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Army Values
Loyalty:
Bear true faith and allegiance to the U.S.  Constitution, the Army, your unit, and other soldiers.

Duty:
Fulfill your obligations.

Respect:
Treat people as they should be treated.

Selfless-Service:
Put the welfare of the nation, the Army, and your subordinates before your own.

Honor:
Live up to all the Army values.

Integrity:
Do what's right legally and morally.

Personal Courage:
Face fear, danger, or adversity (physical or moral).

PREFACE

The Army has recognized that you have the potential to perform successfully as a leader at the organizational level or higher.  Your previous assignments have helped you develop your skills, examine your values in light of Army values, and focus your attention on your own leadership attributes.  Chief among these is the skill of communicating your intention to others through writing and speaking.  Your Command General Staff College (CGSC) (resident or non-resident) studies will require you to continue examining your skills, values, and attributes while preparing for senior leadership.


One common task you have as a student is to think critically and creatively as you research and write papers or present briefings that others will evaluate.  Most likely you are one of the many who have not been in an academic environment for many years.  Therefore, we've designed this text to--

· Serve as a refresher on the basics of writing.

· Introduce some critical and creative thinking concepts.

· Present a standard method for formatting documents in CGSC.

· Present a standard method for documenting sources in CGSC.

To meet these purposes,


In chapter 1 we will review the Army standard, the principles of good writing, and the process of communication.  Additionally, we will introduce the concepts of critical reasoning and creative thinking.


In chapter 2 we will examine the elements and standards of critical reasoning and creative thinking.  We will show how these elements may influence your writing from the initial tasking to the final draft that you deliver to your audience.  In addition, we will present a standardized method of documenting sources.


In chapter 3 we will consider those elements of effective speaking which differ from effective writing and how you can use them to enhance your presentations.  We will also discuss some techniques to enhance your delivery.


In the appendixes you will find a sample essay written by one of your predecessors that illustrates the format used at CGSC.  Additionally, the appendixes include further guides to enhance your communications skills.

We encourage everyone who reads this to recommend changes to keep the text current and helpful.  Address your comments to--

Leadership Instruction Division

Center for Army Leadership

U.S.  Army Command and General Staff College

Eisenhower Hall, Bldg 120, Rm 373

250 Gibbons Ave

Fort Leavenworth, KS 66027-2314

Our telephone number is:  DSN 585-3517, or commercial (913) 758-3517
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CHAPTER 1

COMMUNICATION SKILLS FOR ARMY LEADERS


Mission accomplishment requires skilled leaders able to make the right decision.  The lives of your subordinates, peers, and superiors may depend on your skill at accomplishing this task.  However, a more critical skill is the ability to clearly communicate that decision.  Individuals who can get their intent and ideas across so that others understand the message and act on it possess one of the primary qualities of leadership--the ability to communicate clearly.  Therefore, your success as a military leader depends on your ability to think critically and creatively and to communicate your intention and decision to others.  How you arrive at your decision and then communicate it to others is the focus of ST 22-2.

THE ARMY STANDARD FOR COMMUNICATIONS

The Army has defined its standard for all written and verbal communications to assist you in developing the skills mentioned above.  The standard defines good writing as "writing you can understand in a single rapid reading, and is generally free of errors in grammar, mechanics, and usage."  It means that your readers should understand what you meant to tell them.  The Army standard also requires that your writing be clear, concise, organized, and to the point.


This standard also holds true for verbal communications.  It means that by the time you finish presenting information or a course of action, your subordinates, peers, and superiors should know your intent and understand your decision.


It also means that your written and spoken communications must "use the words people use in talking to one another each day.  .  .  .  Come to your point--tell me what you want me to do.  Don't be shy.  Don't waste my time." (General John Vessey, former Chairman of the Joint Chiefs of Staff.)

CRITICAL REASONING AND CREATIVE THINKING

Critical reasoning and creative thinking are nothing new.  It's something you have practiced many times.  It's just that you have probably never given any thought to how you go about it, nor how the process can enhance your communicative skills.  Good thinkers have standards which they use to evaluate their critical reasoning and creative thinking process.  In ST 22-2 we will pay particular attention to the process and the standards of critical reasoning and creative thinking.


Critical reasoning requires that you analyze the task, identify your goal(s), and clarify the problem you need to solve.  This includes considering the many perspectives influencing the task.  You also need to recognize that the data (information, evidence, facts, observations, or experiences) you work with may be incomplete.  Critical reasoning requires that you examine assumptions, yours and others, along with inferences, conclusions, implications, and consequences of these assumptions.


Creative thinking, on the other hand, challenges you to stretch your mind to see new possibilities or different ways of doing things.  It asks you to identify those inhibitors that focus your thinking along predetermined paths.  Inhibitors include perceptions, culture, environment, emotions, intellect, and "idea killers" (usually expressed in such phrases as "We already tried that," "It would take too long," "The commander would never support it," "I have enough information," etc.).  Successful creative thinking never takes place in a vacuum--it builds on critical reasoning skills.


The critical reasoning and creative thinking standards help you evaluate your reasoning and thinking for relevance, consistency, accuracy, fairness, and completeness.

PRINCIPLES OF GOOD WRITING

Army Regulation 25-50, Preparing and Managing Correspondence, requires that writers incorporate the following principles into their communication:






Figure 1-1

Short, sensible sentences and paragraphs.


Effective writers will employ both long and short sentences; however, the average sentence will be somewhere around 15 words.
  The same holds true for paragraph length.  Some paragraphs may be 2 inches in depth while others less than an inch, but the average paragraph will be about 1 inch (about 6 lines) deep for a single spaced document.

Efficient phrases, vocabulary, and images.

Use commonly accepted words and word pictures.  Avoid the use of jargonError! Reference source not found.ref E "jargon"  \* MERGEFORMAT 
Error! Reference source not found.
, "official-speak," and acronyms, especially when writing or speaking to an audience that may not be familiar with them.  Some examples include:


Jargon
Meaning

green-suiter
soldier


LES
pay voucher, pay slip


say again
what?


O4
Major


E7
Sergeant First Class

Active voice (primarily)

The key to determining active voice is to tell who is doing the acting.  Try something like "The S3 will issue the orders" rather than "The orders will be issued by the S3."  We will discuss this in more detail in chapter 2 (see p 2-22).

Packaging.


What is your bottom line (your position, conclusion, or recommendation)?  Put it up front at the beginning.


Arrange your writing or speech so that your audience can quickly and easily understand your intent.  Make sure you do not mislead your audience.

COMMUNICATIVE SKILLS FOR ARMY LEADERS


As you move up the Army's rank structure, you become responsible for more and more subordinate soldiers, NCOs, officers, and DA civilians.  This responsibility includes your ability to write and speak well.


Writing is a learned skill, just like leadership, tactics, resourcing, and joint operations.  You develop an understanding of leadership, for example, and you practice the skills of leading.  That's what makes you a strong leader.  Some people have the gift of leading, but they still must practice the skills to develop into effective leaders.


ST 22-2, Writing and Speaking Skills for Leaders at the Organizational Level, offers you assistance with developing your communication skills.  Chapter 2 addresses writing skills and chapter 3 reviews speaking skills.  The appendixes give specific tips on writing and speaking.

CHAPTER 2

EFFECTIVE WRITING--FROM TASKING TO FINAL COPY



In this chapter, we'll discuss critical reasoning principles, creative thinking principles, and take you through the five steps of the writing process (research, plan, draft, revise, and proof).  Along the way you'll discover how all these can help you become more effective as a writer and a speaker.

CRITICAL REASONING AND CREATIVE THINKING

Reasoning is the process of examining data (facts, information, evidence, observations, and experiences) and forming inferences, judgments, and conclusions from the data.  Adding the term "critical" to reasoning may seem redundant; some argue that by definition reasoning is always critical.  However, the reality is that much reasoning is on the superficial level; we quickly identify the problem and then implement a solution that seems to solve it.  Too often in our rush to judgment we attack the symptom of the problem and the cause, short-circuiting the reasoning process.  By adding the term "critical" we then must analyze our reasoning to ensure we have accurately identified the true problem.  This also means that we have accurately analyzed the data, its implications and its end state, and have selected the best solution to implement.


Change within our military is the norm.  It is not new; change has always been with us and will continue to be as long as there is an Army.  The Army's expanding missions, the possibilities for improving organizational capabilities with powerful new technologies, and the reduced budgets and force structure all call for senior leaders who can lead their organizations toward innovative and workable solutions.  The Army requires leaders who can create and contribute effective solutions to the many strategic, operational, tactical, and personnel issues facing the military.  This is what we call "creative thinking."


When you apply critical reasoning  and creative thinking principles to the writing process, you will enhance your communicative skills.

CRITICAL REASONING PRINCIPLES

The following eight principles of critical reasoning are tools you can use to guide your reasoning process.  We know from experience that the application of these principles will both reinforce and improve your skills as a staff officer and leader.

1.
PURPOSE, GOAL, OR OBJECTIVE

A truism is that all tasks have some purpose, goal, or objective.  Failures to clarify the "why" we need to perform a task may or may not result in goals that are contradictory, confusing, or unrealistic.  However, failure to clarify the "why" may limit our understanding of what we have done.  Therefore, we must take the time to clarify what it is we want to accomplish.  The application of critical reasoning skills helps us to examine the "why" behind any given task.


Critical reasoning skills help us to:

· Clearly state our purpose, our end state.

· Ensure our purpose is realistic and significant.

· Distinguish our purpose from related purposes.

· Check periodically to be sure we are still on target.


The island hopping strategy used by the United States in the Pacific against Japan in World War II is an example of a clear purpose.  The purpose was to defeat Japan--not conquer every island the Japanese occupied.  The US reasoning was sound in terms of focus on the purpose.

2.
QUESTION AT ISSUE OR PROBLEM TO BE SOLVED

Whenever we attempt to understand something, there is at least one question at issue or one problem needing a solution, begging for our attention.  The only way we are going to understand the issue or problem is to take the time to identify the underlying issues.  We can only understand the issue or problem when we identify and ask the right questions.


Reasoning is an attempt to identify the true issue or problem and the right questions to ask.  Therefore--

· Take time to clearly identify the issue(s) or problem(s).

· Identify whether it's a personal, organizational, or leadership issue or problem.

· Divide the issue or problem into subcategories.

· Identify the question(s) behind the issue(s) or problem(s).

· Express the question(s) in several ways to clarify meaning and scope.


The Vietcong in 1967 faced the problem of preparing a coordinated countrywide offensive to defeat South Vietnamese troops and gain control of the south.  Their planning included disseminating propaganda leaflets in Vietnamese and English telling all that the Vietcong would lay down their arms and celebrate the Tet holiday and encouraging the Army of the Republic of Vietnam to do the same.  At the same time the Vietcong continued the siege of the US Marines at Khe Sanh to divert United States attention from the rest of the country.  With attention diverted, the Vietcong quietly moved 100,000 troops and supplies into key cities for what has become known as the 1968 Tet offensive.


Was the Vietcong's strategy successful?  They were unsuccessful on the battlefield, but their efforts increased the American public's opposition to the war.

3.
POINT OF VIEW OR PERSPECTIVE


Whenever we reason it is always from some point of view.  A point of view is one's perspective on any issue or problem.  A point of view reflects one's personality, educational development, experiences, and military position.  Our continuing education and ongoing experiences help us to reason through issues and problems to reach solutions.  As leaders, we must draw on our experiences and education and that of others to look at problems from multiple perspectives.  Soliciting others' points of view will help us analyze and identify the hidden ideas underlying our assumptions.


Because reasoning begins with a point of view, we must--

· Identify our own point of view.

· Seek others' points of view.

· Identify the strengths and weaknesses of each point of view.

· Strive for objectivity in evaluating all points of view.


Always consider the enemy's point of view.  The Vietcong and North Vietnamese perspective as seen in the Tet offensive were different than what the US planners had determined.  The US reasoning that battlefield victories over the Vietcong and subsequently the North Vietnamese would win the war was erroneous because the US did not understand the enemy point of view.

4.
DATA

Whenever we reason, there is some evidence that we use to support or reject a particular position.  We call this evidence data.  Data is the information, facts, observations, and experiences that may support or reject a given position or thesis.  For example, your task is to report on the most significant technological advancement in warfare during the past 100 years.  You need to identify what data you need, collect the data, analyze it to identify the supporting and opposing relationships, show how it supports and opposes various positions, and present your conclusions.  Any defect or weakness in the data  we use to support a position may be a possible source of problems.


Because we base our reasoning on data, we must--

· Identify what data we need.

· Search for information that opposes and supports our reasoning.

· Make sure all the data is clear, accurate, and relevant to the question at issue.

· Lay out the evidence to clearly identify supporting and opposing relationships.

· Restrict our claims to those supported by sufficient data.

5.
CONCEPTS OR IDEAS

Reasoning uses some concepts or ideas and not others.  These concepts include the theories, principles, axioms (self-evident truth), and rules implicit in reasoning.  Any defect in the concepts or ideas serving as a basis for reasoning is a possible source of problems.


Because concepts and ideas shape our reasoning, we must--

· Identify key concepts and explain them clearly.

· Consider alternative concepts or alternative definitions to concepts.

· Make sure we are using concepts with care and precision.


The Japanese based their attack on Pearl Harbor on the concept that a large group of aircraft could destroy or badly damage an entire fleet.  Their second premise was that destroying American naval capabilities would enable the Japanese to occupy the Pacific islands.  Finally, they reasoned that by holding on to the islands they could win a negotiated peace.  Because the first two parts of the Japanese concept were valid, that part of the reasoning was sound.  However, the third part of the concept was not sound.

6.
ASSUMPTIONS AND PRESUPPOSITIONS

Reasoning must begin somewhere and must take some things for granted.  Assumptions and presuppositions are those things we often take for granted without examining; they are a part of life.  They are essential conditions for any course of action to occur.  We must clearly identify why our assumptions and presuppositions are essential or not, and reject those that are not essential.  The following can help determine if our assumptions and presuppositions are essential.  

· If the assumption or presupposition changes and the answer/conclusion changes, then it is essential.

· If the assumption or presupposition changes but the answer or conclusion does not change, then it is not essential.


Because our assumptions influence our reasoning, we must--

· Clearly identify our assumptions and check for their probable validity.

· Check the consistency of our assumptions.

· Reexamine the question at issue when assumptions prove insupportable.

7.
INFERENCES SUGGEST CONCLUSIONS

Reasoning proceeds by steps:  "Because this is so, that also is so," or "Since this, therefore, that."  Premises and evidence underlay the process of deriving an inference or conclusion from facts or evidence.  Premises and evidence lead to inferences that suggest one or more conclusions.  Inferences, therefore, are tentative conclusions that link premises and data to final conclusions.  If there is something wrong with our inferences, our conclusions are defective.


Inferences are tentative interpretations that we use to draw conclusions  and give meaning to the data.


Germany anticipated the Allied invasion of Europe to come across the English Channel.  German intelligence officers examined the many factors supporting an Allied invasion.  Their estimates included the weather conditions in the English channel for June 1944.  General Rommel carefully considered the extensive data he had on both German and Allied preparations.  He knew the time was right for an invasion, but that the poor weather conditions of early June diminished the chance of an invasion.  Therefore, he concluded the invasion would not occur until later.


The Allied intelligence community considered the extensive data they had on the German preparations to repel an invasion.  They correctly concluded that the German Army would not expect an invasion across the English Channel during the poor weather conditions of early June 1944.  This, with other factors, led to the final decision by General Eisenhower to begin the invasion.

8.
IMPLICATIONS AND CONSEQUENCES

No matter where we stop our reasoning, there will always be further implications and consequences.  An implication(s) is a claim or truth that follows from two or more premises.  Implication(s) suggests possible consequences or results that may or will occur if certain premises are true.  We must always ask whether we have clearly identified the implications of any and all courses of action and clarified the consequences.  Military leaders are good at planning and executing missions; however, not everyone asks the questions:  "What do we do when we win?"  "What are the long-term consequences of this decision?"  The implications for each decision may have unanticipated consequences, both positive and negative, for our military policy, operations, and personnel.  Today's Army needs senior-level leaders who think beyond the normal end state or conclusion.


