Training Topic #14e - Delivering messages

Lesson Intent.  The intent of this lesson is to continue our seven-part discussion of messages by reviewing the procedures we use for delivering messages.

Reference:  Army MARS SOP Chapter 18 and Appendix D.  Army MARS Basic Training Course (various).  Army Regulation 25-11, Record Communications and the Privacy Communications System.  The ARRL Operating Manual 6th Edition, Chapter 15 Traffic Handling.

Last time we discussed how we go about transmitting messages using the receipt, broadcast and intercept methods, message reliability, speed of transmission and message tracing.

Today we'll talk about the actual delivery of messages.

Here's the outline we're following: [Fill in dates for each topic]

- ________ We'll discuss procedures for refiling messages to and from the amateur service.

- ________ Finally, we'll look at an overview of the MARS traffic system and focus in on the gateway system.

Delivering Messages

Now that we've worked our way through all the mechanics of net operations and message procedures, we come to the real bottom line of all this and that is delivering the message to the intended recipient.

What methods can we use to deliver messages?

· A message can be delivered in person, by telephone, or by mail using government-provided postage.

· If you mail a message it will be in a sealed envelope.

· Postage is available for you to use in mailing messages.

· Finally, postcards will not be used to mail messages.

The intent of the rule here is to most likely to preclude using a postcard to deliver a message with privacy type information.  If for example you need to submit a net or participation report and you can't do it by radio, e-mail, or don't have an envelope, then in a pinch I'd say you can used a postcard.  As always though, the preferred method is to transmit via radio.

· Many of us don't realize the importance of the opportunity to engrave a favorable impression of the MARS program and Amateur Radio on non-hams.

· It's ironic that many hams can chat for hours on CW or SSB, but can't pick up the telephone and deliver a 15-word message without mumbling, stuttering or acting embarrassed.

· Delivering messages should be a treat, not a chore.

· For telephone delivery, if the addressee is not available, a request to return the call should be left on the answering machine or with the individual answering the phone.

Guidelines for Delivery

Well, now once we've dialed the telephone let's talk about some thoughts on how to go about providing the message text to the addressee.

· As for the person named in the message.  If he or she is not home, ask the person on the phone if they would take a message for that person so that the addressee can return your call.

· Introduce yourself.  Don't you hate phone calls from people you don't know who don't bother to give a name?  Chances are they're trying to sell you something and you brush them off.  Most people have no idea what MARS and amateur radio are all about, and it's up to you to make a good first impression.

· Tell the addressee whom the message is from before you give the message, most operators give it last, but you will hold the addressee's attention longer if you give it first.  When you get letters in the mail you check the return address first, don't you?  Then you open them in some sort of order of importance.  Likewise, the party on the phone will want to know the sender of the message first.

· A good way to start off a delivery is to say something like "Hi, Mr/Mrs/Miss so-and-so, my name is (fill-in your name).  I'm an amateur radio operator and member of the Military Affiliate Radio System, or "MARS", and I received a greeting for you from SGT Jim Jones in Korea."

· This usually gives you some credibility with your listener, because you mentioned someone they know.  They will usually respond by telling you that SGT Jones is their son, friend, etc.  At that point you have become less of a stranger in their eyes, and now they don't have to worry about you trying to sell them some aluminum siding or a lake lot a Casa Burrito Estates.

· Make sure you say it's a greeting message if that's the case to allay any fears of the addressee that some bad news is imminent.

· When delivering the message, skip the preamble and just read them the text.  Chances are, Grandma Ollie doesn't give two hoots about the group count of the message, and thinks AMAT TWENTY EIGHT (Merry Xmas/happy new year) or ARL FORTY SIX (Happy Birthday) is an all-purpose cleaner.  Always give the "translation" of an AMAT or ARL numbered text, even if the message is going to another ham.

