O`AHU CIVIL DEFENSE AGENCY

DISASTER MESSAGE WRITING:

1. Start with a blank piece of paper to organize and write your message.

2. Give the supporting facts and then the reason for the message or the reason for the message and then the supporting facts.

3. Use as few words and punctuation as possible to state above.

4. Now take a Disaster Message Form and begin to fill out header:

a. Msg.# = message number which corresponds to the location where the message is being sent from as well as the message’s number (# # #). Only sending parties number their messages.

1. Will start with a three letter designation for sending location:
a. HSH – Hawaii State Hospital

b. QMC – Queen’s Medical Center

2. Followed by the position of the message in numeric order of sending. * Do not number the message until it is handed to radio operators and they record it on their messages sent form and assign it a number.
3. When responding to a message, you can add a “R” after the number indicating it is in response to a message received.
b. Precedence: 

EMERGENCY (E): Message(s) concerns a situation where lives are endangered or gravely impacted and immediate action/response is required. Action/response should occur ASAP, within 30 minutes to one (1) hour “after receipt” of message. Emergency/immediate messages will be transmitted ahead of any Priority or Routine or Welfare messages. 

PRIORITY (P):  Message(s) concerns a situation where a timely operational response is required that would ensure that lives are not further endangered. Action/response should occur within one (1) to six (6) hours “after receipt” of message. Priority messages will be transmitted ahead of any Routine or Welfare messages. Most messages, during an emergency, will have this procedure.
ROUTINE (R): Message(s) that reflect routine data reference operational, logistical, and administrative concerns. The text of the message should state the time frame of any action expected. Action/response should occur within six (6) to (18) hours. Routine messages will be handled in the order filed, after EMERGENCY and PRIORITY messages.

WELFARE (W): A message relating to the health and welfare of a person or persons within the affected area. May be an inquiry or an advisory. Handle as soon as possible (ASAP) only after EMERGENCY, PRIORITY, and ROUTINE messages. Usually welfare messages will be moved off of emergency communication frequencies.

Never use “T” for test or “E” for exercise in the Precedence space, please.

c. Time Filed: (Local) = the time when the message is written, to be filled in by the writer. 

i. Use local time only: because several branches of the local government record time differently we have included: AM, PM, or 24HR, please circle the one that applies.

d. Date: = is the current date written: mmmddyyyy, such as Nov 25, 2004; or mm/dd/yyy, such as 11/25/2004. Add the year for archival purposes.

5. TO: & FROM: Here writer lists the receiving official’s name and location. Then the writer’s name and location.

6. Message:      This is an exercise message. = This is checked only when participating in a practice exercise so everyone knows the message is a practice message.
7. Text:  the message is written at five (5) words per line format as this facilitates the correct sending of the message verbally. Say the five words, pause or release the mic – other party has received the five words says “OK”, and you send the next five works.  Please eliminate as much punctuation and words as possible, while still being clear on the facts and what you are asking for or stating.
8.     End of Message: = leave the unused text lines blank and check end of message when that is the end of message.
9.     Continue on next form: = if the message is longer then the text spaces on the first form, check continue on the next form: and continue on second message form (using same message number). 
Message writer fills in everything between the two sets of double lines. Radio operator will take care of information below the second double line.
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