Voice Procedures



Telecommunication Unit
I.C.S.S.

Procedure for Radio Communication (Voice)

1.
Check that the Radio Set is prepared for operation. 

a.
VHF Hand-Helds – always ensure that the battery is charged and have a spare available. Check antenna is attached. 

b.
HF Mobiles/Base. Check power supplies regularly. Check cable connections i.e. antenna, power supply, microphone. 

2.
Transmitting. 

a.
Decide beforehand what you are going to say, ensuring that it will be clear and concise. Make notes if necessary. 

b.
Check that no-one else is speaking on the net before you start. Do not attempt to use Selcall (HF Mobiles/Base) if the net is busy. 

c.
Avoid excessive calling. In particular with Selcall, allow time for the remote station's automatic reply. (This can take up to 40 secs). Calling again too soon after the original call may corrupt an incoming reply from the called station. The called station may be able to hear you but be unable to reply, or you may not hear their reply. Make one last call stating NIL HEARD – OUT. The other station can then call you back when they are in a better position to do so. 

d.
If your message is long, divide it into sensible phrases, pause to allow your message to be understood (and written down if necessary) while maintaining a natural rhythm. 

e.
Use standard pronunciation. Emphasize vowels sufficiently. Avoid extremes of pitch, do not let your voice drop at the end of a sentence. Speak in a moderately strong voice but do not shout as this will distort the signal. 

f.
Hold the microphone at about 5cms from your lips while speaking. Shield the microphone from background noises. 

g.
Be aware that everything that you say can be heard by anyone using a radio receiver on the same frequency. Depending on the situation in the country of operations, it may be wise to use simple codes (e.g. alphanumeric codes for locations, initials for names etc.). 

h.
Ensure that each user on the network is registered on a master list held by the Radio Room, and that any unauthorized callsigns heard on the net are noted and the users (if known) are properly registered or informed that they do not have permission to use the network. 

i.
Never transmit military or other confidential information on UN networks. Doing so could seriously jeopardize telecommunications and may result in the withdrawal of permission to operate, or confiscation of, the station by the competent authorities. 

Example of Radio Conversation

The calling station is indicated by the use of THIS IS or FROM. 


Juliet Hotel this is Romeo Foxtrot – message – over

This is Juliet Hotel – send – over

From Romeo Foxtrot – Convoy 5a has just passed Sierra 3. ETA Sierra 4 at 14 30 hours – over

Juliet Hotel – Roger – out. 

Radio Checks

Radio checks should be carried out periodically during periods of low traffic. 

Signal quality is reported as STRENGTH/READABILITY as follows: 

Signal strength


LOUD
Your signal is strong.
GOOD
Your signal is good.
WEAK
I can hear you but with difficulty.
VERY WEAK
I can hear you but with great difficulty.
NOTHING HEARD
I cannot hear you at all.


Readability


CLEAR
Excellent quality
READABLE 
Good quality. No difficulty in reading you.
DISTORTED
I have problems reading you.
WITH INTERFERENCE
I have problems reading you due to interference.
NOT READABLE
I can hear that you are transmitting but cannot read 

you at all.



e.g. 

Three Zero One – this is Two Five Nine – Radio Check – over. 

From Three Zero One – (you are) loud and clear – over. 

This is Two Five Nine – (you are) good and readable – out.  

Letter
      Phonetic Equivalent
Numeral
Spoken As


  A
Alpha
0
Zero
  B
Bravo
1
Wun
  C
Charlie
2
Too
  D
Delta
3
Thuh–ree
  E
Echo
4
Fo–wer
  F
Foxtrot
5
Fife
  G
Golf
6
Six
  H
Hotel
7
Seven
  I
India
8
Ate
  J
Juliet
9
Niner
  K
Kilo
  L
Lima
  M
Mike
In general, numbers are
  N
November
transmitted digit by digit
  O
Oscar
except that exact multiples
  P
Papa
of hundreds and thousands
  Q
Quebec
are sent as such.
  R
Romeo

