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TELETYPE PROCLDURE

o R order to expedite handling of urgent matters pertalnlng to CAP
“tactical operatlons, there has recently been installed at National Headquarters,
a TVY teletype machine, (Call Sign - WA 302).

2, The following specific procedure will pert.in in the transmission
of teletype messages:

a. When receiving a call, the operator will announce with the unit
designation and location, the operator's initials, followed by GA, as: "CCP 12,

' Brnsvl, Tex., BM, GA".

b, The unit calling will announce its designation and location
followed by the date, time and operator's initials, and immediately proceed with
the messagey as: ."Natl. Hq., CAP, Jashn., D. C., 10-5-42 1405G, HLS Reurlet
10-3..........JOhISON"

e, (1) If an immediate reply is requested, the caller will t;pe,
" GA" v

(RIE=TE no reply is necessary, the caller will type, "END ACK".

Ji; (1) If the message received requires no reply, the operator
will acknowledge by typing, "RCD" folloned by the unit designation and the time of
receipt, as: "RCD CCP 12 1210Q".

(2) If the message recuires an imwedigte reply or the
receiving operator is ready to send a message or osk a question, the incoming
call will be acknowledfed first, followed b, a request to hold the line, as:
"RCD -CCP 12 MIN",

(3) After an oxchangc of messages, the operator terminating the
exchange will type, "END" followed by the unit designation cnd "OFF ACK", as
follows, "END NATL. HQ. OFF ACK", If thec other station has co:mpleted its call, the
operator will acknowledge by typing "OK" followed by unit designatipn, "OFF" and
time of teraminetion, as follaws, "OK" CCP 12 OFF 1)10Q" whercupon .both stations
will immediately disconnect,

3. The following gencral rules ‘will apply in the usc of the THX
tcletype circuitss

a. TWX teletype circuits will be used only when the situation is of
such gravity as to placc the usc of such cireuits in the eatcgory of z "militory
nccessity". Carclcss and indiseriminate use of thesu circuits impedes the wer offort.
by typing up faeilitics which alrcecy erc scriously OVv:lOuQCd by cssuntial military
requirements.,
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The TWX eircuits differ from the special leascd loop teletype circuits held open
for continuous usc in thet TWX is a general nation-wide communication network,

b. The content of messages will be kept to the minimum consistent
with clarity, Abbrevictions will be uscd wherever possible, Treilers on routine
motters that could be handled by meil without scriously hindering opcrations will
not bc added to TWX meosages. :

c, Unless an immediate reply can be furnished, circuits will not be
held open until the requested information can be obtained. It is more cxpeditious
to place another cell than to tic up alrcedy over-loaded communici.tion networks
by holding the circuits open, Furthermore, TWX tolls arc charged on the besis of

he number of mirutes the eircuits arc in use or held open,

d, Inasmuch as stations cclled will ammounce by thelr unit designa-
tion and location as preseribed in parc; raph 2 g ubove, teletypoe communicetions
between CAP units and to Natienol Headquarters will carry no inside address.
Mcssages to National Headguarters will not be addrossed to any particulor individ-
ual, as all such messagges will be muted bo the proper office for attention,

c. If morc then onc mussege is to be transmiticd on onc call, each
will bear the heading preseribed in paragraph 2 b cbove followed by the usual
acknowlcdgment .

f£. 1In o two-way conversction, in order to avoid brucking in on a
stotement bofore its complotion (unlcss some flagrant error has been noticed),
operctors will not stort typing befors the phruse "GA" appears.

L. Commenders of cll CAP units arc respousible that the instructions
sct forth in this dircctive arc strictly obscurved.

5., ALl units having TWX telotype scrvice will advicc Nationel Head-
quarters of their call sipns end will keep this Headquertors currcntly informed
of eny choangcos.

By dircction of Fotional Commcnder JOHLSONS

Operations Officer

M~-3008



