
[Your Name]  

[Your Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Subject: VHF Radio Crew Communication Protocol  

Dear [Recipient Name],  

I hope this letter finds you well. This correspondence outlines the 

communication protocols for crew members using VHF radio during our 

operations.  

1. **Equipment Setup**  

 - Ensure all radios are fully charged and operational prior to use.  

 - Test communication channels and confirm clarity.  

2. **Call Sign Protocol**  

 - Each member must use their designated call sign for identification.  

 - Initial contact should include the receiver's call sign followed by 

your own.  

3. **Communication Procedures**  

 - Keep messages concise and to the point.  

 - Use clear language and avoid jargon to prevent misunderstandings.  

 - Wait for confirmation after sending a message.  

4. **Emergency Communication**  

 - In case of an emergency, utilize the designated emergency channel.  

 - Clearly announce "Mayday" followed by your location and nature of the 

emergency.  

5. **Regular Check-ins**  

 - Schedule regular updates between crew members on the operational 

channel.  

 - Confirm receipt of messages during check-ins.  

Please ensure all crew members are familiar with these protocols and 

follow them diligently to maintain smooth and effective communication.  

Thank you for your attention to this matter. Should you have any 

questions or require further clarification, feel free to reach out.  

Best regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Organization] 


