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Unit 1. Communications Fundamentals
Communication—who needs it? You may be thinking, “I’m starting a course in how to do something I’ve done quite well since I was a child, thank you.” But just how good are you as a writer, speaker, or listener? The success of CAP’s emergency service mission relies on effective communication skills. In this unit, you’ll examine the basic underlying the why and how of communication and the scope of communication. Then you’ll cover approaches to communication and the six-step process of communication. Study of these topics will provide an understanding of the need to communicate effectively and how the communication process works. In many of your future jobs, your ideas will compete with the proposals and ideas of others. The prevailing ideas are those expressed in clear and unmistakable language. Being able to articulate your thoughts will increase your chances of getting your work accepted. Therefore, it’s important to communicate effectively using standard Air Force forms of correspondence. Equally important is your ability to judge the work of others for logic, accurate expression, completeness, and adequacy of coordination. To give you the foundation to make these judgments, this course begins by introducing you to some basic concepts.
1-1. The Basics of Communication
The framework for effective communication includes the purpose of communication and barriers to communication. In addition, you should know the scope of communication. Scope involves the individual’s ability to think, write, speak, and listen. These abilities are required of all CAP commanders, officers, and supervisors. No CAP activity operates efficiently without leaders who understand and apply communication skills to their tasks.
400. Concept and scope of communication
The purpose of communication is to express ideas. Language is only one of the many methods we use to express our ideas. Nonverbal gestures (facial expressions and movements of the hands and arms) and signals (falling asleep during a group discussion or arriving late for an appointment) are also ways we communicate. Anything people can “attach meaning to” is communication. Communication is important because it’s the basis of our relationship with people; you must communicate effectively to carry out CAP missions. Communication is broad in scope and occurs in social, professional, and governmental environments.
Communication is crucial in the professional and governmental environments. Industry is a social institution with a social responsibility. Industrial departments of public relations and employee relations are concerned with the well-being of employees. Industry has also created professional managers. These managers are paid to supervise and coordinate employee behavior through effective communication. Professional managers spend most of their time counseling employees, writing memos, and meeting with their staffs.

Modern government is also communication-oriented. The amount of printed material the United States government receives requires interpretation and dissemination by government employees. Also, maintaining our position of world leadership requires communication experts. Each U.S. embassy has a staff of public affairs officers responsible for transmitting and receiving information. These officers must present the policies and actions of our country in ways foreign audiences can understand.
Social situation communication involves the kinds of communication individuals engage in daily: reading the newspaper (written communication); briefing on safety issues (spoken communication); gesturing with hands to emphasize a point (gestural communication); stopping at a red light (communication by visual symbol); and hearing an ambulance siren (communication by sound).
As you can see, communication is broad in scope. It includes conveying thoughts and feelings to toher people and receiving expressions of thoughts and feelings from others. Public opinion pollsters, marketing researchers, public affairs officials, and other communications experts enhance our understanding of each other.

401. Three approaches to communication
In this lesson, we will examine approaches to effective communication with help from an article by Dr. John A. Kline, Provost, Air University. The article, “Communication in the Classroom,” discusses the self-actual, international, and transactional approaches to communication.
The importance of effective communication to efficient learning is verified daily in the classrooms around the country. If an instructor posses knowledge of the subject, a plan for teaching the subject, and skill to communicate the knowledge according to the plan, chances are good that the desired learning will occur. Although knowledge, plan, and communicative skills are necessary, they are not in themselves sufficient requisites of learning. An instructor must have a transactional perspective to be the most effective kind of communicator.

The notion of transaction was originated by John Dewey and Arthur Bentley as a means of describing one systematic approach of any field of study, different from self-actional and interactional approaches. To describe adequately the transactional approach, we need some understanding of the other two approaches.

Self-action
The self-actional approach treats communication as a means of manipulating others—what one person does to another person or persons. Communicators who take this approach see communication as the act of transferring their thoughts or ideas into the minds of others. The focus is on message transmission. Advocates of this approach attempt to play the role of doctor and prescribe how they or others should communicate. The trouble with this prescription is that what may work with one audience may not work with others. Obviously one’s audience should affect the nature of communication.
Interaction

Recognition of the role receivers play in communication leads many persons to adopt an interactional approach. This approach represents an improvement over the self-actional one. Interaction implies a reciprocal influence; for example, a speaker tells a joke, audience laughs; teacher makes a perplexing statement, student looks puzzled; communicator provides a stimulus, receiver responds. The communicator who views communication as interaction operates on the premise that receiver response is an integral factor in communication. Messages are sent not only by the communicator but by the receiver as well.
There are two major problems with this approach. First, it tends to break communication into independent elements (communicator, receiver, message, feedback). If communication is a process, then the elements must be interdependent. To consider one element at a time while ignoring how it affecxts and is affected by others negates the whole idea.

