out of
the center. Remember what they tell you about
where they are going and when they expect to
return. Write down items you may not re-
member, such as telephone numbers where they
may be reached. Sometimesit may be necessary
for you to remind them to give youthis informa-
tion before leaving. Be tactful, but don’t
neglect to ask. People normally appreciate a
reminder. If the person the visitor wishes to
see is out, find out whether someone else can
help him.

TELEPHONE PROCEDURES

When a small child first tries to talk on the
telephone, he is likely to nod his head for ‘‘yes’’
instead of speaking. To a lesser degree, many
adults make the same mistake. Theyforgethow
great a part facial expression and gesturesplay
in face-to-face conversation and that these
motions are missing in telephone communica-
tions. You remember the old expression
¢¢Smile when you say that.”’ Misunderstandings
can arise from telephone conversationsbecause
the person at the receiving end can’t see the
speaker’s smile.

We sometimes develop telephone voice
mannerisms that give a misleading impression.
To avoid this mistake, listen to yourself criti-
cally now and then, and decide whether you would
like to be spoken to by that voice. Is it natural?
Is it pleasant? Is it friendly, yet dignified?
Among voices to be avoided are the dull, the
whining, the pompous, the too formal, and the too
sugary.

Remember that a conversational tone isbest
for telephone use. Speak directly into the trans-
mitter, your mouth about an inch away from it.
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careful to enunciate distinctly. Be espe-
Bé " .areful in your choice of words to ensure
t(::h ot they convey your meaning clearly.

Good Beginnings

Open 2 telephone conversation with a phrase
that jdentifies your office and yourself. In
answermg the telephone you might say, for
example: Radio One, Communications Yeoman
Brown speaking, sir.’”’ In initiating a call, you
might state: ‘“This is Communications Yeoman
paldwin, in the Naval Station message center.

1f the caller fails to identify himself, and
you must know his name, ask for it tactfully.
You might inquire ‘‘May I tell him who is call-
ing, please?’”” or ‘‘May I have your name,

ple;se?” Avoid phrases that may sound abrupt -

or suspicious, as ‘“Who is this? or ‘‘Who’s
calling?”’

Taking Calls for Others

If the person called is absent, always offer
to take a message. If given one, write it down
while the caller is talking, Be sure you get all
details correct, especially the name and tele-
phone number of the caller.

Even if no message is given, make a note
about the call. As soon as you hang up, place
your note where the person for whom it is in-
tended will be sure to receive it.

Remember what was said earlier aboutkeep-
ing data at hand concerning where personnel of
your office can be reached and when they
expect to return. Offer this information to a
telephone caller if it appears appropriate.

When the person called is out, it’s often a
good idea to say: ‘‘Perhaps I could help you.”’
Even if it develops that you can’t, the caller
will appreciate your good intentions. As you
learn more about your duties, there will be
more and more times when you can answer a
question and avoid a second call.

Some Telephone Do’s and Don’ts

_ Answer the telephone as promptly as pos-
8ible, It should never be unattended during
Working hours.

When making a call allow plenty of time
(about 10 rings) for the person to reach the
Instrument. If you must leave the telephone

While a conversation is in progress, don’t just
8ay: ¢Hold the line,’”’ or ‘‘One momentplease.’’

Try to give the person a picture of what you are
doing by saying: ¢‘If you can wait a minute, I
think I can find thatinthefile,”’ or ‘‘Commander
Briggs may be in the next office. Let me see if
I can find him for you.

Remember that time seems very long while
you are waiting, so return to the telephone as
quickly as you can, If you see it’s going to take
longer than you thought, go back and explain the
difficulty, and ask the caller if he prefers to
wait or have you call him back.

Never answer the telephone with only half
your mind on what you are doing. Concentrate
on everything that is said. Be sure you under-
stand clearly what is said.

Make certain that your telephone conversa-
tions demonstrate courtesy, tact, and good
judgement. : -

PROCUREMENT AND CARE OF SUPPLIES

An efficient CYN in a well-organized com-
munication center does not have to send a
messenger to other ships or stations in the
vicinity to borrow supplies.

You should keep a running inventory of all
supplies that your center uses. You must (1)
see that necessary articles are on hand, (2)
stow them properly, and (3) distribute them as
needed. You must be thoroughly familiar with
kinds of paper, blank forms, filing materials,
pencils, and other supplies used in the ‘“‘comm
center’’, where and how to procure them, and
how to take care of them. When you see that
your stock of a certain item is becoming
depleted, order it; do not wait until the supply is
completely exhausted.

REQUISITIONING

Of the supplies you use, the majority will be
standard expendables such as message forms,
teletypewriter and typewriter ribbons, paper,
and so on. The time spent in reordering these
items can be reduced greatly by keeping a list
of Federal stock numbers, units of issue, and
unit costs. This practice eliminates the neces-
sity of making a trip to the supply office to
obtain such information from their catalogs.

Keep your eyes open to note where additional
types of supplies or equipment will facilitate the
work. If you feel a different item could be
utilized for greater efficiency, make your sug-
gestion known to your leading petty officer.
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You should be able tofill out a requisition for
supplies. For procuring ordinary office sup-
plies, you should use a Request for Issue or
Turn-In, DD Form 1150. Figure 3-1 shows the
form completely filled out as it would be
prepared ashore. Afloat, personnel of the supply
department will assist you in filling it out.
Note that the requisition requires the signature
of your division officer or CPO. Activities
ashore sometimes have a local requisition form
for procurement within the activity, Find out
what is used in your activity.

Check supplies at regular intervals to guard
against running out of items. Examine all desks
regularly to see that they have the necessary
materials. Avoid stockpiling; the supply depart-
ment normally maintains the stocks yourequire.
An oversupply will be hard to stow and will
encourage wasteful habits and waste of forms
as they become obsolete.

STOWAGE

Supplies should be stowed where they are
readily accessible, and where they will not
clutter desks and hinder your normal work. For
this purpose closed cabinets are preferable to
open shelves. This type of storage protects
supplies from dust and disarrangement by
drafts or random handling. It also tends to
prevent waste by making the supplies less
accessible to the casual passerby.

Keep everything of one kind together, and
place your most frequently used supplies in the
handiest locations. Open only one package at a
time of each kind of material. Label the contents
of wrapped packages with colored pencil on the
wrappings so that people won’t be tearing them
open to find out what they contain.

Always stow Mimeograph stencils sothatthe
container stands upright on the long edge. They
should be kept in moderate temperatures and
out of direct sunlight. Nothing should be placed
on top of the pack of stencils. Mimeograph inks
should be placed away from intense heat and cold.

AVOIDING WASTE

Avoid all forms of wastefulness. Alldepart-
ments are allotted funds for supplies on a
quarterly basis. If you are wasteful, your
communication center may find itself without
needed supplies, and lacking the funds with
which to solve this shortage.

Use the proper supplies for your purpose,
It is a form of wastefulness to spend time
writing a letter about something for which a
form or checkoff list is available. Know such

3
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distinctions as the difference in grades of paper .

used for rough drafts, for smooth copy of

letters, and for duplicating., If youusethe wrong

kind, you will be either wasting your expensive
stock where it is not required or turning out an
inferior product because of unsuitable material,

MAINTAINING OFFICE EQUIPMENT

Your duties as a Communications Yeoman
include operating typewriters (communication
and conventional) and duplicating machines,
but your responsibility in their connection is
more extensive. For the machines to function
properly, you must give them the routine care
they require, as well as make minor adjust-
ments,

CARE OF TYPEWRITERS

You will have to use both a communication
typewriter and a conventional typewriter. The
basic difference between these machines is that
the communication typewriter prints only in
capital letters.

A typewriter that is not abused will give
many years of service. With careful normal
use, plus regular cleaning and adjustment,
typewriters can be counted on for about 10 years
of satisfactory service. Remember that a
machine in first-class condition is easier and
quicker to operate and turns out better looking
work,

Make certain that your typewriter is properly
placed on the desk, or secured to the well of
the desk, so that it will not fall. In lifting a
typewriter, grip it by its case, NEVER by its
carriage.

Keep your typewriter covered when not in
use., No matter how clean the office, a certain
amount of dust is always in the air. When the
machine is uncovered for long periods, dirt
gets into the moving parts of your instrument
and causes wear.

A typewriter should be brushed out by the
operator at the end of each day. Type should
be cleaned with a stiff brush and, at less
frequent intervals, it should be treated with art
gum or a liquid cleaner. Nothing looks worse
than messages written up for delivery with the
letters o and e filled up because dirt in the
characters is printing through the ribbon.
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operly Eraser waste must be cleaned away often if 1. Clean the carriage rails and marginal
well of the typewriter is to remain in good condition, stop bar, using a cloth moistened slightly with
fting a It can be removed with a long-handled brush. o0il. Move the carriage back and forth during
by its Periodical vacuuming removes waste in other- the process.
wise inaccessible areas. The best way to 2. Clean the cylinder or roller. Remove,
not in prevent accumulation of rubber crumbs is to if possible, and rub with a cloth moistened with
ertain move the carriage far enough to the left or a small quantity of denatured alcohol or clean-
en the right making erasures, That way, the point ing fluid. Do not wipe off the fluid, allow it to
3, dirt of erasure is not over keys or other mechanical evaporate.
ument parts of the typewriter, and consequently, the 3. Brush type bar segments and dust the
waste drops on your desk from where it can interior of the machine., By elevating a few
oy the be brushed away easily. bars at atime, you canreach into the mechanism.
should At regular intervals you should give the Do not force the bars. Using a long-handled
: less typewriter a more thorough cleaning. The brush, brush toward the front of the machine,
‘th art frequency of these cleanings depends on the Alternately, with the brush, use a soft cloth.
worse frequency of usage of the typewriter and the 4. Clean the sides and back of the machine
th the amount of dust in your office atmosphere. In with a soft dry cloth. )
in the general, it is recommended that the following Tyepwriters should be oiled occasionally,
Procedures be carried out weekly. but do it carefully. Apply oil at friction points
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only, and don’t use too much. When finished,
wipe off excess oil; otherwise it will drip on
other parts and, in time, form a gummy mass
with dust and eraser crumbs. Prevent the oil
from getting on rubber parts, the ribbon, and
any place where it might stain the paper.
When typing mimeograph stencils, use the
stencils with a protective cellophane cover to
prevent stencil waxfrom coating your typewriter
rollers. If the covers are not in stock, order
them. In the meantime, use only one machine
for cutting or correcting stencils. Thispractice
frees remaining typewriters for letters, mes-
sages, and other routine typing, all of which
require a clean machine. Before and after
cutting stencils, always clean the type. Move
the typewriter ribbon lever to the setting for
. stencils (usually alongside the white dot or
between red and black dots). This procedure
ensures sharp print on the stencil and prevents
the ribbon from accumulating stencil wax.
If operating instructions for your typewriter
are available, they will help you to identify parts
and give you additional information about care.
If further oiling or repair work is needed the
machine should be turned over to a typewriter
mechanic.

DUPLICATING MACHINES

Aboard ship and at shore stations you
probably will find several types of duplicating
machines. You may come into contact with a
Mimeograph, ¢‘‘ditto’’, a Thermofax, or some
other type of duplicating machine. Aboard ship
you will do the majority of your duplicating work
on the Mimeograph. This section is devoted
entirely to a discussion of the Mimeograph. If
you need to operate other duplicating machines,
you should refer to the manufacturer’s instruc-
tions for operating procedures.

Care and Handling of Mimeographs

Before attempting to operate a Mimeograph,
you should obtain and study carefully the oper-
ating manual prepared for the model of machine
you are using. If youhave notrun a Mimeograph
previously, you should, if possible, receive some
instruction from an experienced operator. The
principle of operation is relatively simple, but
the machine is extremely delicate. A minor
mistake in operation or adjustment not only can
spoil the appearance of your work, but may
cause the machine to stop functioning altogether.
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If you are totally unfamiliar with a Mimeo-
graph but still have some responsibility for its
care, abrief explanation if its parts and operating
principle is in order atthispoint. This descrip-
tion is not intended to teach you to operate the
Mimeograph; as indicated previously, you should
learn its operation from an instructor. The
intention of the following two paragraphs is
merely to give you a rudimentary acquaintance
with the parts and their names.

"PARTS AND OPERATIONS.—Figure 3-2 il-
lustrates in simplified form the parts and
operating principle of the mimeograph. At the
top of the picture is the stencil (A) which is
prepared on the typewriter. Artwork is drawn
on stencils with a hand stylus. The typewriter

or the stylus cuts the stencil so that ink passes .

through in operation.

The cylinder of the Mimeograph is repre-
sented at B. Before beginning operation, ink is
poured into this cylinder through an opening

STENCIL =t

INK ———

IMPRESSION
ROLLER

FINISHED COPIES
////////3

6.4
Figure 3-2.—The Mimeograph principle.
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oint C).  The stencil is attached to the
circumference of the cylinder (D), which then
s revolved. Below the cylinder is a roller
(E)s which revolves in the opposite direction
jrom the cylinder. Paper from a stack (F)
;s aligned and fed into the machine one sheet
at a time by the retainer and feed mechanisms.
As the paper moves between the roller and the
cylinder, it momentarily comes in contact with
the stencil, and receives the impression from
the ink that flows through the stencil openings
from within the cylinder. :

CARE OF MIMEOGRAPH.—A mimeograph
must receive several items of regular care to
gtay in good working order. The following
directions constitute the minimum,

e Correct idle position: When the Mime-
ograph is idle, the cylinder should be left with
the ink pad side up.

¢ Removing line: For removing lint
from the Mimeograph, use a long-handled brush
with soft bristles. Cleaning should be done
regularly and frequently.

e Cleaning rolls: Retainer andfeedrolls
should be washed about once a week in clear,
lukewarm water. Using a clean, damp cloth,
wipe gently until the pad is clean. Do not
immerse pads in water,

e Worn pads: The retainer pad and the
feed pad can be removed and reversed if they
appear worn. Whether it shows wear or not,
the feed pad should be reversed each time it
is cleaned.

¢ Cleaning impression roller: Wash the
impression roller regularly with a cloth
dampened with a solution of soap and water.
Other fluids may cause damage. Never im-
merse the roller in water. Dust with talcum
after washing,

e Care of ink pad: When the machine is
not in use, cover the ink padofthe cylinder with
two thicknesses of mimeograph paper, and cover
all with a stencil backing sheet. The paper
absorbs the excess ink; the backing sheet keeps
out dust and air. When the machine is not in
operation, the cylinder should not be rotated.
To do so causes air movement that dries the
ink pad, Stowing the machine with the brake
locked and the cover in place helps remove the
temptation to turn the cylinder.

e Inking the pad: Operate the ink dis-
tributor regularly and frequently during runs.
This procedure induces more even distribution
of ink and cleaner impressions.
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o Location of Mimeograph: Machines
should not be located in direct sunlight or too
near a radiator. Heat tends to cause ink
leakage.

o Leveling Mimeograph: Care shouldbe
exercised to keep the Mimeograph level. Other-
wise, the ink may leak or the copy may be weak
on one side of the sheet.

MESSAGE FILES

Every message handled by a ship or station
is placed in one or more files. Some files are
maintained by all ships and stations. Othersare
optional, and are maintained only to fill the
need of a particular ship or station.

Table 3-1 summarizes the types of commonly
used message files. Those marked with an
asterisk (*) are required of all ships and
stations; the rest are optional. Abriefexplana-
tion of each type of file is presented in the
remainder of this section of the chapter.

COMMUNICATION CENTER AND
CRYPTOCENTER FILES

The communication center file contains a
copy of every message addressed to or originated
by the command. Whether the messages were
sent plain or encrypted, or by radio, visual, mail,
or other means, all are filed together in DTG
order. Classified messages are filed in either
of two ways: in encrypted form, or by dummy
or filler. A dummy or filler is a form showing
only the heading of the message. The communi-
cation center file may be subdivided into in-
coming and outgoing sections.

Plain language translations of classified
messages are stowed in the crytocenter file.
Top Secret messages are stowed separately.
Messages of other classifications usually are
filed together.

If you do not know the file location of a
message you need, check the communication
center file. If the message is unclassified, you
will find it there. If the message is classified,
you will discover an encrypted or dummy
version, indicating that the message is in the
cryptocenter file,

Messages in the communication center and
cryptocenter files bear the signaturesor initials
of the drafter, releasing officer, communication
watch officer, operator, person(s) to whom the
message was routed, and such other information
as may be required by the local command.
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Table 3-1.—Summary of Message Files

File Contents Disposition
*Communication A copy of every message addressedtoor Messages incident to distressor
center file, originated by the command. Filed disaster: destroy when 3 years
chronologically by DTG. Classified old.
messages are filed by encrypted Messages involved in any claim
version, or by filler or dummy. or complaint: destroy when 2
years old, or when complaint
or claim is settled, if earlier.
Messages of historical or con-
tinuing interest: retain,
All other messages: destroy
when 1 year old.
*Cryptocenter The edited plain language version of Same as communication center

file.

each classified message addressed to
or originated by the command. Filed by
DTG. This file may be subdivided as
necessary, in order to comply with
stowage requirements for classified
matter. In effect, the cryptocenter file
is the classified version of the com-
munication center file.

. file.

*Radio station
file.

Radio circuit copy of each message
received, addressed to transmitted, or
relayed by radio. Filed in DTG order.

Destroy when 6 months old.

*Visual station
file.

Copy of each message received, ad-
dressed to, transmitted, or relayed by
visual means.

Destroy when 6 months old.

*General message
file.

A copy of each general message ad-
dressed to the command, segregated
by type (ALNAVS, ALCOMs, NAVOPs,
etc.). Filed according to serial
numbers.

Destroy when canceled or
superseded.

*Broadcast file,

Messages received by broadcast method.

For shipsover 1000 tons,destroy
when 2 months old.

For ships 1000 tons or under,
destroy when 1 month old.

Tickler file,

Messages awaiting reply or acknowl-
edgment.

Reply or acknowledgment is sent
or received.

‘‘Rough’’ file.

Originator’s rough drafts.

Destroy with regular file copy.

Press file.

Copy of daily press, as distributed.

Destroy when no longer of inter-
est.

Awaiting signature
file,

Messages awaiting signature by
one or more information
officers.

When signed for, give to in-
formation officer.

Box or 24-hour
file,

Messages received since previous
midnight (GMT), -

Place in regular files.
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For convenience of stowage, filing, and
referencing, the communication center file may
pe combined with the station files.

STATION FILES

The radio station file contains copies of
messages handled by the command via radio. It
includes a copy of each nontactical message
received, transmitted, or relayed by the radio
facilities of the ship or station. The copies must
pear the operators’ servicing endorsements.
They are filed in chronological order by DTG,
and the file may be combined with the communi-
cation center file.

The visual station file is a chronological

_record of all nontactical traffic handled by the

command by visual means. It is identical in
purpose and description to the radio station
file. Communication center personnel do not
maintain the visual station file—it is kept by
Signalmen.

GENERAL MESSAGE FILE

The general message file is a record of all
general messages addressed to the command.
Normally, the file is subdivided by type of
general message, and each type is filed in
serial number order. (Types of general mes-
sages are discussed in chapter 8.)

General message files are given the security
classification of the highest classified message
contained in the files. For convenience of
access and stowage, the files may be segregated
by security classification, with appropriate
cross-references, and the classified portion
filed in the cryptocenter or other secure space.

BROADCAST FILE

Ships copying broadcasts are required to have
complete broadcast files. Messages actually
addressed to the ship are written up 6n message
books for local delivery; after processing, copies
are placed in the communication center and
radio station files. As they are received on the
broadcast, the messages are filed in serial
number order in the broadcast file. The
broadcast file usually is maintained on a monthly
basgis because the serial numbers run consecu-
tively and start with number 1 the first day of
each month.