· You should ask the party if they would like to send a return message.  Explain that it's absolutely free, and that you would be happy to send a reply if they wish.  Remember, the person on the other end of the phone may very well be a prospective ham/MARS operator once they see that MARS and amateur radio are a handy way to tell relatives "ARRIVING IN SAN ANTONIO ON 23 MAY VIA AMERICAN AIRLINES FLIGHT 235 AT 1230 PM."

To Call Long Distance or Not?
· What should you do if you cannot relay the message any closer to the addressee that a toll phone call from you?

· You're under no obligation to spend your own money to make this call; that's the rule.

· But most operators' experience is that for the number of messages we receive today for delivery an occasional long distance phone call is well worth it.  There's a lot of personal satisfaction hearing the excitement on the other end of the phone and knowing a grandmother is smiling when she receives this message that's precious to her.

· But, once again the decision is yours to make.

To Mail or Not to Mail

· You have a couple of more options before giving up.

· Once again, suppose you can't get closer than a toll call or you receive a message that doesn't have a phone number, then what?  Well, you may be able to refile the message into the amateur traffic system; we'll talk about those procedures next time, but for now let's assume this is not an option.

· If you've run out of ideas, i.e. Directory Assistance is of no help, the next option is to mail the message to the addressee.

· Always remember that since you're a volunteer and this is a free service, you are under no obligation to shell out a stamp just because you accepted the message, although you are authorized to do so if you wish.

· But, unlike the amateur service the MARS program does provide postage to members to use in delivering messages.

· The State MARS Director (SMD) has stamps available for your use.  You are required to account for the stamps but that should be a matter of maintaining a simple ledger and making a short report once a year.

Mailed Message Format 

· Well, how do you format a message to send via the mail?

· The old MARS field manual had a MARSgram shell that you could reproduce and use for mailing messages; this form is no longer in the inventory so we have to be a little creative.

· It's simple to use your word processor to cut and paste a MARS logo onto a page and then type the message.  What should the written copy say?  I'd recommend what amounts to a printed version of the telephone script we talked about a few minutes ago.

· It may sound something like this:

Dear Mrs. Jones,

     My name is (insert your name) and I am an Amateur Radio Operator and member of the Military Affiliate Radio System, or "MARS", with my radio station located here in Smallville.  I received the following message for you from SGT Jim Jones in Korea via the MARS radio network.  I tried to call you a number of times and left a message on your answering machine.  Since I have not been able to contact you directly our procedure is to mail a copy of the message directly to the addressee.  The message is as follows:  (A technique is to type the message text and signature in all capital letters)
FROM:
SGT JIM JONES

COMPANY C 4-9 INFANTRY

UNIT 12345

P.O. BOX 7890

APO AP 96217

TO:
MRS JUDY JONES

123 GOLDSTAR DRIVE

POQOUSON, VA 23695

(757)555-1212

MESSAGE TEXT:
HI MOM. THANK YOU FOR THE BIRTHDAY CARD. ETC. ETC.

SIGNED:
JIM JONES

     If you would like to send a reply to this message you can do so free of charge.  Please contact me at your convenience and I'll be happy to help you do so.

     The Army MARS program is made up of citizen and military volunteers throughout the United States and overseas, dedicated to providing support to our soldiers wherever they may serve.  We hope this service has been useful to you.







Your Name







Your Address







MARS Station (your call sign)







(Your telephone number)

Final Option

· If all else fails and by some chance the originator happened to include an e-mail address you could forward the message that way.

· You should request that the addressee acknowledge receipt of the message, even if they do not plan to send a reply.

Bottom Line Responsibility

If all your efforts have failed via telephone, mail, or e-mail then you still have an obligation to send a service message back to the originator informing them that the message was undeliverable.

Questions for discussion:
· War stories from message delivery?

Questions that came up during discussion:
The way ahead: This concludes the fifth part of our discussion of messages.  Next time we'll continue our training by talking about how we go about refiling messages between modes and services.
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