The other problem with interactionalism is that of cause and effect. Stimulus-response theory implies the stimulus causes the response it produces. But, such an assumption implies total predictability of a response to a message. We can never be certain the message causes a particular response since other factors may have intervened.

Transaction

The more sophisticated transactional approach focuses on the concept of meaning sharing rather than message sending by accounting for the influence of other factors upon the process. Messages are sent from communicator to receiver and receiver to communicator. Likewise, feedback is not simply a one-way phenomenon. Time of day, mental readiness of communicator to receiver, experience, attitudes, along with thousands and perhaps millions of other factors, all interface with the major elements and with each other to influence the kind of meaning created during the transaction.
Simply put, the goal of any communication transaction is the sharing of meaning. Instead of conceptualizing “First I speak, then you speak,” the transactional approach sees all participants as perpetual communicators, constantly transmitting, organizing, and interpreting verbal and nonverbal messages. Communication thus becomes much more than a simple process of message sending and receiving; it becomes something we do with others rather than to others.

Implications

What are some implications of the transactional approach? Since self-actional and interactional approaches suggest messages-transmission, transactional communication implies creating meaning. People cannot “get” or “have” another’s ideas any more than they can “have” someone else’s pain or happiness. Ideas and happiness can be evoked or shared but not transmitted. Others understand what is said by creating meaning for message symbols from their own experiences.
No one element in the transaction can be described or analyzed accurately apart from other relevant elements and factors. For example, John Smith may be effective teaching a certain group of students a given content mater in a prescribed place at a specific point in time, and so on. Smith may be ineffective if student, content, place, or time changes. Therefore, whether or not Smith is an effective teacher depends upon the total transaction.
A person cannot not communicate. Since a transaction involves many factors, some factors communicate whether a person intends to communicate or not. A teacher who does not show up for class, a student who cannot answer a question, a classroom that is too warm—all communicate something. Even if we attempt to not communicate communication will, in fact, occur.

Transactional communication is concerned with process as well as product, with how we communicate as well as what we communicate. A person taking a transactional perspective will give special attention to external factors affecxting communication. In a classroom, for example, a teacher’s willingness to invite critical comments, meet students’ psychosocial needs, or establish a climate of trust will aid communication and thus enhance learning.
Summary

We can make a simple distinction between the three approaches to communication. Self-action implies one-way communication; messages are sent from communicator to receiver. Interaction suggests two-way communication; messages are sent and feedback received. A transactional perspective goes beyond interaction to require a sharing of meaning; emphasis is on the meaning shared, not the message sent. As CAP senior officers, classroom teachers, public speakers, or just everyday communicators, an approach to communication as transaction will start you on the way to more effective use of your communication skills.
Self-Test Questions

After you complete these questions, you may check your answers at the end of the unit.

400. Concept and scope of communication
1. What is the purpose of communication?

2. The scope of communication includes what three environments?

401. Three approaches to communication

1. What approach to communication treats communication as a means of manipulating others?

2. State the approach to communication that focuses on the concept of meaning sharing rather than message sending.

1-2. The Six-Step Process

One of your most important functions as a CAP senior officer is to communicate your ideas in a clear, concise, and direct manner. This section focuses on the six-step process of communication that will help you prepare your communication. First, read AFH 37-137, The Tongue and Quill, pages 7-74, which discuss fundamentals of communication common to writing and speaking. Then, proceed with this section.
The six-step process of communication will increase your effectiveness as a communicator. The steps are not exclusive of each other; knowing them in order will help you tailor them to  your own style. The six steps are:

Analyze purpose and audience.

Conduct the research.

Support your ideas.

Get organized.

Draft and edit with English that’s alive.

Fight for feedback.