When your ship moves from one broadcast
area to another, it shifts the broadcast guard

accordingly. As a result, more than one broad-
cast is guarded during the month. A notation is
made in the file showing the station from which
each broadcast was received, along with the
inclusive serial numbers of messages from each
station,

Larger ships (over 1000 tons) are required
to keep the broadcast file for 2 months. Ships
under 1000 tons, such as most classes of mine-
sweepers, net layers, auxiliary ocean tugs,
submarine chasers, and patrol craft, are author-
ized to destory broadcast files when 1 monthold.
The reason is because of extremely limited
storage space aboard these small craft.

TICKLER FILE

The tickler is a temporary file of copies of
messages requiring a reply. It usually is kept
on a clipboard near the CWO desk.

Assume that your ship justreceived aBuMed
message bearing DTG 081704Z. It reads:
REPT QUANTITY PLASMA ABOARD IN EX-
CESS NORMAL REQUIREMENTS NEXT THREE
MONTHS.

The BuMed message is routed to the medical
officer for action, and a copy (flimsy) goes into
the incoming section of the tickler file. When
the medical officer prepares a reply, the tickler
copy is removed.

If the ship sends a message requiring a reply
from another command, a copy goes into the
outgoing section of the tickler, and is removed
when the reply is received. If the message
requires replies from several addressees, the
outgoing section of the tickler reveals who has
or has not answered.

ROUGH FILE

Sometimes the drafter of a message says
something different from what he meant to say,
or leaves out a thought he meant to put in. The
rough file which consists of originators’ rough
drafts, is the communicator’s evidence if an
originator believes his message did not go out
as he wrote it. Some ships file these copies
separately; others staple them to smooth copies
in one of the permanent files.

At most shore communication centers, the
originator’s rough draft never enters the shack.
Clerical personnel in the originator’s office
smooth-type outgoing messages and deliver them
to the message center properly released and
ready to go.
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PRESS FILE

Aboard ship, an important source of news is
press broadcasts. Press material is copied by
CW or RATT, then is duplicated and distributed
throughout the ship. One copy is placed in the
press file to be retained until no longer timely.
One of the commanding officer’s responsibilities
is to keep himself informed of current events,
with particular emphasis on the international
situation and on happenings in countries the ship
is scheduled to visit. For this reason, a duplicate
press file sometimes is maintained for the
captain’s use.

Press news transmitted on the general broad-
casts is purchased by the Navy from the press
associations with the provision that it willnotbe
placed in competition with normal newspaper
outlets and commercial subscribers. Where
disclosure to unauthorized persons is a pos-
sibility, particularly at shore activities outside
the United States, all copies of press should be
marked: ‘‘FOR OFFICIAL USE ONLY.
DESTROY AFTER IT HAS SERVED ITS PUR-
POSE. THIS PRESS MUST NOT FALL INTO
UNAUTHORIZED HANDS,”’

AWAITING SIGNATURE FILE

Information officersusually donotneed to see
a message as promptly as the action officer. If
an information officer is asleep or ashore, his
copy is placed in the awaiting signature file, to
be signed for when he awakens or returns. The
file is kept near the CWO desk or on the mes-
senger’s clipboard.

BOX OR 24-HOUR FILE

For convenience in locating current traffic,
many message centers keep a box file for
temporary stowage of messages (fig. 3-3).
The box has 24 pigeonholes, each numbered by
the hour. Copies of all messages received are
stowed temporarily in the appropriate pigeon-
hole by DTG. A message with DTG 132146Z, for
instance, goes in the 21 slot. Messages are
cleared from the box file each day and are filed
permanently., If justified by the amount of
traffic, separate boxes may be maintained for
incoming and outgoing messages.

DISPOSAL OF FILES

Stowage space often is a problem, both
aghore and afloat. The larger shore

Figure 3-3.—Box or 24-hour file.

communication centers solve the problem of
stowage space for message files by reproducing
the files on microfilm. Aboard ship, stowage
space for message files nearly always is
inadequate. Inasmuch as there rarelyisoccasion
to refer to a message more than a few weeks
old, SecNavInst P5215.5 authorizes destruction
of sections of the files after a certain period
of time elapses.

Except for messages pertaining to distress
and those of legal or historical interest, the
communication center and cryptocenter files
are destroyed after 1 year, as indicated in
table 3-1. About the first of July, for example,
the files for June of the previous year are
destroyed. Methods of destruction, such as
burning and pulping, are described in chapter 7.

The radio station file is destroyed after 6
months.

General messages must be retained until
they are canceled or superseded. Certain
general messages (ALNAV, ALNAVSTA,
ALSTACON, ALSTAOUT, NAVACT, and NAVOP)
are incorporated into the Navy Directives System
and are canceled by a superseding message,
by a cancellation date indicated in the message
text, or automatically after 90 days. Other
general messages are incorporated into
Registered Publications Memoranda (RPM) and
Communications Security Publication Memo-
randa (CSPM) and are considered canceled when
thus published. General messages not in-
corporated into RPM, CSPM, or the Navy
Directives System, and which remain effective
at the end of the year, are listed as effective in
the first general message of that series for the
new calendar year,

COMMUNICATION LOGS

A communication log is a continuous record
of all events that take place on a communication
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pet. Four kinds of communication logs are kept

operators: radiotelegraph, teletypewriter,
radiotelephone, and visual. Of these, the
Communications Yeoman is directly concerned
with logs for radiotelephone and teletypewriter.
The visual log, however, is the responsibility
of Signalmen.

It is never permissible to erase an entry in
any communication log. A necessary change
must be made by drawing a single line or by
typing slant marks through the original entry
and indicating the changed version next to the
original entry. Any operator who makes a
change must initial it. A log should be kept as
neat as possible. It is essential that it be
complete and accurate.

RADIOTELEGRAPH LOGS

Of the four types of radio watches (see
chapter 9 for a discussion of watches), three
of them—guard, cover, and copy—require com-
plete logs. A complete radiotelegraph log
must show the following information;

1. All transmissions heard, regardless of
origin or completeness, whether ad-
dressed to the receiving station or not.
Times of opening and closing the station.
Causes of delay on the net or circuit.
Adjustments and changes of frequency.
Any wunusual happenings, such as pro-
cedure and security violations.
Occasions of harmful interference. (When
occuring, a report must be forwarded to
CNO.)

If the message is addressed to, or is to be
relayed by, the receiving station, it must be
written in full on a message blank. A good
operator always types directly onto the message
blank as the transmission is received. After
typing the time of receipt (TOR), he removes the
message blank from the typewriter and enters
sufficient details in the log to identify the
message. Normally, he logs the complete head-
ing, followed by the notation ‘‘See files.”’ If
necessary to write the transmission on a mes-
lsage blank, it must be written out fully in the
og.

When opening a net, or when starting a new
day’s log, the operator writes or types his
name in the log. He signs the log when he is
relieved and when he secures the net. This
Procedure is repeated at every change of the
Wwatch.

o o o

S

An entry must be made in the radiotelegraph
log at least every 5 minutes. Ifthe net is quiet,
the operator logs ‘“No signals.’”” If the operator
is too busy to log an entry every 5 minutes, he
may enter the essential data later, indicating
inclusive times. Figure 3-4 shows how a
radiotelegraph log should appear.

Radiotelegraph logs are destroyed after 6
months, except when they relate to distress or
disaster. Then, they must be kept for 3 years.
If the logs are of historical or continuing
interest, they must be retained indefinitely.

RADIOTELETYPEWRITER LOGS

The radioteletypewriter log may consist
either of page copy or perforated tape. Page
copy may be wound on a continuous roll, or it
can be cut into pages for insertion into a more
accessible file. Perforated tape is wound on a
reel. Because of the necessity for unwinding
and rewinding the reel each time there is a
need to search for a transmission, however,
the reel type of log is inconvenient for refer-
ence.

Some stations are equipped with automatic
timeclocks, which stamp the time on perforated
tape and page copies of messages. At stations
not equipped with automatic timeclocks, the
operator must enter the time on incoming tapes
or page copy at least oance every 30 minutes.

The disposal schedule for radioteletype-
writer logs is the same as for radiotelegraph
logs for all stations except tape relay stations.
Relay stations are authorized to destroy monitor
tapes or page copies of incoming messages after
24 hours. Relay monitor reels or page copies
of outgoing messages are retained for 60 days.

RADIOTELEPHONE LOGS

Aboard ship you are likely to discover that
men in certain other ratings do more radio-
telephone operating than do communication per-
sonnel. Radarmen in CIC, for example, control
most of the shipboard radiotelephone circuits.
Operation of the radiotelephone is also one of
the qualifications for Signalmen and Quarter-
masters, because some radiotelephone circuits
are controlled from the bridge. In addition to
Radarmen, Signalmen, and Quartermasters, the
OOD and the commanding officer send and
receive messages by radiotelephone.
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Ra
RADIO LOG ' ‘ ‘ a4 i
OPNAYV FORM 2810-1 {Rev. 11-58)Recorder from FPSO Cog. "I Stock r: aII

ACTIVITY OPERATOR CREW CIRCUIT FREQUENCY R force
USS ENTERPRISE W.E. SELLERS RM2{ 3 27 3319 KC are t

TIME TRANSMISSION quire(

E the T

1245 NO S1GNALS - ic
1258 W.E. SELLERS, RM2 OFF TO M.L. HAMILTON, RM3. RCVR CHECKED 1 munl

WITH FREQ METER. NO TRAFFIC ON HAND. : by P!
W E ' | Teom
. . Yeom

1254 NFFN NHDY NNQN DE NIQM K

NIQM DE NFFN K Lok
NIQM DE NHDY K - 8-0.
NIQM DE NNQN K ' R:
NFFN NHDY NNQN DE NIQM = R - 131229Z - FM YONA - TO NFFN gener
NNQN - INFO NHDY GR18 BT (SEE FILES) ; Often
1258 | NIQM DE NFFN R AR : rapid
NIGM DE NHDY R AR - omp

NNQN DE NIQM  INT R K . : .

DE NNQN  AS : time
DE NNQN  IMI WA SUBMIT K i prow
DE NIQM WA SUBMIT - EARLPRADATE K i  be c
1368 | NIQM DE NNQN R AR Don’t

1305 NO SIGNALS

1319 NO SIGNALS k Use 1
1313 | NNQN DE NHDY K : shor
NHDY DE NNQN K | meet

NNQN DE NHDY = T - OJUNN = P - 1313@8Z - FM NHDY - TO OUWN - - able.

INFO NBUV NGTA GR44 BT R

36155 INDIA MIKE NOVEMBER ALFA JULIETT OYIBM  radic

OJCVH USGR!I HXRON YIGVL QOOGY STTHU TGKNV 1
HUCHN NEIKE WQYYO QPEAX HXICJ AYPMZ JACIM ! teleg
LEZSO CVDAE SXBLW ETSVO PQBHC UEBTBN GYFHJ :

PEVDF IAKMB VAPD! XCIRU SVJXN SNLVI JNIUL

KNCMF BAWXH KFWJR UZPDE RQYNV OEUC! FHADL :

XKCEW 36155 BT K : C

1319 NHDY DE NNQN  INT 22 - LEZSO K \ o0
NNQN DE NHDY C K : pr
132¢ | NHDY DE NNQN R AR . Eacl
1325 NO SIGNALS : what
1338 NO SIGNALS The:
1335 NO SIGNALS part
1342 NO SIGNALS ad
1342 TTTTTTTTT (AA TUNING XMTR) af
1347 | NO SIGNALS hanc
1348 NFFN DE NNQN K
NNQN DE NFFN K MES
NFFN DE NNQN - O - 131347Z GR14 BT
UNCLAS CARQUAL PLAN CHANGED AS FOLLOWS. 18 A/C
OVERHEAD 131445Z. 1 A/C OVERHEAD 13153¢Z : .
BT K Sagt
1350 NNGN DE NFFN R AR incc
1355 NO SIGNALS on
blar
DATE PAGE NO. aIld
13 NOV 63 7 ‘be
sta
car
is :
36.16 flin
Figure 3-4.—Radiotelegraph log. cen
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Radiotelephone circuits manned on the bridge

4 in CIC, such as the maneuvering, task
force command, and combat information nets,
re tactical circuits. Complete logs are re-
auired on these circuits. For various reasons,
gle logs differ from those kept in the com-
munication center in that entries are recorded,
by pencil, in ledger-type logbooks. Logs
aintained by Radiomen or Communications
yeomen are typewritten on the standard Radio
Log (OpNav Form 2810-1) shown in figure

3 5R:a,diotelephone logs must meet the same
general requirements as radiotelegraph logs.
Often, however, messages are dictated at a
rapid pace, and shortcuts are necessary if a
complete log is to be maintained. You save
time by logging equivalent prosigns for the
prowords. Thus, EXECUTE TO FOLLOW can
pe copied as IX, BREAK as BT, and so on.
Don’t spell out numbers; record them as figures.
Use commonly understood abbreviations. Such
shortcuts are acceptable as long as your log
meets one simple test: It must be understand-
able.

Retention and disposal requirements of
radiotelephone logs are the same as for radio-
telegraph logs.

MESSAGE HANDLING

Commands vary widely in message-handling
procedures and systems of internal routing.
Each has individual requirements concerning
what should be shown on message forms.
These requirements meet the demands of a
particular command; they must be understood,
adapted to, and employed for effective message
handling,

MESSAGE BLANKS

At most shore communication centers, mes-
Sage blanks are used only for outgoing messages;
incoming messages are run off on plain paper
on duplicating machines. At sea, message
blanks normally are utilized for both incoming
and outgoing messages.

. Message blanks actually are message
‘books,’’ each book consisting of a cover and a
standard number of flimsies, with sheets of
carbon paper inserted. The original (cover)
18 initialed or signed by recipients of message
flimsies. It is retained in the communication
center file after distribution is completed.
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Figure 3-6 shows two typical message forms.
The larger of the two, marked UNCLASSIFIED
at the bottom, also is available preprinted with
Confidential, Secret, and Top Secret security
classifications. The short message blank isthe
one used most frequently aboard ship. It can
serve for both incoming and outgoing messages
of any classification. The following discussion
concerns the short form.

The upper spaces of the naval message blank
are for the security classification, the name of
the drafter (for outgoing messages only), pre-
cedence, date-time group, and message number
(for internal logging). These blocks are fol-
lowed by spaces for the originator and ad-
dressees. About half of the form is left clear for
typing the text. Across the bottom are spaces
for the releasing officer’s signature (for out-
going messages), the time of receipt (if the
message is incoming), time of delivery (if
outgoing), followed by a block for initialing by
the CWO and another for the watch officer or
internal router. The day, month, and year are
typed in the date block, and the DTGis repeated
in the lower right corner. This location of the
DTG is a timesaver when filing messages or
when looking for a particular message in the
files. Space for an additional marking of the
security classification is provided at the bottom
of the message blank.

The row of numbered blocks across the
bottom is utilized for internal routing (distribu-
tion) of the message. The commanding officer
and executive officer always receive blocks 1
and 2 respectively; the rest are assigned ac-
cording to the needs of the command, Following
is a typical shipboard assignment of the num-
bered blocks. Notice that assignment is made
by functional title instead of by name.

1. Commanding officer;

2. Executive officer;

3. Operations officer;

4, Communication officer;
5. CIC officer;

6. Navigator;

7. Weapons officer;

8. Engineer officer;

9. Meteorological officer;

10. Supply officer;

11. Disbursing officer;

12. Medical officer;

13. Dental officer;

14. First lieutenant;

15. Damage control assistant;

16. Chaplain;
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RADIO LOG ‘ .

OPNAYV FORM 2810-1 (Rev. 11-58)Recorder from FPSO Cog. 1" Stock

ACTIVITY CREW CIRCUIT FREQUENCY
2272

OPERATOR
USS LONG BEACH J.V. PRESTIL, RM3 1 18 KC

TIME TRANSMISSION

1509 SET WATCH--ASSUMED NET CONTROL

SHOEBLACK THIS IS GIRLCRAZY THIS IS A DIRECTED NET
OF WHAT PRECEDENCE AND FOR
WHOM ARE YOUR MESSAGES OVER

THIS 1S HAYSTACK NO TRAFFI1C OVER
THIS IS SNOWCAP 1 P FOR YOU OVER
THIS IS WESTWIND 1 R FOR HAYSTACK OVER
SUNSHINE SUNSHINE THIS IS GIRLCRAZY GIRLCRAZY OVER
THIS 1S SUNSHINE NO TRAFFIC OVER
1502 SHOEBLACK THIS 1S GIRLCRAZY ROGER SNOWCAP SEND YOUR MSG OVER
GIRLCRAZY THIS IS SNOWCAP MSG FOLLOWS P TIME @71455Z

FM SNOWCAP TO GIRLCRAZY INFO
BEEEHNUT GROUPS 15 BT

: ‘ (SEE FILES)
15¢6 THIS 1S GIRLCRAZY ROGER OUT
WESTWIND THIS IS GIRLCRAZY SEND YOUR MSG OUT
HAYSTACK THIS IS WESTWIND R TIME g71452Z GROUPS S BT

REPORT SHACKLE (DPQ RNZT ;
UNSHACKLE BT OVER :
15¢8 THIS 1S HAYSTACK ROGER OUT

1513 NO SIGNALS

1518 NO SIGNALS

1523 NO SIGNALS

1528 NO SIGNALS
1539 J.V. PRESTIL, RM3 OFF TO W. A. SCRUGGS, RMSN--ONE RUTINE ON HAND FOR

SNOWCAP. @
1531 SNOWCAP THIS 1S GIRLCRAZY R TIME @7153@Z FM GIRLCRAZY
TO SNOWCAP GROUPS 18 BT
(SEE FILES)
THIS 1S SNOWCAP SAY AGAIN WA AT OVER
THIS IS GIRLCRAZY | SAY AGAIN WA AT 183@Z OVER
1534 THIS 1S SNOWCAP ROGER OUT
1539 NO SIGNALS
1544 NO SIGNALS
1549 NO SIGNALS
1551 GIRLCRAZY THIS S SNOWCAP OVER
THIS IS GIRLCRAZY OVER
GIRLCRAZY THIS IS SNOWCAP BT UNCLAS YOUR @71530Z AFFIRMATIVE
BT TIME 155¢Z OVER
1552 THIS 1S GIRLCRAZY ROGER OUT
1557 NO SIGNALS
1692 NO SIGNALS
1607 NO SIGNALS
1612 NO SIGNALS
1617 NO SIGNALS
DATE PAGE NO.

7 DEC 63 1

36.16
Figure 3-5.—Radiotelephone log.
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Déreneer

INFQ.

NAVAL MESSABE tswom romy SECURITY CLASSIFICATION

OPNAY FORM 2110.29 (1058)
4 Reorder from FPSO Cog. “T” Swck Point
¥ DRAFTED BY PRECEDENCE DATE/TIME GROUP MESSAGE NR
§

FROM:

TOY

INFO:

rerm—— RELEASE TOR TOD cwo wo DATE

‘SYR'BUTION

2

BDATE "/ME GROUP

SECURITY CLASSIFICATION

36.16 31.47
Figure 3-6.—Two typical message blank forms.
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17, Custodian (RPS or TPL);
18. Electronics officer;

19. Main propulsion assistant;
20. Fire control officer;

21. Postal officer;

22, Ship’s secretary;

23. Command duty officer;

24, Officer of the desk.

INCOMING MESSAGES

All CW, RATT, and FAX traffic addressed
to your ship is processed through the message
center. Except for tactical signals that must
be executed within a few minutes, visual and
radiotelephone messages are handled in a
similar manner. Typically, an incoming mes-
sage is processed according to the following
steps:

1. On arrival of the message inthe message
center, the CWO or one of his assistants trans-
lates the call signs and address groups in the
heading. The CWO checks the message, logsit,
signifies action and information officers, and
gives it to the communication clerk, who makes
a smooth original and as many copies as are
required. The original and all copies then
are passed back to the CWO.

2. The CWO checks the message again and
gives it to the messenger, retaining at least
one copy until completion of delivery.