Reasoning leads somewhere--it has implications and consequences.

· Identify the implications and possible consequences of all courses of action.

· Search for negative and positive consequences for each course of action.

· Anticipate unusual or unexpected consequences for each course of action.

· Examine the implications and consequences from various points of view.


United States policy makers, in response to the request from field commanders, decided not to send US armor or mechanized forces to support the light forces carrying out the UN mission in Somalia.  The bloody fight the Rangers had in Mogadishu bore out the implications of that decision.  As military leaders we must ask ourselves what could happen if we fail to consider the implications of our decisions.

CREATIVE THINKING PRINCIPLES

Many writers have published checklists of factors that influence creative thinking.  Leaders in the military and in industry have found these helpful.  However, it is the principles behind the factors that are the most helpful.  Once we understand the principles, we can use this knowledge to enhance our creative thinking skills.


The creative thinking principles are like signs pointing to conditions along the journey and our progress toward the destination; but they are not the conditions or the destination.  What follows is a grouping of signs, or creative thinking principles, that influence creativity.  We have grouped these into two categories:  "enhancers" and "inhibitors" of creative thinking.  As we understand these principles and begin to use them positively, we are on the way to enhancing our skills as creative leaders.

1.
PRINCIPLES TO ENHANCE CREATIVE THINKING

Individuals, whether seen as creative or not, follow four principles when producing creative ideas.  First, they develop the principle of initiative and versatility.  Second, they prepare their minds to be receptive to ideas regardless of the source.  Third, they generate ideas that may resolve the problem at hand.  Fourth, they test or validate the new ideas to see if the ideas are any good.


a.
Initiative and versatility includes bringing to life a new idea out of existing information.  It is also being able to lead others toward effective solutions despite changing situations.  It is what you, the leader, personally add to the process and how you go about it.  Initiative and versatility, however,  do not necessarily mean change, but a deeper understanding of why we are doing that which we do.


The Army's need for leaders who express initiative and versatility (FM 100-5) will always exist.  Initiative "requires leaders to anticipate events on the battlefield so that they and their units can act and react faster than the enemy."  "Versatility implies a capacity to be multifunctional, to operate across the full range of military operations, and to perform at the tactical, operational, and strategic levels."  Both initiative and versatility describe the leader's skill in leading the organization.  Initiative and versatility as applied to leadership are more an art than a science.  True, leaders study all facets of military history, tactics, operations, and strategic level thinking; but it is in the application that leaders develop their skill as artists molding and shaping the organization to effectively accomplish a variety of tasks and missions.


b.
Preparation increases our appreciation of new ideas.  Preparation includes commitment to the task of collecting data by reading, listening, discussing, and reflecting on all data, whether or not the data fits the problem at hand, recognizing that if it does not fit this problem, it will probably fit another problem.  We could argue that General MacArthur was mentally preparing for the Inchon landing during his entire career.  His years of military experience prepared Douglas MacArthur to think creatively about the possibilities of a landing on the west coast of Korea.


Three techniques to prepare us for new ideas are setting the stage, determination, and saturation.



(1)
Setting the stage.

· Recognize and begin overcoming inhibitors.

· Challenge assumptions.

· Define and redefine the problem statement.

· Recognize "idea killer" words and phrases.

· Model creative behavior.

· Minimize risk.

· Look for more than one good answer.



(2)
Determination.  The price of an idea is intensive, concentrated, conscious thinking.  You must have a commitment to understand some truth, resolve a problem, achieve an objective, or to accurately understand what you are thinking.  Your commitment is to discover new ideas and approaches for the way we've always done it.  Your task is to bring chaos into order.  Creative ideas often come from sheer stubbornness.



(3)
Saturation.  Research, research, research.  Fill your mind with data.  This step in creative thinking has no magic in it.  It is hard, grueling, brain-beating work.  Thorough, painstaking research is the foundation of creative thinking.  Experience is part of research.  Discuss ideas with the people who have been there and done that; they should know the most relevant information.


Thomas Edison's approach to a problem is a good example of saturation.  He said, "I am more of a sponge than an inventor."  When he wanted to discover something, he first read how others had attempted to solve the problem in the past.  Then he gathered data from the others' experiments and studied that.  This was only his starting point for his own attack on the problem.


c.
Generation is the actual production of a new idea(s).  This may not appear to be as much work as preparation, but it can require great effort in terms of patience.  Generation involves letting your mind explore new directions, putting your subconscious mind to work, listening for the flash of illumination, the "ah ha" that suggests a possible solution, and visualizing solutions.



(1)
Divergent thinking, a key concept during generation, is to let your mind explore beyond your normal self-imposed limits.  Engage your curiosity and explore the many new avenues that appear before you.  Follow your data and see what you discover.



(2)
Incubation is the process of harnessing the power of your subconscious mind.  The subconscious mind is the storehouse of all that we have learned and experienced in our lifetime.  In some mysterious way your subconscious mind works to create new concepts or patterns from existing ideas.  It's always working behind the scenes.  It provides answers when your attention is on something else.  The secret to using the subconscious mind is to refocus your attention.  This is the time to relax, loaf, let go, walk away from your problem, and let your subconscious take over.



(3)
Illumination is the actual flash of creative insight that comes from your subconscious mind during a period of incubation.  There are specific ways in which you can stimulate and increase the flashes of illumination.  Maintain an attitude of quiet expectancy.  Keep your mental door open.  Believe the idea you need will come to you.  Do not reject ideas too soon or discriminate against them too rapidly.  Remove all barriers of critical judgment.  Allow for the free flow of ideas.


Once ideas begin to come, write them down--at once!  Many good ideas have escaped forever because people trusted their memories.  "The strongest memory is weaker than the palest ink,"  says a Chinese proverb.



(4)
Visualization is useful in generating ideas from shapes, forms, or patterns.  There are two steps to visualizing when generating ideas.  The first is to actually see the image or picture of your idea.  The second is to make your image do something; control it.  Your visualizing begins with something you have seen.  Then you can manipulate that image into creative ideas.  With practice, you can become familiar with controlling the mental pictures you have.


d.
Validation is when you test or validate the new idea(s) to see if it is any good.  Every idea needs validation.  This requires thinking that is more convergent in nature.  Convergent thinking encourages knowledge, decision, and valuation.  Test the idea.  Conduct experiments.


Validation has to do with "proving, confirming, and substantiating" ideas.  There is sound wisdom in having validation come at the end of the creative process.  To interject judgment and critical analysis during preparation and generation would stop the flow of ideas.  Idea stoppers say It can't be done, It won't work, It is impossible.  Idea stoppers stop ideas in their tracks.


As you check and evaluate, you'll find the stockpile of ideas a gold mine of possibilities.  The idea you laughed at, on analysis, may contain a hint for a completely new approach to an important problem.  An idea that seems farfetched on the first hearing may open the way to the development of a new plan.


You'll find raw ideas that you can shape and polish into usefulness or wild ideas that you can tame and harness to specific tasks.  You will discard some ideas, but others, however, will be priceless.

2.
BIASES THAT MAY INHIBIT CREATIVE THINKING


We all have biases that inhibit our creative thinking abilities.  We've even allowed these to influence how we respond to situations, ideas, information, and decisions.  The following biases are the most common inhibitors to creative thinking.


a.
Perceptual bias says that what we see or understand may be different from actual reality.  Our perceptual bias can prevent us from accurately seeing or understanding the problem or the information that will help solve it.  For example, look at the following picture of an arch.  Is the arch taller than it is wide, the same, or wider than it is tall?

[image: image1.wmf]
The arch is as wide as it is tall.  However, knowing that it is the same width and height does not change our visual perception.  Visually it continues to appear taller than it is wide.  Another example is the Muller-Lyer figure.  Which of the following lines is longer?


When you measure the lines above you discover they are the same length.  However,  our visual perception sees the top line as longer than the bottom line.  We call these perceptual biases.


b.
Mental bias, like perceptual bias, influences our view of reality.  For example, which would you rather have hit you a pound of lead or a pound of feathers.  I suspect that on reading this question your own bias automatically took control.  What went through your mind?  What picture did you see?  We see feathers as fluffy and light while lead is dense and heavy.  Both, however, weigh the same, one pound.  What we see is a perceived difference in weight between feathers and lead.  This perception includes the idea of force.  We perceive that the force we use to lift an object equals the amount of damage the object can cause on impact.  A pound of lead is smaller and harder to grasp than a pound of feathers.  Therefore, we conclude that because it requires greater force to lift a pound of lead, it will cause more damage on impact.


We perceive that an object requiring greater effort to lift is heavier than the scales indicate.  The reverse is also true.  We perceive that an object that is easy to lift is lighter than the scales indicate.  For example, place a small bowl filled with 8 ounces of water and a cup filled with 8 ounces of water on a table.  Have a subject pick up the cup with one hand, and with the other hand the bowl, and then tell you which is the heavier.  Invariably the subject will report that the cup is lighter than the bowl.  The only difference is that the cup has a handle while the bowl does not.


Our mental bias is to continue investing in any project in which we have already invested a large sum of resources.  We want to believe that by continuing the investment we will complete the project.  Suppose that you have invested $200 in tickets so you and your spouse may attend the Infantry Ball at the Westin Crown Center in Kansas City, MO.  On the evening of the Infantry Ball there is a terrible snowstorm that makes the drive from Fort Leavenworth to Kansas City hazardous.  However, the leaders have not called the ball off.  How likely are you to make the drive?  If you had not yet purchased your tickets to the ball but plan to buy them at the door, how likely are you to make the drive?  Consider a third alternative where your commander has purchased your tickets and you are to pick them up at the door when you and your spouse arrive.  Will you make the drive through the storm to attend the Infantry Ball?


Perceptual and mental biases may prevent us from accurately understanding the problem or the data that will help solve it.  On the other hand, an understanding of our biases can help us to understand why we need to accept or reject a given bias.  For example, we may have a bias of establishing numerous boundaries around an issue.  There are times when we need few boundaries and at other times more boundaires.  However, unless we understand our biases we may accept a bias when it may be best to reject it.  Some biases to consider include:

· A tendency to establish too many boundaries about an issue.

· Stereotyping or seeing what we expect to see.

· A failure to use all our senses.

· Getting stuck on the obvious.

· Protecting our investments.


c.
Cultural biases include taboos, traditions, and proverbs that  we use to explain why we can or cannot do something.  It also includes our predisposition to pursue data supporting our viewpoint while downplaying contradictory evidence.  Our cultural bias is part of who we are and helps us to make sense of our world.  However, unexamined cultural biases may provide inappropriate or wrong answers.  It is important that we become aware of how our culture influences our thinking.

· "It is common sense."

· "We've always done it that way."

· Reason, logic, numbers, utility, and practicality are good; feeling, intuition, qualitative judgments, and pleasure are bad.

· Tradition is preferable to change.


Recognizing our biases and how they inhibit creativity takes us a long way down the road toward increasing the effectiveness of our creative thinking.  Some techniques you can use to examine your biases include:

· Identify what biases you may bring to the problem at hand.

· Ask others to identify what they see as your biases that affect the problem at hand.

· Ask questions to clarify your biases.

· Identify what affect your biases have on your problem.

· Make and implement a plan to use your biases appropriately.

STANDARDS

Standards assist us to determine the quality of our reasoning and thinking on any topic.  Your application of following standards can help you evaluate your process reasoning and thinking.  These standards are not new.  You have used them in many different circumstances.  It's just that you have probably never given any thought about how you do it, nor how they enhance your communicative skills.  We have included a series of questions that you can use to use to evaluate your thinking.

1.
CLARITY.  Clarity requires that we express our thoughts clearly.  For example, have we clarified our purpose so that it is clear to all or did we muddy the waters so no one understands our intent.  Clarity helps us to judge the relevance, depth, significance, and accuracy of our ideas, recommendations or decisions.

· Could you express that idea in another way?

· Could you elaborate further on that point?

· Could you give an example or illustration that clarifies that point?

2.
ACCURACY.  Accuracy describes a product or decision that is free from errors, mistakes, or distortions.  Correct, on the other hand, only denotes that there are no errors.  When we strive for accuracy we imply that we try to conform to some truth or standard.  Some questions to help us achieve accuracy are:

· What evidence supports that assertion?

· How can we check for the validity of the evidence?

· How can we verify or test the assertion?

3.
PRECISION.  Precision describes the quality of accuracy and exactness.  A M16A2 match rifle differs from a standard issue weapon in the sights, barrel and stocks.  Manufactures have machined the sights to closer tolerances on the match rifle than on the standard issue.  We say that the sights are precise, that is, manufacturers hold them to closer tolerances so that soldiers can make accurate adjustments.

· Could you be more specific?

· Could you give me more details?

· How can we narrow the focus?

4.
RELEVANCE.  Relevance suggests that a close association exists between the subject and the data.  Our task is to clarify if indeed there is an association and how strong it may be.  Some questions that can help us explore the relevancy include:

· What is the relationship between the subject and the problem?

· How is this connected to the problem?

· How does this affect the problem?

· How does this help us with this issue?

5.
DEPTH.  Depth in contrast to surface knowledge seeks to understand the complexities of the subject under investigation.  To asses depth, ask these type of questions:

· What are the complexities of this problem?

· How does an understanding of these complexities increase understanding of the problem?

How does your answer address the complexities of the problem?

· 6.
BREADTH.  We may satisfy all of the above standards for assessment, yet have a narrow focus that prevents us from considering other points of view that may affect the problem.  We need to ask ourselves:

· What are the other points of view that affect this problem?

· Can we look at this problem from another perspective?

· How would a conservative, a liberal, or an opponent understand this issue?

· What would this look like from the point of view of an enemy?

7.
SIGNIFICANCE.  When we say something is significant we are ascribing importance to it.  There is a danger, however, that we may equate significance with relevance.  The two are not synonymous.  We may describe something as being relevant to the problem, but it may have no significance.  For example, easy to read election ballots are relevant to a fair election but are not significant if the problem is ballot box security.  Here are a few questions that can help you clarify the significance of each issue and its relation to the problem:

· Is this the most important problem to consider?

· Is this the central idea or issue?

· Which of these facts are most important?

· Which will have the greatest effect on the problem?

8.
LOGIC.  Logic refers to the relationship between ideas.  It includes the order in which we place a variety of thoughts and how they support each other.  Logic includes the rational conditions effecting whether an event will or will not take place.  Logic includes the assumptions that underlie any discipline whether it be academic, business or military.  The principles of logic follow two basic patterns:  non-deductive and deductive reasoning.


The most common type of non-deductive reasoning is inductive.  Using inductive reasoning we gather data to support a hypothesis (the scientific method), or make observations that we then use as evidence to make an inference or generalization.  Such predictions always require a "leap of faith" that goes beyond the narrow confines of the available data.  So, although inductive arguments enable us to reason critically even when the content of our conclusions exceeds the content of the premises, we must keep in mind that even the most accepted of scientific laws may change as new data becomes available.  For example, people believed the world was flat until the evidence proved this was a false belief.


Inductive arguments consists of premises and a conclusion.  The conclusion is a statement of the point of view which the author wants us to take away from the argument.  The premises are statements which contain the evidence to support the conclusion.  Inductive arguments with true premises generally are judged successful if the premises are true enough to make it unlikely for the conclusion to be false.  Inductive reasoning lacks the certainty that sound deductive reasoning provides.  The conclusion of the argument may only be probably true--even if the premises are true.


The military regularly uses inductive reasoning.  The intelligence preparation of the battlefield (IPB) process is one which makes full use of inductive reasoning methods.  Another examples is a deception plan.  A good deception plan counts on the enemy's use of inductive reasoning toe reach the conclusion we want him to reach.