  S
Sierra
e.g.
  T
Tango
12
Twelve
  U
Uniform
44
Fo–wer Fo–wer
  V
Victor
90
Niner Zero
  W
Whisky
136
Wun Thuh–ree Six
  X
X-Ray
500
Fife Hundred
  Y
Yankee
16000
Wun Six Thousand
  Z
Zulu



Procedure Words 

ProWord 
Meaning

ACKNOWLEDGE 
Confirm that you have received message and will comply 

(WILCO)

AFFIRMATIVE 
Yes/Correct

NEGATIVE 
No/Incorrect

ALL AFTER 
Everything that you (I) transmitted after ........


ALL BEFORE 
Everything that you (I) transmitted before ........

BREAK – 
All stations will immediately cease transmission on  
BREAK –
hearing this ProWord. The station BREAKing has urgent  BREAK!
life-saving message. Only to be used in EXTREME 

emergency.

CORRECT
You are correct

CORRECTION
The correct version is .........

WRONG
Your last transmission was incorrect. The correct version

is .......... 

DISREGARD THIS
This transmission is an error. Disregard it.
TRANSMISSION – 

OUT

DO NOT ANSWER – 
Station(s) called are not to answer this call,
OUT
acknowledge this message, or to transmit in

connection with this transmission

FIGURES
Numbers follow (in message)

MESSAGE
I have an informal message for you

MESSAGE FOLLOWS
I have a formal message which should be recorded 

(e.g. written down).

SILENCE –
Cease all transmission immediately.
SILENCE –
Will be maintained until lifted.
SILENCE!
(Used by Network Control Operator).

SILENCE LIFTED
Silence is lifted. Net is free for traffic.

SPEAK SLOWER
Adjust the speed of your transmission.
      (FASTER)

I SPELL
I shall spell the next word phonetically.

THROUGH ME
I am in contact with the station you are calling.

I can act as a relay station.

MESSAGE 

PASSED TO ........
Your message has been passed to ......

UNKNOWN STATION
The identity of the station calling or with whom I am

attempting to establish communication is unknown.

VERIFY
Verify entire message (or portion indicated) with the

originator and send correct version. To be used only at

discretion or by the addressee to which the questioned

message was sent.

I VERIFY
That which follows has been verified at your

request and is repeated. To be used only as a

reply to VERIFY.

WAIT (WAIT – WAIT)
I must pause for a few seconds.

WAIT – OUT
I must pause for longer than some seconds and

will call you again when ready.

WILCO
I have received and understood your message

and will comply. (Only used by the addressee).



ROGER and WILCO are never used together.

OVER
I have finished my turn – a response is expected.

Go ahead, transmit.

OUT
I have finished my transmission. No reply is

expected.


(OVER and OUT are never used together.)

OUT TO YOU
I have nothing more for you, do not reply. I

shall now call another station on the net.

READ BACK
Read back the following message to me exactly

as received.

I READ BACK
The following is my reply to your request to

read back.

RELAY TO .........
Transmit the following message to all addressees

or to the address immediately following.

RELAY THROUGH
Send this message by way of callsign .........

ROGER
I have received your last transmission satisfactorily.

ROGER SO FAR?
Have you received this part of my message

satisfactorily?

SAY AGAIN
Repeat all of your last transmission.

SAY AGAIN
Repeat portion of message indicated.
ALL (WORD)
AFTER (BEFORE)

I SAY AGAIN
I am repeating my transmission or portion

indicated.

SEND
Go ahead with your transmission.

SEND YOUR 
Go ahead, I am ready to copy.
MESSAGE

WORD AFTER .........
The word of the message to which I refer is

that which follows .............

WORD BEFORE ...........
The word of the message to which I refer is

that which follows .............

WORDS TWICE
Communication is difficult. Transmitting each 

phrase twice. This proword can be used as an

order, request or information.

