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FROM: CHIEF RADIO OFFICER 
TO: RA." I () 'JEPAPT'IEH 

SUBJ: COMMU'JICATION DEPARTMENT ORDER NC. 1-65; I~STRUCTIONS FCR 
HANDL I NG MESSAGES 

1. I 'jCOM ING MESSAGES: 

(Al II.JCOMII.JG MESSAGES WILL BE TYPED O~~ REGULAR U.S. I.JAVAL VES:AGE 
FORM, A TOTAL OF 7 COPIES WILL BE SUFFICIENT FOR ROUTING A COPY TO ALL 
DEPARTMENTS AND AN EXTRA COPY FOR THE BRIDGE. ADDITIONAL COPIES MAY 
BE MADE '.'!HEN RECU I P ED. 

(B) I,\~MED I A TEL Y AFTER RECE I PT OF A i~ESS/lGE I T SHALL BE ROUTED 
FOR DISTRIBUTION AS FOLLOWS: 

1. MASTER 
2. DEPARTMENT HEADS COI.JCERNED 
3. BRIDGE ("!HEN MESSAGE CO\JTAI~IS INFORMATION 

CONCER~II.JG DOCKI~G OR SHIP ROUTING) 

(C) THE PRIMARY RE~PO"JSIBILITY OF ANS'tIERI'~G RECEIVE'D ME;:SAGES 
LIE;: WITH THE ACTIO"J AD1RESSEES. HOWEVER THE' RA"JIO T)EPARTMF"JT SHALL 
MAINTAIN A CHECK OF SUCH RECEIVED ME~SAGES WHICH REQUIRE AN A\jSWER 
AIm I 'JS URE FOLLOW-UP ACT ION. 

(D) ALL RECE I V ED A'JD SEN T VESSAGES SHALL BE KE'PT I'I THE 
COMMU'JICfiTION FILES FOR A PERIOD OF OIJE YEAR. TRAFFIC, OF A'J EVERGE'iCY 
OR DISTRESS NATURE). SHALL BE RETAI'JED U"JTIL ITS T)ISPC~ITIO\I HAS BEE'J 
nETERVINED BY HIGHtR AUTHORITY. 

2. OUTGO I ~jG MESSAGES: 

(A.) THE ORIGIIJATOR OF ALL OUTGOI'IG TRAFFIC WILL BE HELD RESPO'ISIBLE 
FOR THE FOLLOWING: 

(1) DETERMINE IF A MESSAGE IS NECESSARY. NO ME;:SAGE SHOULD BE 
SENT WHERE COMMUIJICATION BY MAIL WOULD FULLY SEPVE THE PURPOSE. 

(2) DETERMINE THE ACTION AIm INFORMATION ADDRESSEES. 

(3) DRAFT THE TEXT USING BREVITY TO THE BEST ADVANTAGE POSSIBLE 
WITHOUT BEING VAGUE OR AMBIGUOUS AIJD USI\IG AUTHORIZED ABRREVIATIO~IS 
WHEREVER POSSIBLE. 

(4) DETER~/I 'IE THE' SECUR I TY CLASS IF I CATION. 

(5) DETERMI~E THE PRECEDE\JCE IN ACCORDANCE WITH THE FOl_LOWING: 

1. FLASH 
2. I MMED I ATE 
'3. PRIORITY 
4. ROUTINE 
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i..ORMAlL Y T riE OR I GI,~iI TOR ~rlAll MAKE A ROuGH mll!;FT FOR THE RELEAS I,~G 
DFFICE~S VERBAL APPROVAL. HE ~rlAlL TriEN DELIVER IT TO THE RADIO ROOM 
i,HERE IT \,llL BE EDITED t\,~D TYPED uP ON A MES~AGE FORM 8Y THE RADIO OFFICi 
ER ON DuTY. IT '0', I LL THEN BE SuBM I HED TO THE l'iASTER FOR RELEASE. ~ 
MIL I TARY DEPARTMENT ME~~AGES SHALL BE APPROVED Aim RELEASED BY THE 
COM I LDEPT PR lOR TO RELEASE BY THE f.IASTER. ALL SENT \,iESSAGES SHALL BE 
~HOWN TO THE COM I LDEPT ('iHEN APPL I CABLE) PR I OR TO TRAi~SM I SS I ON FOR 
REASONS SF ~ECuRITY. 