Deductive reasoning moves from premises based on generalities to a conclusion about a specific situation.  To reason effectively, we must start with premises that our audience generally accepts.  As with inductive logic, we must be wary of fallacious thinking and patterns of reasoning that look persuasive, but don't hold up to scrutiny.


We analyze deductive reasoning using the ideas of validity and soundness.  A valid deductive argument is one in which the premises support the conclusion structurally.  In other words, there is a step-by-step, logical progression from the first premise to the conclusion.  Validity is not an assessment of the truth of either the premises or the conclusion.  Validity only describes the structure of the argument, not the truth of the premises or conclusion(s).  If the premises of a valid argument are true it is impossible to get a false conclusion.  A sound argument contains both a valid structure and true premises.
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Figure 2-1
Research

All writing begins with research of a given topic.  Organized and focused research provides a wealth of material that improves the quality of a product.  The tasking may come from a job requirement, professional development, or a college class.  The "research" to complete this tasking consists of finding information, making notes, expounding on the notes, and documenting the sources.


We conclude that because we documented the sources and included a bibliography we've done research.  Indeed we did gather information, documented the source(s), and created a bibliography.  Yes, what we have done is part of research.  At best, however, our efforts are merely "pseudo-research."  Whenever  we fail to tell the reader how the facts and ideas support our thesis, we have not completed the tasking.  We are merely scribes who collect and describe information, but we are not researchers.

1.
WHAT IS RESEARCH?

Research is a process to systematically gather information to find the answer to a specific question or to develop the solution to a given problem.  The process itself has several distinct characteristics:

· You begin with a question that you cannot answer with a yes or no.

· You must have a clearly stated purpose.

· You divide the primary problem into sub-problems.

· You make educated guesses (hypotheses) based on specific assumptions.

· You develop a specific plan of action.

· You only accept information, evidence, facts, observations, and experiences (we call this data) relevant to the problem.

· Your investigation has an audience.


Your research consists of asking questions and finding answers.  Some questions that you may use to identify the problem, establish your purpose, analyze the data, and draw valid conclusions include:

· What is the real problem?

· What is your purpose in answering the problem?

· What are the subordinate questions you must answer to solve the problem?

· What are your educated guesses (hypotheses) that suggest solutions to the problem?

· What are the assumptions behind your educated guesses?

· What is your research plan?

· What type of information do you need?

· What is your plan to analyze the information (data)?

· Why does your information support your hypothesis?  Why not?

· What conclusions can you draw from the data analyzed?


a.
You always begin with a question you cannot answer with a yes or no.  Whenever you attempt to answer a question that requires more than a yes or no answer, you have a problem requiring research.  For example, you've received orders assigning you to a joint task force responsible for extracting US troops from Haiti on the completion of a military intervention to quell political and social unrest.  The task force can answer the question, "Will we remove our military forces from Haiti?"  That question only calls for a "yes" or "no" answer.  By definition the question does not call for any research.  However, when you ask, "What conditions must be met before we extract our military forces from Haiti," you then have a problem that requires research.


b.
You must have a clearly stated purpose.  The mere statement of a research problem only gives you direction for research.  Compiling information without a purpose is merely collecting facts, opinions, and ideas on a given topic that only has value to the individual.  You must identify why you need to answer the research problem.  "Why" provides purpose for your efforts.  Purpose provides you with direction, while helping you and your audience understand what you want to accomplish.  For example, consider the US involvement in Haiti.  Your task may be to--

· Protect soldiers from the danger of armed confrontation with Haitian nationalists.

· Convince the media that the intervention is in the best interest of the Haitians.

· Extract US troops from Haiti following a successful intervention.

· Restore public confidence in the Haitian police force.

· Protect lives and property of all Haitians.

· Establish democratic elections.

· Convince the State Department that Haitians are ready to manage their own affairs.

· Convince the United Nations that Haitians are ready to manage their own affairs.

Each of these tasks suggests numerous purposes.  Each purpose also provides you with numerous  points of view, frames of reference, and perspectives that you must consider.  Your immediate concern is to identify a specific purpose to pursue.  Let's say your task is "to establish democratic elections in Haiti."  You can identify your specific purpose by asking questions of the person who gave you the tasking.  Two possible purpose questions are:

· Is this to be a one-time democratic election so that we can expedite US troop withdrawal?

· Is this to be an electoral system that will continue after US troop withdrawal?

Let's say you've identified  your purpose as  "to establish a democratic electoral system in Haiti that will continue after US troop withdrawal."


c.
You need to divide the primary problem into sub-problems.  There are several sub-problems that you need answers to before you can fulfill the purpose behind your tasking.  Each sub-problem directly affects your purpose.  It is imperative, therefore, that you take the time to identify the sub-problems that directly affect your purpose.  Some sub-problems may include:

· What is the current Haitian electoral system?

· What is the Haitian confidence level in the electoral system?

· What do you need to increase the Haitian confidence level in their electoral system?

· What elements of the current system are still valid?

· What elements are no longer valid?

· What conditions would ensure a just electoral system?

· What is the level of education of the population?

· What would prevent people from voting?

· What would encourage people to vote?

The answer to each of these sub-problems will help you develop a democratic electoral system in Haiti that will continue after US troop withdrawal.


d.
You make educated guesses (hypotheses) based on specific assumptions that direct your thinking toward possible solutions.  (Research reports will include this step, but an essay may not.)  An educated guess may reflect one or more points of view which helps you to focus on the problem.  Now let's make some educated guesses to identify factors that may create voter abuse.

· Less than 30 percent of the population can read or write.

· Polling places are outside of the population centers.

· Election ballots are confusing and hard to understand.

· The lack of security for ballot boxes increases the likelihood of fraud.

Each of the foregoing factors may create a situation for voter abuse.  You need to examine each factor and determine whether a valid assumption supports it or not.


An assumption is a self-evident condition that you need to complete your research.  You discover the assumptions by asking yourself "What is it that I'm taking for granted?"  For example, if you are evaluating computer-assisted training for soldier development, your assumption may be that soldiers can read.  If they cannot read, then your educated guess is invalid.


Now let's consider the first assumption, "Less than 30 percent of the population can read or write."  This statement assumes that an illiterate population may increase the potential for voter abuse.  If this assumption is false, then a condition exists which nullifies part or all of your investigation.  Remember, an assumption is a self-evident condition that you need to complete your investigation.  Before accepting any assumption as valid, you need to determine whether the self-evident condition nullifies or supports your investigation.  On the other hand, some assumptions are so self-evident that you may err by not identifying them.  Without identifying your assumptions you won't know if they are valid or invalid.  It is necessary that you take the time to identify your assumptions.


e.
You must develop a specific plan of action.  Military operations begin with a clearly stated purpose.  Implementation requires a specific plan of action.  Research requires the same.  You identify your purpose and then develop a plan to discover the information needed to answer the question.  It then becomes important to consider where you will find your research data.  Just as important is to consider how you are going to analyze the data to ensure you recognize and understand its significance for your research.


f.
You only accept information, evidence, facts, observations, and experiences (data) relevant to the problem.  Every problem has many factors.  Some are relevant while others may have nothing to do with the solution.  Your task is to determine what data is relevant and then to collect it.  However, what you collect only becomes significant when you use your mind to extract meaning from it.  Data demand interpretation; it cannot stand alone.  It must pass from your notes through your mind for processing and interpretation.  Data that passes from the raw stage to the final product without interpretation are merely the regurgitation of meaningless ideas.


g.
Your investigation has an audience.  Your investigation never takes place in a vacuum--there is always an audience.  You may be seeking to develop a new fuel efficient engine for lawn mowers.  If this is a task that benefits only one person, then your audience is one person.  However, if your purpose is to increase your income, then your audience quickly expands to include manufacturers, financial leaders, and those wanting a fuel efficient engine for their lawn mowers.  Returning to the Haitian incident, for example, you can readily identify several audiences.  Your purpose is to develop a democratic electoral system for Haiti.  With this as your task, your audience includes the Haitian populace, Haitian politicians, the United States (President, Congress, State Department), and the United Nations, as a minimum.

2.
BEGINNING YOUR WRITING.


Getting started is probably one of the greatest difficulties that skilled and unskilled researchers and writers face.  There is always a wealth of data you can develop.  The only problem is trying to get a grip on where to start.


a.
What is the requirement?  Your first step is to understand clearly what the actual requirement is, not just what you think it is, before plunging into your investigation.  You have probably read or written a document that clearly was not what the boss wanted.  Your task is to clearly identify the requirement that underlies the task (see fig 2-2).


Clarification of the requirement calls for you to use good critical reasoning skills to ensure you understand the requirement, its ramifications, and what you need to accomplish.  The first part of chapter 2 gives an overview of proven critical reasoning and creative thinking principles.  These principles are indispensable to researching, writing, speaking, directing tasking of peers and subordinates, and ensuring you understand taskings from superiors.  Before proceeding further, we recommend you review pages 2-1 through 2-9, Critical Reasoning and Creative Thinking.
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Figure 2-2

b.
 Gathering data.  Your second step is to begin gathering data.  The question is "where do you begin looking."  One helpful technique is what we call mindmapping.  Mindmapping is a structured brainstorming technique that emphasizes capturing the free flow of ideas and discovering the relationships within and between the ideas.  It is an especially effective tool to help you identify what you already know about a given topic along with showing you where you need more information.


For example, you've just reported to the team tasked with developing a plan that ensures the safe withdrawal of US forces from Haiti.  The team must also satisfy all the key players' (President, State Department, Congress, DOD, and United Nations) requirements.  Your team leader knows your undergraduate and graduate studies focused on Caribbean history.  During the inbriefing, your team leader tasks you with putting in place an electoral system that ensures fair and democratic elections in Haiti.



(1)
First, take a sheet of paper and record in the center the general topic of your paper.  (You may also use electronic media to do mindmapping.)  In this case, you would write the words Haitian Elections.  Underneath the topic, write down who the paper is for, your audience:  Haitians, Politicians, United Nations, and United States (see fig 2-3).
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(2)
Next, randomly record everything you know about the topic and your audience (see fig 2-4).
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(3)
Look over your notes and identify the relationships among the ideas you have recorded.  Try to tie these ideas together using symbols and lines that help you to see them (see fig 2-5).
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(4) Finally, transfer these relationships to another sheet of paper.  At this point you will begin to see the possible major parts of your research along with holes where you need more information (see fig 2-6).
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Figure 2-6

Now you can use your time effectively to collect information on specific areas where you need further data rather than trying to research everything on developing an electoral system for Haiti.  This also leads you to the planning phase of writing.


Another technique to capture what you know and don't know about a topic is what we call fishboning.  Fishboning, unlike mindmapping, first divides the topic into its major divisions.  Each major division serves as a branch off of the topic.  Next you divide each division into its many elements or branches.  This helps you identify your general and specific knowledge about the topic (see fig 2-7).
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Figure 2-7

c.
Thesis statement.  The problem you are investigating is at the very heart of any report, paper, or research.  This is the most important element of your writing.  It is here that you clarify the problem.  This is the point where many writers fail--they are not able to tell their audience why the topic merits serious consideration.  The thesis statement tells the audience why the topic demands attention.  You do this by clearly stating your topic and your assertion on the topic.  Your position is what you want to accomplish.

Thesis = Topic + Your purpose or assertion on the Topic

The statement Creating an electoral system for Haiti is merely a topic.  It fails to tell the reader why the topic is important.  Look again at the Haitian scenario.  You have received a task:  to develop an electoral system that ensures fair, democratic elections.  This task is not a thesis statement, but you can make it into one.


Let's take this task and see how you can accomplish this.


Topic:  The Haitian Electoral System.


Position:  To create a fair and democratic electoral system for Haiti.

Thesis Statement:  This new Haitian electoral system will ensure fair and democratic elections.


Notice that by restating the topic and purpose as a thesis statement you have done two things:  identified the topic and made an assertion that you can write about.  You can also come up with several other thesis statements for the topic.  Each one will take a different direction.  The following are some examples.


Topic:  Creating an electoral system for Haiti becomes:



People who feel safe will vote their conscience.



A democratic electoral system will work when we eliminate private armies.



A democratic electoral system will work when we enforce the law equally.

Plan

Good writing follows a plan.  The plan tells your reader what your thesis is and its major points.   It presents facts that support each major point.  It shows your analysis of the facts, opinions, and ideas that support your thesis.  It concludes with a brief summary restating your thesis.


A good plan is like an outline of your thinking.  Some writers produce detailed outlines that set forth item by item what their paper will look like.  Other writers operate from a mental outline that they use to develop their product.  Both methods have advantages and disadvantages.  The major disadvantage of relying on a mental outline is ensuring you have covered your topic in sufficient detail to support your thesis.  The written plan, on the other hand, helps you to see if you have covered the topic in sufficient detail.  A written outline helps you to readily see holes in your research, areas that you need to consider further before writing your first draft.  This is where your critical and creative thinking skills become evident.


Outlining is like designing a pyramid from the top down.  You begin by selecting the topic and forming it into a thesis statement.  This becomes the capstone of the pyramid.  The next layer of stones consists of your major points.  The subsequent layers consist of your evidence and analysis.  Your analysis explains or illustrates the importance of the evidence with respect to the thesis.  When you finish you have what we call a "Pyramid of Support" (see fig 2-8).
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A good plan also includes evidence along with an analysis to help your audience understand how it supports your major and minor points and your thesis.  Evidence (facts, experiences, opinions of experts, and other data) by itself may or may not support your thesis.  Your task is to show your audience through your analysis how the evidence supports and illustrates your thesis.  How you arrange your material (the outline) can help your audience understand what you have to say.


We encourage you to first outline what you want to include in the conclusion.  You need to review the major points, while driving home your thesis.  Now take the time to outline your introduction.  What attention step will you use to capture your audience’s attention?  How will you state your thesis and major points.  You then need to determine how you will transition to the major points of your outline.  Next you need to determine the arrangement or sequencing of the major and minor points.  Do you arrange the sequence of your major points from the strongest to the weakest point, or from the weakest to the strongest?  Where do you place opposing positions, first or last in the line-up of your main points?  How you organize your outline will either support or detract from your thesis.


Thinking through these questions to determine how you organize your essay will influence whether or not the audience understands what you are communicating.  This will help focus your writing on the bottom line, that is, what you want your reader to understand. 


An outline is the plan you develop to lay out your writing.  Your plan needs to consider the introduction, transition, major and minor reasons, transitions between major points, and transition to your conclusion.  The following diagram (fig 2-9) illustrates the basic structure.  (A sample essay illustrating the CGSC approved format is at app A.)
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Although outlines can assume many forms, the key elements are the introduction (which includes your thesis statement and a listing of your major points), the development of the thesis, and the conclusion.  The rest is like icing on a cake to improve the appearance and make it attractive to the audience (see fig 2-10).

	EXAMPLE OF HOW TO BUILD AN OUTLINE

	I.  Introduction
	B and C may be reversed.

	 
A.  Attention Step, Purpose, or Context--when necessary

 
B.  Thesis Statement (Bottom line)

 
C.  List of Major Points Supporting the Thesis Statement


	

	II.  Development


A.  Major Point #1



--Evidence 1 and analysis



--Evidence 2 and analysis



--Relevance to thesis/bottom line




Submit in a logical order


B.  Major Point #2



--Evidence 1 and analysis



--Evidence 2 and analysis



--Relevance to thesis/bottom line


C.  (Other major points when necessary)


	If you list the major parts in your introduction, use the same sequence in development.

	III.  Conclusion

A.  Review of Major Points and Support of Thesis


B.  Thesis Statement Application (to provide information or to persuade)


C.  Recommendations (further research, etc., as appropriate)


	Sequence appropriately.


Figure 2-9

Draft


The purpose of drafting is to dump very quickly ALL you have to say onto the page.  Your focus needs to be on the substance and organization of your document, not on what the final product may look like.  Remember, you are producing your first draft.  It will not look like your final product.  However, when finished, it should contain the substance you need to communicate.  Two techniques can help you accomplish writing the first draft:  (1) use your outline, and (2) draft quickly.

Use Your Outline.

