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2. Body:
a. Time In:
{1) Unit Journal, Enter time information is received within wnit, In most instances this would e TOR
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. b. Timec Qut:
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(1) Unit Journal. Entertime outgoing information is delivered to addressee. In most instances this would
be TOD by unit communication center.
(2) Section Journal, Enter time oul.gomg message s delivered to originator's communication ochtcr for
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¢. Serial No.: Number each entry consecutively as information is received by kecper of journal.
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how, and who.
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(4) A synopsis of wmtcn or aral mm;sag&s ls cntercd in the Journai leaving the full account for the journal file
and other supporting documents.” R I
’ {(3) Oral messages are reduced to writing and processed ke written messages.
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