4. AFTER TRM~MI0SION EACH MESSAGE SHALL BE SERVICED AS OLiTLINED IN 
THESE ~TANDING ORDERS. ONE (THE ORIGINAL) IS RETAINED IN THE 
COMMuNICATION FILE, A COPY RETu,RNED TO THE ORIGINATOR MD A COPY 
ROuTED TO EACH DEPARTMENT HEAD OR OFFICE CONCERNED. 

SPECIAL 1'1STRuCTIONS FOR CLASSIFIED MESSAGES: 

5. A. CLASSIFIED ME~SAGES THAT HAVE BEEN ENCRYPTED SHALL BE HANDLE~ 
AS OTHER MESSAGES OuTL I NED ABOVE Vi ITH THE EXCEPT I ON THAT ONLY ONE (1) 
COpy OF SUCH MESSAGES SHALL LEAVE THE RADIO ROOM. IN ORDER THAT 
MAX I MuM SECuR ITY FOR SuCH MESSAGES,;! LL BE MA I NTA I NED AT ALL TIMES, 
THE FOLLOI'II NG D I STR I BUT I ON AND PROCr:.DURES Vi I LL BE FOLLOI'~ED: 

B. ONLY ONE (1) COPY OF ENCRYPTED MESSAGES SHALL LEAVE THE RADIO 
ROOM. TH I S COPYfj I LL BE PROV IDED THE COM I LDEPT WHO Vi I LL DECODE AND FORW-
ARD TO THE MASTER. NAVAL REGULATIONS REQUIRE THAT THE BROKEN VERSION 
OF A CLASS I F I ED MESSAGE MAY NOT BE CONTA I NED ,iI TH I N THE SAME SAFE OR 
SECURITY LOCKER AS THE ENCRYPTED MES~AGE VERSION. 

C. EXCEPT AS MAY BE clRECTED BY THE MASTER, NO VARIATION FROM THE 
ABOVE PROCEDuRE WILL BE ALLOWED. 

D. THE CONTENTS OF CLASSIFIED MESSAGES ARE OF NO CONCERN TO 
RADIO OFFICERS AND THEY SHALL REFRAIN FROM INQuiRING OR ASKING ABOU~ 
SUCH INFORMATION. 

6. INSTr1uCTIONS FOR HANDLING COMMERCIAL RADIO TRAFFIC: 

A. THE SENIOR RADIO OFFICER WILL BE RESPONSIBLE FOR THE 
ABSTRACTING A:-JD ACCOuNTING OF ALL COMMER~AL MESSAGES INVOLVI:-.lG TOLLS, 
BOTH ~E,H AND RECE I VEIl. HE SHALL SuPERV I SE THE DRAFT I NG OF ALL SUCH 
MESSAGES, MD PROV IDE THE ~EI,DER Vi I TH A RECE I PT SHOV. I NG IILL CASH 
RECEIVED FOR cACH MESSAGE. (A COpy OF THE MESSAGE STAMP1ED "PAID" MAY 
BE GIVEN THE ORIGINATOR IN LIEU OF AN OFFICIAL RECEiPt). 

B. COMMER(tItAL RADIOGRAMS FROM AND TO THE U.S.,!. MD OTHER PARTS OF 
THE r.ORLD MAY BE EXCHANGED ABOARD TH I S VESSEL V\H I Lt AT SEA, BY THE 
SHIPS CREW AND OFFICERS; OFFICERS AND MEN OF THE MILITARY DEPARTMENT 
AND CIVILIANS EMBARKED AS PA~SENGERS, i,ITH EXCEPTIONS AS LISTED BELOW: 

1. PER~ONAL CG.,d,;ERC I AL MES::-AGES MAY NOT BE ACCEPTED FOR TRANSM I ~ S I ON 
AT ANY TIME THE VE~SEL IS ON A CLASSIFIED VOYAGE AND RADIO SILENCE HAS 
BEEN IMPOSED. 