Your outline will help keep you focused on both the substance and organization of your paper.  When using a computer to compose your text, we suggest you print out your outline and place it where you can see it clearly.  Place any quotations, references, and supporting documents in the order they occur in the outline.  Now begin writing.  Follow your outline and insert supporting material as needed.

Draft Quickly.

Write quickly as the ideas come to mind.  Don't worry about the perfect word or the just-right sentence.  The purpose is to capture the ideas that race through your mind.  It is very easy to lose an important idea whenever you pause to capture the right word or sentence.  Therefore, write as rapidly as you can and capture those great ideas that grabbed your attention.

Revise


Good writers are invariably good revisers.  They are able to set aside "pride of authorship" and critically review what they wrote.  Ernest Hemingway would agonize for hours over the revision of a single paragraph.  James Michener never saw himself as a good writer, only a good rewriter.


Many writers don't revise well for three reasons:  (1) they don't know how; (2) they find it difficult and avoid it; or (3) they don't schedule enough time.  Good writers set aside sufficient time just for revising.  At the appointed time, good writers sit down and begin the revision process following established criteria to review and revise their writing.  You may find the following criteria helpful as you begin your revision process.  (App B contains a list of one-syllable words to try and app C contains a helpful checklist to assist you with revising your paper.)


a.
Clarity.  Clarity is the gateway standard.  Clarity requires you to explain, illustrate, give examples, interpret, elaborate, refine, and resolve.  Writers often confuse their readers by using jargon that only a few understand.  You must express your thoughts clearly:  make your thoughts distinct, understandable, and vivid so they become obvious and evident to your reader.


b.
Accuracy.  A statement can be clear but not accurate.  Does the evidence support your assertions?  Can you or others verify or test what you say for accuracy?  Have you hit the right target?


c.
Precision.  A statement can be clear and accurate, but not precise.  Are you specific?  Is the detail sufficient to support your position?  Is your focus too broad, too narrow, or about right?  Have you placed all rounds in the target area?


d.
Relevance.  A statement can be clear, accurate, precise, but not relevant to the question at issue.  Have you shown your reader how your position is part of the problem, how it addresses the question, and how it helps to resolve the issue?


e.
Depth.  Your document may have all of the qualities of good writing yet lack depth.  Superficiality is a problem common to many writers and speakers.  Does your writing identify those factors that make this a difficult problem?  Have you considered the complexities underlying the subject?  How do you address these complexities?  Are you dealing with the most significant factors or merely superficialities?


f.
Breadth.  A line of reasoning may satisfy all of the above standards for assessment, yet lack breadth.  Have you identified and considered other points of view?  What are they?  How do they relate to your problem?


g.
Significance.  This standard is often linked to relevance, but the two are not synonymous.  Something may have relevance to the issue at hand, but have little or no significance.  Have you really addressed the central idea?  You list facts and other data but which are the most important?  Which will have the greatest effect on the problem?  Why?  Why not?


h.
Logic.  When we write, we bring a variety of thoughts together into some order.  When the combinations of words are mutually supporting and make sense in order and combination, we say our writing is "logical."  When the combinations of words are not mutually supporting, are contradictory in some sense, or do not make sense, we say that our writing is "not logical."


i.
Documentation.  Whenever you use other sources in your document, you may quote the source directly, paraphrase, or summarize.  When you do this you must document your sources using the CGSC approved standard:  Kate L.  Turabian, A Manual for Writers of Term Papers, Theses, and Dissertations (Turabian).  We recommend that you obtain a copy of this manual.  Copies are available in the Bookstore and in the Combined Arms Research Library.


Turabian allows students to document sources using either endnotes and bibliography or parenthetical notes and bibliography.  If you choose endnotes place then you must place them in front of the bibliography, not at the end of each chapter.  Your bibliographic entries may be either alphabetic or grouped by publication type (e.g., books, journals, oral history, etc.).  If you choose the parenthetical notational method then you need to organize your bibliography alphabetically.  "The parenthetical, or author-date, reference system...consist of two basic elements--authors names and dates of publication--usually in parentheses" and placed in the text (Turabian, 1996).  (See Turabian Chapter 10, 6th ed. for examples of parenthetical notes.)


Turabian provides a wealth of data on how to document.  However, some editions do not provide adequate direction for documenting military publications and internet sources.  Use the following examples as a guide whenever you document military manuals or internet sources.



(1)
Military manual or student text.  You will need to identify the organization, the office that generated the publication (if given), the publication number, the title, the page number(s), the proponent's location, and the date of publication.



Bibliography:


Organization, specific office (if given), publication number, title, and page 
number(s).  Proponent, location, date of manual.

U.S.  Department of the Army, Command and General Staff College, Student Text 22-2, Writing and Speaking Skills for Senior Leaders,  3-2, 3-17.  Fort Leavenworth, Kansas, 1998.

Endnote:

1Department of the Army, U.S.  Army Command and General Staff College.  ST 22-2, Writing and Speaking Skills for Senior Leaders (Fort Leavenworth, KS:  USACGSC, August 1998), 2-5.



Parenthetical Note:




You will find Turabian helpful in documenting your sources (ST 22-2, 1998).



(2)
On-line books or web sites.  The following example illustrates how to document an on-line publication.  Begin with the author's name and the title of the publication.  Right after the title place in brackets [ ] the word On-line.  Next insert the city and state, the publisher, date of publication, when you accessed the publication, and the internet address where you found it.



Bibliography:

Grant, William S.  "The Battle for Richmond, 1862."  [On-line], (Williamsburg, VA:  William and Mary College Press, 1992, accessed 1 October 1997).  Available from http://www.wmpress.his.edu/index.html; Internet.



Endnote:

1William S.  Grant.  "The Battle for Richmond, 1862."  [On-line] Available from http://www.wmpress.his.edu/index.html;  Internet:  accessed 1 October 1997.



Parenthetical Note:




... (Grant, 1862).



(3) 
There are times when you must include an acknowledgment citation or content notes.  These citations will appear as endnotes placed before the bibliography.


j.
Plagiarism.  One problem military writers confront is plagiarizing.  Plagiarizing occurs whenever you pass off as your own  the writings of others.  In the field, for example, we plagiarize whenever, in the interest of time, we copy previous orders and modify them to fit present operations.  However, this is not acceptable practice at CGSC or any other educational institution.  Neither is it acceptable whenever we write an article for publication in military or civilian periodicals.  This is unethical behavior and a form of cheating.  Most plagiarizing at CGSC occurs whenever the writer paraphrases another writer.  Whenever you paraphrase a writer, you need to capture the gist of the quotation without using the writer's own words.  Also, you must ensure that you document your source.


The following examples illustrate this problem and how to resolve it.  Example #1 is a direct quotation from Paul M.  Bons' Leadership in Organizations that we will assume you have selected to illustrate in your paper.  Example #2 is an incorrect paraphrase that is a form of plagiarism.  Example #3 is an acceptable paraphrase, while example #4 is a summary.

Example #1--Direct Quote


To be scientific is also to be critical--but, critical from a non-emotional, informed vantage point.  We encourage you to join in this objective, systematic and scientific observation.  In doing so, it will be possible to gain greater confidence in leadership relationships than can be gained through selective observation.1

__________


1Paul M.  Bons, Leadership in Organizations (U.S.  Military Academy, West Point, New York), 25.

Example #2--Incorrect Paraphrase


If you want to be scientific you must be critical from a non-emotional, objective, systematic vantage point.  It is from this viewpoint that we invite the reader to study leadership.  This will enable the reader to learn more than through limited observations.1
__________


1Paul M.  Bons, Leadership in Organizations (U.S.  Military Academy, West Point, New York), 25.


This second example contains several phrases from the original, but as stated give the impression that the paraphrase is the writer's own creation.  The phrases "critical from a non-emotional," "vantage point," and "objective, systematic" are original with the author.  If you include this paraphrase in your paper, you have plagiarized.


Note:  We have used the parenthetical method in Examples #3 and #4 to document the source.

Example #3--Acceptable Paraphrase


According to Bons, students of leadership will gain confidence in "leadership relationships" by practicing the "critical, non-emotional and informed scientific" approach in their study (Bons, 1981).


This paraphrase uses Bons' words in quotations while summarizing the paragraph.

Example #4--Summary


Bons suggests students of leadership will increase their understanding by using the scientific method to study this discipline (Bons, 1981).


This final example is a summary that captures the essence of the original paragraph of Bons.


CGSC students also need to document any assistance (proofreading, content review, etc.) they have received from fellow students, faculty, and family members.  You may acknowledge this help with a footnote or endnote statement.


k.
Active or passive voice.  The topic of active or passive voice in writing and speaking seems to create a lot of confusion.  The problem is that many writers confuse voice with tense and conclude that passive voice always refers to the past while active voice refers to the present or future.  Voice only shows whether the subject is performing the action (active voice) or receiving the action (passive voice).  Active and passive voice never refers to tense but to action.


You form the passive voice by using a form of the verb "to be" with the past participle of the main verb.  First, the past participle's endings are -ed or -en.  Second, some form of the auxiliary verb "to be" (am, is, are, was, were, be, being, been) will always precede the past participle.  Consider the following examples.  Whenever possible, let the subject of your sentences do the action.


Passive Voice
Active Voice

The M16 was fired by PFC Smith.
PFC Smith fired the M16.


The 2 1/2 ton truck was wrecked by PVT Jones.
PVT Jones wrecked the 2 1/2 ton truck.


There are times when you must use the passive voice in writing or speaking.  



(1)
Use passive voice when you do not know who the actor is.  For example, you discover the wrecked 2 1/2 ton truck, but you don't know who was responsible.   In this case use the passive voice and say "The 2 1/2 ton truck was wrecked."



(2)
Use the passive voice when the receiver of the action is more important than the actor.  For example, say, "The Buffalo Soldier monument was completed in 1997."

PROOF


Proofreading means to check and mark the final draft of your paper, that is, the one that you send out the door.  When proofreading you look for the true mistakes--what you never intended to say.  This includes typing errors, but it also includes anything else that's incorrect.  If you discover too many problems for a final copy, reassess your paper, determine if you are saying what you want, make corrections to your paper, and then reprint.  Reread the reprint, note any corrections, make them, and then produce the final draft.


Proofreading is most effective when you approach it systematically.  One helpful technique follows three steps:  reread the paper, do a spell check, and check the grammar.  First, read your paper backwards beginning at the end and proceeding to the beginning.  We call this "proofing from the bottom to the top."  Look for correctly spelled words that are not the right words.  For example,  you may use "sight" rather than "site" when referring to a location.  Second, use your computer to perform a spell check of the document.  Finally, perform a grammar check of your paper.  Look for such things as incomplete sentences, passive voice, verb tense agreement, and subject agreement with verbs and pronouns.  The computer can assist you in this task.  Although you must remember, the computer is only a tool that suggests what you can do.  You, as the author, must still make the final decision on how to compose each sentence.


Once you have finished proofreading your paper, it is ready to send to your readers.  Good luck, and may you always communicate what you intend to say.

CHAPTER 3

EFFECTIVE SPEAKING--FROM TASKING TO FINAL PRESENTATION



You, the speaker, have the task of clearly communicating your message to your audience so that they understand your intention(s).  There is an old saying that illustrates some of the difficulties:

You have told me that you understand what I said.

But I'm not sure that you heard what I said, because I'm not sure what I said.


Every message you send will pass through noise filters before it reaches the intended audience.  Your audience will receive the "perceived message" and act accordingly.  However, you will never know whether your audience received it as you intended until they give you feedback.  Remember feedback always passes through noise filters before it reaches you.  Considering the communication process (see fig 3-1 below), it's amazing that we communicate as well as we do.
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Figure 3-1

Effective speaking, like effective writing, requires you to use the same systematic approach  and attention to detail whenever you prepare  for a speaking engagement.  Like writing, you begin your speech preparation by using critical reasoning and creative thinking skills to research your topic (refer to pages 2-1 through 2-9).  As you conduct your research you begin to develop a plan on what you are going to say and how you will say it.  Then you draft or run through your speech to ensure you include what you need to say.
  Next, you  revise and rehearse your speech to ensure you clearly communicate your message.  Finally, you conduct dress rehearsals (proofing) to prepare yourself emotionally to speak before your audience.

RESEARCH

The first step in preparing to speak which is also the first step in writing is research.  The research process you use in writing will also apply to preparing a speech.  However, in developing a speech you need to consider additional factors.  Begin by identifying the central issue of your speech (see fig 3-2).  Next focus your attention on the requirement, clarify your role, identify the audience, determine the setting, and consider issues of timing.
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Figure 3-2

WHAT IS THE ISSUE?


Every speaking event revolves around some issue.  It could be safe driving, prevention of sexual harassment, registering voters, esprit de corps, etc.  The issue provides the subject of the speech.  Circling the issue are the requirements for the speaker, the speaker's role, the audience, the setting for the speech, and the factors affecting timing.


a.
Requirement?  It is very important that you understand the actual requirement, not what you think it is, before beginning to develop the speech.  You have probably sat in a briefing or maybe even delivered a briefing where the boss said, "This is not what I asked for."  For example, your commander assigns you the task of briefing junior officers on the benefits of effective presentations.  The focus of this speech would be the benefits for the speaker and the audience.  However, if you focus on the process of preparing a briefing instead of the benefits of effective presentations, you fail to fulfill the assigned requirement.  (See app D for two military briefing guides.)


b.
Role?  Think for a moment about your role as a speaker.  Why is it important to know what your role is?  You should know if you are flying solo on this one, part of a team, or the subject matter expert.  This knowledge will help focus your attention on your role.

c.
Audience?  Your first step is to determine the requirement and the audience.  This information is easy to overlook as you begin preparing the speech.  For example, you can prepare a very moving speech, but if it does not fit the needs of your audience, then you have failed to address what is important--their needs.  Audience analysis is critical when beginning your research.  It helps you anticipate the audience's reaction and to prepare yourself to respond effectively to their feedback.  The word AUDIENCE can serve as an acronym to help you identify the categories your analysis needs to consider.

· A nalsysis--Who is the audience?  Who will be there?  How many will be there?

· U nderstanding--What is it they know?  What is it they need to know?

· D emographics--What is their age, gender, education, social background, ethnic background, etc.
· I nterest--Why is the audience there?  Who asked them to be there?
· E nvironment--What can distract the audience?  Where will I stand?  Can they see and hear me?
· N eeds--What does the audience need?  What are my needs?
· C ustomized--What specific need(s) should I address?
· E xpectations--What should I expect to accomplish?  What do they expect from me?


d.
Setting?  As an instructor, you would not develop a lesson plan around viewgraph transparencies if your classroom did not have an overhead projector.  Also you could not develop an effective computer aided presentation for a large audience if your equipment was only adequate for a an audience of 1 to 15 members.  The same is true for a speech or briefing.  The size and dimensions of the room where the speech will take place are critical.  Find out, for example, if you will need a sound system, lectern, projection equipment, and extension cords.  What are the seating arrangements for the audience?  How will this affect your delivery?  Take the time to check out the location for your briefing.  Knowledge of these details will help you plan for and deliver your presentation.  (See app E, Designing Visual Supports.)


e.
Timing?  This may not seem like a very important point, but you don't want to design a 40-minute briefing for a 20-minute time frame.  Identify how much time you have to speak.  Find out what else is occurring that may affect your presentation.  How do these factors conflict with or support your speech?  Whenever you use any special materials or equipment,  you must consider how much time you need to set up and operate.  Timing concerns affect the length of your speech, the resources you may want to use, and what you have to say.


In summary, speech development requires that your research starts with an issue important to your audience.  Revolving around the issue are "five Ws" that your must consider.

· What is my requirement?

· What is my role?

· Who is my audience?

· What is the setting?

· What is the timing?