402. Analyze purpose and audience
Your first and most important step in writing or speaking is to consider your purpose and audience. What do you want to accomplish, or what have you been asked to accomplish? Who will read your letter or listen to your briefing? What do you want your audience to feel, know, or do? These are a few of the questions you should ask yourself at the start of your project. If you fail to carefully consider purpose and audience, your entire writing or speaking effort may be misguided and time-consuming. Therefore, take your time on this step before you jump into a communication task. Let’s look closely at both purpose and audience by focusing on important items you should consider.
Purpose
Communication experts emphasize the need for a clear purpose because that purpose will determine the format, data, words, and delivery techniques you’ll use. Without a clear purpose you unnecessarily complicate your communication effort. The first step toward a clear purpose is to identify your general purpose. Most of your communication tasks fall under one or more of these general purposes—to inform, to direct, or to persuade. Your general purpose influences the way you approach your subject. For example, you would probably organize and support your information for a persuasive briefing or letter differently from the way you would for an informative briefing or letter on the same subject. 
After you determine your general purpose, you’re ready to focus on the specific thing you want your audience to do, understand, or believe as a result of your letter or briefing. While the general purpose focuses on your broad objective (to inform the audience about, direct them to do, or persuade them to do. Identifying your specific purpose early in the process helps you determine specifically where you want to take your audience, and it also helps you limit your topic before you start your research.

Once you’ve considered your specific purpose, one of the most important and helpful things you can do is to write out your purpose statement. If you can’t write your purpose in a single sentence or phrase, you probably don’t have a clear idea of the purpose. Once you’re satisfied your purpose statement is clearly focused and specific, keep it in front of you. Your purpose guides all your efforts. If you lose sight of that purpose, your communication effort may fail.
Audience

You may be thinking, “now that I’ve analyzed my purpose, I can begin the research.” Too many speakers and writers do just that without analyzing another very important element—their audience. Knowing your audience—your reader or listener—ranks in importance with having a clearly defined purpose. The kind of audience you write or speak to should, like your purpose, guide your communication efforts.
Self-Test Questions
After you complete these questions, you may check your answers at the end of the unit.

402. Analyze purpose and audience
1. Why should you define a purpose?

2. Why should you analyze your audience?

403. Conduct the research
Once you have a good grasp of your purpose and audience, you have the green light for gathering the data you need for your communication task. Step 2, conduct the research, is a relatively simple step if you have done your homework in step 1; but it is an important step. After all, if you don’t look in the right place, you’ll miss some vital information and perhaps waste a lot of time. Let’s look briefly at how to organize your effort and what sources are available to you.
If you organize your approach to research, you’ll save time throughout the entire process. Remember, in step 1 you wrote your purpose statement. Plan to keep it in front of you. Now, create a system for recording your data. That system could range from simple (if you are building a memo for your boss) to extremely complex (if you are writing a background paper with recommendations). You can use 3 x 5 cards, notebooks, or computer software programs to record your data. In all cases, use a system that allows you to easily select and organize appropriate information. Finally, always keep your biases in mind. We all have a natural tendency to focus on information that supports our ideas and to discount data that does not. If you let your biases dominate your research, the validity of your letter or briefing may be in question.

You have a number of good sources of information for your letters or briefings. Always start your research by considering what you already know about your subject. For most communication tasks you are your own best source; but if your knowledge of the subject falls short, consult other people or material. Your coworkers or other officers can be reliable sources of information. When you can’t get all the information you need from what you and others know about your topic, go to the regulations, books, and periodicals in your office or library. The Tongue and Quill, pages 15-18, identifies four categories of research sources.
A problem

Before we go to step 3 of the six-step process of communication, let’s examine three common weaknesses of writing and speaking. First, we don’t logically support our ideas. Our support is usually too general to be of any value, or we fail to provide supporting data. Second, we don’t organize our material. Too often we fail to properly organize our material in a logical manner to prove the main point in the paragraph. Finally, we don’t write simply or directly. Have you seen any of these “problems”:
Passive voice—“Seating has been arranged.” Versus “We arranged the seating.”
Big rather than small words—“Utilize the rear entrance.” Versus “Use the rear entrance.”

Writing to impress rather than express—“unbridled exuberance” versus “excitement.”

Lack of personal pronouns—“This office will respond.” Versus “We’ll call you.”

