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INSTRUCTIONS FOR KEEPING JOURNAL

1. Heading:

a. Unit or Section:

(1) Enter designation of unit if this is a unit journal for regimem, zir group, or smaller unit.

(2) Enter designation of section if this is a section journal maintained by a gencral staff section,
b Place: Enter coordinates or name of locality.
¢. From: Enter date, time, and time zone that journal is opened.

d. To: Enter dale, time, and time zone that journal is closed. o .
2. Bodyt ) .
a. Time In: . .
{1) Unit Journal. Enter time information is received within unit. In most instances this would be TOR
at unit communication center. - .

{2} Section Journal. Enter time information is received within section.

b, Time QOuu

(1) Unit Journal. Enter time outgomg ml'ormahon is delivered to addressee.  In most instances this would
TOD by unit communication center, * .
(2) Section Journal. Enter time outgoing message is delivered 1o originator's comunication center for
cransmittal, or time information is transmitied by releasing section.
¢. Serial No.: Number each entry consecuiively as information is received by keeper of journal,
d. DTG: Enter date/time group of radio message.
- Incidents, Messages, Orders:
11) lmpartant incidents, messages and orders are recorded as they are made known.
:2) Although brief, entries must include all vital elements of information, such as what, whers, when,
how, and who. .
13) Ongmal tntﬂc.s shou]d not be altered, but should be supplcmentcd or corrected by later entries when
necessary. - .
(4} A synopsis of wrilten of oral mcssagcs is cniered in Ihc]ournaj leaving the fuli accouny for thc]uumal file
and other supporting documents.
[3) Oral messages are reduced to writing, and proccssrd Ilke wmtcn messages. .
J. Action Taken: Thi¢ colimn is used 1o indicare administrative action taken, such as, routing 1o cognizant
unit si1a!T officer(s), dissemination of pertinent’ lnfﬂrmatmn and/or Rling of message. Some of the more commeon
beols used 10 indicate action 1aken are: “M”, posted on siuation map; *$*, circulated 10 unit staff, “T™, ml'orl-

Lo -.hssemmatcd to toops or subordinate umts v F” Kiled in journal file.
# o
3. Ending; . _

a. ‘%ummary A Lios uurnmary of majcr actnlues w nh reasons undcrhmg decisions, is rnicrcd in the journal
atcthe close of rach day. This is wriken in narrative form under the column entitled “Incidents, Messages, Orders.”
+b. Closing: Journals are closed daily or a1 the end of periods or phases prescribed by higher auihority.

» .
il

4. Journul Flies

Journal file is conside red a part of the journal It rontaine 1aessages, orders‘ records ofconversatmn and olher dccu.
ments su|:poriing journal enirigs. .- T : L0 ;

a
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INSTRUCTIONS FOR KEEPING JOURNAL

1. Headingt
a. Unit or Section:

{1) Enter designation of unit if this is 2 unit journal for regiment, air group, or smaller unit.

(2) Enter designation of section if this is & section journal maintained by a general staff sestion.
4. Place; Enter coordinates or name of locality,
¢. From: Enter date, time, and time zone that journal is apened.
d. To: Enter dale, time, and time 2on¢ that journal is ¢loséd.

2. Bodyr
a. Tiune In:

» - "~ I T - .
(1} Unit Journal. Enier time information ls_rcccwcd wnhln unit, In most instances this would be TOR
at U.ﬂ", (‘ommunlca.uon center, - B

{2) Section Jouraal, Enter time :nformauon is rc;wved wtlhll‘_'l section: - s e
&. ’J:mc Qut: e .
, (1) Unit Journa!, Eater Lime outgoing mfo;maunn is delivered 10 addressee.  In most instances this would
TOD by unit communication center, R

(2) Section Journal. Enter time ou:go:ng messagc is delivered lo ongmamr’s communmuon center for
transmiital, or ume information is transmitted, by releasing section,

¢. Serial No.: Number cach entry consecutively as mfom&auon xs reoewcd by kecper ofjoumal.

d. DTG: Enter date/rime group of radio message, : .\ . Ce

¢ incidents, Messages, Qrder: T
*1} Important incidents, messages and ordérs are recorded as thcy are made known,

12} Although brief, entries must mclude aII vnal e!ements of information, such as what, whcrc. when,
how, and who.

(3} Original entries should not be a]icrcd but should be supplcmenth or correcied by later entries when

necessary.
(4) A synopsis of writien or oral rncssagﬁ is rntqrcd i thcjournal leaving the .fu?l account for the journal file
and other supporting documen(s. = <
t3) Oral messages are rcduccd to writing and processed Jike wniten mcssagcs.
- Ariion Taken: This column is used to indicate administrative action 1aken, such as, routing 10 cogmzam
it s1nfl officer(s), dissemination of pertinent infarmation and/or filing: of message. Some of the more common

bols used ‘10 indicate action raken, are; “M”, pos!cd on situation map; “'S”, circulated to unit staff; T, infor
mation disseminated (o tro-ups or subordinate units: “F”. filed'in journal Rle.
3. Endingt

a. Summary: A Liwl summary of major activities. w ::h reasons undcrlv:ng decisions, is entered in :hc journal
at the clusc of rach day. This is writien in narvanve form under the column entitded “Incidents, Messages, Ordera_."
b. Closing: Journals are.closed daily or at the end of periods or phases prescribed by higher authority.

4. lournal Film

Journal file is considered a pan of the journal, 11 contains ragssages. ordcrs. records of conversation, and other docu-
meols supparting journal entries,
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