3. The messenger delivers the traffic to
the action officer, then to the information
officers. They receipt by initialing the original
of the copies typed by the communication clerk.
The captain, executive officer, and communica-
tion officer receive copies of all messages,
and for this reason often maintain file boards on
which their copies are placed. On large ships
the orderlies of the captain and executive officer
sign for the messages and make delivery to
these officers,
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4. After distributing all copies andobtaining
initials, the ‘messenger returns the completely
initialed original to the message center. There
the CWO checks it for completeness of delivery,

This master copy becomes a permanent part of

the communication center file, The circuit
copy is placed in the radio station file.

Internal Routing Afloat

Although the captain has the overall respon-
sibility for taking any action required by a
message, he seldom is indicated as the action
officer. Customarily, a message is routed for
action to the department head who has direct
responsibility for the subject matter of the
message. The captain (or the executive officer),
receiving a copy of all messages, then ensures
that the action officer takes the requiredaction,

A message is routed for information to
officers who have an indirect interest in its
subject matter.

Call signs and address groups in the heading
of a message do not indicate who aboard is to
receive the message either for action or for
information., The CWO must read the text
and decide who is principally responsible and
who is officially interested. Some incoming
messages are borderline cases; that is, more
than one department must take some kind of
action. The CWO must decide upon the one
action officer, keeping in mind that the officer
with the GREATER interest in the subject
matter is routed action,

It is important to make the proper number
of copies of amessage. Anunderrouted message
may result in delay and the inconvenience of
making additional copies. The other extreme—
preparing a copy for everyone who might have
even a remote interest in the message—is just
as bad; it would take too much time and often
would circulate classified information too
widely.

1C

1



Chapter 3—GENERAL OFFICE PRACTICES

3 /
2;?;?25 An example of internal routing afloat may be helpful. Refer to the incoming message shown in
- ke 1 Y9.%44 3 1324 3 3 .
. There sigure 3- 7. The routing (¢“A’’ for action, ‘Y’ for information) is as follows:
lelivery,
t part of : . .
circuit 13/10’0}_ Assigned to Routing Explanation
1 Commanding ~=«==-- I--w=wm Receives all messages. Responsible for everything that goes
officer on in his command and, therefore, necessarily mustbe in-
respon- formed of everything.
d by a
e action 2 Executive ~-------- I----- Receives all messages. In charge of administering the ship,
uted for officer hence must also be informed of all pertinent occurrences.
3 direct
of the 3 Operations-«--cwea- A-cen- Acts in matters relating to the ability of the ship to carry out
fficer), officer her agsigned mission.
;msures |
laction. - 4 Communication----= J === Receives all messages for two reasons; to check for errors,
tion to officer and to be informed if questions arise.
t in its
6 Navigator«-cecee--- | QP Plots storms and gales; mustdetermine bearing and distance
1eading of ship from gale; plots diversionary route, if necessary.
rd is to
or for 7 Weapons ~-=-=cecan-= I ceem Must see that exposed ordnance equipment is covered
1e text officer properly.
sle and
coming 8 Engineer ---------- I--—-- Responsible for damage control and ship’s stability. Must
, more officer ballast as necessary and be prepared to strike topside
<ind of | weights below; must take precautions against water damage
he.one to engineroom power panels; must see that shaft alleys,
officer workshops, and storerooms are ready for heavy weather,
subject
9 Meteorological ----- e Receives all messages concerning weather. Must advise
umber ; officer command in matters relating to his specialty: anticipated
assage storm track, probable state of sea, and the like.
nce of
eme— 10 Supply --===mcecceaa- I-aeum Must see that galley, messhalls, storerooms, and other
t have officer spaces assigned his division are rigged for heavy weather;
is just may have to revise his menus to provide food that can be
1 often served during periods of high seas.
1 too
12 Medical ~==-wcac---- I----- Must see that bedridden patients are subjected to a minimum
officer of discomfort caused by roll and pitch of the ship, and that
the sick bay, medical storerooms, and other spaces are
secure from heavy weather damage.
14 First -—cceecceeaaa- ) T Must see that ground tackle is secured, if not required; that
lieutenant rafts, boats, and other gear on the weather decks are
secure from damage.
24 OOD --recemmecceem (R Responsible for safety of the ship duringperiod of his watch.

(A message routed ¢“OOD’”’ is seen by all OODs.)
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NAVAL MESSAGE (som roms

OPNAV FORM 2110-29 [10-58)
Reurder from FPSO Cog. “1” Stock Points

SECURITY CLASSIFICATION

UNCLASSIFIED

DRAFTED BY

PRECEDENCE

IMMEDIATE

OATE/TIME GROUP MESSAGE NR.

Lgug3z 31

FROM:

FLEAWEACEN WASHDC

TO:

ALL SHIPS COPYING THIS BROADCAST

INFO 3

COMEASTSEAFRON / FLEWEAFAC NORVA / FLT HURRICANE FCSTFAC MIAMI

UNCLAS

THIRTY FIVE KNOTS

1184@@#7 GALE WARNING, BETWEEN FORTY TWO AND FORTY FIVE NORTH FROM

THIRTY FIVE WEST TO EUROPEAN COAST. WIND WESTERLY TWENTY FIVE TO

WR NR3365 WU/JN
RELEASE TOR TOD CwoO 'O‘-l wOo DATE
11/¢1177 11 OCT 64
1 H 3 L} § ] 7 L} ] " n 12 13 1] 1] " 1 1 " 2 a 2 - ] DATE/TIME GROUP
I{I|AlI I|I|1I|1!X I I 1| 118483z

SECURITY CLASSIFICATION

UNCLASSIFIED

31.47

Figure 3-7.—Incoming message.

Final responsibility for routing rests with
the CWO, even though an enlisted assistant
performs the work, Some CWOs do the routing
themselves, using a Radioman or Communica-
tions Yeoman mainly for clerical assistance.
Others delegate the work of routing, but check
its accuracy before delivery is made. At
small stations, both ashore and afloat, it is
-not unusual for a Radioman First or Chief to
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act as CWO and to assume responsibility not
only for routing but also for supervising the
watch.

Internal Routing Ashore
The principles of internal routing are practi-

cally the same everywhere, but r9uting at a
shore station often presents difficulties because
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of traffic volume and the number and diversity
of activities the station may serve. For some
activities, the station may not route at all, but
only make delivery in accordance with address
groups. Actual routing to action and informa-
tion officers in such an instance is a function
of the addressee. For other activities the
gtation makes internal routing; but the mes-
sages usually go to offices, divisions, or sec-
tions-—not to individuals—for action and infor-

-mation.

In addition to the action/information internal
routing commonly used everywhere, another
routing symbol, COGNIZANCE (abbreviated
COG), is in use at many of the large shore
message centers. It is used instead of action
routing on messages addressed to the command
for information. The purpose of routing for
COG is simply to prevent routing for action
when the message is not addressed to the
command for action. The office thathasprimary
cognizance over the subject matter contained
in the message is routed COG. Itis responsible
for taking any action that may be required within
the command, including checking to see that the
CWO routing for information includes distribu-
tion of copies to other activities that might
need the information.

Many stations, especially the larger ones,
maintain a routing file based on subject matter
of messages. The file consists of cards
showing the activities interested in each subject
for action and for information.

Messengers from each activity make geveral
trips daily to the communication center to pick
up their activity’s incoming traffic and to deliver
outgoing messages for transmittal. Delivery to
some activities may be made by direct teletype~
writer drop instead of by messenger.

OUTGOING MESSAGES

Typically, an outgoing message isprocessed
according to these steps:

1, After determining that a message is
necessary, the drafter prepares it, assigns
appropriate classification and precedence, and
sends it to the releasing officer.

2. The releasing officer checksthe message
for content, precedence, classification, brevity,
and clarity, making any changes he see fit. If
he thinks the message unnecessary, or that it
can go by slower means, he returns it to the

drafter. Ifhe approvesthe message, or approves
it with changes, he signs it and sends it to the
message center.

3. As soon as the message arrives in the
message center, the time of file (TOF) is
stamped or penciled on it. The CWO then logs
the message in the outgoing message log, which
contains the same general type of information
as the incoming message log. The CWO
determines that all addressees hold copies of
any referenced messages listed in the message
being processed, or that the references are
marked with the abbreviation NOTAL, whichthe
originator uses to indicate that the referenced
messages are ‘‘not to, nor needed by, all
addressees.’” The CWO also must ascertain
that the classification of the message isin accord
with the requirements for unclassified refer-
ences to clagsified messages. Primarily, these
checks are the responsibility of the message
drafter, but they are doublechecked by the CWO
or one of his agsistants.

4, The originator’s draft is given to the
communication clerk, who makesfile and routing
copies. On some ships, the originator indicates
internal routing for an outgoing message. On
others, the CWO performs this duty and routes
an outgoing message just as he would an in-
coming message.

5. If the message is classified, the CWO
prepares it for encryption and sends it into
the cryptocenter. The encrypted version is
passed back to the CWO, who drafts a heading,
places it on the encrypted copy, and sends it
to the watch supervisor in the radio room for
transmigsion. I the message is unclassified,
it is unnecessary of course, to route it through
the cryptocenter.

6. In the radio room the message is placed
on the air. The time of delivery, accepting
station, frequency, and operator’s sign are noted
on the face of the form, and the message is
returned temporarily to the message center
for completion of the CWO outgoing message
log.

7. The originator’s draft goes into the
rough file. The original encrypted copy, if any,
goes to the radio supervisor for the radio
station files. A filler, dummy, or encrypted
copy goes into the communication center file.
A plain language copy goes in the proper section
of the cryptocenter file. If the message is plain
language, a copy goes in the radio station file,
as before, and another in the communication
center file,
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Releasing Signature

Before you accept any outgoing message for
transmission, be certain that it is properly
released. You will find the signature of the
releasing officer on the face of the message.
Aboard ship the authority to release messages
is vested in the commanding officer, but for
sake of convenience the authority often is dele-
gated. Followingisatypicallarge ship releasing
arrangement,

1. Captain and executive officer:

lease any message.

2. Meteorological officer:
routine weather reports.

3. Navigator: May release routine position
reports.

4. OOD: May release visual and radio-
telephone messages concerning opera-
tions.

5. Communication officer: May release
service and class E (personal) messages.

Shore  stations maintain a signature file of
releasing officers. This file isusedin much the
same way as abank’s signature file of depositors.
Each local command or activity served by the
station submits a signature card for every
officer authorized to release messages. Besides
signatures, the cards also carry information

May re-

May release
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regarding any limitations on the officer’s re-
leasing authority. An officer may, for example,
be authorized to release messages to shore
activities, but not those addressed to forces
afloat. When an outgoing message is received
over the counter, the releasing officer’s sig-
nature is compared with that on his card. I
he is authorized to release messages of that
type and classification, the message is accepted.

REFERENCES

Many messages refer directly to a previous
incoming or outgoing message. It saves bother
for everyone if half a dozen officers do not
need to telephone the message center to have
earlier references taken from the filesand read
to them. Accordingly, if there is areference in
an - incoming message, look up the referenced
message and show identifying extracts across
the face of the routed copies. The same
applies to outgoings. It is unnecessary to copy
the reference in its entirety, but guote enough
so that action and information officers get the
gist of it. There are two additional reasons
why you must check references in outgoing
messages. First, checking references assures
accuracy. Second, it is a security measure;
unclassified replies to certain types of classified
messages are forbidden.
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CHAPTER 4

PUNCTUATION, CAPITALIZATION, AND ABBREVIATIONS

A Communications Yeoman needs to be well
grounded in the fundamentals of English
composition—such matters as spelling, punctua-
tion, capitalization, and abbreviations. In all

' probability, you will be required to type corres-

pondence and reports or fill out forms. Brush
up on your English so that you will not be con-
stantly correcting your work.

Good English is something you cannot acquire
simply by reading about it. You probably have
studied elsewhere most of the rulesin this chap-
ter. How well you apply them is more important.
The rules are provided here to refresh your
memory and help you improve the quality of ma-
terial you turn out. To assist you further, ap-
pendix II contains a list of words you should be
able to spell. They are words in common use.
Many of them present spelling problems, so they
deserve your careful study.

This textbook does not deal with the rules of
grammar nor the general principles of good
English word usage. Even in the areas covered
by this chapter, there is more tobelearned than
is given here. For further study you can obtain
good textbooks on these subjects by consulting
your educational services officer.

PUNCTUATION

To give the proper emphasis and meaning to
our words when we speak, we naturally varyour
tones of voice and pause between thoughts. Punc-
tuation marks serve the same function for written
material, But punctuation doesn’t come natu-
rally, It isanartthatmustbe learned according
to definite rules. Unless we know the rules and
apply them correctly, what we write may fail to
convey our meaning.

The present trend is toward less punctuation
than was used formerly. This technique cannot
be achieved, however, merely by leaving out
bunctuation marks; it calls for well-planned word
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order. Punctuation should aid in reading and
prevent misreading. The general principles gov-
erning the use of punctuation are—

1. If punctuation does not clarify the text, it
should be omitted. -

2. In the choice and placing of punctuation
marks, the aim should be to bring out more
clearly the author’s thought.

PERIOD

Rules for use of the period are simple and
few.

1, A period is used afterdeclarative and im-
perative sentences., That is, it marksthe end of
a statement or of a command, request, or en-
treaty. Examples:

a. A special court-martial must have at
least three members.

b. Keep containers of volatile liquids
tightly closed.

2. A period is used after initials and other
abbreviations. Examples:

Mr, J. C. Johnson; Ph.D,; p.m.

NOTE: As shown later in this chapter, most
Navy abbreviations do not require periods, Many
other Government agencies (such as FBI, GAO,
and FDIC) likewise do not require them.

3. A period may be used after a number or
letter at the beginning of a paragraph or sub-
paragraph, as in this chapter, and to marka di-
vision of an outline.

4, A period is used to separate whole num-
bers from decimals., Examples:

$3.50; 3.75 percent; 1.25 meters.

COMMA

In contrast to the period, whichalmostevery-
one uses properly, the comma frequently is mis~
used. A commamisplacedbya writeror ignored
by a reader can completely alter the meaning of
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a sentence. Maybe you’ve heard of the woman
whose husband went to sea. Thinking that some
prayers might help him, she handed this note to
her pastor one Sunday morning: ‘‘LieutenantJoe
Jackson having gone to sea, his wife requests that
the congregation pray for his safety.’”” Butwhen
the near-sighted pastor failed tonotice the com-
ma, the congregation heard this: ‘‘Lieutenant
Joe Jackson having gone to see his wife, requests
that the congregation pray for his safety.’”” Not
all comma errors are as comical as this one.
Some have more serious consequences, but
practically all errors arising from the improper
or inadequate use of commas can be avoided by
heeding the rules set forth here.

1. A comma should be inserted before the
conjunction when main clauses are joined by a
conjunction (and, but, or, nor, or for (When for
is used as a conjunction)). Example:

Take this report to the chief at 3

o’clock, and at 5 o’clock he will

send you to the lieutenant with re-

vised estimates.

NOTE: For exceptions to this rule, refer
to topic on the semicolon, rules 1 and 2.

2. Words, phrases, and clauses in a series
should be separated by commas. Examples:

a. In his work the CYN must make fre-
quent use of pencils, notebooks, dic-
tionaries, and typewriters,

b. In preparing a report, it is necessary
to know what to report, how the in-
formation is to be assembled, and the
office to which the reportis tobe sent.

NOTE: For exception to this rule, see topic
on use of the semicolon, rule 3.

3. Sometimes a comma is used between two
short main clauses instead of a conjunction, es-
pecially if the verb of the second clause is omit-
ted. (See also semicolon, rule 1.) Example:

Jack is tali, his brother taller.

4, An adverbial clause or along phrase pre-
ceding the main clause in a sentence should be
set off by a comma. An adverbial clause or
phrase normally tells when, where, or why an
action is performed; it may sometimes tell how
the action is performed. Example:

While the band plays morning

colors, the ensign is hoisted to the

peak,

5. A clause or phrase that is nonrestrictive
in nature is set off by a comma, or by commas
where necessary. A nonrestrictive clause or
phrase is unnecessary for complete identifica-
tion of the person or thing described. A

—

restrictive clause is one that cannot be re. :
moved from the sentence without changing the *
meaning of the sentence. Examples:
a. My brother, who is a GM2, is coming
aboard soon. (Nonrestrictive) :
b. The one who was a GM3 boarded the -
ship. (Restrictive) : 1
6. Parenthetical words, clauses, or phrases tory
are set off from the other parts of the sentence
by commas. A number of types of parenthetical

expressions can be used. Examples:
a. A friend of mine, YN3 Brown, works

in the log room.
b. It was, to tell the truth, almost too
easy. :
7. The name of the person addressed should °
be set off with a comma or commas. Example:
" Jones, stow your gear and report

to the chief. :
clat

8. A comma is used to set off a contrasting orr

expression introduced by ‘‘not.”’ Example:
Low-octane fuel, not gasoline, is
used in jet engines today.

9. In an address written in a sentence, com- clat
mas set off the section of the city (if used), the an
city, the state, and the nation (ifused). Example: %)otl

324 Ames Avenue, Southwest, , oth
Des Moines, Iowa, U.S.A.

NOTE: A comma isnotusedbefore the postal
zip code number, For the use or omission of
commas in the addresses of letters, see chapter
5.

SEM

- com

10. Commas are used before the abbre-
viations Jr., Sr., Esq., Ph.D., R.N., etc. Ex- ph
amples: : or

Henry Smith, Jr.; Peter Johns, coc
Ph.D.; Brown, A.H., Jr. (not Brown : am
Jr., A.H.); but John Smith 2d (or

1I).

11. A comma is used between the title of a
person and the name of his organization in the
absence of such words as ‘‘of’”’ or ‘‘of the,”’
Example:

Chief, Division of Finance.

12, A comma is used between the name and

number of an organization, Example:
General U, S. Grant Post, No, 25.

13. In writing a date, a comma is used to set

off the day of the week, When the date is written

ab

in the civilian order, use a comma to set off the . pl
year. Examples;
a. The operation was scheduled for Tues-
day, 6 March 1962,
b. March 6, 1962.

ar
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14, A comma is used to separate two words
or figures that might otherwise be misunder-
gtood. Examples:

a. Instead of hundreds, thousands came,
b. In 1930, 400 men were dismissed.
15. A comma is used to set off the introduc-
tory words from a direct quotation. Examples:
a. The educational services officer said,
¢ will schedule an examination this
week,’’ ]
b. ‘“When you locate that letter,’’ said
the lieutenant, ¢‘I wouldlike to see it.”’

SEMICOLON

A semicolon functions as a reinforced
comma, Rules for its usage follow,

1. A semicolon is used to separate two main
clauses when the conjunction or, and, but, for
or nor is omitted between the clauses. Example:

Don’t try to do too much the first
day; work slowly and carefully.

2. A semicolon is used to separate the
clauses when main clausesare joined by the con-
junction or, and, but, for, or nor, and one or
both of the main clauses isverylongor contains
other marks of punctuation. Example:

When we finally reached the ren-
dezvous point, we had traveled all
day under the blazing sun; but we
had to begin the attack without time
to rest.

3. When commas have been used with a
phrase or clause which is in a seriesof phrases
or clauses, semicolons are used to set off the
coordinate phrases or clauses inthe series. Ex-
ample:

Many times you will not know the
proper procedure, You will then,
if you are careful, analyze your
problem completely; checkall reg-
ulations, directives, and instruc-
tions, paying special attention to
similar problems; and finally, if
you still are in doubt, consult your
superiors.

4, A semicolon is used before explanatory
abbreviations or words that summarize or ex-
plain preceding matter, such as namely, e.g.,
and i.e, Examples:

a. Three metal producers were involved;
namely, Jones & Laughlin, Armco, and
Kennecott,

b. In preparing for advancement, you
must demonstrate technical com-
petence; i.e., qualify in practical fac-
tors and pass a servicewide examina-
tion.

COLON

The use of the colon in a Navy letter head-
ing is covered by examples in chapter 5. Two
other major uses for the colon are among rules
you should know.