The importance of sound organization, logical support, and simple or direct writing can’t be overemphasized. Well-organized paragraphs are of little value if they are inadequately supported. Likewise, a well-organized and logically supported document will fail its intended purpose if the message is buried in complex words, passive voice, and bureaucratic jargon.
The Solution
The solution to the three common problems in writing and speaking is simple. First, always use credible, logical support. Next, organize your presentation for a smooth, logical flow. Finally, use simple, direct writing and speaking. The cumulative effect will improve your writing and speaking skills.
Now, let’s move on to the remaining steps in the process of communication.

Self-Test Questions
After you complete these questions, you may check your answers at the end of the unit.

403. Conduct the research

1. Give an example of a way to record your research data.

2. Why should you keep your biases in mind during the research step?

404. Support your ideas
Step 3, support your ideas, goes hand-in-hand with conducting your research. After all, when you’re gathering data, you’re selecting information to support your ideas. In this step, you judge the ideas you’ve brainstormed and gathered based on your purpose and the needs of your audience. Let’s examine support data, sources, and development.

Support data

Support data refers to the actual data you use in your paper or briefing, such as examples, statistics, quotations, testimony, and definition. When you select your data, follow these four basic rules:
Use various types

The Tongue and Quill, page 20, defines the types of data to support your ideas. You’ll find a variety of data makes your product more interesting and your position more convincing. Presentations containing only descriptions or quotations are boring.  Adding a statistic or example, and sometimes paraphrasing a quote, will keep your reader’s or listener’s interest and further clarify your ideas.
Be specific

Your success with this rule depends a great deal on how well you apply the first rule. When you use a variety of data, you force yourself to be specific. For example, suppose you’re preparing a paper on the combat leadership of General Douglas MacArthur which focuses on his ability to delegate authority. Giving one or two examples of how he delegated authority would make your paper more specific. Similarly, if you were writing an officer performance report and describing an individual’s ability to manage resources, you might want to give a specific instance and some statistics to prove this point.
How specific you must be depends on your purpose and audience. If your purpose is to inform your unit of a new safety policy, you may be able to describe it in general terms. However, if you’re trying to convince your boss to change a safety procedure, you may need some specific examples or statistics to support your case.
Make your data relevant

Selectively chose your data. If you fill your letter or briefing with data that doesn’t serve your specific purpose, you waste space and time, and you may mislead or confuse your reader or listener. For example, if you were identifying the lessons the British learned during the Falklands War, a description of Harrier aircraft characteristics, while interesting, may not be appropriate for your purpose. Too many times writers and speakers get so involved in the more interesting and enjoyable parts of their topics that they overwhelm readers or listeners with irrelevant details. Therefore, it’s important to focus on purpose when you select data.
Be accurate

Stick to the facts. This may require some extra research to double check your data. Also, ensuring your data are accurate forces you to analyze your biases. One place of incorrect or conflicting data can destroy the credibility of your product. The persuasiveness of your argument or the acceptance of your information depends on the strength of your support data.
Sources

You may have excellent statistics and examples, but your readers or listeners may not accept them unless they know where your information came from or the qualifications of your source. Citing sources is vital to t he success of your communication. The number of sources you use depends on your purpose and your audience. For example, if you’re discussing a program one individual developed, citing that one person may be enough to support your discussion. On the other hand, if there are many points of view on the subject you’re discussing, use a number of different credible sources.
Development

Development is the final support area you’ll look at in step 3. it is the culmination of your efforts in collecting support data and sources. Development is how you have put your data and sources together to build a convincing presentation. In fact, this area is very much like a pair of dancers who have worked on the individual parts of a complicated routine and now must make all those parts fit into a meaningful scheme. Preparing a letter or briefing requires the same process—fitting your ideas into meaningful material. Development is the area where you must answer the ultimate questions: “Have I convinced my audience?” and “Does my presentation make sense?”
In most CAP communication tasks, you face very basic limitations—time and space. Your boss wants a 5-minute briefing or a 1-page letter. To fully develop your points in limited space is difficult. Thus, you must carefully choose your support data and sources. Ask yourself the following questions when developing your material.

Is your presentation logical?

You must continually question the logic of your presentation. Your logic may be clear to you but not to others. Having a coworker check your logic is a good idea. Get someone else’s opinion to make sure what you’re saying makes sense. Does your organizational pattern aid your communication task? Pick a pattern that works with the subject. Consider whether going from general to specific or specific to general aids your purpose (more on organizational patterns in step 4).
Are you being objective?