PLAN

Coincidentally, the second step for writing and speaking is planning.  In chapters 1 and 2 we covered the topics of planning the introduction, the major and minor parts, and the conclusion.  Therefore, this chapter will only concentrate on what's unique to speaking.


a.
Beginning with the introduction, what's different about speaking than writing?  The introduction is your "show time."  If you have ever given a speech or taught a class, you know how important it is to get off to a strong start.  There are two goals you must achieve during the introduction.  First, you must gain the audience's attention.  Second, you must establish credibility with the audience.  Introductions are important.  An introduction should smoothly lead the audience from your opening remarks into the body of the speech.  In far too many speeches the introduction fails to accomplish this purpose.  Remember the introduction sets the stage for everything that follows.


b.
Effective writing includes forming the major and minor parts.  Basically, you do the same thing for speaking.  However, there are four unique differences:


(1)
Plan your verbal supports.  Use active verbs, precise nouns, vivid adjectives and adverbs along with well-chosen illustrations to help your audience understand and remember the speech.

(2)
Design your verbal supports.  If you use visual supports to reinforce your speech, you must keep in mind the following considerations:
Are they necessary and appropriate?

Does each visual aid focus  on only one idea?

Does each visual aid have balance and visual appeal?

Does each visual aid have coherency?


(3)
Add the transitions.  Transitional words and phrases such as the following help your audience follow your argument.
Let me illustrate this point .  .  .

Most importantly, we must consider .  .  .

In the meantime, we will continue to deadline .  .  .

In spite of these disadvantages, there are many advantages we must consider .  .  .



(4)
Plan the setting.  Identify the equipment you need and how to arrange it.
Podium.

Microphone and cables.

Projector and extra projector bulbs.

Props, displays, and handouts.


c.
Some other differences between speaking and writing include:


(1)
Keep the listener in mind.  You are conveying a message, not a report.



(2)
Organize the speech or briefing to take the listener in one direction.



(3)
Organize the speech to help the listener grasp your thoughts the first time heard.

DRAFT THE SPEECH (THE RUN THROUGH)


Whether you work from an outline or a manuscript, you must rehearse.  This is the only way to achieve a delivery that has spontaneity, personality, and authority.  (See app F for information on handling nervousness and appropriate gestures and movement.)


We recommend that you conduct several rehearsals after you complete the outline or manuscript and before the actual speaking occasion.  Use the available resources when you rehearse.  These include speaking in front of a mirror, using a tape recorder, or, better yet, a video recorder.  Probably the most effective resource available is a discerning listener who will provide you appropriate and accurate feedback.


You need to pay attention during each rehearsal to the words and tone you use.  Practice your gestures, voice quality, dress, and using your visual aids.


Keep your voice natural, but change pitch to emphasize important points.


Pronounce your words correctly.  How you pronounce words can enhance or detract from what you are trying to say.  Have someone you trust listen to your rehearsal.  Ask them to identify any mispronunciations and give you honest feedback.  Then practice pronouncing the words that give you difficulty.  Use these words in sentences until you are pronouncing them correctly.


Enunciate your words clearly.  Speak clearly and distinctly.  Take the time to use each new word in casual conversation until you master the enunciation of each.  With time and practice you will cease dropping syllables and slurring sounds in both casual and formal speaking situations.

REVISE

Following each rehearsal, take the time to review your speech and revise as necessary.  Use the speech evaluation form (app G) to assist you with revising.  Also, ask yourself the following questions:

· Were you comfortable with the words you chose?

Don't  use long words when one or two syllable words will do the job.

· Was your voice natural?
Vocal variety is a feature of your ordinary conversations; use this variety in your speeches.
· Did you enunciate each word clearly?
Do practice enunciating unfamiliar words until you are comfortable using them.
Do not drop syllables and slur your words.
· Did you speak too fast, too slow, or at the right pace?
Pace your delivery to your audience and material.
Use a faster tempo when the material is familiar to your audience, and a slower tempo when it is new.
· Did you pause at the right places to reinforce your speech?
Do pause at the end of a thought.
Do not pause in the middle of a thought.
· Did your gestures reinforce your speech?
Do use gestures that clarify or reinforce your ideas.
Do use gestures appropriate to the audience and occasion.
· Did you look at your audience?
Look your audience in the eye.
Let your eyes move from person to person.
Do not look over the audience's heads.
· Was your posture appropriate to the setting?
Do not be informal in a formal setting.
Do not be formal in an informal setting.
· Did you control your nervousness?
Don't tell your audience you are nervous.
Do visualize keeping your hands at your sides between gestures.
· Did you hide behind the podium?
Don't hold on to the podium.
Do step away from the podium while speaking.
· Did you use your visual aids appropriately?
Don't read your visual aids to your audience.
Do face your audience, not your visual aids, when speaking.
DRESS REHEARSAL (PROOFING)

Dress rehearsals are very important.  This is as close to the real thing as you're going to get.  Dress rehearsals should approximate the actual speaking situation.


Wear the clothes you'll wear during the speech.  Practice your speech, whenever possible, using the equipment in the setting where you will deliver the final speech.

EVALUATION

Take a few minutes after the actual speech or briefing to evaluate what you did, how you spoke, and what happened.  Record the questions and answers that followed your presentation.  Write down the lessons you learned about yourself as a speaker and your audience.  Be specific.


Take advantage of every opportunity to deliver speeches.  Keep practicing.  Keep reviewing.  Always evaluate your speech, your delivery, yourself as a public speaker, and your audience.

APPENDIX A

A SAMPLE ESSAY FORMAT



CGSC students (including CAS3) are knowledgeable writers.  However, OPORD and OPLANs have influenced their writing style.  Writing an OPORD and OPLAN is not the same as academic writing.  Academic writing consists of taking a position on a topic and crafting the essay to support or refute the topic.  The argumentative essay included in this appendix illustrates academic writing.  This essay follows the format prescribed in A Manual for Writers of Term Papers, Theses, and Dissertations (Sixth Edition).  All CGSC student papers will conform to this standard.  Note that the standard allows students to use endnotes or footnotes to document sources.


The sample essay includes a title page.  Some instructors do not require a title page.  Check with your instructor.


Mahan and Jomini

MAJ U.  R.  Thayer

Exam Code 9998, Staff Group 5B

C610, Evolution of Modern Warfare

1 April 1991


"I have found my Jomini.  His name is Mahan."  So said Commodore Stephen B.  Luce, then president of the Naval War College, in 1885.1  By so saying Luce introduced the world of naval strategy to Captain Alfred Thayer Mahan, who was to remold it over the next decade.  In essence, Mahan was to do for naval warfare what Jomini had done some fifty-odd years before for land warfare.  In this paper I will briefly show that Mahan deserves to be called "The Jomini of Seapower" by identifying three basic concepts which are common to the theories of both men:  unchanging principles of warfare; lines of operation or communication; and the opposing force as the primary objective in warfare.


Both Jomini and Mahan concluded that by detailed study of the history of warfare one is able to deduce certain 'principles of war' which do not change with time.  Despite the fact that technological advances force changes in tactics, these underlying principles governing the use of arms remain as valid in the present day as they were during the times of Caesar or Napoleon.  Discussing this concept in his writings, Jomini stated:  "War is always to be conducted according to the great principles of that art."2  He went on to propose that

there is one great principle underlying all the operations of war--a principle which must be followed in all good combinations.  It is embraced in the following maxims:

1.  To throw by strategic movements the mass of an army, successively, upon the decisive points of a theater or war, and also upon the communications of the enemy as much as possible without compromising one's own.

2.  To maneuver to engage fractions of the hostile army with the bulk of one's forces.

3.  On the battlefield, to throw the mass of the forces upon the decisive point, or upon that portion of the hostile line which it is of the first importance to overthrow.

4.  To so arrange that these masses shall not only be thrown upon the decisive point, but that they shall engage at the proper times and with energy.3
The modern soldier will recognize in these maxims the modern Principles of Mass, Maneuver and Objectives as we use them today.


Mahan, too, believed that certain principles governing warfare could be deduced by earnest study.  "The battles of the past succeeded or failed according as they were fought in conformity with the principles of war."4  Although Mahan did not list such specific principles as Jomini, he did write that the

considerations and principles which enter into them [discussions of strategy] belong to the unchangeable, or unchanging, order of things, remaining the same, in cause and effect, from age to age.  They belong, as it were, to the Order of Nature .  .  .  whereas tactics, using as its instruments the weapons made by man, shares in the change and progress of the race from generation to generation.5
Clearly, both men shared the common belief that warfare, both on land and at sea, was governed by immutable principles which must be followed by the prudent commander if he desired to be successful.


In order to adhere to the principles of war, certain concepts occurred to both Jomini and Mahan which would permit those principles to best be followed.  Central to Jomini's writing is the concept of 'lines of operation.'  He uses this term to refer to the portion of the army's zone of operation which the forces actually traverse when moving from their base of operation to the battlefield.  The concept forms the heart of his military theory.

If the art of war consists in bringing into action upon the decisive point of the theater of operations the greatest possible force, the choice of the line of operations, being the primary means of attaining this end, may be regarded as the fundamental idea in a good plan of a campaign.6
Jomini places great importance on the possession of interior lines, or a central position, for he feels this is the strategic position which best affords the commander the ability to mass his forces and attain a significant advantage over his opponent.


Mahan develops an analogous concept which he refers to as 'lines of communication.'  He uses the term to refer to the sea lanes between the naval force and its course of supply.  He regards these lines of communication "as retaining at least as great an importance in naval war as Jomini believed they had on land."7  Similar to Jomini, he perceived that a naval commander who possessed a central position could move to mass his forces at a decisive point more quickly than could his enemy; thus he could utilize his power more effectively in deciding the outcome of the conflict.  Consequently, the prudent naval commander should seek to gather his forces and retain them for action in one central position; never should he divide his fleet.


A final common concept which both Jomini and Mahan propose is that the enemy's forces are the ultimate objective in any conflict and must be destroyed in a climactic battle to achieve victory.  Jomini believed that "the objective of operations is always the enemy army, and all geographical objectives were means to that end."8  Schooled in the wars of Napoleon, he felt that the role of the general was to maneuver his army so that it could mass at the last possible moment at the decisive point and crush his opponent.  He expressed this in his writings by saying that "the offensive army should particularly  endeavor  to cut up the  opposing army by skillfully selecting  objective points of  maneuver.  .  .  ."9  For a commander to focus his attention on anything else was to lose the opportunity for success.  Seeking the destruction of the opposing army was the surest and most effective way to victory.


Likewise, Mahan in several of his writings emphasized that "the primary mission of a battle fleet is to engage the enemy's fleet."10  This was so because once that fleet had been destroyed, the victor would possess control of the sea and be in the position to "drive the enemy's flag from it [the sea], or to allow it to appear only as a fugitive."11  Writing on the subject of the strategy for a naval war, he expressed the concept very succinctly when he wrote:

if the true end [of naval war] is to preponderate over the enemy's navy and so control the sea, then the enemy's ships and fleets are the true objects to be assailed on all occasions  .  .  .  If its object is to break up the enemy's power on the sea, cutting off his communications with the rest of his possessions, drying up the sources of his wealth in commerce, and making possible a closure of his ports, then the object of attack must be his organized military forces afloat; in short, his navy.12
By pursuing a strategy such as this, the enemy's commerce would disappear, his wealth would dry up, and his ability to wage war would dissipate.  Mahan further believed that the quick and decisive victory by fleet action would hasten the ultimate termination of the conflict in favor of the naval victor.  Thus, all effort had to be devoted to that end; everything else was only of secondary importance.


In this paper I have briefly examined some aspects of the theories of Baron Antoine de Jomini and Captain Alfred Thayer Mahan regarding land and naval warfare.  Jomini developed his theory of land warfare to explain the Napoleonic Wars, while Mahan subsequently developed certain analogous concepts regarding naval warfare to explain British seapower.  On developing their thoughts, both men believed that some basic understanding of the nature of warfare could be obtained by the study of military history, and both sought to identify those concepts which could be of use to military commanders of all ages.  I have here discussed three such concepts which both held in common.  Both men in their theories proposed that certain unchanging principles underlie all of military strategy, whether it be on land or at sea.  Both men in their theories emphasized the importance of lines of operation or communication, and saw the significance of the possession of a central position when engaging an opponent.  Both men in their theories believed that the primary objective for an army or navy is the opposing army or navy, for only if that is destroyed can the conflict be brought to a favorable conclusion.  Jomini, the interpreter of Napoleon, introduced theoretical order to the chaos of land warfare; Mahan, the evangelist of sea power, did precisely the same thing for naval warfare.  As the philosophical successor to Jomini, Alfred Thayer Mahan on all counts deserves his title, "The Jomini of Seapower."
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APPENDIX B

SIMPLER WORDS AND PHRASES



Official writing does not demand big words or fancy phrases.  Write naturally--in the words you speak with.  These words are usually small, often one-syllable.  Not only do they save writing and reading time, they give power to your writing and clarify your ideas.


The words in  italic boldface are the ones we believe most overworked.  Be careful.

Instead of
Try
accompany
go with

accomplish
carry out, do

accomplish (a form)
fill out

accordingly
so

accrue
add, gain

accurate
correct, exact

achieve
do, make

actual
real

additional
added, more

adjacent to
next to

advantageous
helpful

advise
recommend, tell

affix
put, stick

afford an opportunity
allow, let

aircraft
plane

anticipate
expect

a number of
some

apparent
clear, plain

appear
seem

appreciable
many

appropriate
proper, right

approximately
about

as a means of
to

ascertain
find out, learn

as prescribed by
under

assist, assistance
aid, help

attached herewith is
here's

attempt
try

at the present time
now

benefit
help

by means of
by, with

cannot
can't

capability
ability

category
class, group

comply
follow

component
part

comprise
form, make up

concerning
about

Instead of
Try
conclude
close, end

concur
agree

confront
face, meet

consequently
so

consolidate
combine

constitutes
is, forms

construct
build

contains
has, holds

continue
keep on

contribute
give

cooperate
help

currently
(leave it out)

delete
cut, drop

demonstrate
prove, show

depart
leave

designate
appoint, pick

desire
wish

determine
decide, find

develop
grow, make

disclose
show

discontinue
drop, stop

disseminate
send, issue

do not
don't

due to the fact that
because, due to

echelons
levels

effect
make

elect
choose, pick

eliminate
cut, drop, end

employ
use

encounter
meet

encourage
urge

endeavor
try

enumerate
count

equitable
fair

equivalent
equal

establish
set up, prove

evaluate
check, test, rate

evidenced
showed

Instead of
Try
evident
clear

examine
check, look at

exhibit
show

expedite
hurry, speed up

expeditious
fast, quick

expend
pay out, spend

facilitate
ease, help

factor
reason, cause

failed to
didn't

feasible
can be done

final
last

finalize
complete, finish

for example
such as

forfeit
give up, lose

for the purpose of
for, to

forward
send

function
act, role, work

fundamental
basic

furnish
give, send

has the capability
can

herein
here

however
but

identical
same

identify
find, name, show

immediately
at once, now

impacted
changed, affected

implement
carry out, do

in accordance with
by, under

in addition
also, besides, too

in an effort to
to

inasmuch as
since

inception
start

in conjunction with
with

incorporate
blend, join

incumbent upon
must

indicate
show, write down

indication
sign

initial
first

initiate
start

in lieu of
instead of

in order that
for, so

in order to
to

in regard to
about, on

interpose no objection
don't object

in the amount of
for

in the course of
during, in

in the event that
if

in the near future
soon

in view of
since

Instead of
Try
in view of the above
so

it is
(leave out)

it is essential
must

it is recommended
I/we recommend

it is requested
I/we ask

justify
prove

legislation
law

limited number
few

limitations
limits

locate
find, place

location
place, scene, site

magnitude
size

maintain
keep, support

majority
most

maximum
greatest, most

minimize
decrease, lessen

monitor
check, watch

nebulous
vague

necessitate
cause, need

notify
let know, tell

numerous
many, most

objective
aim, goal

obligate
bind, compel

observe
see

obtain
get

operate
run, work

operational
working

optimum
best, greatest

option
choice, way

participate
take part

perform
do

permit
let, allow

personnel
people, soldiers

pertaining to
about, of, on

place
put

portion
part

position
place 

possess
have, own

preclude
prevent

previous
earlier, past

previously
before

prioritize
rank

prior to
before

probability
chance

procedures
rules, way

proceed
do, go on, try

proficiency
skill

programmed
planned

promulgate
announce, issue

Instead of
Try
provide
give, say, supply

provided that
if

provides guidance for
guides

(the) provisions of
(leave out)

purchase
buy

reason for
why

recapitulate
sum up

reduce
cut

reflect
say, show

regarding
about, of, on

relating to
about, on

relocation
move

remain
stay

remainder
rest

remuneration
pay

render
give, make

request
ask

require
must

requirement
need

retain
keep

review
check, go over

selection
choice

similar
like

solicit
ask for

state
say

subject
the, this, you

subject to
may be

submit
give, send


Instead of
Try
subsequent
later, next

subsequently
after, later, then

substantial
large, real, strong

sufficient
enough

take appropriate measures
act

terminate
end, stop

that
(leave out)

therefore
so

there are/is
(leave out)

thereof
its, their

this office
us, we

time period
time, period

transmit
send

transpire
happen, occur

type
(leave out)

until such time as
until

(the) use of
(leave out)

utilize, utilization
use

validate
confirm

verbatim
exact

via
in, on, through

viable
workable

warrant
call for permit

whenever
when

whereas
since

with reference to
about

with the exception of
except for

witnessed
saw

APPENDIX C

ASSESSING WRITING


1.
Student Assessment.  You need to understand how your instructors will assess your written requirements.  Instructors will assess your writing on the basis of five major categories:  Introduction, Development, Conclusion, Style and Grammar and Cognitive Level Attained.