1, A colon is used to separate a list from a
preceding part of the sentence. Italso separates
two statements when the latter amplifies or ex-
plains the former, Examples:

a. The men were doubly weary: theyhad
been working all day, and their efforts
had been in vain.

b. The reasons for his success were
Three: hard work, perseverance, and
foresight.

NOTE: If a list is an integral part of a sen-
tence, a colon is not used. Example:

The reasons for his success were

hard work, perseverance, and

foresight.

2. A colonisusedto separate an introductory
statement from along direct quotation. Example:
When Lincoln spoke at Gettysburg
he said: ‘‘Fourscore and seven
years ago our fathersbrought forth

upon this continent . . .”’

DASH

The dash is an informal markof punctuation,
used to lend emphasis to certain elements with-
in a sentence and to indicate a break or an un-
expected change in thought., Examples:

a. His clothing—torn to shreds—was
lying on the deck.

b. We were in New York—a good place
for liberty—when the war ended.

NOTE: To make a dash on the typewriter,
strike the hyphen key twice; donotleavea space
before or after the dash.

QUESTION MARK

The question mark, like the period, seldom
is misused., Here is a suggestion regarding its
use that may prove helpful: Do not use a ques-
tion mark after an indirect question. Example:

He asked me whyIdidn’t want to go.
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QUOTATION MARKS

The chief purpose of quotation marks is to
distinguish the words of another writer or
speaker from the text. Present practice is to
avoid too frequent use of quotation marks. Quo-
tation marks are of two types—double (‘¢ ’’) and
single (¢ 7).

1, Direct quotations should be enclosed in
double quotation marks. Example:

John Paul Jones said, ‘‘I have not
yet begun to fight.”’

2. A quotation that is included in another
quotation is enclosed in single quotation marks.
Example:

The speaker said, ‘‘The Declara-
tion of Independence acknowledges
the right of the individual to ‘Life,
liberty, and the pursuit of happi-
ness’.”’

3. When a quotation includes several para-
graphs, quotation marks are placed at the begin-
ning of each paragraph, but at the end of the last
paragraph only, When one quotation extends
through several sentences in the same para-
graph, quotation marks are used only at the be-
ginning and end of the quotation.

4. Periods and commas marking the end of
quoted matter go inside quotation marks, regard-
less of the length or the nature of the quotation.
(See examples for rules 1 and 2.)

5. Question marks and exclamation marks
go inside quotation marks if they belong to the
quoted material; otherwise, they go outside the
quotation marks. Examples:

a. He asked, ‘‘Are you going?’’
b. Did he say, ‘I am going’’?

6. Titles of pictures, books, and songs may
either be put in quotation marks or underlined.
Technical words, and words or phrases accom-
panied by a definition, may also be set off by
quotation marks, Examples:

“U.S. Navy Regulations’’ or U.S.
Navy Regulations

NOTE: In naval correspondence, names of
ships are typed in capitals but may be under-
lined if preparing manuscript for printing,

7. Quotation marks rarely are used to en-
close a word used as a word, that is, as a com-
bination of letters without reference to the mean-
ing. More commonly, now, such a word is
italicized (underlined). Another practice,
capitalizing the work, isoneused in this chapter.
Examples:

a. You have too many ¢‘‘ands’’ here.

b. You have too many ands here.
c. You have too many ANDs here.

APOSTROPHE

The apostrophe has the following general ap-
plications.

1. Use an apostrophe with an s to indicate
the plural of numbers and letters. Examples:
Send the 1200’s in immediately.

1 got all A’sS on my report card.

2. An apostrophe indicates the omission of
a letter in a contracted word, Examples:

It’s, don’t, couldn’t.

NOTE: It’s is the contraction of ‘‘it is.”’
The possessive of ‘¢it’’ ig ‘‘its,”’

3. An apostrophe indicates the possessive
‘case of nouns and indefinite pronouns according
to the following rules:

a, If the noun or indefinite pronoun is
singular in number, the possessive is
formed by adding an apostrophe and s,
Examples:

Smith’s watch; one day’s work;

one’s home,

b. A plural noun ending in s or es forms
the possessive plural by adding an
apostrophe after the final s. Ex-
amples:

The sailors’ caps; the candidates’

qualifications.

c. For a word that forms its plural by a
change in the word itself, add ’s to
form the plural possessive. Ex-
amples:

Men’s clothing; children’s games.

d. Possessive pronouns do not take the
apostrophe. (Examples: his, hers, its,
ours, yours, theirs, or whose.)

e. In compounds, the possessive form
usually appears in the last word. Ex-
ample: Man-of-war’s man.

4, The apostrophe no longer is used to form
the plural of abbreviations. Examples:

CPOs; OPs; NTCs.

HYPHENS

The following rules will serve onlyas guides
in hyphenation and do not cover all possible cir-
cumstances. Many commonly used compound
words, such as mother-of-pearl, double-quick,
and the like, maybe found in any good dictionary.
If you are uncertain of any word group, consult
a dictionary for correct hyphenation.
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GENERAL RULES

Similar to the modern trend toward use of
fewer punctuation marks is the current tendency
to reduce the number of capital letters, except
where they are needed for a special purpose.
In general, the rules given here are observed
by the Government Printing Office and by most
writers of business letters.

1. Use a capital for the first letter of the
first word in a—

Sentence;

Line of poetry;

Direct quotation;

Line or item in atabulatedlist fol-
lowing a colon;

Subdivision of an outline.

2, Capitalize the pronoun I andthe exclama-
tion O, The exclamation oh is not capitalized
in the middle of a sentence.

3. Capitalize all words denoting the Diety,
except who, whose, and whom; all names for the
Bible and other sacred writings; and all names
of confessions of faith and religious bodies and
their adherents and words specifically denoting
Satan,

4. Capitalize the first letter of each impor-
tant word in the salutation of a letter, and the
first letter of the first word in the complimen-
tary close.

5. Capitalize the firstletter of proper names
(specific person, place, or thing) and their ab-
breviations.

6. Capitalize the first letter of each impor-
tant word in the title of an official, an organiza-
tion or one of its major subdivisions, an
institution, or a shore activity of the Navy or
other Government service.

Examples of Proper and Common Nouns

Often it is hard to apply rules 5and 6 because
certain nouns sometimes are used in the specific
sense, at other times in the general sense. The
following examples will help you understand the
principles and provide a reference list:

Academy (if part of proper names or if
referring to a specific academy): Naval
Academy, the Academy; Coast Guard
Academy.

Board (if part of proper name or if referring
to a specific board): Aeronautical Board,
General Board; Naval Examining Board;
Naval Retiring Board, The Board.

Building (if part of a proper name): Navy
Building; National Defence Building; but,
the building.

Bureau (if part of a proper name or if
referring to a specific Government
bureau): Bureau of Naval Personnel;
Bureau of the Budget; Bureau of En-
graving and Printing; but, the bureaus,
(not capitalized when used in a sentence
but capitalized when used in the ¢‘To:”’
heading).

Cabinet: the President’s Cabinet; Cabinet
Officer; the Cabinet.

Chief (if referring to a specific official):
Chief, Bureau of Ships; the Chief Clerk
of the Bureau,; the Chief Clerk; but chiefs
of the bureaus (used in a general sense).

City (if part of corporate of proper name):
Kansas City; but, the city.

Coast Guard: the Coast Guard; but, a coast
guardsman.

Congress (legislature): Congress of the
United States; 78th Congress;the
Congress.

Congressional: Congressional Directory;
Congressional Library; but, a congres-
sional system,

Congressman: Congressman Brown; the Con-
gressman; Member of Congress; the
Member; but, a member of Congress.

Corps (if part of a proper name): a Marine
Corps; Supply Corps; but, the several
corps.

County (if part of a proper name): West-
chester County; but, county of West-
chester; the county.

Department (if part of proper name or if
referring to a specific Government
department): Navy Department; the De-
partment.

Director (if referring to a specific official
in the Federal Government): Director
of Civilian Personnel; the Director.

Establishment (if part of a proper name):
the Naval Establishment; but, naval estab-
lishments (meaning naval activities).

Executive (if part of proper name): Execu-
tive Office of the Secretary; but, execu-
tive office of the Government.

Federal: Federal District; Federal Govern-
ment: but federally.

Fleet (if part of proper name): Atlantic
Fleet; Pacific Fleet; United States Fleet,
the Fleet.
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vernment (if part of a proper name or if
referring to a specific government):
Government of the United States; Govern-
ment Printing Office; but, governmental
agencies.

Marine Corps: The Marine Corps Barracks;
the U.S. Marine Corps; the Corps; but,
a marine; marine lights.

Nation (synonym for United States): the
Nation; Nation-wide,

National (only if preceding a proper name).
National Guard; but, national welfare.

Naval (if part of proper name): Pensacola
Naval Air Station; Naval Air Station,
Pensacola; but, naval air stations. Naval
Establishment, the Establishment; but,
naval establishments. Naval Observa-
tory, the Observatory. ‘

Naval (in a general sense); naval activities;
naval communications; naval customs;
naval form of correspondence; naval
heroes; naval officers; naval ordnance;
naval uniforms.

Navy (if part of proper name): the U.S.
Navy; the Navy; but, a navy (meaning any
navy, not a specific navy); Navy Regula-
tions (book); a Navy regulation (regulation
. of the Navy).

Office (if part of proper name or if referring
to a specific Government office): Execu-
tive Office of the Secretary; Office of
the Chief of Naval Operations: Office of
Naval Intelligence; the Office.

Reserve: Naval Reserve; the Reserves;
but, a reserve officer.

State: New York State; a State (official
designation); the State, but, state (gen-
eral sense); church and state; statehood;
state’s evidence.

ABBREVIATIONS

In an effort to speed up the preparation of
the various forms of correspondence, the Navy
has developed the practice of using standard
abbreviations. Usually these are limited to
the names of the Navy commands and activities
and Navy terms. Standard Navy abbreviations
may be used in the heading of a naval-form
letter that is not to be transmitted by window
énvelope. Common-usage abbreviations may be
Used in the body of a naval-form letter. The
Navy policy on authorized abbreviations is set
forth in OpNavInst 2340.1B.

55

GENERAL RULES FOR ABBREVIATIONS

1. Authorized abbreviations usually utilize
those letters of the word to be abbreviated that
phonetically indicate the full word. Example:

The abbreviation for commander is Com;

for fleet, Flt; for Pacific, Pac; for Atlantic

Lant; for Navy, Nav; for bureau, Bu.

2. Compound abbreviations normally are
made by combining appropriate authorized ab-
breviations. Thus, the address in the heading
of a message originating in the Bureau of
Naval Personnel and addressed to All Naval
Stations would look like this:

FROM: BUPERS
TO: ALNAVSTA
NOTE: The above example is typed in

capitals because it is a message.

3. Al compound abbreviations should be
pronounceable. For this reason one letter
should be dropped when double letters occur.
Example:

The authorized abbreviation for Com-
mander Mine Squadron is written
COMINRON.

4. Plurals usually formed by merely add-
ing the letter s. Example:

This message is from Commander in
Chief Pacific to the Commander of De-
stroyer Divisions ONE and TWO.

NOTE: In this example the address in the
heading would be arranged thus:

CINCPAC
COMDESDIVS ONE and TWO

FROM:
TO:

5. Neither simple nor compound Navy ab-
breviations require periods.

MISCELLANEOUS ABBREVIATIONS

The following abbreviations are used in the
naval form of correspondence (except mes-
sages). Periods are used after all abbrevia-
tions which, in themselves, are complete words.
When using an uncommon abbreviation, check it
to be certain that it is the correct form. Do
not make up your own abbreviations. They may
seem perfectly clear and obvious in their mean-
ing to you, but may be confusing to the person
receiving the correspondence. When unsure
of the correct abbreviation of a word or name,
consult the current issue of Parts I and II of
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the Standard Navy Distribution List (SNDL) and
the Navy Correspondence Manual, SecNavinst
5216.5 to form your compound abbreviations.

amendment amend.
article art.
decision dec
department dept
dispatch disp
division div
letter Itr
memorandum memo
number no.
paragraph par.
regulations reg
senator sen
separate cover (sC)
serial . ser
subparagraph subpar
supplement supp

The following abbreviations are used for
headings and notations in the naval form of
correspondence (except messages).

Enclosure Encl:

Endorsement End:

Reference Ref:

Subject Subj:
MONTHS

The following abbreviations may be used in
the dateline of Navy correspondence and in the
identification of references and enclosures:

January Jan
February Feb
March Mar
April Apr
May May
June Jun
July Jul
August Aug
September Sep
October Oct
November Nov
December Dec

CORPS AND BRANCHES

The following abbreviations are used only
when preceded by the name and rank or rating
of an individual;

Chaplain Corps CHC
Civil Engineer Corps CEC
Dental Corps DC
Medical Corps MC
Medical Service Corps MSC
Nurse Corps NC
Supply Corps SC

U.S. Coast Guard USCG
U.S. Coast Guard Reserve USCGR
U.S. Marine Corps UsSMC
U.S. Marine Corps Reserve USMCR
U.S. Navy USN
U.S. Naval Reserve USNR
U.S. Navy, Retired USN (RET)
U.S. Naval Fleet Reserve USNFR

COMMISSIONED OFFICERS

The following are the abbreviations of the

ranks of commissioned officers.

They should

be used only when combined with proper names.

Fleet Admiral FADM
Admiral ADM
Vice Admiral VADM
Rear Admiral RADM
Commodore COMO
Captain CAPT
Commander CDR
Lieutenant Commander LCDR
Lieutenant LT
Lieutenant (Junior grade) LTJG
Ensign ENS

WARRANT GRADES

The four warrant officer military grades,

listed here,

correspond to the various pay

grades prescribed for warrant officers.

WO grade Pay grade
Chief warrant officer, W-4 .. ... w-4
Chief warrant officer, W-3 .. ... w-3
Chief warrant officer, W-2 ... .. w-2
Warrant officer, W-1......... w-1

When addressing an individual officer in written
orders or in official or unofficial correspond-
ence, his descriptive title is substituted for the
words ‘‘warrant officer,.”’
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mples are: Chief Boatswain, W-3, Aviation
jectronics Technician, W-1. In matters of
ointment, promotion, and precedence, mili-
tary grades are used, For a list of the' warrant
officer descriptive titles and short titles see
puPers Manual article C-~1302.
purers /=
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RATING ABBREVIATIONS

For the current rating abbreviations, refer to
Enlisted Rating Structure portion of the Manual of
Qualifications for Advancement in Rating, Nav-
Pers 18068-B.




CHAPTER 5

CORRESPONDENCE

Every Communications Yeoman mustbe able
to type an official letter correctly and neatly.
Any department in which you serve is likely to
draft at least an occasional letter.

Official correspondence in the Navy includes
all recorded communications sent or received
by a person in the Navy in the execution of the
duties of his office.

Besides letters, correspondence comprises
messages transmitted by telegraph or radio, as
well as endorsements attached to letters or
memos.

Official correspondence within the Navy usu-
ally is prepared innavalform. The naval format
also is used when writing to certain other
agencies of the United States Government, espe-
cially those within the Depariment of Defense
or the Coast Guard. Some civilian firms that
deal extensively with the Navy have adopted the
naval form also.

Most official letters addressed to persons
outside the Navy are written in business form.
Many of these business-form letters deal with
matters relating to individuals. Others are
written to civilian firms or to Government of-
ficials or agencies that have not adopted the
standard naval form.

NAVAL LETTER FORMAT

The form of the naval letter is very definite,
and must be followed to the minutest detail of
spacing and punctuation. The first six illustra-
tions in this chapter show examples of the naval
letter. The format for these examples is from
the Navy Correspondence Manual, SecNavInst
5216.5 series, which you should consult to solve
any problem that arises in drafting or typing a
naval letter.

STATIONERY

Letterhead stationery of the activity respon-
sible for signing the correspondence generally
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is used for the first page of a naval letter. If
printed letterhead stationery is unavailable, the
letterhead is typed or stamped, in the center of
the page, 1 inch from the top.

Second - and subsequent pages are typed on
plain bond paper similar to the letterhead page
in size, color, and quality. White and colored
tissues are used for carbon copies, with the of-
ficial file copy always prepared on green.

COPIES

Before beginning to type a letter, you must
know the number of copies needed. Require-
ments for copies of naval letters are deter-
mined by such considerations as subject of
letter, type and number of addressees, andlocal
filing practices. Althoughthe necessarynumber
of copies must be resolved separately for each
letter, they should be kept to minimum require-
ments. The following listing will help youdecide
the number of copies needed.

Number Color Purpose
1 Green For official files.
1 White For each ‘‘Via’’ addressee.
1 White For each ‘‘Copy to’”’ ad-
dressee.

Courtesy copies are furnished only whenre-
quested or if there is certainty that they are
needed. When typing carbons, tissues should be
arranged in a pack in the order in which legi-
bility is demanded. The officialfile copy always
is placed immediately after the original, out-
going copies are added next, and copies remain-
ing in the originating office are placed last.

GENERAL STYLE

No salutation or complimentary close ap-
pears on a naval letter. Major paragraphs are
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ed in block style, that is, without indenting.
ods do not follow the parts of the heading

correspondence. They are the originator’s code,
the file number, and the serial number. Depend-

P ert‘;e close. Abbreviations are used inthe fol- ing on local practice, one or more of these sym-
Orwing parts of the heading: Subject (Subj); bols may appear on a letter.
1f?ef(,,rence (Ref); and Enclosure (Encl). When
eferred to in the text, these words are spelled Originator’s Code
rut. A heading entry that is toolong to be com-
oleted on one line is run over to the next line, An originator’s code is a system of letters,
?msh with the first word following the colon. numbers, or both, used for the sake of brevity.
gee figure 5-1 for an example of the heading of This code indicates the organizationalunit with-
a2 naval letter. in the activity that is preparing the correspond-
ence. An originator’s code is not used on cor-
MARGINS respondence coming from a ship. The ship’s
. If hull number may be used instead.
, the The first page of all naval-form letters, ex-
v of cept the directive, has a left and right margin File Number
Of,l inch. The bottom margin must pe at least A file number is a symbol composed of letters
1on 1 inch. On the second and succeeding pages, .4 nymbers. It is used to indicate the subject
page the top margin is 1 inch, with other margins the or name under which the material is to be filed.
)r‘;d same as on the first page. The Standard Navy Subject Classification Table
+ 01~ and the Name-Title Symbols in the Navy-Marine
IDENTIFICATION SYMBOLS Corps Standard Subject ClassificationSystem,
For reference and record purposes, three SecNavInst 5210.11 provide the basic classifica-
types of identification symbols may be used on tion structure for classifying and filing records.
st
ire- 1 INCH [F HEADING
‘er- « IS TYPED IN
> of )
yeal
ber USS TOPEKA (CLG8) BEGIN 2 INCHES
ach FLEET POST OFFICE FROM RIGHT OF PAGE
Tre- SAN FRANCISCO 96601  _ __ __
ride = T T T Wrig. Code
1LINE Serial No.
1 Nov 196_
GIS'IERED AIR MAIL™
ONFIDENTIAL - Unclassified on 20 December 196_
ad- From: Commanding Officer, USS TOPEKA (CLG8)
To: Chief of Naval Operations
Wa: (1) Commander Cruiser Division THREE
re (2) Commander Cruiser-Destroyers, U.S. Pacific Fleet
are 3) Commander in Chief Pacific and U.S. Pacific Fleet
1be Ubj: Intra-naval letter; pr ion of
gi 3 preparation
ys Ref: ° (a) SECNAV 1ltr of 2 Oct 196_ (Correspondence Practices =
ut- Proposed revision of)
in- b) Chapter 16, U. S. Navy Kegulations, 1948 as amended
nol: (1) Recommended method for preparation of correspondence
1p-
wre Figure 5-1.—Naval letter heading.
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Serial Number

A serial number is one of a consecutive
group of Arabic numerals assigned to a specific
piece of correspondence for identification pur-
poses. Navy Regulations prescribes that classi-
fied correspondence must be numbered serially
in each calendar year by the originator. Serial
numbers for any calendar year start asfollows:
01 for Confidential; 001 for Secret; and 0001 for
Top Secret. Unclassified mail may be numbered
serially if desired.