Give your reader or listener the facts. Emotional words, statements, and assertions may distract your audience. The logic of your position will ultimately bring you success.
Is your presentation complete and convincing?

Have you answered the questions your readers or listeners could have? Again, that’s a tall order for limited time and space, but shooting holes in your presentation or answering possible questions before the final draft will  save you some embarrassing moments.
During the process of developing your ideas, you may ask how far to carry the process. To answer this question, you have to consider your purpose and audience.
Self-Test Questions
After you complete these questions, you may check your answers at the end of the unit.

404. Support your ideas
1. List three types of support data.

2. Why is citing your sources key to the success of communication?

405. Get organized
Now that you’ve analyzed your purpose and audience, conducted the research, and built logical support data, it’s time to organize this material into effective communication. Step 4, get organized, is a big stumbling block for most writers or speakers. You can have the best information available, but if you fail to properly organize, good information may go unnoticed. Organizing is a key aspect of successful communication. The most important concepts of organizing material include a basic framework, patterns, and outlines.
A basic framework
Most writing and speaking tasks follow a three-part framework—introduction, body, and conclusion. This framework is the vehicle of well-organized communication. You can modify it to suit most communication situations or CAP formats. Here’s how it looks:
Introduction

Purpose statement

Overview of main points

Transition

Body

Main point #1 (topic sentence for paragraph #2)

Supporting idea

Transitions between ideas

Other supporting ideas

Transition

Main point #2 (topic sentence for paragraph #3)

Supporting idea

Transitions between ideas

Supporting idea

Other supporting ideas

Additional main points as needed

Transition

Conclusion

Summary of main points

Closing

Main points and supporting ideas are major divisions you will develop in your presentation. With that framework in mind, let’s move on to patterns and outlines.

Patterns

Your next step in organizing is to select a pattern that allows your audience to move systematically through your presentation from beginning to end. The Tongue and Quill, pages 27-29, describes six organizing patterns.
Outlines

You may remember your high school English teacher harassing you about arranging your material in outline form. Outlining is a fundamental tool for organizing any kind of communication. Taking the time to outline your material pays off in the long run.
The first step in building an outline is to identify your main points. As you look through the information you’ve gathered, look for the key ideas that seem to be equally important—the points you need to make. These key ideas are the main points for your briefing or letter. Your next step is to group key supporting ideas under the related main points. In this process, you may even delete research material that does not further your purpose. Finally, write out a simple outline listing each point. You don’t need to make your outline elaborate. A simple outline will save you time.

Self-Test Questions
After you complete these questions, you may check your answers at the end of the unit.

405. Get organized
1. State the three-part framework used in most writing and speaking tasks.

2. What is the first step in building an outline?

406. Draft and edit with English that’s alive
As you draft your communication, and when you edit successive drafts, use “English that’s alive.” During this step you will write direct, simple sentences and develop effective paragraphs and first drafts.
Techniques of writing directly and simply

“It has come to the attention of this office that direct and simple writing is being utilized by only a small percentage of the thousands of authors that create documents in the CAP. It is incumbent upon personnel to refrain from abstruse phraseology and prolixity. Attached herewith is a plethora of material to assist personnel to extirpate execrable writing.” Enough! You get the idea…let’s look at a better way to use words.
Words and combinations of words are your most basic tool for communicating ideas. Your skills in choosing and arranging words determine whether your readers or listeners get the meaning you’re sending. You can improve your communication skills by writing or speaking directly and simply.

Directness means you write “straight at” your readers and make your points as quickly as possible. It doesn’t mean you wear your readers down with abrupt statements or short unexplained instructions. To get away from the outdated formal style of writing, make your writing more like speaking. Of course, a few people speak no better than they write. Still, the basic principle holds true: because people “hear” writing, the most readable writing sounds like one person talking to another.

Writing and developing paragraphs

Now that you know the tips for building better sentences, let’s put your knowledge to use in writing and developing paragraphs. Paragraphs are the building blocks of the letter or briefing. They also form your introduction and conclusion. Your main points are developed in paragraphs using topic sentences, supporting ideas, and transitions.
The topic sentence contains the controlling idea of the paragraph. It helps you consciously focus on the purpose of the paragraph. Also, the topic sentence helps your reader understand the paragraph’s subject. For most communication tasks the topic sentence should be the first sentence in the paragraph. When you write a clear, specific topic sentence and put it at the beginning of the paragraph, you save time and improve your ability to communicate the message.