2. PERSONAL COMMERCIAL MESSAGES MAY NOT BE ACCEPTED FOR TRANSMISSION 
ciT ANY TIME "HEN THE MASTER HAS SO ORDERED THAT THEY SHALL NOT BE ACCEPT­
tTl 
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3. THE COM I LDEPT EXERC I SES CEf1S0RSH I P OF ALL MESSAGES 
OR I GI NAT I NG FROM PAbsENGERS AND OF THE OFF I CERS AND I"EN OF WH I CH HE 
HAS CO,,,MAND. NO MESSAGES SO OR I GI NATED SHALL BE ALCEPTED FOR TRANSM I SS I ON 
I'd THOUT PR lOR RELEASE OF THE COM I LDEPT. 

4. THE MASTER EXERI&ISES CENSORSHIP OF ALL MESSAGES PRIOR TO 
TRANSMISSION. NO ME~SAGES ORIGINATING ON BOARD SHIP SHALL BE ACCEPTED 
FOR TRASSM I ~b I ONii ITHOUT THE MASTER I S PR lOR RELEASE. 

5. WHEN ON A CLA0S I F I ED VOYAGE, AND RAD lOS ILENCE HAS NOT BEEN 
ORDERED, PERSONAL MESSAGES MAY OR MAY NOT BE ALLOWED, AT THE DISCRETION 
OF THE MASTER. IF SuCH MESSAGES ARE ALLOWED THEY SHALL BE KEPT TO A 
MINIMUM. SuCH MESSAGES MAY NOT DISCLOSE INFORMATION REGARDING THE 
VESSELS POSITION

t 
OR ROUTING, DEPARTuRE OR EXPECTED ARRIVAL INFORMATION 

OR ANY OTHER MAT ER, NOT OF A PURELY PERSONAL NATURE. 

6. FOR CORRECT TOLL CHARGES CONSuLT FOLDER IN FILING CABINET 
ilHICH COIHAINS COMMERCIAL TRAFFIC REGuLATIONS AND INFORMATION. IN THE 
CASE OF CLASS "E" MESSAGES INVOLVING TOLLS, SEE DNC-26. 

7. VIHILE COMMERCIAL TRAFFIC I'oILL BE HANDLED AS QuiCKLY AS 
PO~SIBLE, EXPEDITIOUS HANDLING IS NEITHER ASSURED NOR IMPLIED. EVERY 
REASONABLE EFFORT WILL BE MADE TO PROV I DE FAST HANDLI NG UNDER THE 
TRAFFIC LOAD CONDITIONS WHICH MAY EXIST AT THE PARTICuLAR TIME. 
HOWEVER, IT IS NOTED THAT ALL OFFICIAL MESSAGES WILL TAKE PRECEDENCE 
OVER ALL COMMERCIAL TRAFFIC. 

8. IN ORDER TO DERIVE THE GREATEST POSSIBLE BENEFIT AT THE MOST 
REASONABLE RATE FOR EACH INDIVIDUAL CASE, THE CHIEF RADIO OFFICER SHALL 
ASSIST THE SENDER IN FILING ALL COMMERCIAL TRAFFIC. SJCH TRAFFIC WILL 
THEN BE PLACED IN THE PROPER FORM BY THE RADIO DEPARTMENT, SUBMITTED 
TO THE PROPER AuTHORITIES FOR RELEASE AND RETuRNED TO THE RADIO ROOM 
FOR TRANSM I SS I ON "HEN PRACT ICABLE. 

9. IT IS SuGGESTED THAT CLASS "E" MESSAGES BE UTILIZED WHEN 
POSSIBLE AND APPLICABLE, DUE TO THE LOV.ER RATES AND CONVENIENCE TO 
SENDER. 