a.  Using CGSC Form 1009W, Assessing Writing.  The CGSC Form 1009w is a checklist to help students and instructors assess writing.  The section labeled “Pre-Assignment” (see Figure C1 below) will have specific guidance from your instructor on your writing assignment.  After completing your essay, use the CGSC Form 1009w to assess how well you accomplished the writing task.  Use the scale 1 (low) to 5 (high) to assess how effectively you met the standard.  In the left hand column labeled Student record the appropriate number for each line item.  Begin by focusing on the section labeled Introduction.  Then, consider the Development.  Next, examine your Conclusion.  Now it is time to consider the section labeled Style and Grammar.  Finally, reread your essay to see if it meets the Cognitive Level your instructor assigned.  When you have completed your assessment, turn in your essay with the completed CGSC For 1009w to your instructor.  Your instructor will then complete the analysis, assign a grade and return both items to you.


b.  Completing the CGSC Form 1009w.



(1) On the front of the form type in your name, the date you completed the assignment, the assignment/course title, the name of your instructor, and the instructor’s department.



(2) On the reverse side in the section labeled Student record your assessment for each line item beginning with Introduction and proceeding through Style and Grammar.   Consider carefully each line item and record the number (from 1 to 5) that reflects how well you have met the stated criteria.  



(3)
Finally, complete the section of the CGSC Form 1009w labeled Student Comments.


c.
Turn in the paper and your completed CGSC Form 1009w to your instructor.  Your instructor will then assess how well you have met the writing requirement.

2.
Instructor Assessment.  The instructor must complete the following four sections of the CGSC Form 1009w:  Writing Assignment, Instructor Assessment column, Cognitive Level Attained, and Instructor Comments.  The instructor will ensure the writing assignment printed in the block labeled Writing Assignment is clear and understandable.   The block, Writing Assignment must contain the following:  (1) the writing assignment, (2) the standard and (3) the cognitive level the writing must meet.  Also the instructor may add any additional instructions as appropriate.  (See Figure  C1 below.)

	
↓  Writing Assignment  ↓

	Write a paper about your thoughts on teaching a class of military officers.

The paper should:

· Follow the general guide lines of any recognized writing style or guide.
· Not to exceed 4-pages double spaced, 12 font Times New Roman.
· Be a MS Word document submitted electronically along with this completed form (CGSC 1009w) NLT 10 working days prior to the beginning of your class.
You are to write the paper at the Synthesis level (see the front of this form).

Complete the Student Assessment and Student Comment sections of this form (CGSC 1009w).

Under Student Comments record the lessons you have learned from this assignment.



Figure C1

b.
In assessing a student’s written work we suggest the instructor read the paper at least three times.



(1)
First reading.  Read to see if it meets the Army Standard:  “understandable in a single rapid reading, and generally free of errors in grammar, mechanics, and usage.”



(2)
Second reading.  Read for content.  Review the preceding section (1.a-b).  Using the CGSC 1009w form assess how effectively the student develops the introduction, development, and conclusion.  Using the scale 1 (low) to 5 (high) assess how effectively the student achieves the standard for each line item.  Write on the essay those notes that will help the student see both the strengths and weaknesses of the paper.



(3)
Final reading.   Read for Style and Grammer.  Again using the scale 1 (low) to 5 (high) assess how effectively the student achieves the standard for each line item in this category.


c.
After completing the reverse side of the CGSC Form 1009w, complete the front side of the form.  



(1)  Cognitive level attained.  Check the appropriate block for the cognitive level that the student actually attained.



(2)
Instructor Comments.  Finally, provide the student your assessment of the student’s strengths and weaknesses along with comments to help the student improve.

ASSESSING WRITING
WRITER: 
DATE:
ASSIGNMENT/COURSE TITLE:


INSTRUCTOR/DEPARTMENT:
ARMY STANDARD defines good writing as “understandable in a single, rapid reading and generally free of errors in grammar, mechanics, and usage.”

GRADE:  (CGSOC)
GRADE:  (CAS3)



A

O



B

E



C

S



U

NI





NMI


	INSTRUCTOR COMMENTS:


	COGNITIVE LEVEL ATTAINED
     (Higher levels include

     characteristics of lower levels.)



	
	
	EVALUATION

(Judging or weighing by building and using criteria and standards.)



	
	
	SYNTHESIS

(Integrating parts into a new whole.)



	
	
	ANALYSIS

(Breaking material down into component parts to determine structures and relationships.)



	STUDENT COMMENTS:


	
	APPLICATION

(Use of knowledge to solve problems.)



	
	
	COMPREHENSION

(Understanding of the material.)



	
	
	KNOWLEDGE

(Recall of specific information.)



	
↓  Writing Assignment  ↓

	
	

	Performance Level

	
	
 1
	2
	3
	4
	5
	

	
Assessment

Student
↓  Introduction  ↓
Instructor

	
	Purpose for writing is not clear.
	Purpose for writing is vague or not clearly stated.
	Purpose for writing is clear and specific.
	

	
	No clear thesis.
	Thesis is not focused or not relevant to the purpose.
	Thesis is clearly stated and focused.
	

	
	Does not introduce major points.
	Vague introduction of major points.
	Clearly introduces major points that are relevant to the thesis.
	

	↓  Development  ↓

	
	Major points do not support thesis.
	Major points partially supports thesis.
	Major points fully support thesis.
	

	
	Fails to consider multiple viewpoints.
	Presents other points of view but does not reason through them.
	Clearly and fairly discusses multiple points of view.
	

	
	Does not address implications or consequences of the proposed assertion (thesis).
	Partially addresses implications or conse-quences of the proposed assertion (thesis).
	Addresses implications or consequences of the proposed assertion (thesis).
	

	
	Sequencing of major/minor points does not support writer’s purpose.
	Sequencing of major/minor points partially supports writer’s purpose.
	Sequencing of major/minor points effectively supports writer’s purpose.
	

	
	Fails to show how evidence supports main points/thesis.
	Weak analysis of evidence to show how it supports main points/thesis.
	Clearly applies reasoning to show how evidence supports main points/thesis.
	

	
	Does not anticipate questions.
	Identifies but does not answer anticipated questions.
	Identifies and answers anticipated questions.
	

	
	Fallacies abound within the essay.
	Some fallacies exist within the essay.
	Essay is free of fallacies.
	

	
	No transitions.
	Transitions are not always clear.
	Transitions effectively connect major/minor points.
	

	↓  Conclusion  ↓

	
	No conclusion or one that does not support the thesis.
	Conclusion partially supports thesis.
	Conclusion is clear and reinforces thesis and major parts.
	

	
	Conclusion is disconnected from the evidence and reasoning, or introduces new ideas.
	Conclusion is not strongly linked to the evidence and reasoning, or is not concise.
	Conclusion is fully justified by the evidence and the reasoning, and is concise.
	

	↓  Style and Grammar  ↓

	
	Sentences are wordy and vague.
	Some sentences are not always clear.
	Clear, concise sentences.
	

	
	Paragraphs contain sentences not relevant to the topic.
	Some paragraphs are confused or vague.
	Clear, concise paragraphs that include topic sentences.
	

	
	Primarily passive voice.
	Some passive voice – not excessive.
	Primarily active voice.
	

	
	Numerous errors in grammar, punctuation or spelling.
	Only a few errors in grammar, punctuation or spelling.
	Only one or two errors in grammar, punctuation, or spelling.
	


EDITING SYMBOLS

On the following pages are symbols you can use when editing or evaluating writing.  We encourage instructors to use the same symbols to mark students' papers.


To the right of each symbol is a brief explanation.  You may find a full explanation inside the front or back cover of Prentice Hall Handbook for Writers.


When interpreting the editing symbols an instructor has marked on your paper(s), skim the left-hand column to find the symbol, and then look to the right for an explanation.

SYMBOL
EXPLANATION

ab
Inappropriate or incorrect abbreviation.

ad
Improper use of an adjective or adverb.

agr
Agreement error:  subject-verb, pronoun-antecedent, or adjective-noun.

awk
This is awkward--there's a better way to say this.

bluf
State the thesis statement (bottom line) up front.

coh
These words or sentences aren't well connected.

coord
Faulty coordination.

cs
Comma splice.

cw
Choice of word--there's a better word than this.

dgl
Dangling modifier.

doc
Document your sources

emp
The emphasis in this sentence is not where it should be.

frag
Sentence fragment, incomplete sentence.

fs
Fused (run-together) sentence.

gr
Grammar error.

log
This seems illogical.  These statements don't agree.

log (p __)
This isn't consistent with your statement on page__.

mm
Misplaced modifier.

p
Punctuation error.

pas
Inappropriate use of the passive voice.

poss
Possessive error.

ref
Unclear pronoun reference.

rep
Unnecessary or inappropriate repetition.

rtp
Read the problem--this isn't what I asked for.

seq
Bad sequencing.  Change the order.

sh
Inappropriate shift in tense, person, number, or tone.

sp
Spelling error.

spt
Support--you need to explain or prove this.

ss
This sentence does not make sense.

sub
Faulty subordination.

sum
Summarize your important parts (for an introduction or transition).

tone
Inappropriate tone.

ts
I think this is your controlling idea.

ts?
I can't find your thesis statement.

ts:v
Your thesis statement is vague or unfocused.

ts (p__)
I think your thesis statement is on page ____.

v
Vague or ambiguous--what do you mean here?

var
You need more variety in structure or  word choice.

w
Wordy--you can say this in less space.


Capitalize a lowercase letter or word.


/ or lc
Make this letter or WORD lowercase.




Weak or no connection (coherence) between these.


Delete the items marked.


Start a new paragraph here.

no
Don't start a paragraph here.

?
Is this right?  Did you mean to say this?



Faulty parallelism.


Insert a word or punctuation.


Close up--make these two one word.


#
Insert space.

tr
Transpose.

APPENDIX D

MILITARY BRIEFING GUIDES



Following are some suggested approaches to briefings.  You must determine the specific format of each briefing according to the purpose and the audience.  Some briefings fit neatly into traditional formats; others do not.


We've prepared this guide to assist in preparing a briefing.  These guides do not deal with mission briefings, situation briefings, command and staff briefings, or any other derivatives of the five-paragraph field order.


Ask yourself as you create a briefing, "Is this briefing to inform (describe facts) or to request a decision?"


Based on the purpose and audience, you decide how much information to include, what interpretation of facts to explain, and how to defend the recommendation.


By recognizing these different activities, you can analyze your own thinking process as you prepare each briefing.  Keeping them separate in your mind will help you remember that just presenting facts is not the same as interpreting those facts.  Further, correctly interpreting the problem is not the same as justifying your recommendation.

1.
GENERIC ELEMENTS FOR ALL BRIEFINGS

a.
Introduction.



(1)
Early on, if not in the first sentence, summarize the bottom line and the major parts of the briefing.



(2)
Announce the classification of your briefing.  Observe security procedures when showing classified visual aids.  (Skip this step for unclassified briefings.)



(3)
Open with a brief thought that is relevant to the briefing and gains the attention of the audience.  (Your name and the purpose of the briefing do not accomplish this.)



(4)
Introduce yourself to the senior officer and the audience.  If you employ visual aids, ensure they show the title of the briefing or summarize the bottom line and major parts or include background that doesn't delay the bottom line and major parts.


b.
Development.  



(1)
Cover the necessary background material.  Follow an organizational plan that corresponds to your major parts and includes enough detail (not too much, not too little) to satisfy your audience.  Stick to the subject.



(2)
Show how and where you got your information.  If you use visual aids ensure they summarize each major part and, if appropriate, the minor parts.


c.
Conclusion.



(1)
Repeat your bottom line and major parts.  Conclude with a sentence that clearly shows the audience you've finished.



(2)
Ask for questions and comments.

2.
INFORMATION BRIEF

Information briefings all include an introduction, body, and a closing.  The introduction contains the bottom line and the major parts summed up in a few short sentences.  The body includes the discussion of the items, actions and analysis.  These help your audience to understand the information you present.  The conclusion draws together the briefing by recapping the main ideas, making a final statement and asking for questions.


We have reproduced as figure D-1 the format for an Information Briefing found in FM 101-5, page E-5.

3.
DECISION BRIEF

Decision briefings, like an information briefing, include an introduction, body, and a closing.  The introduction contains the bottom line and the major parts summed up in a few short sentences.  The body includes the discussion of the evaluation criteria, proposed courses of action, and analysis.  These help your audience to understand the proposed courses of action you present.  The conclusion draws together the briefing by asking for and answering any questions, by showing how the courses of action rate against the evaluation criteria, restating the recommendation so that it only needs approval/disapproval, and requesting a decision.


We have reproduced as figure D-2 the format for an Decision Briefing found in FM 101-5, page E-6.


Figure D-1


*Department of the Army, Field Manual 101-5, Staff Organization and Operations (Washington, DC, 31 May 1997), E-5.


Figure D-2



*Department of the Army, Field Manual 101-5, Staff Organization and Operations (Washington, DC, 31 May 1997), E-6.

APPENDIX E

DESIGNING VISUAL SUPPORTS



Virtually any presentation gets better with visual support.  You can increase the effectiveness of your visuals with these guidelines.  Notice we said guidelines.  If you have a better method, use it.


More and more the trend in the Army is to use computer generated presentations.  The available software we have enables speakers to create colorful slides.  This medium is especially useful in auditoriums before large groups.  However, the real danger for you is that the visuals become the presentation.  As the speaker, you are the presenter.  It is your presentation.

PURPOSE

Study your outline to decide where you need visuals to illustrate or clarify your message.  Once you've identified those places, sketch the idea(s) that best augments your message.  Remember, the most effective visuals may not be words and phrases, but pictures and symbols.  As you draft each visual, keep the following general questions in mind.

· Relevant?  Is it necessary and appropriate?

· Focused?  Does it communicate only one idea?

· Organized?  Does it have balance and visual appeal--all the right parts in the right places, sizes, and colors--without becoming a distraction?

· Coherent?  Do the visuals reinforce your idea(s) or do you need to explain the elements?

MESSAGE

Always limit the amount of text on each visual (whether viewgraphs, computer generated slides (e.g., Powerpoint Presentation) or butcher paper).  Just glance at any billboard.  The best billboards communicate their messages in about five words.


You want your audience to skim the visual in a glance and return the focus to you.  Use the minimal number of words to focus on your message.