Your next step in developing paragraphs is to write sentences concerning support ideas under the topic sentence. These sentences are the meat (the examples, statistics, questions, etc.) of your position. Supporting ideas prove, clarify, illustrate, and develop the idea you presented in your topic sentence. The key to success with supporting ideas is to arrange them in a logical order. Are the ideas clearly related to the preceding and following ideas? Are those ideas related to the topic sentence? If you ask yourself thse basic questions as you write, you’ll build logic.

Finally, develop paragraphs by looking for ways to tie your ideas together using transitional words, phrases, or sentences. Transitions logically tie ideas together, lead the reader from one point to the next, point out relationships between ideas, and smooth the way for the reader. Transitions fill small gaps in thought. The Tongue and Quill, pages 43-44, lists a variety of transitional words and phrases you can use.
Developing a first draft

In writing your first draft, you have to build your introduction, body, and conclusion. Too often writers plunge into writing their introduction before they really know what significant points they want to make in the body. The end product is a poorly focused introduction. Writing hour body first and then basing your introduction on the body will prevent this. After all, the introduction is a critical part of your letter or briefing; it must be clear if you expect to get your reader or listener to take action.
Introduction

Your introduction should contain two basic elements—the purpose statement and an overview. Make it clear to your listener or reader the intent of your communication. Then provide an overview of your main points. The overview serves as a road map, giving your reader or listener the specifics on how you plan to accomplish your purpose.
Body

The body of your communication is the message you convey in support of your purpose. It includes your main ideas about your subject and supporting details under each main idea necessary to clarify your purpose.
Conclusion

The conclusion is the final part of your communication. You must wrap things up and gracefully withdraw. Most important, the conclusion is your last chance to sell your ideas to your audience. You want your most important ideas from your body paragraphs fresh in the minds of your audience. The conclusion should include a summary and a closure. The summary should at least clearly remind your audience of your main points and, time and space permitting, some of your most important support data. The closure is your last shot with your audience—use it to reinforce your purpose or main ideas. After you’ve written your introduction, body, and conclusion, it’s time to have your draft edited. Unit 3 of this volume, “Speaking and Writing,” provides more information about effective writing; also review The Tongue and Quill for guidance.
Self-Test Questions

After you complete these questions, you may check your answers at the end of the unit.

406. Draft and edit with English that’s alive.
1. What is the part of speech that logically ties ideas together, leads the reader from one point to the next, points out relationships between ideas, and smoothes the way for the reader?

2. What two elements should the conclusion include?

407. Fight for feedback

Your final step in the six-step process of communication is to fight for feedback. At this point you’re ready to put the finishing touches on your communication. You’ve done everything possible to improve your communication. Now it’s time to ask your coworkers for help. The people you work with are a valuable source of feedback. Have them read your material from the viewpoint of your intended audience. Dry run your briefing in front of them. Swallow your pride and accept criticism to give your communication a better chance of success. The Tongue and Quill, page 72, lists several criteria for giving or receiving useful feedback.
The six-step process of communication will help you prepare effective communications. You may not need to cover each step or follow the steps in order. Much depends on the task you face. Remember these key points. First, build a clear image of your purpose and audience, and always keep them in mind. Next, have a plan for your research and gather a variety of data. Then, organize your ideas using an outline and keep your most important points up front where your audience can see or hear them. Also, write or speak directly or simply. Finally, make sure you have someone edit and review your material. Using this six-step process and keeping these key points in mind will save you time and increase your effectiveness as a communicator.
Self-Test Questions

After you complete these questions, you may check your answers at the end of the unit.

407. Fight for feedback
1. Name one source of feedback.

2. To give your communication a better chance of success what should you do when receiving feedback?

Answers to Self-Test Questions

400
To express ideas.

Social, professional, and governmental

401

Self-actional

Transactional

402

Without a clear purpose you unnecessarily complicate your communication effort.

Analyzing your audience helps guarantee success by a careful analysis of its customer’s needs, desires, and habits.

403

Keep notes on 3 x 5 cards, notebook, or even a computer.

If you let your biases dominate your research, the validity of your letter or briefing may be in question.