For the position and spacing of the identifica-
tion symbols, see figure 5-1. On continuation
pages the originator’s code begins 2 inches from
the right of the page, 6 lines from the top of the
page. The file number, if used, is blocked with
the originator’s code.

DATING THE LETTER

Correspondence is dated with the date on
which it is signed. The date may be typed or
stamped, according to local practice, and always
is placed on the right side of the page, blocked 1
line below the last line of symbols. It is ar-
ranged as follows:

1. The day, month, and year are shown in
the order named (e.g., 1 June 1964).

2. The day always is expressed by numer-
als.

3. The month is either spelled out or ab-
breviated by using the first three letters of the
word., If abbreviated, it is not followed by a
period.

4, The year is written in four digits.

5. No punctuation is used between the month
and the year.

SPECIAL POSTAL SERVICE

If special postal service is to be used, the
appropriate designation—AIRMAIL, SPECIAL
DELIVERY, REGISTERED MAIL, or CERTI-
FIED MAIL—is typed in capitals or stamped at
the left margin, 4 lines below the last line of
the address in the letterhead.

CLASSIFICATION

If a letter is classified, the appropriate des-
ignation (TOP SECRET, SECRET, or CONFI-
DENTIAL) is typed in capitals or stampedat the
left margin, 5 lines below the last line of the
address in the letterhead, and is repeated 1/2
inch from the bottom aligned as closely as

possible with the right margin. When practic-
able, the stamped lettering is in red.

On succeeding pages, the classification is
typed in capitals or stamped at the left margin,
1 inch (6 lines) from the top of the page. The
clagsification is repeated at the bottom of all
pages, 1/2 inch from the lower edge aligned as
closely as possible with the right margin,
For further instruction regarding preparation
of classified correspondence, see the Depart-
ment of the Navy Security Manual for Classified
Information, OpNavInst 5510.1B.

When the term Top Secret, Secret, or
Confidential is used in the body of correspond-
ence to denote a classification category, only the
initial letter is capitalized.

“FROM’’ LINE

The ‘From’ line identifies by title the
official in authority over the activity or other
organizational unit having cognizance of the
subject covered by the letter. As the ad-
dresser of the letter, he is the official to
whom reply, if necessary, is directed. The
“«From’’ line is typed 2 lines below the des-
ignation of postal service or of classification.
If there is no such designation, the ‘‘From’’
line is 7 lines below the last line of the letter-
head address. Between the colon after ‘‘From”’
and the beginning of the addresser’s title, 2
spaces are allowed. Sufficient information must
be given in connection with the title to enable the
recipient of a copy not on letterhead to identify
the originator of the letter.

If a window envelope is to be used, the
position of the heading entries on the letter
must be adjusted to meet the spacing require-
ments of the envelope. The ‘‘From’’ line must
be no more than 10 line spaces below the top
of the page and no more than 4 lines below the
last line of the address in the letterhead.

“#TO"” LINE

The “‘To’’ line is placed on the line di-
rectly below the ‘“From’’ entry. There are 4
spaces from the colon after ¢‘To’’ to the begin-
ning of the title of the addressee. When the
functional title does not clearly identify the
addressee, additional information must be given
to assure that the letter is delivered to the
addressee. Except in correspondence intended
for a ship, the title of the addressee may be
followed by the title or the code designation
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. narentheses) of the office having immedi-
(in responsibility for the subject matter.
“‘teﬁ the letter is to be transmitted in a window
ope, special care must be taken in placing
¢ address. The #To’’ line is 2 1/4 inches
fthrom the top of the page. (See fig. 5-2.) No
e of the address may extend more than 5
inches from the left side of the page. Nothing
except the title and the address should appear

in the window,

env el

HVIA" LINE

The “Via’’ line (if any) is placed on the
line directly below the ¢To’’ line. If there
js more than one ‘/Via’”’ addressee, each is
numbered with an Arabic numeral enclosed
in parentheses. These numerals indicate the
sequence through which the correspondence is
to be sent, the official numbered (1) being the
first addressee to receive the letter. If only
one addressee is listed, there are 3 spaces
from the colon after ‘‘Via’’ to the beginning
of the title of the addressee; for more than
one, to the beginning of the numbering of the
first addressee. A letter containing more
than two “‘Via’’ addressees is unsuited to
transmission in a window envelope.

If there is only one ‘‘Via’’ addressee, such
transmission is possible by placing the ““From?’’
line nine lines from the top of the page, the
“To’’ line (from which the address is omitted)
immediately below the ‘“From’’ line, and the
‘‘Via’’ line (with the full address) in the position
usually occupied by the ‘“To’’ line,

“SUBJECT’’ LINE

The topical statement of the subject of the
correspondence is introduced by the abbrevi-
ation ‘‘Subj’’ placed 2 lines below the preceding
line of typing. From the colon after ¢¢Subj’’
there are 2 spaces to the beginning of the
subject,

The subject is stated briefly and specifi-
cally, with keywords first, followed by necessary
eXplanatory words. Only the first word and
Proper nouns are capitalized, If explanatory
Words break the normal sequence of words
in the subject, they are separated from key
Phrages by a semicolon. (Example: ‘‘Naval
letters; instructions for preparation and use
0f.””) A letter of reply usually repeats the
Subject of the incoming letter.

On continuation pages, if a file number is
ot used, the subject (with the caption #Subj:’?)

61

is placed at the left margin 2 lines below the
preceding line of typing.

‘““REFERENCE’’ LINE

When previously prepared material is cited,
the abbreviation ‘‘Ref’’ (without ¢‘g’’ even though
there may be more than one reference) is typed
2 lines below the last line of the subject. Each
reference citation begins on a new line. Be-
tween the colon after ‘‘Ref’” and the beginning
of the first reference, 3 spaces intervene.

References are designated by small letters
enclosed in parentheses, as (a), (b), (¢c). They
are listed in the order in which they are
discussed in the text of the communication,
An enclosure is never listed as a reference,

When a letter is cited, the reference line
includes the abbreviated functional title of
the originator of the reference letter; the
location of the activity; the abbreviation ‘‘1tr’’;
all identification symbols assigned to the ref-
erenced letter; the date, preceded by the prep-
osition ‘‘of’’; and the functional title of the
addressee of the reference letter, if the letter
was not addressed  to the originator of the
communication being prepared . (See fig,
5-2.) The functional title is preceded by the
preposition ‘‘to’’, I no identification symbols
appear on the letter, the subject is given in-
stead. It is added at the end of the reference,
introduced by the abbreviation ‘“Subj’’ followed
by a colon.

When documents besides letters are listed
as references, they are identified fully con-
cerning origin, type, title, and date,

¢“ENCLOSURE’’ LINE

The abbreviation ‘‘Encl’”’ (without ‘‘s’’ even
though there may be more than one enclosure)
is used to introduce a listing of material for-
warded with the letter. The ‘‘Encl’”’ line is 2
lines below the preceding line of typing; 2
spaces follow the colon after ‘“Encl.”’

Fach enclosure notation begins on a new
line and is numbered with Arabic numerals in
parentheses. When material must go under
separate cover, the designation ‘“(SC)’’ isplaced
between the number and the description of the
enclosure.

Each enclosure that accompanies the letter
is identified by typing, stamping, or writing
in the lower margin of the enclosure the word
‘‘Enclosure’’ and the number assigned to it in
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10 LINES

ADMINISTRATIVE OFFICE

NAVY DEPARTMENT
WASHINGTON,D.C. 20360

215
5210
2 May 19__
From: Administratiie Officer, Navy Department
To: Commandant, Twelfth Naval District THIS- AND NOTHING
Federal Office Building ELSE-SHOULD SHOW

San Francisco, Calif. 96601 IN FHE WINDOW

5 LINES ‘

Subj: Naval letter for transmittal in a window envelope

Ref: (a) COMIWELVE 1tr ND12-25:PAW:sn of 20 Apr 19__ to CNO

1. Reference {a), which inquires about the proper use of window enve-
lopes, has been referred to this office for reply. Window envelopes are
recommended for the transmittal of all unclassified letters of a routine
nature which cannot be mailed in bulk. Two of the chief advantages in
using window envelcpes are as follows: (1) Time is saved, in that the
name and address of the recipient are typed only once; and (2) errors in
mailing are reduced, in that a letter cannot be sent out in a wrong
envelope.

2. Letters to be transmitted in window envelopes are arranged so that
the title or name of the addressee begins approximately 2 1// inches from
the top of the page, and nothing except the name and address appears in
the window. The address is typed in block style. This letter meets
these requirements.

3. The format of naval letters to be mailed in window envelopes differs
from the regular style in that the "From" line is placed ten line spaces
from the top of the page. Three line spaces are allowed between the
"From" and the "To" lines and five lines between the normal three-line
address and the next heading entry.

4. A letter containing two or more "Via" addressees is not suited to
transmission in a window envelope. If thers is only one "Via" addressee,
such transmission is possible by placing the "From" line nine line spaces
from the top of the page, the "To" line (from which the address is
omitted) immediately below the "From" line, and the "yia" line (with the
full address) in the position usually occupied by the "To" line.

Tenso W frrnss

THOMAS W. RAMSEY
By direction

Figure 5-2.—Naval letter for window envelopes.
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heading of the letter. An enclosure to be
thet under separate cover is identified by

Sf;cm in the lower margin the word ‘‘En-
p1osure" and the number assigned to it in the
c

eading Of the letter; the abbreviated func-
b nal title of the addresser; the abbreviated
tlgrd #L,TR?; and the date of the letter. Ifa
warbon copy of the original letter is attached
:o an enclosure that goes under separate cover,
only the word ‘‘Enclosure’” and the assigned
pumber need be indicated on the transmittal.

ordinarily, a transmittal of multiple copies
of the same material is considered a single
enclosure, and only one copy is labeled. The
number of copies should be indicated on the
uEncl,” line.

TEXT

The text (or body) of the letter begins 2
lines below the preceding line of typing.

For a detailed discussion of how the body
of the letter should be orgainized when draft-
ing a letter, refer to the Navy Correspondence
Manual, edition of 1 November 1955, part two,
chapter I,

PARAGRAPHING

Major paragraphs are numbered at the left
margin with Arabic numerals, followed by a
period. Between the period and the beginning
of the first word 2 spaces are allowed. The
text of the letter is single-spaced. Double
spacing is observed between paragraphs.

Subparagraphs are indented 4 spaces from
the left margin and are lettered with small
letters, followed by a period. The second
and succeeding lines extend from left to right
margins. When tabular stops are used by the
typist, subparagraphs may be indented 7 spaces
instead of 4, so that they align with the first
word in the heading entries.

Each further degree of subdivision is indented
subordinately. Sub-subparagraphs are marked
by numerals in parentheses; the next degree,
by small letters in parentheses; after that
come numerals underscored, then letters un-
derscored.

SIGNATURE

The typed or stamped signature, in block
style, begins at the center of the page. Itis
placed 4 lines below the last line of the text,
with one exception. When the official whose
title follows ‘‘From’’ is not signing the letter
but his name is to be shown in the close, it is
placed only 2 lines below the text, and the
name of the person signing the letter (usually
“By direction’’) is placed 4 lines below the
first name. (Refer to fig. 5-3.) All names
are typed in capitals in the close of a letter.
Neither the rank nor—as a rule—the func-
tional title of the signing official is shown in
the signature.

A functional title is added, however, for a
chief of staff, a deputy, an assistant chief,
or a similar official authorized to sign cor-
respondence without use of the phrase ‘‘By

is omitted when the primary or secondary stress mark

RE o

J. K. EL

is used

E, M, SMITH
By direction

6.7

Figure 5-3.—Signature when name of CO is used with that of officer signing ‘‘By direction.’”’
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direction.”” One may be added also for an
executive officer or similar official authorized
to sign crders affecting pay and allowances.
According to the circumstances under whichthe
letter is signed, one of the following forms of
signature is used, as appropriate. Examples:

A.B. SEE T.U.VEE
Acting
A.B. DEE E.F. GEE

Executive Officer
By direction of

By direction

I J. KAY (appropriate commander)

Deputy (for orders affecting pay
and allwances)

X.Y. ZEE

Chief of Staff

““COPY TO’’ LINE

The ‘‘Copy to’’ line is placed 2 lines below
the last line of the signature information, flush
with the left margin. ¢Copy to’’ is not ab-
breviated. Officials receiving copies are listed,
with title abbreviated, below the ‘‘Copy to”’
line, flush with the left margin. In naval-form
correspondence these addressees may be indi-
cated on the original as well as on all carbons.
If copies of any of the enclosures listed in the
heading are to be sent with the duplicates, the
words ‘‘with encl’”’ and the enclosure numbers
assigned in the heading are added in paren-
theses after the title of each recipient. Figure
5-4 shows the placement of the ‘“Copy to’’ line.

PAGING

The first page of a letter is not numbered.
Second and succeeding pages are numbered
consecutively with Arabic numerals, beginning
with figure 2, centered 1/2 inch from the bottom
of the page. Numerals are typed withoutparen-
theses or dashes.

The signature page of a letter exceeding 1
page in length should contain a minimum of 2
lines of the text. A paragraph is not begun
near the end of a page unless there is space
for at least 2 lines of text on the initial page
and unless at least 2 lines can be carried
over to the next page.

IDENTIFYING PAGES

For identification of second and succeeding
pages, the originator’s code and the file num-
ber (if any) are repeated at the top of each

—_

page. They are typed, block style if both apg -
used, on the same side they occupy on the firg; .
page, beginning usually 1 inch from the top,
If a letter is classified, the identification sym.
bols appearing on the left side (as in a joing
letter) begin 1 line below the classificatiop
line. When a file number isnotused, the subject
(introduced by the abbreviation ‘‘Subj:’’) is re.
peated, beginning at the left margin, 2 lineg
below the last preceding line of typing (if any)
or is the first line of type on the page. The
text is continued 2 lines below the subject, or
symbols, as applicable.

ASSEMBLING A LETTER

The correspondence file accompanying a
letter to be signed is arranged according to
the instructions of the signing official. The
arrangement that follows is merely a guide,
and may be varied to conform to local prac-
tices.

1. Outgoing letter, arranged in reverse
order, if two or more pages long.

2. Courtesy copy, if required.

3. Enclosures, if any, arranged as nearly
as possible in the order listed in the letter.

4. Copies for ‘‘Via’’' addressees, properly
checked or arrowed.

5. Envelopes, if required, face up.

6. Copies, and envelopes as appropriate,
for ¢‘Copy to’’ addressees, checked or arrowed.

7. File copies, with green tissue on top,
protruding 1 inch to one side for initialing or
other indication of approval.

8. Incoming letter and previous correspond-
ence, if any.

ENDORSEMENTS

An endorsement is a brief form of naval
letter used to approve, disapprove, or com-
ment on the contents of a letter. It should
not be used as a reply to a basic communi-
cation. It may be stamped, written, or typed.
An endorsement is an addition to a communi-
cation which, by the nature of its subject
matter, must be referred to one or more
activities before it reaches its final destination.
Endorsements may be added by one or more
of the activities through which the original
letter is channeled before reaching its final
destination.
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From: Chief of Naval Operations
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. Subj: Official ccrrespondence; general instructions and prccedures for
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a gU-ide, 1. The endorsement is used to approve, disapprove, or comment on the
1l prac- content of a letter that is forwarded, as required by reference (b),
through cne or more addressees befcre it reaches its final destination.
*ev
erse 2. Generally, if there is adequate space remaining on the page that
contains the prior endorsement or the basic letter (if there is no pricr
endorsement), the endorsement is typed below the preceding communication.
3 nearly When an endorsement is begun on a separate page, plain bond paper is used
y letter. for the ribbon copy and manifold (tissue) sheets are used for carbon
iroperly copies including those prepared for the remaining "Via" addressees.
3. Each endcrsement is numbered in the sequence in which it is added to
the basic letter. The ordinal number (FIRST, SECOND, THIRD) and the word
opriate, ENDORSEMENT are followed by an identification of the basic letter. The
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from the preceding communication. Page numbers also continue the
sequence from the preceding endorsement, if any, or from the basic
. letter.
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Figure 5-4.—Endorsement.
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STAMPED OR PRINTED ENDORSEMENTS

Whenever an endorsement isused continually
in essentially the same general form, it should
be stamped or printed. Blanks are leftfor such
items as place, date, hour of reporting or detach-
ment, and signature.

An example is the type of endorsement on
officers’ orders to record the various steps in
compliance with the orders. Because these steps
usually are the same, endorsements are reduced
to the briefest possible wording and are either
printed or stamped, in skeleton form, on the
orders.

TYPED ENDORSEMENTS

In general, a typed endorsement is prepared
in the same manner as a naval letter, except
that the designation of the endorsement should
be placed 2 lines below the preceding line of
typing. (See fig. 5-4.) This information should
include the number of the endorsement and the
identification of the basic letter.

If space permits, an endorsement may be
placed on the same sheet as the basic com-
munication or previous endorsement. In either
instance it should be separated from the pre-
ceding communication by dashes 1 line below
the last preceding line of typing and extending
across the page from left to right margins.

When an endorsement is placed on a new
page, it is prepared on plain paper—not on
letterhead.

ENCLOSURES AND REFERENCES

Enclosures and references listed in the
basic letter or in previous endorsements are
not repeated in endorsements. When a refer-
ence or an enclosure is introduced in any en-
dorsement, reference lettering and enclosure
numbering follow the sequence, if any, begun
in the basic letter.

COPIES OF ENDORSEMENTS

In addition to the requisite file copies of the
endorsement, sufficient copies should include
one for each remaining ‘“Via’’ addressee. If
the endorsement contains a matter of sig-
nificance to the originator of the letter or
to previous ¢‘Via’’ addressees, copies may be
furnished them.

JOINT LETTER

A joint letter deals with a subject or ad.

ministrative problem common to several ac.
tivities.
For a sample of a joint letter, and directiong
for preparing one, examine and read figure
5-5.

MULTIPLE-ADDRESS LETTERS

A multiple-address letter is a naval letter
addressed to two or more activities individually
identified in the address or addressed as g
group. An example of a letter of this type is
shown in figure 5-6.

A multiple-address letter may be typed if ’
the number of addressees is smallenoughthat ¢

one or two typings will provide sufficient
copies. Otherwise, another duplicating process
is used.

When a multiple-address letter is typed,
letterhead tissue (if available) is used for all
mail copies. If letterhead tissue is not used,
a letterhead is typed or stamped.

The title of the first addressee begins on
the ““To’’ line. Titles of other addressees
are listed on succeeding lines, each title flush
with the first. Instead of this list of titles,
the words ‘Distribution List’”” may be used
after ““To’’ and the addressees listed separately

at the end of the letter. If an established ;

distribution list is used, the entry after ‘“To”’
may be ‘‘Distribution List No.
further identification of addressees.

SPEEDLETTER

A speedletter is a means of communication
that can be prepared and released more quickly
than the naval-form letter. It combines the
brevity of messages with the economy of trans-
mission by mail, and calls attention to the com-
munication so that the recipient will handle it
promptly. Speedletters may be used for both
routine and urgent correspondence. Use of
the speedletter for routine purposes is per-
mitted to provide a more economical form
of correspondence. Urgent speedletters con-
cern emergencies that are not so critical as
to require a message.