Limit each visual to one central idea.  It's better to use two or more simple viewgraphs or slides than a complex, cluttered one.  Your visuals are too complex if you find yourself spending a lot of time during rehearsal explaining or interpreting it.


Inspect the set of visuals for continuity.  Ensure they present a coherent visual message.


In the Army we have a hybrid situation in which visual supports sometimes become documents.  The speaker gives out a "hard copy" of the visuals, and these become an unofficial memorandum for record.  From the standpoint of communications effectiveness, this custom is risky.  We're trying to do two things at once:  supporting our brief and providing a historical record.  The solution to this is to put the details on paper and provide them after the presentation, as appropriate.  If you give the packets out before or during the briefing, you'll lose your audience while they look through the packets.

LETTERING

Maintain consistencies in type style, size, format, and borders.  Hand-lettered viewgraphs should be entirely in capital letters, about one-half inch high.  When generating visuals by computer, select the simplest typefaces--no extra lines, no curly-cues.  Use boldface type for headers and medium for main text.  To show emphasis or contrast, use a second typeface or color.

LAYOUT

A horizontal format about 6 by 9 inches is best for viewgraphs and will also maintain the desirable 2 by 3 proportion for slides.  Vertical formats usually don't fit conventional screens.


When your visuals include a heading and supporting points, make them more effective with some graphic applications--art, symbol, color, border, etc.


Do you need line drawings or photographs?  Try using cutaways or close-ups.  Your audience will recognize them quicker than overall views.


Remember to maintain an organizational balance.  Don't obscure or distract from the thesis with items of lesser importance even though neatly presented on slides.


Finally, take advantage of "white space" (margins and space between lines of text) to help your reader skim.

COLOR

Think about the effectiveness of the colorful Madison Avenue commercials that you see on television, or billboards, in magazines, and newspaper inserts.  When they're effective, we can't resist.  Good advertisers use the psychology of color to sell ideas, services, and merchandise.  Good speakers can do likewise.

· Color can increase an audience's willingness to read up to 80 percent, reduce error of understanding by 15 percent, and accelerate learning and recall by 78 percent (Audio-Visual Communication, Nov 78, 14).

· RED stimulates.  Usually red means stop, danger, or problem, be cautious.  It may signal strength, aggression, or warning.  This is not a bad color for OPFOR.  With red, the eye focuses at a point behind the retina.  The eye's lens thickens, bringing the color nearer and making it appear larger.  As a result, the eye--and the mind--perceives red as advancing.  Avoid using red and similar colors like orange for letters and words.

· BLUE cools, and it generally appeals to men more than it appeals to women.  Just the opposite of red, blue focuses at a point in front of the retina.  The lens flattens, pushing the color away.  Eyes--and mind--perceive blue as receding.
· GREEN refreshes and makes a good background color.  It signals the positive.

· ORANGE activates.  It has high attention value without the aggressive potential of red.  Avoid using red and similar colors like orange for letters and words.

· YELLOW is the subtlest high-lighter and can signal caution.

· VIOLET subdues.  Be careful--it might lull your audience to sleep.

· GRAY can suggest good taste and conservatism.

· OFF-WHITES (tan, india, and ivory) offer a change from conventional white.

BACKGROUND


Clear transparencies (viewgraphs or slides) yield a bright, white background.  You can also use this clear background when creating computer graphical presentation (e.g., Powerpoint slides).  Although acceptable, the glare can hurt readability, especially in a long briefing.  Pale blue, yellow, or green backgrounds are much easier on your audience's eyes, reduce glare, and hide specks and smudges.

CONTRAST

From the color wheel (fig E-1), pick colors with appropriate contrast.  Notice that the colors opposite each other contrast more while the colors next to each other contrast least.  Remember that all colors vary with different lighting, so be prepared to adjust after you rehearse in the presentation room.
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Figure E-1

With state-of-the-art computer technology, the whole rainbow can be yours.  So can all the other advantages of modern graphics software:  critical alignment, masking, air brushing, color graduation, reducing, enlarging, variable type, fonts, etc.  Just remember to be careful to keep your priorities in order.  You want to--

· Simplify information.

· Illustrate parts and relationships.

· Support--not distract from--the speaker.

APPENDIX F

SPEAKING TIPS


HANDLING NERVOUSNESS

When it comes to standing up and giving a speech, most people are nervous.  It does not matter whether the speech is before a group of friends, strangers, unit members, senior leaders, or even family members--everyone gets nervous.  Actors are nervous before the play begins, politicians are nervous before campaign speeches, and most ministers and priests express nervousness before delivering the weekly sermon.  It is little wonder then that the average person is very nervous when called on to give a speech.  Surveys indicate that 75 percent of experienced speakers encounter nervousness and stage fright before any speech.  Other surveys indicate that the fear of public speaking rates higher than the fear of death or disease.  It appears that nervousness or "stage fright" is perfectly normal at the beginning of a speech.  In fact, it is desirable.  To be nervous at the start of a speech heightens your awareness.  The question is not how to remove nervousness, but how to make your nervousness work for you rather than against you.  The following tips can help you use your nervousness to work for you.


Don't fight it.  Nervousness can be like a rip-tide at the beach.  The more you fight it, the more it will wear you down until it finally drags you far out to sea.  However, rip-tides are easy to conquer.  You do this by swimming across the tide instead of against it.  Shortly you will be out of it and free to swim to the beach.  Nervousness is the same way.  Accept that nervousness is a positive experience that will heighten your senses.


Take a brisk walk.  A brisk 5-minute walk shortly before standing up to speak gets your whole body loosened up while burning off excess nervousness.


Memorize your introduction.  Spend time crafting your introduction so your audience clearly understands where you are going with your speech.  Practice the introduction over and over so you can look at your audience and not at your notes.  This will help your audience to feel that you are in control, and they will listen to what you have to say.


Sit with your feet flat on the floor--don't cross your legs.  Crossing your legs is a sure way for one leg to go to sleep.  When you stand up and start walking to the podium, you may stumble because one leg is asleep.  We suggest that you wiggle your toes just before you stand up to approach the podium.  This will help get the blood flowing and prevent the lurching walk to the podium.


Let your body relax as you wait for your introduction.  This is the time to drain the tension out of your body.  Relax your shoulders and let your arms dangle.  Look over the audience for friendly faces you can focus on when you stand to speak.


Concentrate on communicating with your audience.  They have come to hear you.  Concentrate on what you have to tell them, not on your nervousness.


Breathe properly.  Take a couple of breaths, exhaling slowly and deliberately before you stand up to speak.  In the course of your speech don't forget to breathe.  Breathing properly can help you relax and lessen your state of anxiety.


Tell yourself  "Let's go!"  You are telling yourself that it is time for your whole body to concentrate on communicating to your audience what you have spent time preparing.


Make and keep eye contact with your audience.  Remember, you are speaking to a group of individuals, not a blur of faces.  Good speakers seek out individuals in the audience and focus their remarks to the individual.  Identify friendly faces in different sections of the audience and talk to them one after the other.


Your audience wants you to succeed.  You're going to stumble as you speak.  This happens to all speakers at one time or another.  Take time to look at your audience.  You will see and feel encouragement and acceptance from them.  Just talk to the audience and they will listen to you.

WORD CHOICE AND ENUNCIATION


Long and difficult words and phrases in a speech quickly alienate the audience.  Difficult words and phrases, especially mispronounced, focuses the audience's attention on your delivery style and not on what you have to say.  If you must use a difficult-to-pronounce word or phrase, practice it until it becomes natural.  Where appropriate, use it in everyday conversation until it becomes natural to you.  Then when you use it in your speech it will sound natural.  Also, clarify any new words or phrases that are not very common to your audience.

1.
Consider the age of your audience.  You can frequently irritate an audience older than you by frequently including youthful phrases like "you know."  Your actions may even tempt some of the audience to say, "No, I don't know."

2.
On the other hand, use nostalgia with caution whenever you speak to a younger audience.  If you're not careful, you will quickly cast yourself as out of touch with current thought.

3.
Remember, your audience's focus is not you but their problems.  Therefore, begin by focusing on their needs, then your words will find acceptance.

· Apply your knowledge to address your audience's problems.

· Draw on your own experience as it relates to your audience.

· Dress according to your audience's expectations  (e.g., formal, be formal; informal, be informal).

4.
Don't patronize your audience, but do select your words that address their needs.  Your audience is your partner.  They will apply their own experiences to understand your words.  For example, how would you describe the Grand Canyon to an engineer who had never seen it before, or tank operations to a group of women who had no understanding of the military?  Your task is to make your topic understandable to your audience's experiences.  An effective way is to tailor your words to your audience's understanding.  You accomplish this by analyzing your audience to identify their experiences, values, interests, and any taboos that may affect your speech.

GESTURES

Gestures reflect the speaker's individual personality.  What gestures are comfortable and right for you may not be right for another.  The following rules apply to anyone who wants to become an influential, effective speaker.

1.
Respond naturally to what you think, feel, and see.  All gestures should appear natural and well timed, and they should help the audience focus on your primary message.  If you inhibit your impulse to gesture, you will probably become tense which may distract the audience.

2.
Let the content motivate your gestures.  When you speak you must focus on communicating--not thinking about your hands.

3.
Suit the action to the word and the occasion.  Every gesture you make should be purposeful and reflective of your words, so the audience will note the effect and not the gesture itself.  Don't overdue gesturing.  This will detract from your message.  Consider the age of your audience.  Young audiences usually respond to speakers using vigorous gestures; on the other hand, older audiences or more conservative groups may feel threatened by vigorous gestures.

4.
Be convincing with your gestures.  Effective gestures are vigorous enough to be convincing, yet slow enough to be clearly visible without overpowering.

5.
Make your gestures smooth and well timed.  Every gesture has three parts:  (1) the approach when your body begins to move in anticipation of the gesture, (2) the gesture itself, and (3) the return when your body moves back to a balanced posture.  You must practice gesturing during rehearsals, but don't try to memorize every move.  This will make your gestures stilted and ineffective.

6.
Make natural, spontaneous gesturing a habit.  Begin by looking at what you do, if anything, when you speak.  A good way to do this is to videotape your rehearsals.  The video camera is both truthful and unforgiving.  It will capture your bad habits that you can then work at eliminating.

7.
Use pointer, chalk, pens, and markers to reinforce.  Look at your audience when using a pointer.  When using chalk, pens, and markers, don't talk to the board.  Doing this muffles your voice and distracts from what you intend to communicate.  Make your comments to the audience, add your markings to the board, and return to your audience.  Practice this until it becomes natural.

MOVEMENT
1.
Oral animation keeps an audience alert and helps them focus on the right things at the right time.  Physical animation does the same thing.  In a process called "blocking," actors and singers carefully plan in advance--even diagram--each movement from place to place.  During rehearsal, they mark off the stage with pieces of tape.


Although military briefings and speeches certainly aren't performances on that level, we encourage you to plan and perhaps even block movements during rehearsal so you'll move confidently and naturally during your presentation.


When you speak from a large stage, plan some movement so people on both sides of the auditorium can see you "up close."  In a smaller, more intimate setting, body movement is still important.


When practical, move comfortably and naturally away from the lectern for a time.  Then return.  By planning these movements, you won't be away from the notes when you need them.  Even better, you'll prevent aimless wandering that often increases your stage fright and tires and exasperates your audience.


Small movements also demand attention.  Eliminate "happy feet"--the nervousness that manifests itself in aimless pacing, swaying, and shifting--this can tire and exasperate the audience too.  When you make planned movements, stop completely at each destination, and then speak awhile before moving again.

2.
Lecterns likewise demand your attention.  They are useful tools with only one purpose:  they hold up your script.  Sometimes they hold up the speaker too.  Lecterns have other built-in difficulties for speakers.  When you stand behind some lecterns, all the audience can see of you is your head bobbing around like one of those ducks at a shooting gallery.  Others have lights designed to illuminate your notes.  Incidentally, have you ever considered what effect this has on you and your audience.  To your audience you may appear in a most unflattering posture--a bobbing Frankenstein head.


"Lectern rockers" are speakers who rely on the lectern.  You can imagine what you look like standing behind the lectern and holding it so tight that it begins to rock back and forth.  I suspect your audience is holding its breath waiting to see if you fall into the front row.


The best speakers may stand behind the lectern for a few seconds to compose their thoughts before they move into the light.  Practice stepping away from the lectern and speaking directly to your audience.  Your eye contact with the audience will improve and you will convey more confidence in your abilities as a speaker.

USING OVERHEAD TRANSPARENCIES

1.
Practice giving your presentation using your visual aids to find out how well they project and to check for spelling errors.  Have a friend sit and watch your presentation and make notes on any problems and improvements needed to your visual aids.  Practice using your overhead transparencies so you will be comfortable with handling them correctly.

2.
Stand off to one side of the overhead projector while you face the audience.  Too many people stand between the overhead projector and the screen causing a shadow of the presenter's body.  Standing to one side will allow the audience to see you, the presenter, and will prevent you from blocking their view of the visual aid.

3.
Do not face the "projected" image on the screen.  Face your audience and not the screen.  Many presenters face the screen and end up talking to it.

4.
Righ-handed speakers need to place the overhead projector to their right, and lef- handed speakers need to place the overhead projector to their left.  This will make it easier for you to face your audience and write if you need to.  In either case, you want to stand in the center of the speaking area.

5.
Place your overhead projector on a table low enough so it does not block you or the screen.  Have a small table next to the overhead projector so you can stack your viewgraphs before and after you use them.

6.
Tape the power cord to the floor to protect you or someone else from tripping.  As the presenter, tripping over the cord and falling, although humorous, is one gesture you would prefer to avoid.

7.
Store your overhead transparencies in a sturdy container so they will stay clean and protected.  Label the box and include a "clean" copy of your handouts.  This will make it easier for you the next time you give this presentation.

THE FLIP CHART--OLD, BUT RELIABLE

Most of the presentations you will deliver are before small groups of 35 people or less; the flip chart is the perfect size for informal settings and training seminars.


There are several advantages of using a flip chart.  Here are just a few:

· Flip charts do not need electricity.

· Flip charts are economical.

· You can easily add color to flip charts with inexpensive markers.

· Flip charts allow spontaneity.


Although flip charts are not today's state of the art media, they are reliable and don't require any special skill to use them.  The following tips will help you use them effectively.

· Design your charts on paper before drawing them on the flip chart.

· Write in pencil before using flip chart markers.

· Follow the 7x7 rule:  no more than 7 words on each line and no more than 7 lines to a sheet.

· Use flip chart markers, not regular magic markers.  (Flip chart markers will not "bleed" through the paper.)

· Avoid using the colors yellow, pink, or orange as they are hard to see.

· Avoid using too many colors per page.  Recommend one dark color and one accent color.

· Keep a blank sheet of paper between each page to prevent material from other sheets "peeking through."

· Print neatly and legibly.

· Give yourself plenty of time to prepare your charts so you can review and make any needed changes or corrections.

TIPS ON HANDLING QUESTIONS FROM THE AUDIENCE
1.
Listen carefully to the question and repeat it aloud.  Ensure you correctly understand the question and that your audience knows the question to which you are responding.

2.
Look directly at the person asking the question and answer directly.  Give simple answers to simple questions.  If the question demands a lengthy reply, agree to discuss it later with anyone interested.

3.
Refer to your speech.  Whenever possible, tie your answer to a point in your speech.  These questions are a way to reinforce and clarify your presentation.

4.
Anticipate questions.  Prepare supporting material in three or four areas in which you anticipate questions.

5.
Be friendly; always keep your temper.  A cool presentation creates an atmosphere of confidence.  When a hostile questioner responds, act as if he or she were a friend.  Don't put down your questioner with sarcasm as you will immediately create an atmosphere of sympathy for the questioner.

6.
Always tell the truth.  If you try to bend the truth, someone will almost always catch you.  Always play it straight, even when your position is momentarily weak.

7.
Treat two questions from the same person as two separate questions.
8.
Don't place your hands on your hips or point at the audience.  These are scolding poses and give the appearance that you are preaching.