404

Any three of the following: descriptions, quotations, statistics, examples, paraphrasing, and quotation.
You may have excellent statistics and examples, but your readers or listeners may not accept them unless they know where your information came from or the qualifications of your source.

405

Introduction, body, conclusion.

To identify your main points.

406

Transition.

Summary and closure.

407

Coworkers.

Swallow your pride and accept criticism.
Do the Unit Review Exercises (URE) before going to the next unit.
Unit Review Exercises
Note to Student: Consider all choices carefully, select the best answer to each question, and circle the corresponding letter. 

(400) Why is communication important?

It is consistently done by all people.

CAP regulations require communication for staff coordination.

It is the basis of our relationship with people.

People have no other means to interact.

(400) What is the purpose of communication?

To gain approval for proposals.

To convey thoughts and feelings between people.

To bridge language and cultural barriers.

To build meaningful relationships.

(401) What approach to communication treats communication as a means of manipulating others?

Self-action.

Interaction.

Transaction.

Proaction

(401) What approach to communication implies reciprocal influence between two parties?

Self-action.

Interaction.

Transaction.

Proaction.

(401) What approach to communication focuses on the concept of meaning sharing rather than message sending?

Self-action.
Interaction.

Transaction.

Proaction.

(402) According to the six-step process of communication, you should begin by

Supporting your ideas.

Analyzing purpose and audience.

Conducting research.

Getting organized.

(402) Reviewing customer’s needs, desires, and habits apply to which of the six-step processes?

Fight for feedback.

Conduct research.

Analyze purpose and audience.

Get organized.

(403) According to the six-step process of communication, examples of recording research data includes all these except

A notebook.

A computer.

3 x 5 cards.

Memorization.

(403) To ensure your research is valid and objective you should be aware  of your personal

Biases.

Habits.

Strengths.

Weaknesses.

(404) data includes all data except
Quotations.

Statistics.

Opinions.

Paraphrasing.

(404) What is the key to successful communication with respect to support data?

Citing sources.

Current statistics.

Vivid examples.

Historic quotations.

(405) What is the first step in building an outline?

Group ;key supporting ideas.

Write an introduction.

List each idea.

Identify main points.

(405) The three-part framework used in most writing and speaking tasks includes the introduction, body, and

Summary.

Conclusion.

Closure.

Overview.

(406) Which of these is not a reason to use a “transition”?

Ties ideas together.

Leads reader from one point to the next point.

Points out relationships between ideas.

Qualifies a source.

(406) Using “English that’s alive” suggests people should write directly and

Execrably.

Prolixity.

Simply.

Concisely.

(407) What is the last step of the six-step communication process?

Present the final product.

Develop a conclusion.

Fight for feedback.

Summarize your ideas.

(407) One method of getting feedback for a briefing is to dry run in front of
A mirror.

Your coworkers.

The intended audience.

Your spouse.

Unit 2. Barriers to Effective Communication
The first step in learning to communicate effectively is to become aware of communication barriers. They may vary from one organization to another. We’ll learn in this unit to recognize and overcome these barriers and to improve our listening skills.
2-1 Identifying Communication Barriers
Studies show communication barriers fall into four major categories; this lesson addresses each:
Organizational.

Language.

Psychological.

Managerial.

408. Organizational barriers
Organizational charts illustrate the formal channels of communication within a CAP organization. Personnel are assigned to functional positions. Generally, the rank status of each individual depends upon the functional importance of the assignment within the organization. Organizational barriers arise when the responsibilities and lines of authority aren’t thoroughly understood.
Certainly no one wishes to eliminate status within an organization since status strengthens direction or control. Like any other society in the modern world, military society can’t be status-free and classless. Status systems are functional necessities in military organizations, just as they’re necessary in other formal organizations. But, overemphasis on status often blocks effective communication.
Have you ever observed chickens in a barnyard? They have a truly dictatorial organization, a pecking order. The best fighter assumes command of all the other chickens, pecking at them and taking first choice of all the food. The second chicken in the pecking order pecks at all the other chickens except the number one chicken. And so on down the line to the last bedraggled chicken who has no one to peck and no choice of food. Of course, the pecking order overemphasizes status.
Status shouldn’t exist for its own sake. The only reason for status in any organization is to help get the job done. The different grades and ranks in a military organization should coincide with the different levels of responsibility and authority required to accomplish the unit’s mission. All individuals should understand their particular status in the organization. They should be able to identify themselves and their roles in accomplishing the unit’s mission. All members of the unit must establish their personal status. If there are members who can’t do this within the framework of the organization, they may try to establish themselves in some unofficial or informal way that may disrupt the normal organization and the smooth flow of information. Frustrated attempts to establish individual status sometimes cause psychological barriers to effective communication. We’ll discuss this in another lesson.