A speedletter is prepared either on Form
NAVEXOS 4181 or on letterhead stationery.
The format depends on the type of stationery
used. See figure 5-7 for a sample speedletter.
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fig‘ure RIGINATOR ADMINISTRAEIVE OFFICE
an
COSIGNER OFFICE OF INDUSTRIAL RELATIONS
. Navy Department
3 TOR'S Washington, D. C. 20360 N
_ ORI')GE'NA OMDz RML: jb OIR:130ser ESSD'EGNER S
l lettep co 30 June 19 |
vidually JOINT LETTER
dd as 3
type is From: Administrative Officer, Navy Department
Chief of Industrial Relations
typed if To: Commandant, Fourth Naval District .
'ug.h‘that Subj: Joint letters; general instructions and procedures for the
ifficient preparation of
rocess
Ref:  (a) SECNAVINST 5216.5, Subj: Navy Correspondence Manual
typed, 1. The joint letter is a naval form of corresvondence used when two
for all or more naval activities or bureaus originate a letter concerning a
it used particular subject or administrative problem common to each of them.
»
ri 2. Plain bond paper is used for the first page, on which the letterhead
Jins on is typed. The letterhead consists of the name of the major organizational
‘€ssees component, the names of the participating activities, and the address.,
e flush The names of the participating activities are listed in the letterhead
' titles in descending order of each activity's concern in the subject matter.
A usec,l Plain bond paper is also used for continuation pages.,
arately 3. Carbon copies are made on manifold (tissue) sheets. 4n official
slished file copy on green tissue is prepared for each participating activity.
» 4T The necessary number of extra copies to be made must be determined
vithout separately for each letter,
k. The general arrangement of the joint letter is the same as that of
the naval letter. For purposes of identification, however, this form
of correspondence is marked JOINT LETIER, In addition, the identification
symbols, official titles of the originators, and signatures of the
icati signing officials of each participating activity are required, These
.C?l 1on items are arranged on the page as indicated in the chart on page 10 of
uickly reference (a).
es the COSIGNER
trans- ORIGINATOR M 79‘:‘,“,.7/ Z. H
*Ccom- . P » & ;
- CHARLES W. JORDAN HENRY L. KING
dle it By direction
¢ both
'se of
| per-
form
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:al as
Form
mnery.
onery
etter, Figure 5-5. —Joint letter.
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PREPARATION OF FORM

If the NAVEXOS form is used, the first
page of the ribbon copy is typed on a white
copy of the form. Second and succeeding pages,
if required, are typed on plain white paper.
For official files, a carbon copy is preparedon a
green form or plain tissue. Information copies
are made on white blanks., Blanks of other
colors are obtainable for use as needed. Sec-
ond and succeeding pages should be preparedon
tissue of the same color as the first page;
or they may be on plain white tissue, if neces-
sary.

Boxes labeled to indicate their use are
provided on the form for indicating special
mail service, classification, identification sym-
bols, date, address, copy designation, and
sender’s address.

A subject line is unnecessary. If one is
desired, it may be typed in the usual style
immediately below the first ‘‘fold’’ line or in
the usual position on letterhead. If the letter
is long, a subject will aid in filing. Reference
to material relating to the subject is made in
the text of a speedletter.

Paragraphs are unnumbered. The body may
be written in informal abbreviated style or in
the brief phraseology of naval messages, pro-
vided the meaning is complete and clear to the

—

recipient. When message style is used, the
body may be typed entirely in capitals, but
with punctuation marks instead of spelled-out
punctuation.

Both the ‘“To’’ box and the sender’s address
box are so arranged that the speedletter can be
used with window envelopes.

When letterhead is used for a speedletter,
the usual format of the naval letter ordinarily
is followed. The word SPEEDLETTER is
typed or stamped at the left margin, 5 lines
below the last line of the address in the letter-
head. Usually, the subject line, reference line,
and enclosure line are omitted, and paragraphs
are unnumbered. Message phraseology may
be used in the body of the speedletter.

MARKING FOR PRIORITY

When originated, speedletters were intended
only for urgent routine communications. Their
use since, however, has been increased to in-
clude routine communications that are not
urgent. So that priority may be given to
pressing matters, speedletters requiring rapid
handling must be conspicuously labeled URGENT
by means of a stamp or tag. If a stamp is used,
the place for it is the upper right corner.
Speedletters marked URGENT by the originator
are given priority in handling and in reply,

[ 15T ADDRESSEE |
Froms

Subj:

the preparation of

ADMINISTRATIVE OFFICE
NAVY DEPARTMENT
WASHINGTON, D.C. 20360

Administrative Officer, Navy Department
Tos Director, Departmental Civilian Personnel Division

Director, Publications Division
[ 2ND ADDRESSEE fmd ’
Multiple-address letters; general instructions and procedures for

oMD
15 June 19

6.10

i
13
i
|
¥
i
¢
§
:

Figure 5-6.—Heading of multiple-address letter.
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be ™) N NN
(One box must be checked) CLASSIFICATION 1N NEPLY REFER TO
d].etter’ B mesuian uan. I JP— OMD-12
linarily
PER is DAIIAI. Dmuﬂ. e
5 lineg 24 June 19
letter- 10" Comnandant, Fifth Naval District 71 NAVAL SPEEDLETTER—
ce line, (COdi 25) Permits dispatch or informal language.
N Base ! 2) in
agraphs Nava May be sert (1) rith enclosures. ()1
gy may Liorfolk, Va. 23511 J § o e (2w WL
dential or higher, (3) to both naval and
nonnaval activities.
Is packaged 500 sheets of white or of
(Fold) one color: yellow, pink, or green.
When originated, speedletters were intended only for urgent routine
ntended naval communications. Their use has since been increased to include
Thei routine communications that are not urgent. To assure appropriate
.eu: priority, speedletters dealing with urgent mettiers should be stamped
d to in- or tagged URGENT in the upper right corner. Speedletters so marked by
re not the originator are given priority, usually second to that given messages.
iven to Routine speedletters receive the same handling as nonurgent naval letters.
g rapid
RGENT
S used, JOHN SPENCER
sorner. By direction
ginator Code 25
reply, 28 June 19__
The speedletter blank is so designed that, if space permits, a reply may
be made on the same blank if the originator has supplied an extra copy of
the letter. When an extra copy has not been received, the reply may be
made on the same form if an official record copy is not required.
CHARLES H. BROWN
By direction
«xrY O
e SENDER'S MAILING ADDRESS
r L. . . | Address reply as shown at left; or reply
ADDRESS: A;dmlnlstratlve Officer Fxg};‘,"x '&'2‘,3"‘3:‘;"“] °"['°1°P°m
Navy Department confidential or higher.
LWashington, D, Ce 20360 N popresmp—
Y. 5. SOVENNMEINY PRINTING OFPICE  16—84803-3
6.10 6.11

Figure 5-7.-—Speedletter.
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USS TOPEKA (CLGS8)
Fleet Post Office
San Francisco 96601
Orig. Symbol
Fil‘ Noo
Serial No.
-2 March 19_

[ AT LEAST 3 LINES »_t -

2 LINES

Encl:s
Invoice No. 16757

Mr, A, B. Coe
1024 Main Street
Akron, Ohio 44309 —

My dear Mr, Coe: -

The business form of letter is used for correspondence addressed to
persons or agencies outside the Department of the Navy, If, however,
the outside sddressee is familiar with the naval letter, it may be
used instead of the business-form letter.

The first page of a business letter is typed on letterhead paper.

If printed letterhead is not available, the name and address of the
activity are typed on plain bond paper. Continuation pages are typed
on plain bond paper. In the absence of the "From® line on a
business-form letter, letterhead tissue, printed, typed, or stamped,
is used for all copies going outside the originating office. Further
instructions regarding stationery and copies are given on page 25 of

the Navy Correspondence Manual, a copy of which is sent to you under
separate cover,

A business letter of less than one page in length is centered on the
page so that it presents a well-balanced appearance., A short letter
may be double spaced and it may be typed with the left and right
margins as wide as two inches, Full-page and multiple-page letters
are typed with one inch margins,

The signature information, placed below the complimentary close, is
typed or stamped in block style or in _balanced lines,

4 LINES

Sincerely yours, —

A. B. SEE
Captain, U, S, Navy
——  —— Commgnding Officer

mwv— ——

6.12
Figure 5-8.—Business-form letter.
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sally second to that given messages. Routine
ud edletters receive the same handling as
55 qurgent naval letters.
n

REPLY TO SPEEDLETTERS

A reply to a speedletter, especially one

marked URGENT, usually is made by speed-

JetteT- If a blank form is used, and space
ermits, the reply may be placed on it. If

the reply is expected to be made on the same
eedletter, an extra white copy must accompany

the original.

MEMORANDUMS

A memorandum is an informal means of
communication between branches, divisions,
gections, ~ or individuals within' the same
pureau or activity.

A memorandum may be typed or written

on letterhead, plain paper, or on a printed

form. I it is desired that data contained in a
memorandum be given to other organizations,
the data must be incorporated -into an official
naval letter.

If the memorandum deals with a subject of
no permanent importance, carbon copies need
not be made,

Because a memorandum is an informal
communication, the writer may use any form
he considers appropriate. Although no com-
plimentary close is necessary, sometimes a
junior may prefer to close a memo to a
senior ‘‘Very respectfully.”’

BUSINESS LETTERS

A standardized business-form letter is used
for correspondence with persons or institutions
that have not adopted the naval-form letter.
Civilian firms have certain characteristic prac-
tices in style and preparation that must be
followed. (See fig. 5-8.)

The letter head, originator’s symbol, file
number, serial number, and dateline should be
Spaced as they are on the navalletter. Modified
open punctuation should be used.

The inside address of the letter should
be at least 3 lines below the dateline, Ina
short letter the address appears lower on the
Page so that the letter may be centered. H
the letter is suitable for transmission in a
window envelope, the name and address on
the face of the letter should be so spaced that
hothing else appears in the window when the

71

letter is inserted for mailing. When a window
envelope is used, the name should begin 7
lines below the last line of the letterhead or 16
lines from the top of the page and 1 inch from
the left. No part of the name or address should
extend more than 5 inches (50 spaces pica, 60
spaces elite) from the left edge of the page.

For the ordinary letter, the salutation should
be 2 lines below the last line of the address.
The first line of the letter should begin 2 lines
below the salutation. For a letter that is to
be enclosed in a window envelope, the saluta-
tion should begin 8 lines below the first line
of the address, so that it will not be visible
in the window. .

If an ‘‘Attention’’ line is used, it should be
placed 2 lines below the address (8 lines
below the first line of the address for window
envelope use), even with the left margin. The
salutation is 2 lines below the attention line.

The body of the letter may be single-
spaced or double-spaced, depending upon the
length. The right and left margins may be
changed, also depending upon the length of
the letter. If the body is single-spaced, it
should be double-spaced between paragraphs,
and the block system used (no indentation for
paragraphs). If the body is double-spaced,
the first line of each paragraph should be
indented 5 spaces. Paragraphs are not num-
bered. )

The complimentary close of a business-
form letter should begin at the center of the
page, 2 lines below the last line of the letter,

The typed name of the person signing the
letter should be placed 4 lines below the
complimentary close. If the signature is that
of the commanding officer or the officer in
charge, his typed name should be followed by
his rank and functional title. Business-form
letters signed by a subordinate officer should
show the name, rank, functional title of the
signing officer, and the words ‘‘By direction
of (the appropriate commander).”” The
title and ‘‘By direction’’ line should be adjusted
in such a way that they occupy 2 lines. The
block system and open punctuation should be
used in the signature.

If there is an ‘‘Encl:’’ line, it should be
typed at the left margin, 2 lines below the
last line of the signature.

ADDRESS AND SALUTATION

The title ‘‘Honorable’’ should be used in
addressing members of Congress and heads
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of governmental departments, independent agen-
cies, boards, commissions, establishments, and
organizations—unless military, scholastic, or
professional titles are used instead. Two titles
with the same meaning should not be used with
one name. For example, choose Dr. John Blank
or John Blank, M.D.~NOT Dr, John Blank, M.D.

If the name of an official is unknown, he
or she may be addressed by title only, with
““My dear Sir’’ or ‘‘My dear Madam’’ as the
salutation (followed by a colon). Although
the phrase “My dear Sir’’ is more formal
and is considered more respectful than ‘‘Dear
Sir’’, the latter is not inappropriate if pre-
ferred by the signer of the letter.

If there is doubt whether the addressee is
a man or woman, the title ‘““Mr.’’ should be
used with the name. If the marital status of
the woman addressed is unknown, the title
‘‘Miss’’ should be used with the name.

All titles in the salutation, except Dr., Mr.,
and Mrs., should be spelled in full.

If you have occasion to type a letter to a
person with a special title, consult the Navy
Correspondence Manual for the proper address,
salutation, and complimentary close.

Although the naval-form letter should be
used when addressing official communications to
individuals within the naval service and others
who have adopted the naval-form letter, there
may be occasions when a more personalformis
desired by the originator of the letter. In such
instances, the business-form letter is used.

In the inside address of a personal letter
to a commissioned officer, the name should be
preceded by the rank and followed by the corps
(if not a line officer) and the branch of service.
Example:

Lieutenant Commander John Blank,

CHC, USN

Lieutenant (jg) John Blank, SC, USN

In the inside address of a personal letter to
an enlisted man or woman of the Navy or Coast
Guard, the person’s name should be followed
by the rate and branch of service. The rank of
Sergeant, Corporal, and Private (U.S. Army
and U.S. Marine Corps) should be written
before the name. Example:

John Black, QM7, USN

Sgt. John Blank, USMC

COMPLIMENTARY CLOSE

The form of complimentary close generally
preferred for use in the Navy is ‘‘Sincerely
yours.’’

ENVELOPES AND MAILING

You may never have given much thought
to the size or type of envelope you use. In
naval correspondence, however, it is impor-
tant to know the various types and to use the
proper envelope for each occasion.

When selecting an envelope, keep in mind
the following pointers:

1. The correct type of envelope should be
used.

2. In mailing classified correspondence, the
requirements set forth in the Navy Security
Manual must be observed. -

3. Overall appearance and convenience. The
envelope selected should be as small agpractic-
able, but should be suited to its contentsin order
to avoid unnecessary folding, )

4, Window envelopes should be used when-
ever possible. (For further discussion of the
use of window envelopes, read the letter illus-
trated in figure 5-2.)

PAYMENT FOR NAVY MAIL

In recent years postage for official Navy
correspondence has been paid in several ways.
Currently, the Post Office Department is re-
imbursed at the departmental level for all
official Navy mail transmitted from the United
States, its territories and possessions, and the
Army (or Air Force) APO and Navy FPO post
offices. This arrangement means that postage
stamps are not required on official mail.

This regulation applies not only to regular
letter mail but to special mailings, such as
airmail, registered mail, special delivery, and
to packages as well.

Envelopes, cards, labels, tags, and wrappers
for Navy official mail carry the following in-
formation in the upper right corner:

POSTAGE AND FEES PAID
NAVY DEPARTMENT

Covers labeled in this way are described

as ‘“franked.”’

TYPES OF ENVELOPES

Several types of both franked and unfranked
envelopes are used for transmitting Navy
official correspondence.

Franked envelopes bear the frank in the
upper right corner and are of the following
kinds.
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o Regular: Address-type envelopes, in
. os from 3 3/4 by 6 3/4 inches to 12 by 16
82 es, with the return address card in the
er left corner.
upP®" " window: Envelopes with a transparent
el, in sizes from 3 7/8 by 8 '7/8 inches to
garll /6 by 9 1/2 inches, with the return address
ard in the upper left corner.
¢ e Executive: Address-type envelopes, in
gizes from 3 7/8 by 8 7/8 inches to 4 1/2 by
10 3/8 inches, with the title of an official and
the return address in the upper left corner.

e Airmail: Address-type envelopes with
a red and blue border, in size 37/8by8'%/8
inches, with the return address in the upper
left corner.

Envelopes without the franking statement
are provided for use as inside envelopes or for
correspondence that does not go through the
mails. These envelopes may also be used for
regular mailing, if the frank is stamped on.
The following types are provided.

o Regular: Address-type envelopes, in
gizes from 3 3/4 by 6 3/4 inches to 12 by 16
inches, which bear no printing.

e Messenger: Manila envelopes, in vary-
ing sizes, which are perforated and carry
multiple-address spaces on both sides.

o Airmail: Address-type envelopes with
a red and blue border, in size 3 7/8 by 8 7/8
inches, imprinted with the return address but
without the frank. (These will probably be
found only until present supplies are exhausted.)

Keeping in mind the general considerations
outlined previously, let us see which of these
envelopes should be used for each type of Navy
mail and how they are prepared.

o Regular intra-Navy mail: Letters
addressed from a shore activity to naval ac-
tivities in other geographic areas, except
authorized direct communications, generally do
not require individual envelopes, because pro-
visions are made for bulk mailing from mail-
rooms, Window envelopes, if appropriate, or
Individually addressed franked envelopes are
used for authorized direct communications and
for other regular mail when facilities for bulk
mailing are unavailable.

® Regular extra-Navy mail: The window-
t}rpe franked envelope ispreferable for unclassi-
fied correspondence addressed outside the Navy.

o Registered mail: Registered mail is
énclosed in the address-type franked envelope
On which the designation REGISTERED MAIL
18 typed in capital letters and underscored, oris
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stamped, 3 line spaces above and aligned with
the address.

Special services, such as a return receipt
or delivery to addressee only, are available
for use in conjunction with registered mail.
Local office practices should be observed in
preparing registered mail that requires addi-
tional services. Postal fees for these special
services are paid with the payment for other
mail, hence no stamps need be used for this
purpose on franked mail. The special services
should not be used unnecessarily, however.

Registered mail intended for transmission
by air or by special delivery is enveloped as
described in the following appropriate para-
graphs, except that window envelopes are not
used, and the word REGISTERED precedes the
other special postal designation.

o Airmail; Mail to be sent by air is
enclosed in a regular airmail envelope, if
available. If a regular envelope is used, the
designation AIRMAIL is stamped or typed in
capital letters and underscored, 3 lines above
and aligned with the address.

Regular mail service is used instead of
airmail under the following circumstances.

1. When mail dispatched at the close of
business on Friday would reach its destina-
tion on Monday morning.

2. When relatively short distances are in-
volved and less than 1 day is required for
transmission, as between Washington, D.C.,
and New York.

e Special delivery: Special delivery
mail is enclosed in a window envelope, or in
the address-typed envelope, on which the desig-
nation SPECIAL DELIVERY is typed in capital
letters and underlined, or is stamped, 3 line
spaces above and aligned with the address.

o Intra-activity mail: Unclassified com-~
munications within an activity, which circulate
through mailroom or are carried by messanger,
are enclosed in chain envelopes or plain en-
velopes on which the name of the addressee
and his office are written or typed. This type
of mail may also be forwarded without an
envelope, when appropriate, by using route
slips or by addressing a plain piece of paper
and stapling it to the material.

o Interdepartmental mail in Washington:
Mail between Government agencies inthe Wash-
ington, D.C, area normally is transmitted
through the Official Mail and Messenger Serv-
ice, operated by the City Post Office. Messenger
envelopes or plain envelopes, on which the name
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of the addressee and his agency are written
or typed, are used for this purpose.

o Classified mail: Instructions for the
proper transmission of classified mail are con-
tained in the Navy Security Manual, and should
be followed in preparing this type of corre-
spondence for forwarding by mail, messenger,
or courier. If double-enveloping is required, a
plain envelope, on which the classification and
other special instructions are typedor stamped,
is used for the inner cover. The larger
envelope is fully addressed but is not marked
with the security classification.

When special postal service is required—
such as registered mail, airmail, or special
delivery—the outer envelope is prepared in
accordance with the foregoing instructions for
preparing mail for these services, except that
window envelopes are not used.

ZIP CODES

The zip code program was introduced to
the U.S, postal system on 1 July 1963 and
replaces the old postal zone numbers.

The zip code, a five-digit coding system,
identifies each post office and delivery unit
and associates each with the sectional center
or major office through which mail is routed for
delivery. The firstdigitidentifiesthe geograph-
ical area; the second and third digits, together
with the first, identify the major city or sec-
tional center; and the fourth and fifth digits
identify the post office or other delivery unit.

The primary purpose of the zip code at
this time is to make available a standard
code for voluntary use by large mailers with
mechanical and automatic data processing ad-
dressing equipment, so that their outgoing
mail can be expidited as a result of pre-
sorting prior to deposit in the post office.
The zip code also provides for easier manual
distribution of mail at all post offices. The
zip code is intended for all classes and types
of mail.