9.
Keep things moving.  Keep your answers short and to the point, especially when many members of the audience are participating.

10.
Conclude smartly.  Be prepared with some appropriate closing remarks.  Conclude with a summary statement that wraps up the essential message you want your audience to remember.

OTHER SPEAKING OCCASIONS


Frequently, you'll address audiences on occasions that are not briefings.  You may introduce speakers, present awards, speak to the press, or speak as an instructor.  Here are some general guidelines to help you through each situation.  

Introducing Speakers


Your job is to prepare the audience.  Be brief and to the point.  Avoid telling a story about yourself or promoting your own philosophy.  Set the stage by introducing the speaker by name (pronounced correctly--personally check with the individual beforehand).  Then announce the topic, its importance, and the speaker's qualifications to talk on the subject.


In military settings, it's common to enumerate a speaker's past jobs.  Be creative with those stuffy laundry lists.  Tell a story about one of the jobs that has some bearing on the speaker's topic.


Where do you get such tidbits?  They're rarely in the provided biography sheets.  Your best bet is to talk to the speaker or a colleague.


When telling any story, though, keep in mind your goal:  to smooth the speaker's entrance.  An irrelevant or embarrassing story won't do that.


Here are two other things to avoid.  First, don't delay your announcement of the speaker's name unless surprise is really important.  Second, don't steal the speaker's thunder by summarizing the speech's major parts or telling the speaker's favorite joke.


Following the speech, it's often appropriate for you as the one making introductions to express appreciation for the audience.  Be sincere and brief.

Making An Announcement

Announcements should be simple presentations.  You may use humor or visuals to help listeners remember, but keep the message brief.  In How to Speak Like a Pro, Leon Fletcher suggests a basic outline that may be helpful in your next announcement.



Introduction




--Attention-getter




--Preview



Discussion [Development]




--Name of event




--Date and day




--Time




--Location




--Cost




--Special features




--Importance



Other necessary details



Conclusion




--Recap




--Memorable statement

Presenting Awards

The award ceremony honors someone in the presence of friends and colleagues.  Your role is to keep the focus where it belongs--on the recipient.  After a brief attention step, explain why the award exists and name some previous winners.  Then praise the new winner in credible terms and invite him or her to speak.


Resist using this occasion for unrelated ideas of your own.  Let the recipient have the spotlight.

Receiving Awards

We often joke about the long-winded acceptance speech, but almost never hear one.  Unless you're the famous exception, take time to fully thank the person who presents the award and those who have helped you earn it.  Relate some personal experience or plan for the future that helps people share in your happiness.


Avoid the extreme "I-don't-deserve-this" approach that leaves an audience ill at ease.  They need some reassurance from you that the ceremony has been worth their trouble.  Enjoy for them your moment in the limelight.

Impromptu Speaking

Effective ad-libbing comes naturally for only a few people.  The rest of us need much trial and error to overcome anxiety, think quickly on our feet, clearly express ourselves, and then know when to stop.


Normally, you'll speak impromptu only on topics you know something about:  for example, in a meeting when the boss asks a question in your area of expertise.  To answer effectively, listen carefully so that you'll understand both the question and the questioner.


If the situation allows, plan your answer by writing a short list of phrases responding to the question.  Draft your answer mentally and revise the list as appropriate.  Plan mentally a thesis statement and two to three major points, and deliver your answer with the thesis statement up front.


If you have to answer immediately, but don't yet know exactly what to say, repeat the question aloud in your own words.  That will confirm whether you understand the question and allow some time to mentally research an answer.


Always close your impromptu remarks with a return to your controlling idea, remembering not to leave a "so what" in the mind of your audience.  Then stop talking.  Don't ramble on with more and more details just because everyone is listening.

Speaking To The Media

All of us (Army, Air Force, Marine, and Naval officer; NCO; enlisted; or DOD civilians) are always ambassadors for the military.  Our speech and our actions reflect on the military.  This is especially true whenever we talk with the media.  We must remember that as ambassadors we represent our service to the media and the civilian community.  We have provided the following guidelines to assist you whenever you comment to the media on the military.


When approached by the media to comment as a spokesperson for your service on any subject, your first question should be, "Have you coordinated this request with the public affairs officer (PAO)?"  Even the most innocent-appearing request can backfire, causing you and the military embarrassment.  Regardless of the reporter's answer, always solicit and follow your PAO's advice before proceeding with an interview.


Ask the reporter to define the topic clearly.  Ask whether the interview will be "live" or taped in a studio, your office, or elsewhere.  Then ask your PAO to help you prepare, which may include rehearsing with potential questions.  The PAO can play the reporter's part and assist you on ways to respond most effectively.


During your consultation with the PAO, you can plan how to deal with difficult questions.  "No comment" is never appropriate.  When information is sensitive, classified, or you just don't know the answer, say that.  Most reporters appreciate and deserve that kind of honesty.  If a question goes beyond the agreed topic, say that--and terminate the interview when a reporter persists.


Most reporters enter an interview with specific goals in mind.  You should, too.  Here's your chance to tell the military story accurately and forcefully.  If necessary, write out and study the points so you'll clearly implant them when the opportunity occurs.

Speaking As An Instructor

During your military career, you'll often teach by focusing and shaping complex ideas and skills for your peers and subordinates.  Teaching needs more preparation than just briefing or lecturing.  Your students will have to demonstrate understanding; they will question you more frequently and deeply.  The following tips will help you prepare yourself to teach.

· Be in control, yet demonstrate a willingness for give-and-take.

· With an enthusiastic, conversational style, communicate your personal interest in the subject and in each student individually.

· Use examples that relate to your students' lives here and now.

Maintain your credibility; know your subject.

APPENDIX G

ASSESSING SPEAKING



As a student, you need to understand how your instructors will evaluate your verbal communications.  Instructors will evaluate your speaking ability on the same basis they use to evaluate your writing:  Introduction, Discussion, Conclusion, and Style.


On the next two pages we have included CGSC Form 1009S, Evaluating Speaking.  We have structured this form like a checklist to help instructors and students evaluate speaking.  You may use this form to evaluate your own speech preparation during the revision process.


You will find it helpful to focus first on your Introduction.  Does your attention step grab and retain attention?  Have you identified your purpose?  Does your thesis unify all the major parts of your speech?  Finally, do you introduce the major parts in your introduction?


Next consider the body of your speech, the Discussion.  Have you clarified, focused, and defined your major parts to achieve the effect you want?  Are your assumptions relevant?  Do your assumptions support the argument?  Do your facts, opinions, and evidence support your thesis?  Have you clearly explained the connection between the evidence and your thesis?  Do your transitions tie all the parts together and keep your audience's interest?  Are your visual aids stimulating and appropriate for the briefing?


Now look at your Conclusion.  Does it reinforce the briefing?  Have you restated your major parts and thesis?  Have you coordinated your conclusion with the introduction?  Have you verified that you did not introduce new information in your conclusion?


Finally examine your Style.  Are your words precise and appropriate to the audience?  Listen to how you say what you say, your tone, to determine if it is appropriate for your purpose and audience.  Is your enunciation clear and your rate appropriate?  Do you include pauses?  Does your body language reinforce or detract from your speech?  Do you maintain control of your self and the situation?  Consider how you have used your equipment and the setting.  Does your appearance look professional?

ASSESSING BRIEFING

SPEAKER:


ASSIGNMENT/COURSE TITLE:
DATE:


INSTRUCTOR/DEPARTMENT:

ARMY STANDARD:  Transmit a clear, concise, organized message that communicates the speaker's intent.

GRADE:  (CGSOC)
GRADE:  CAS3)



A

O



B

E



C

S



U

NI




NMI

	INSTRUCTOR COMMENTS:


	COGNITIVE LEVEL

      (Higher levels include

      characteristics of lower levels



	
	
	EVALUATION

(Judging or weighing by building and using criteria and standards.)



	
	
	SYNTHESIS

(Integrating parts into a new whole.)



	
	
	ANALYSIS

(Breaking material down into component parts to determine structures and relationships.)



	STUDENT COMMENTS:


	
	APPLICATION

(Use of knowledge to solve problems.



	
	
	COMPREHENSION

(Understanding of the material.)



	
	
	KNOWLEDGE

(Recall of specific information.)






	↓ Writing Assignment ↓

	
	

	
Performance Level

	1
	2
	3
	4
	5

	
ASSESSMENT
Student
↓  Introduction  ↓
Instructor

	
	No attention step
	Attention step vague or not tied to brief
	Attention steps grabs audience attention
	

	
	No clear thesis
	Thesis is not focused or irrelevant to the purpose
	Thesis is clearly stated and focused
	

	
	Does not introduce major parts
	Vague introduction of major parts
	Clearly introduces major parts which are relevant to the thesis
	

	
↓  Development  ↓

	
	Presents own viewpoint, but fails to present opposing viewpoints/positions/concepts
	Presents own viewpoint and at least one opposing viewpoint/position/concepts
	Clearly and fairly presents own and opposing viewpoints/positions/concepts
	

	
	Sequence of ideas does not support speaker’s purpose
	Sequence of ideas partially supports speaker’s purpose
	Sequence of ideas supports speaker’s purpose
	

	
	No evidence supporting main points/thesis 
	Limited evidence supporting main points/thesis 
	Evidence is accurate and relevant to the main points/thesis
	

	
	Evidence lacks depth and breadth
	Evidence considers some 1st level effects
	Evidence considers 2nd and 3rd level effects.
	

	
	Fails to show how evidence supports main points/thesis
	Weak analysis of evidence to show how it supports main points/thesis
	Clearly shows how evidence supports main points/thesis
	

	
	Briefing does not anticipate questions
	Briefing identifies but does not answer questions
	Briefing identifies and answers questions
	

	
	No logic apparent – fallacies abound
	Logic applied – some fallacies
	Logic correctly applied to support thesis
	

	
	No transitions
	Transitions are not always clear
	Transitions effectively connects ideas
	

	
↓  Conclusion  ↓

	
	No conclusion or one that has changed from thesis
	Conclusion partially supports thesis
	Conclusion is clear and reinforces thesis and major parts
	

	
	Conclusion does not restate thesis and major parts
	Conclusion partially restates either the thesis or major parts
	Conclusion restates the thesis and major parts
	

	
	Does not review essential ideas  or introduces new information
	Partially reviews essential ideas
	Review of essential ideas effectively reinforces thesis
	

	
↓  Style and Mechanics  ↓

	
	Speaker’s words are not appropriate to audience and/or purpose
	Some of the speaker’s words are appropriate to audience and/or purpose
	Speaker’s words are appropriate to audience and/or purpose
	

	
	Speaker’s tone is not appropriate to audience and/or purpose
	At times the speaker’s tone is not appropriate to audience and/or purpose
	Speaker’s tone is appropriate to audience and/or purpose
	

	
	Body language is inappropriate
	Body language does not always reinforce the briefing 
	Body language reinforces the briefing
	

	
	Speaker’s demeanor is not professional
	Speaker’s demeanor is appropriate
	Speaker’s demeanor is professional
	

	
	Speaker’s use of equipment/setting is not effective
	Speaker uses equipment/setting appropriately
	Speaker effectively uses equipment/setting
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Plan, 2-19--2-21; 3-3--3-4

Point of view, 2-2; 2-13

Precision, 2-0; 2-22

Preparation, 2-6

Presenting awards, F-7

Presumptions, 2-4

Principles of good writing, 1-2--1-3

Problem solving, 2-3

Proofing, 2-25; 3-1; 3-6

Purpose, Goal, 2-1--2-2, 2-12; 2-16; A-1

Pyramid of support, 2-19--2-20

Romeo
Receiving awards, F-7

Relevance, 2-10; 2-22

Rehearsals, 3-1; 3-6

Research, 2-12 thru 2-15; 3-1 thru 3-3

Revise.  2-20; 2-22; 3-1; 3-5

Sierra
Saturation, 2-6

Sentences, 1-2

Setting the stage, 2-6; 3-3

Simpler words and phrases, B1 thru B3

Speaking to the media, H-8

Standards, 2-10--2-12

Steps to effective communication, 2-1

Styles, C-1

Tango
Thesis statement, 2-18--2-19; C-1

Timing, 3-3

Victor
Validation, 2-7

Viewgraph transparencies, 3-3; E-1; E-3

Visualization, 2-7

Whiskey
Word choice, B-1 thru B-3; F-2

Writing requirements, 2-15

�





SHORT, SENSIBLE SENTENCES


AND PARAGRAPHS








EFFICIENT PHRASES, VOCABULARY, AND IMAGES





ACTIVE VOICE (PRIMARILY)





PACKAGING THAT SUPPORTS





PURPOSE OF WRITING





	At CGSC students compose their essays to fulfill specific purposes.  Any essay may fall into one of four categories--narration, description, exposition or argumentation.  Each category supports a different purpose.





	Narration tells a story about a series of events.  Description helps the reader to see, feel, and hear what the writer intends.  Exposition clarifies to the reader what the author knows about a given subject.  Argumentation is to persuade the reader on the rightness of a particular point of view or a course of action.





	Probably the most common form of writing at CGSC is Argumentation.  Argumentative writing, also known as persuasive writing, states a position and supports it.  The goal of argumentation is agreement.  It seeks to convince an audience that the author's position is valid.  Successful argumentative writing has many elements.  It exhibits writer credibility, sensitivity to audience values, sound logic, and appropriate evidence.  It clearly states the author's position, acknowledges and deals with important evidence for counter-arguments, evokes appropriate emotion, and leads the audience to the author's position.  Writers and editors can evaluate argumentative writing with CGSC Form 1009W, Evaluating Writing (Appendix C in CGSC Student Text 22-2, Writing and Speaking Skills for Leaders at the Organizational Level).





Format for a Decision Briefing*





1.  Introduction.





	Military Greeting.





	Statement of the type, classification, and purpose of the briefing.





	A brief statement of the problem to be resolved.





2.	Body.





	Key facts bearing upon the problem.





	Pertinent facts that might influence the decision.





	An objective presentation of both positive and negative facts.





	Necessary assumptions made to bridge any gaps in factual data.





Courses of Action.





	A discussion of the various options that can solve the problem.





Analysis.





	The criteria by which you will evaluate how to solve the problem (screening and evaluation).





	A discussion of each course of action's relative advantages and disadvantages.





3.  Comparison.





	Describe why the selected solution is best.





4.  Questions.





5.  Restatement of the Recommendations so that it only needs approval/disapproval.





6.  Request a decision.





Format for an Information Briefing*





1.  Introduction.





	Greeting.





	Address the person(s) being briefed.  Identify yourself and your organziation.





	"Good morning, General Smith.  I'm Camptain Jones, the S3 of the 1st Bn 28th Artillery.





	Type and Classification of Briefing.





	"This is a SECRET information briefing."





	"This is an UNCLASSIFIED decision briefing."





	Purpose and Scope.





	Give the big picture first.





	Explain the purpose and scope of your briefing.





	"The purpose of this briefing is to bring you up to date on our battalion's General Defense Plan."





	"I will cover the battalion's action during the first 72 hours of a general alert."





	Outline or Procedure.





	Briefly summarize the key points and your general approach.





	Explain any special procedures (demonstrations, displays, or tours).  "During my briefing, I'll discuss the six phases of our plan.  I'll refer to maps of our sector, and then my assistant will bring out a sand table to show you the expected flow of battle."





2.	Body.





	Arrange the main ideas in a logical sequence.





	Use visual aids correctly to emphasize your main ideas.





	Plan effective transitions from one main point ot the next.





	Be prepared to answer questions at any time.





3.	Closing.





	Ask for questions.





	Briefly recap your main ideas and make a concluding statement.





	Announce the next speaker.

























































































	� Department of the Army, Army Regulation 25-50, Preparing and Managing Correspondence (Washington, DC, 21 November 1988), 7.


� Some speakers will write out their complete text while others may speak without notes.  We suggest, however, that beginning speakers may want to write out the complete text to ensure they have captured the key points to present.
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