The zip code should appear on the last
line of both the address and return address
following the city and state. A space not less
than 2/10 inch nor more than 6/10 inch should
be left between the last letter of the state and
the first digit of the code. For example:

Mr. Harold Jones

3025 Theresa Street

Arlington, Virginia 22207

A comma should not be inserted between
the state name and the zip code. When the
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is optional so long as the space precedes the
zip code.
The appropriate zip code should be in.

cluded as a part of the printed address whep

stationery, envelopes, and forms are ordered,
It is placed in the address in the letterhead in
the following manner:

DEPARTMENT OF THE NAVY
Office of the Chief of Naval Operations
Washington, D.C. 20350

Commands, activities, and units having a
domestic geographical mail address are as-
signed a zip code for the area in which located,
A zip code is assigned to the Fleet Post
Office, San Francisco, California (96601), and
one to the Fleet Post Office, New York, New
York (09501), for use in common by ships,
mobile units, and commands not having a
geographical location as a part of their of-
ficial mail address. Applicable zip codes for
all naval commands, units, and activities are
included in the Standard Navy Distribution
List (SNDL), Parts I and II.

NAVAL DISTRICTS

The course in Basic Military Requirements
contains a description of the organization and
responsibilities of the naval districts. When
handling correspondence a Communications
Yeoman needs to know the area included ineach
naval district and the location of its head-
quarters.

Since 1 January 1965, there are 15 naval
districts, each headed by a commandant. (There
are no 2d, Tth, or 16th, navaldistricts.) (Effec-
tive that date, the Potomac River Naval Com-
mand (PRNC) and the Severn River Naval
Command (SRNC) were disestablished by
SecNav. The Naval District Washington (NDW)
was established and includes the geographic
areas formerly comprising the PRNC and SRNC
Commands.

Headquarters of the 15 naval districts are
listed as follows, and indicated on the map in
figure 5-9.

District Headquarters
1 Boston, Mass
3 New York, N.Y.
4 Philadelphia, Pa.
5 Norfolk, Va.

state name is abbreviated, the use of a perioq i
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District Headquarters District Headquarters
6 Charleston, S.C. 13 Seattle, Wash.
8 New Orleans, La. 14 Pearl Harbor, Hawaii
9 Great Lakes, IIl. . 15 Balboa, C.Z.
10 San Juan, P.R. 17 Kodiak, Alaska
11 San Diego, Calif. Naval District Washington, D.C. 4
12 San Francisco, Calif. Washington (NDW) ;
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CHAPTER 6

PUBLICATIONS AND DIRECTIVES

Handling, correcting, and using official publi-
cations and directives are routine duties of a
communications Yeoman. Because you become
so accustomed to these duties, you may tend to
underestimate their importance. But this mis-
appraisal is a serious mistake. Much of the
efficiency of any communication office depends
on the condition of its official publications and
directives, their accessibility, and how well
people in the office know how to use them
properly and advantageously.

You will be expected to have a general idea
of the content of each publication and theuses to
which it may be put. If your office is issued a
copy, stow it appropriately, and be able to
produce it on request. If necessary, put into
practice a system for checking out publications
to authorized personnel, so that you always will
be able to locate the books. For classified or
registered publications, you must observe the
appropriate handling instructions.

Changes and corrections to publications are
made by inserting new pages, removing obsolete
pages, or making pen and ink changes in the
existing book. Apublication thatisnotup to date,
or one that has been changed incorrectly, is
worse than useless because it can give wrong
directions.

This chapter covers the Navy Directives
System, the types and format of directives, and
the Navy-Marine Corps Standard Subject Clas-
sification System. Described also are themost
commonly used official publications, as well as
the issuing authority, purpose, content, and
format of each.

NAVY DIRECTIVES SYSTEM

The Navy Directives System, SecNavinst
5215.1B of 1 October 1964, provides a uniform
method of issuing directives by all activities
In the Navy. As set forth in SecNavinst

™

5215.1B, the provisions relating to the system
are contained in these topics:

PartI Scope and Applicability
Part II Preparation and Maintenance of
: Directives :
Table 1 Preparation of Letter-Type Di-
rectives
Table 2  Preparation of Special-Type Di-
rectives

It makes use of the Navy-Marine Corps Standard
Subject Classification =~ System, SecNavinst
P5210.11, which also is used for filing.

SCOPE

For the purpose of the Navy Directives
System, a directive is defined as a written
communication that prescribes or establishes
policy, organization, conduct, methods, or pro-
cedures, and requires action or contains infor-
mation essential to the administration or opera-
tion of activities concerned.

The Navy Directives System may issue
Notices not falling into the criteria set up in the
previous paragraph., These notices are issued
through the Navy Directives System to obtain
quick and controlled dissemination. Included
are—

1. Requests for comments, approval, or

information.

2. Directions for carrying out established

operations.

3. Information announcements, such aspro-

motion opportunities.

Navy Regulations, General Orders, Top
Secret directives, and registered publications
are exceptions, and are not issued by the Navy
Directives System. Other directives such as
Operation Plans and Orders, technical manuals,
and issuances with fewer than six addressees
may be issued through the Navy Directives
System.




COMMUNICATIONS YEOMAN 3

When directed, all naval activities are re-
sponsible for installing and administering the
Navy Directives System. They are invited to
submit recommendations for improving the
system to the Administrative Officer, Navy
Department via the chain of command,

APPLICABILITY

The following topics discuss the applicability
of the Navy Directives System as it applies to
the recipients and issuing activities. The types
of directives that are issued are discussed also.

Recipients

Navywide use of the Navy Directives System
enables each naval activity receiving directives
to—

1. Group directives by subject and combine

related subjects.

2. Have an easy method for filing directives
and describing them as references.

3. Distinguish between directives of a con-
tinuing nature and those of brief duration.

4. Obtain complete sets of instructions upon
activation or commissioning,.

5. Ascertain, by means of periodic check-
lists, the current status and completeness
of its set of directives.

6. Determine, by subject indexes, what di-
rectives are in effect on a subject.

Issuing Activities

Provisions of the Navy Directives System
enable each naval activity that issues directives
to—

1. Reduce the number of directives in effect
by: (a) consolidating instructions that cover the
same subject, (b) eliminating instructions that
duplicate, overlap, or conflict, and (¢) promptly
canceling obsolete directives.

2. Improve the adequancy and coverage of
instructions and identify gaps in policy and
procedures so that directives can be issued to
cover necessary subjects.

3. Ensure that activities are sent only those
directives they need.

Types of Directives

The types of directives making up the Navy
Directives System are instructions and notices.
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INSTRUCTIONS.—Instructions are directiveg
that contain information of a continuing nature
or require continuing action. An instruction
remains effective until superseded or until the
originator cancels it.

NOTICES.—Notices are directivesof a one-
time nature or those containing information or
action applicable for a brief time only (usually
6 months or less, but never more than 1 year),
A notice has the same force and effect as an
instruction, but does not have permanent refer-
ence value. It therefore contains provision for
its own nullification by a cancellation paragraph
with the cancellation date always stated. When
the exact length of time a notice is to remain in
effect cannot be determined at the time of
issuance, the specific date for record purposes
is set far enough in the future to allow all neces-
sary use of the notice.

PREPARATION AND MAINTENANCE
OF DIRECTIVES

The following topics describe howdirectives
are prepared and the procedure used to keep
them up to date.

Identifying Directives

Each originating office identifies its di-
rectives by: (1) originator’s abbreviated title
(2) type of directive, (3) subject classification
number, and (4) consecutive number, preceded by
a decimal point (for instructions only). Example:

(1) @) @) @
SECNAV  INSTRUCTION 5215 .1

Each directive is assigned a subject number
from the Navy-Marine Corps Standard Subject
Classification Table.

Consecutive numbers are assigned to in-
structions of the same subject classification
number to show the order of issuance. Example:
The subject number for ‘‘radio and radiotele-
phone’’ is 2302. An originating office assigns
numbers to the first, second, and third in-
structions it issues on radio and radiotelephone
as follows: 2302.1, 2302.2, and 2302.3. When
there is substantial change in an instruction,
it is rewritten, reissued, and carries the date
of revision. Each revision is assigned the same
subject classification and consecutive number
as the superseded instruction. In addition, each
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yision is further identified by a capital letter—
y first revision A, the second B, and so
forth. . .
Notices are not assigned consecutive num-
pers because of their one-time nature or brief

duration .

gecurity Identification

The security classification of Confidential
or Secret instructions and notices is indicated
by prefixing the subject numbers with 0 for
confidential and by 00 for Secret. Regardless
of the security classification of the individual
instructions, a single setof consecutive numbers
is used by each originating office for each sub-
ject number. Example: If the first instruction
issued on “‘radio and radiotelephone’’ were
unclassified, the second instruction Confidential,
and the third instruction Secret, they would be
numbered 2302.1, 02302.2, and 002302.3, respec-

tively.
Format

Collective titles of addressees shown in the
¢“To’’ line usually are indicated as ‘‘All Ships
and Stations,’”’ the words ‘‘Distribution List,”’
or whatever else is appropriate. Established
distribution list codes from the Standard Navy
Distribution List or special lists appear below
the ‘Distribution’’ line. When titles are not
given in the ‘‘To’’ line, they may follow the
codes in the ‘‘Distribution’’ line.

The sequence of paragraphs in directives is
at the discretion of the originating office, except
as follows:

1. The purpose of each directive is statedin
the first paragraph.

2. The second paragraph of a directive
contains the statement of cancellation. (Ex-
ception: In a notice whose sole purpose is to
cancel another directive, the statement of such
cancellation may be made in the purpose para-
graph.)

3. If applicable, the last paragraph of each
instruction (next-to-last paragraph of each
hotice) indicates any reports required and any
forms or records prescribed for use, and also
States where the required forms may be obtained.

4, The last paragraph of each notice states
when or under what conditions the notice is to
be canceled. In all instances, a specific
cancellation date (the last day of the month), is
Provided for record purposes.

5. Paragraph titles are used for all major
paragraphs. They may be used also for sub-
paragraphs.

TRANSMITTAL SHEETS

Transmittal sheets may be used by an
originating office to distribute directives for
consolidated mailings and scheduled distribu-
tions.

SUPPLEMENTS

Supplements are issued when an existing
instruction needs to be amended and time does
not permit issuing a complete revision, or
when an existing instruction needs to be supple-
mented or amended for an interim period, after
which the supplement is to be canceled and the
instruction is to return to full effect.

Each supplement bears the same number as
the instruction it modifies, plus the abbreviation
““SUP”’ and a consecutive Arabic number.
Example: If two supplements were to be issued
to Change 2 of the Navy Directives System, they
would be numbered 5215.1B CH-2 SUP-1 and
5215.1B CH-2 SUP-2.

CROSS-REFERENCE SHEETS

Cross-reference sheets are issued to in-
dicate the location of instructions to which they
refer. They are of two types:

1. Book-type instruction cross-reference
sheets, known as locator sheets, are filed in
the directives binder in place of bulky direc-
tives.

2. A subject cross-reference sheetis issued
with an instruction if the instruction covers
major related subjects that cannot logically be
separated into two or more instructions, or
if two or more subjects are equally applicable.
Subject cross-reference sheets arenot assigned
a consecutive number.

Cross-reference sheets are reproduced on
the same type and size of paper asthat used for
directives. An originator specifically cancels
the cross-reference sheet when the instruction
is canceled.

MAINTAINING DIRECTIVES
Because all instructions do not receive the

same distribution, there are gaps in both subject
classification numbers and consecutive numbers
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of instructions held by any ship or station. Each
originating office maintains a master set of all
their effective outgoing directives. Recipients
file instructions in standard three-ringor three-
post binders and arrange them in the following
sequence: first, in numerical order of subject
classification number (capital letter P, wherever
appearing, does not influence the filing sequence
of book-type instructions); next, by originating
office within each subject classification; then
by consecutive number for each originating
office. Exceptions to the foregoing filing
sequence may be made in the following instances:

1. When frequent reference is made to
directives from a particular office, copies of
such directives (besides those maintained in the
activity’s master set) may be arranged primarily
by originator, or by a combination of subject
classification number and originator. Example:
A communication officer might maintain together
all directives in the 2300 series, or group all
directives by originating office, depending on
which of the two arrangements is more con-
venient. :

2. Units afloat may file directives issued by
the operating forces primarily by originator,
or by a combination of subject classification
number and originator.

Ordinarily, because of their brief duration,
notices need not be filed. When notices are
filed temporarily, they are interfiled with in-
structions. Copies of notices, besides those
maintained in the activity master set, may be
filed in separate binders.

Each supplement is filed with the instruction
it modifies. Cross-reference sheets are inter-
filed with instructions and are placed in front
of instructions of the same subject number issued
by the same originator.

Directives are not placed in general cor-
respondence or other activity files, except that
copies of instructions and notices may be
attached or interfiled in such files when needed
to complete a record or to document an action.

STOCKING DIRECTIVES

Additional copies of directives, if required,
are obtained from appropriate stocking points.
Each originating office ensures that sufficient
reserve stocks of effective directivesare avail-
able at established stocking points.

DISPOSAL INSTRUCTIONS

Each activity maintains the directives it
receives only during the period of their
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effectiveness. Canceled directives, regardless
of classification, are destroyed by recipients
without notification to the originating office.

CITING REFERENCES

When a directive is referenced or cited, and
the referencing document does not clearly
indicate in the text or elsewhere the subject of
the reference, the citation includes the subject
and directive number and may include the date.
Example: SecNavinst 5215.1B, CH-1, 4
December 1964, Subj: The Navy Directives
System. The date of a notice isalways included
for identification, inasmuch as notices do not
carry a consecutive number.

STANDARD SUBJECT CLASSIFICATION
SYSTEM :

The Standard Navy Subject Classification
Table and the Name-Title Symbols, containedin
Navy-Marine Corps Standard Subject Classifica~
tion System, SecNavinst P5210.11, are pre-
scribed for use in classifying general cor-
respondence and related papers (at the time of
filing), numbering instructions and notices, and
in assigning report symbols. Provisions of
SecNavInst P5210.11 are recommended for use
in classifying forms and any other documents
to which reference is made by subject.

NUMERICAL SUBJECT CLASSIFICATIONS

Under the Navy Directives System, there are
13 major subject groups. Each group is
identified by a four- or five-digit numerical code.
They are—

1000 series  Military Personnel

2000 series Communications

3000 series  Operations and Readiness

4000 series  Logistics

5000 series General Administration and
Management

6000 series
7000 series
8000 series
9000 series

Medicine and Dentistry

Financial Management

Ordnance Material

Ships Design and Ships Mate-
rial

General Material

Facilities and Activities
Ashore

Civilian Personnel

Aeronautical and Astronaut-
ical Material

10000 series
11000 series

12000 series
13000 series
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The 13 major groups are subdivided into
rimary, secondary, and sometimes tertiary
reakdowns. Primary subjects are designated

the last three digits (the hundredgroup) of the
code number, secondary subjects by the last
two digits, and tertiary breaks by the final
digit. Example:

2000 Communications
2100 Messages
2110 Military Messages
2112 Navigational Warning
Messages
2200 Communication Security
2300 Communication Methods,
Procedures, etc.

Some of the smaller subject groups are not

subdivided below the primary breakdown, .

whereas larger groups may have secondary and
tertiary divisions, as needed.

NAME-TITLE SUBJECT CLASSIFICATIONS

Material relating solely to specific organi-
zations, transactions, titles, or names may be
classified and filed under the pertinent name or
title. The name-title symbols are alphabetical
or alphabetical-numerical codes for names and
titles frequently used by the Department of the
Navy. They include symbols for fleetorganiza-
tions; the U.S. Government; foreign govern-
ments; commercial enterprises and firms;
classes of personnel; and official symbols for
classes and types of aircraft, vessels, and
guided missiles.

CODING NAMES AND TITLES

The first letter of the name or title code
designates the large organizational group; the
second or third letters denote a further break-
down of the larger group. For example, NA
designates Naval Air Stations. Letter N is for
the Naval Shore Establishment; letter A, for air
stations.

An Arabic numeral added to the letter symbol
further subdivides the code. Example:

FF Fleets, Forces, Types, Areas, and

Sea Frontiers

FF1 U.S. Fleet

FF2 U.S. Task Fleets

Names as Primary or Secondary Subjects

Names or titles may be used as the primary
Subject or as a further subdivisionof aprimary,
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secondary, or other subject. Examples (either
is correct):
5910 Space Requirements
5910/EN  (Space Requirements of
the Navy Department)
EN Navy Department
EN/5910 (Navy Department, Space
Requirements for)

Adding Arbitrary Name Codes

Because standard symbols are provided only
for names or titles used most frequently,
activities so desiring may further subdivide
name titles by adding a slant symbol and either
(a) assigning an arbitrary symbol or (b) adding
the name or title or an abbreviation thereof
(arranged alphabetically), To illustrate, the
Atomic Energy Commission may be indicated
in any of the following ways:

EH/1

EH/AEC

EH/Atomic Energy Commission

Types of shore establishments may be sub-
divided by geographical location. For example,
the Naval Air Station, Norfolk, Virginia would
be designated thus: NA/Norfolk.

Vessel types may be subdivided by the name
of the vesselor by vesselidentification numbers,
which may be found in NavShips 18-1, Naval
Vessel Register. Vessel identification numbers
should be used with the symbols without a slant
symbol (BB61). If the name of the vessel is
used, it should be preceded by the slant (e.g.,
CVA/Ticonderoga).

STANDARD PUBLICATIONS

In addition to understanding the systems
just described, your work requires a more
specific familiarity with certain commonlyused
publications. Although this section presents
only a brief discussion of these standard publica-
tions, you should examine each carefully.
Ordinarily much of your work can be made
easier (and less time-consuming) if you know
which publication covers needed material and
where in it the material is located.

NAVY REGULATIONS

Foremost in general importance among of-
ficial publications is United States Navy Regula-
tions, which outlines the organizational structure
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of the Department of the Navy and promulgates
the principles and policies by which the Navy is
governed. Setforthinits21 chaptersare, among
other subjects, the responsibility, purpose,
authority, and relationship of each bureau and
office of the Navy Department and of the most
important officer billets.

Navy Regulations is prepared and revised by
the Chief of Naval Operations. It is published
in looseleaf form, and is kept in an adjustable
binder so that changes may be inserted as
necessary. -Navy Regulations and changes to it
are promulgated by the Secretary of the Navy
after approval by the President or the Secretary
of Defense. If you examine the letter of
promulgation on page II of the current edition,
you will see that it is signed by SecNav and
countersigned by the President. Thispublication
and its changes are distributed by the Chief of
Naval Operations. The current edition of Navy
Regulations was issued in 1948. o

Before changes are issued, and before they
are sent to the Secretary of the Navy, they are
submitted by the Chief of Naval Operations, for
comment, to all Navy bureaus, the Judge Advo-
cate General, and the Commandant of the
Marine Corps. Any written comments ac-
company the suggested change, so that the
Secretary has the benefit of all points of view
prior to his decision to approve or disapprove
the change.

GENERAL ORDERS

Navy Department General Orders are pre-
pared in the Office of the Chief of Naval Opera-
tions and are signed by the Secretary of the Navy.
They include Navywide orders relating to special
ceremonies, commendations, organization,
budget and appropriations, Presidential Execu-
tive Orders, and similar matter regarding the
naval service. Instructions on policy are not
issued as General Orders but as changes to
Navy Regulations. It is customary to file
General Orders in the same binder with Navy
Regulations. Periodic reprints revise General
Orders to bring them up to date.

CORRESPONDENCE MANUAL

The Navy Correspondence Manual (SecNav-

Inst 5216.5) is published by the Administrative
Office, Navy Department (AO). (Thispublication
was discussed in chapter 5.) It contains instruc-
tions for preparing all types of naval letters,

endorsements, memorandums, and messages,
The instructions cover all parts of correspond-
ence: address, subject, references, paragraph-
ing, and signature, together with directions for
assembling correspondence for signature and
mailing. The manual specifies standards to
follow when typing instructions and notices,
Also included is a chapter on writing letters
in civilian form.

Changes to the Correspondence Manual are
issued by the Administrative Office, Navy De-
partment (AO).

SECURITY MANUAL

The Department of the Navy Security Manual
for Classified Information (OpNavInst 5510.1B),
issued by the Chief of Naval Operations, is the
basis security directive relating to safeguarding
classified information. Its provisions apply to
all military and civilian personnel and to all
activities of the Naval Establishment.

The Security Manual contains detailed in-
structions for classifying, marking, and handling
classified information, and for access to and
authorized disclosure of the information.

The Security Manual is discussed in greater
detail in chapter 7.

OPNAVINST 5510.49A

In much the same way that the Security
Manual is the basic security directive for the
Navy, the Guide for the Handling and Control of
Classified Matter (OpNavinst 5510.49A) is an
administrative guide serving as a model for a
uniform classified matter control system. It
augments the Security Manual, providing for the
same interpretation of the rulesby all activities.

BUPERS MANUAL

The Bureau of Naval Personnel Manual,
NavPers 15791-A contains instructions govern-
ing the administration of Navy personnel. It
is in five parts:

Part A—Organization, Plans, and Control

Part B—Correspondence, Post Offices, Rec-
ords, and Reports

Part C—Administrative Regulations and
Procedures

Part D—Training and Education

Part H—Instructions Relating to the Naval
Reserve
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Parts E, F, and G have been canceled or
jncluded in other parts of the Manual.

Numbering Articles

You should understand how the various
arts of the Manual are designated. From the
preceding organizational makup of the BuPers
manual, you see that each part has a capital
letter designation. Each part is divided into
chapters, each chapter into sections, each sec-
tions into articles. Every subdivision of each
part of the Manual is identified by number.
Article numbers below 10 are preceded by 0, as
04 or 09. Youmustremember this arrangement,
because articles from the BuPers Manual are
cited continually in correspondence, reports,
and instructions.

Assume that your division officer wants to
review current regulations governing enlisted
performance evaluation before making up semi-
annual evaluations (NavPers 792) for the men
in his division. The index in the BuPers Manual
refers you to its Article C-7821. Applying what
you learned in the previous paragraph, you turn
to part C, chapter 7, section 8, article 21, and
you find these titles:

Part C—Administrative Regulations
and Procedures
Chapter 7—Performance
Section 8—Discipline
Article 21—Enlisted Performance Eval-
uations

In referring to instructions in the BuPers
Manual, only the article need be shown in
correspondence because the part, chapter, and
section are included; for example, ‘‘Art. C-
7821.”

DNC 5

The effective edition of DNC 5, U.S. Naval
Communication Instructions, is one of the most
important communication publications for the
man at the operating level. This unclassified,
Nonregistered publication is issued by CNO, It
contains several hundred pages of information,
advice, and instructions on virtually every phase
of naval communications.

About half the total contents of the publication
deals with communication procedures. You are
Tequired to have a knowledge of the contents of
DNC 5. This requirement is not asimposing as

it may seem, because some of the information
is so basic that you will learn it by just being
around a communication office. You also will
refer to it frequently in the course of your work,
and further your acquaintance with its contents in
that manner.

The index of the box is arranged alphabet-
ically by subject matter. References are given
for both the page number and the article
number. If you are looking for information on
radiotelegraph logs, you will find it indexed
under the entry for ‘‘Logs, radiotelegraph.’’
Then you thumb to the page and article indicated.

In general, the communication procedures
explained in DNC 5 are the same as those
contained in Allied Communication Publications.
You must remember, though, that DNC 5 is
distributed only within the U.S, Navy, whereas
ACPs are held by all armed services of the
United States and allied countries. In occur-
rences of conflicting communication procedures
between DNC 5 and any of the ACPs, DNC 5 is
the governing publication for use within the
U.S. Navy.

Many test questions in fleetwide competitive
examinations are based on information in DNC 5.
If you need a considerable amount of study in that
publication, you are advised to getan early start.

JOINT AND ALLIED COMMUNICATION
PUBLICATIONS

In addition to DNC 5, you frequently willneed
Joint and allied publications or other naval
publications that have a direct bearing on com-
munication procedures. Some of these publica-
tions are referenced later in connection with
specific equipments; others are included in the
reading list at the front of this training course.

Long titles for these publications are hard
to remember, so a shorter identification system
is employed in operating situations. The first
part of this designation consists of an abbrevia-
tion for the type of publication. Example:

ACP—Allied Communication Publication.

JANAP—Joint Army-Navy-Air Force Pub-
lication.

FXP—Fleet Exercise Publication (issued by
OpNav).

NWP—Naval Warfare Publication (issued by
CNO).

The abbreviation is followed by an Arabic
numeral, and this combination comprises the
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short title, such as JANAP 119 or FXP 3.
Completely revised publications are identified
with a capital letter enclosed in parenthesis,
A for the first revision, B for the second, and
so forth. To illustrate, the short title might be
ACP 125(B) or NWP 16 (A). Supplements, when
issued, bear the short title of the publication,
followed by the number of the supplement. For
example, a second supplement to ACP 125 (B) is
referred to as ACP 125(B), supplement 2.

Because of their classification, these publi-
cations require strict accountability. Any
publications maintained on an operating station
(e.g., radio central) are controlled by a watch-
to-watch inventory. A publication custody log
(fig. 6-1), signed by each watch supervisor,
records this inventory.

REGISTERED PUBLICATIONS SYSTEM

As you learned from chapter 2, the Registered
Publications System (RPS) is administered by the
Naval Security Group. This system provides
maximum protection againstloss or compromise
of written material by a tightly controlled
system of issue, identification, accounting, and
stowage. If an item is lost or destroyed, CNO
must be informed immediately. Because of the
rigid safeguards involved, each command de-
signates an officer to control registered publi-
cations. Under ordinary conditions, the closest
you will come to handling RPS-distributed
material is to enter changes or corrections.

The effective editions of RPS 4 and RPS 36
contain instructions for accountability and de-
struction of RPS materials.

*TECHNICAL PUBLICATION LIBRARY

The Technical Publication Library (TPL) is
an offshoot of the Registered Publications Sys-
tem. The TPL contains publications that must
be accounted for and controlled, but which do
not justify the very close accounting and super-
vision necessary for the documents distributed
through RPS. Running the TPL may be your
job almost anywhere.

Any extended discussion of TPL in this text
would only repeat the information contained in
OpNavInst 5605.6, 5605.7, and 5605.8; for this
reason, our coverage here is kept brief. You

*May be referred to as ComTac Library by some
Commands.
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will also find complete instructions on TP],
operations contained in NWP 0.

MAINTAINING TPL CONTROLS

Basically, the reasons for maintaining con-
trols on publications are to ensure that—

1. The full allowance is on board.

2. They are readily available.

3. They are corrected up to date.

4, Security provisions are observed.

The Technical Publication Library is the
central control point within the command that
makes sure the foregoing requirements are met,

A publication control officer is the official
custodian of all publications in TPL, and it is
his job to see that the library is operated
properly. As publications clerk, your job isthe
physical preparation and execution of all trans-
actions, as well as the record keeping.

YOUR WORK IN TPL

When a publication arrives on board, you
must prepare a Catalog Card, OpNav Form
5070-11, for the custody record file. With a
rubber stamp, place the TPL mark on the
front cover of the book and on the title page (or
another page near the front). Within the
rubber stamp markings, and on the catalog
card, place the copy number of the publication.
(Every copy of each publication is given a num-
ber.) If only one copy is received, it becomes
number 1. Each time you issue the publication,
obtain the signature on the catalog card of the
drawee. Each time it is returned, signthe card
in the drawee’s presence to showitsreturn, If a
publication is lost, transferred, or destroyed, the
catalog card is retained at least 2 years.

When changes or corrections to publications
are received, you enter them in all copies of
the publication in the library. For those copies
issued to and held by a TPL holder (one who
has temporary custody of or ‘‘holds’’ a TPL
publication), deliver the change to the holder,
along with a change entry certification. The
holder himself enters the change, signing the
certification, which then is returned to you and
retained in your transaction file. The trans-
action file contains copies of all correspondence
dealing with TPL publications.

Immediately before the annual administra-
tive inspection—possibly more often—a local
board of two officers is scheduled to inspect
TPL. For this purpose youprepare, in advance,
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n accurate inventory of all publications on
boafd' The inventory may be checked by the
a,nnual inspection party, so be certain that it is

Correct.

CORRECTIONS TO PUBLICATIONS
AND INSTRUCTIONS

In addition to a working knowledge of of-
ficial publications and directives discussed in
this chapter, your Communications Yeoman
duties include entering corrections to these
items.

Corrections to publications are issued in
four ways: errata, changes, memorandums, and
messages. Usually instructions are updated
with change transmittals, but book-size instruc-
tions may be issued with errata sheets. Let’s
examine each type of correction in more de-
tail.

Errata are corrections, usually mimeo-
graphed, distributed with apublication or change
to a publication at the time of its initial dis-
tribution. Errata are issued to correctprinting
errors, defects that may affect the status or
accountability of a publication, or to amend
serious errors in the text that could lead to
misinterpretation.

A change to a publication is itself a serially
numbered publication, and may consist of pen-
and-ink corrections, cutout corrections, or
new pages to amend or add to the contents of
basic publications. Changes are numbered
consecutively (change 1, 2, and so on).

Similar to publication changes are change
transmittals, used to distribute a change to a
single instruction. The transmittal describes
the nature of the change. It is prepared in
directive format, and is identified by the same
number as the instruction it changes, plus the
assigned number. The words ‘‘CHANGE TRANS-
MITTAL” follow the instruction designation,
such as SECNAV INSTRUCTION 5215.1B
CHANGE TRANSMITTAL. The subject line
shows the date of the instruction being changed:
‘‘Subj: CH-1 to SECNAVINST 5215.1B of 1 Oct
1964, Subj: The Navy Directives System.’’

Memorandum corrections are of two kinds:
Registered Publication Memorandum Correc-
tions (RPMC) for corrections to RPS-distributed
publications, and Navy Memorandum Correc-
tions (NMC) for publications distributed by the
Forms and Publications Supply Office of the
naval supply system. Memorandum corrections
are used when time doesnotpermit the prepara-
tion of a serially numbered change. Using a
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system of two numbers separated by a slant
sign, RPMCs and NMCs are numbered serially.
The figure before the slant sign indicates the
number of the NMC or RPMC; numbers run
consecutively until all information has been con-
firmed by printed change to the basic publica-
tion. The figure after the slant sign indicates
the change that will confirm the material
contained in the NMC or RPMC. For example,
NMC 2/1 to ACP 113 is the second NMC issued
to ACP 113 and will be confirmed by a forth-
coming change 1.

Message corrections to publications are
issued by ALCOM general messages (ALCOM-
LANT, ALCOMPAC when appropriate). General
messages are numbered serially on an annual
basis. For example, ALCOM 10/65 is the
tenth ALCOM promulgated during 1965. Mes-
sages corrections are used only when it is
absolutely necessary to disseminate the cor-
rection by rapid means.

Entering corrections is tedious work. It is
a necessary chore, however, and is of such
importance that it warrants your most careful
attention. Here are some general rules for
entering corrections.

1. Read and understand the specific in-
structions contained in the correction before
you begin the actual entry.

2. For pen-and-ink corrections, use any
dark ink except red. Red is not visible under
the red night lights used aboard ship.

3. Type lengthy pen-and-ink corrections
on a separate slip of paper, then paste the
paper on the page.

4. When cutouts are provided, use them in
preference to pen-and-ink corrections.

5. Cutouts should be cemented flat on the
page with rubber cement or mucilage. Rubber
cement or mucilage is more satisfactory than
cellophane tape, because the tape often sticks
pages together or may tear pages if itsremoval
is attempted. If there is insufficient room on
the page to insert cutouts, they may be attached
to the inner (binding) edge of the page as flaps.

6. Delete, in ink, all subject matter super-
seded by a cutout before adding the cutout. This
method prevents using the superseded material
if the cutout becomes detached.

7. Because a correction entered in one
section of a publication often affects another
section, such as the index, make certainthatthe
corrections are entered in all applicable sec-
tions.
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31,58

Figure 6-1,—Publication custody log,

8. After entering pen-and-ink or cutout cor-
rections, note along the margin, opposite the line
containing the correction, the identification of the
correction (as CH. 1, NMC 1/2, ALCOM 3, etc.).

9. Upon completion of the entryof any change
affecting page numbers, and before destroying
any superseded pages, make a page check of
the publication,
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10. After entering the correction, fill in the
information required by the Record of Changes
page in the front of the publication, This page
provides spaces for the correction number and
its date, the entry date, your signature and rate,
and the name of your ship or station, Ifa
Record of Changes page is not provided, notation
of change entry should be entered either on the
Title Page or the Letter of Promulgation page.
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CHAPTER 7

SECURITY

The security of the United States in general,
and of naval operations in particular, depends in
part upon the success attained in safeguarding
classified information. Every Communications
Yeoman must be security conscious to the point
that he automatically exercises proper dis-
cretion in the discharge of his duties and does
not think of security of information as something
separate and apart from other matters. In this
way, security of classified information becomes
a natural element of every task and not an ad-
ditionally imposed burden.

In his daily work routine the Communiecations
Yeoman learns information of vital importance
to the military and to the Nation. Much of the
vast amount of intelligence carried inthe mess-
ages handled by naval communications passesat
some point through the hands of Communications
Yeomen—data that, if available to an enemy,
would enable him to learn the strength and in-
tent of our forces, and to gather a wealth of
technical information relating to the procedures
and operations of the United States Navy,

You will use many official documents and
publications that relate to such communication
matters as frequencies, call signs, and pro-
cedures. Their content must be protected also,
because the more an enemy knows about our
communications the better are his chances of
deriving intelligence from them.

CLASSIFICATIONS

Security is a protected condition that pre-
vents unauthorized persons from obtaining infor-
mation of military value. Such information is
afforded a greater degree of protection thafn
other material andisgivena special designation:
classified matter. This term includesall publi~
cations, documents, cipher keys and aids, code
books, letters, and messages in the three se-
curity classifications of Top Secret, Secret, and

Confidential (including Confidential—Modified
Handling Authorized). Following are examples
and definitions of each:

TOP SECRET

The Top Secret classification is limited to
defense information or material requiring the
highest degree of protection. It is applied only
to information or material the defense aspectof
which is paramount, and the unauthorized dis-
closure of which could result in EXCEPTION-
ALLY GRAVE DAMAGE to the Nation, suchas—

1. A war, an armed attack against the United
States or her allies, or a break in diplomatic
relations that would affect the defense of the
United States.

2. The unauthorized disclosure of military
or defense plans, intelligence operations, or
scientific or technological developments vital to
the national defense.

SECRET

The Secret classification is limited to de-
fense information or material the unauthorized
disclosure of which could result in SERIOUS
DAMAGE to the Nation, such as—

1, Jeopardizing the international relations of
the United States.

2. Endangering the effectiveness of a pro-
gram or policy of vital importance to the
national defense.

3. Compromising important military or de-
fense plans, or scientific developments im-
portant to national defense,

4. Revealing important intelligence opera-
tions.

CONFIDENTIAL

The use of the classification Confidential is
limited to defense information or material the
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unauthorized disclosure of which could be
PREJUDICIAL TO DEFENSE INTERESTS of
the Nation, such as—

1. Operational and battle reports that con-
tain information of value to the enemy.

2. Intelligence reports.

3. Military radiofrequency and call sign
allocations that are especially important, or
are changed frequently for security reasons.

4, Devices and material relating to com-
munication security.

5. Information that reveals strength of our
land, air, or naval forces in the United States
and overseas areas, identity of composition of
units, or detailed information relating to their
equipment,

6. Documents and manuals containing tech-
nical informationused for training, maintenance,
and inspection of classified munitions of war.

7. Operational and tactical doctrine.

8. Research, development, production, and
procurement of munitions of war.

9. Mobilization plans.

10. Personnel security investigations and
other investigations, such as courts of inquiry,
which require protection against unauthorized
disclosure,

11, Matters and documents of a personal or
disciplinary nature, which, if disclosed, could
be prejudicial to the discipline and morals of
the armed forces,

12. Documents used in connection with pro-
curement, selection, or promotion of military
personnel, the disclosure of which could violate
the integrity of the competitive system.

NOTE: Official information of the type
described in paragraphs 10, 11, and 12 is
classified Confidential only if its unauthorized
disclosure could be prejudicial to the defense
interests of the Nation. If such information
does not relate strictly to defense, it must be
safeguarded by other means than the Confidential
classification.

CONFMOD

The Confidential classification has a sub-
division: Confidential—Modified Handling Au-
thorized (CONFMOD). The CONFMOD category
may be authorized for matter the originator
believes will be protected sufficiently by some-
what less strict stowage and transmission safe-
guards than are necessary for Confidential,
Normally, CONFMOD material is stowed in the
same manner as other Confidential material.
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Material that may be classified CONFMOD
includes, but is not limited to, the following:

1. Training manuals, field and technical
manuals, and related materials.

2. Photographs, negatives, photostats, dia-
grams, and the like.

3. Defense procurement plans, including
procurement contracts and related matters.

4, Communication materials, publications,
and messages.

5. Charts and maps.

6. Information received from or furnished to
foreign nations under international exchange of
information, agreements, and policies.

ADDITIONAL MARKINGS FOR CLASSIFIED
MATERIAL

You will find other markings ondocuments in
addition to the four security labels mentioned
already. Among these markingsare suchdesig-
nations as ‘‘Restricted Data,”” NOFORN, and
““For Official Use Only.”’

Restricted Data

All data concerned with (1) the design, manu-
facture, or utilization of atomic weapons, (2)
the production of special nuclear material, or
(3) the use of special nuclear material in the
production of energy bear conspicuous ‘‘Re-
stricted Data’” markings., Restricted data,
when declassified under the Atomic Energy Act
of 1954, must be marked ‘‘Formerly Restricted
Data, Handle as Restricted Data in Foreign Dis-
semination, Section 144b, Atomic Energy Act,
1954.”’

NOFORN Designation

Whenever the handling of classified docu-
ments is such that the documents are liable to
inadvertent disclosure to foreign nationals,
originators should stamp the documents thus:
¢«Special Handling Required, Not Releasable to
Foreign Nationals,’” When this term is used in
a message, it is abbreviated NOFORN.

For Official Use Only

The term ‘‘For Official Use Only’’ is as-
signed to official information that requires some
protection for the good of the public interest
but is not safeguarded by classifications used
in the interest of national defense.
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Chapter 7T—SECURITY

CLEARANCES

No one may have access to classified matter
without proper security clearance. A security
clearance is an administrative determination
that an individual is eligible, from a security
gtandpoint, for access to classified matter, If
your duties require you to use classified publica-
tions and documents (and they are virtually sure
to), the commanding officer is authorized to
rant you clearance up to Confidential after as-
certaining that you are trustworthy, discreet,
and of unquestionable loyalty. Clearance to
handle Secret material can be grantedonly after
an additional check of BuPers recordsandanin-
vestigation by the Office of Naval Intelligence.
All clearances are authorized by the CO of a
man’s present command, and only when there
is a ‘“‘need to know.’”” Notation of a man’s
clearance is made in his service record.

COMPROMISE

No one in the Navy is authorized to handle
any classified material except that required in
the performance of duty. All other persons are
unauthorized, regardless of rank, duties, or
clearance.

If itis known—or even suspected—that classi-
fied material is lost, or is passed into the hands
of some unauthorized person, the material is
said to be compromised, The seriousness of the
compromise depends on the nature of the mate-
rial and the extent to which the unauthorized
person may divulge or make use of what he
learns. Never fail to report a compromise that
comes to your attention,

SECURITY AREAS

The shipboard and shore station spaces that
contain classified matter are known as security
areas. These security areas (sometimes called
sensitive areas) have varying degrees of security
interest, depending upon their purpose and the
nature of the work and information or materials
concerned, Consequently, the restrictions, con-
trols, and protective measures req<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>