The many levels through which the communication of organizations must pass often cause delays in communication, and provide chances for distortion of the original message. There are also times when failure to recognize and encourage the flow of communication to break down.

Most organizations have well-defined channels for moving messages downward in the status hierarchy. However, lateral communications help in the integration and coordination of work; and upward communication or “feedback” is often the only measure of effective communication. Whatever the direction or type of message, mastery of the language being used is an essential component of communication.

409 Language barriers

Words, at best, are clumsy tools of communication—they’re artifacts, human works of art. The use of language is one of the most difficult of all enterprises. To illustrate the awkwardness of words in communicating on a job, picture yourself landing an airplane. A very efficient communication system functions within your nervous system. Your hands and feet work in perfect coordination as you control the rudder, elevator, and ailerons. Now, visualize three people teamed together to fly an airplane with only words as communicating devices the controls have been rigged so one person controls the rudder, one the elevator, and one the aileron. You can easily imagine the results of this arrangement. Words wouldn’t be adequate to produce the rapid, accurate coordination necessary to land the airplane.

Language problems are present in both oral and written communications. Certainly, it’s important to choose the right words in terms of audience experience, standard usage, and understandability. However, it’s easy to recognize a new word and look it up, but it’s often difficult to recognize different meanings of words already familiar to you. Social changes shouldn’t be overlooked in your choice of language. Speaking or writing “down” to people may be just as much a communication barrier as is the overuse of “intellectual gobbledygook.”

410. Psychological barriers

Each member of an organization ahs at least four basic psychological needs:
A feeling of security.

An opportunity for advancement.

The desire to be treated fairly.

The realization that the work is both useful and important.

What happens when these needs aren’t satisfied? More than likely, your workers will feel dissatisfied and under-motivated to help their work center accomplish the unit’s mission. On the other hand, when these needs are met, your workers will be more satisfied, productive members of the work center team. Therefore, you can be more assured the mission of the work center and the unit will be effectively accomplished.

Withholding information

Everyone (commanders, supervisors, and subordinates) withholds information, although for different reasons. Subordinates are inclined to stand in awe of an officer partly because officers represent authority and partly because they write effectiveness reports and recommend promotions.
Some subordinates avoid telling their commander or boss, that are upsetting, especially if their commander or boss is easily excited. Commanders and supervisors, in turn, usually study their superiors. Commanders might not spend much time in explaining things to subordinates because of the misguided philosophy, “Subordinates are there to do a job, and they should get on with it.” The typical commander says, “I have an open door. If you want any information, you can come and see me.” Unfortunately, the average subordinate needs more encouragement than this simple statement.

The blame for withholding information often falls on those who are in charge—commander, officer-in-charge, or supervisor. In withholding information, they create a vacuum. By natural gravitation, rumors fill the vacuum. These rumors can be detrimental to any organization.

What is the source of rumors? To answer this question, you must consider two communication networks that exist in all organizations. First, there is the formal network that follows the organizational chart. If you think this communication network is the only one of any consequence in your area of supervision, you’re wrong. In any organization, three is a second, unofficial network known as the grapevine. No commander or supervisor can destroy the grapevine. It springs up as soon as an information vacuum develops. Therefore, to minimize the difficulties arising from rumors, you should provide subordinates with as much information as possible. This communication is especially important in matters of personal concern to the individual.
Cliques

The gregarious instinct of people prompts them to band together in groups. Up to a certain point, there is nothing wrong with this tendency; in fact, group interest is healthful in any organization and good for morale. People in an office may enjoy getting together for an outing or give a farewell party for a member who is being transferred. But when membership in a clique becomes more important to them than the unit mission, the organization suffers.
Cliques thrive in an information vacuum. They include people who have difficulty in identifying their status with the official organization. Cliques often form in an atmosphere of isolation. Organizations may be isolated because they’re physically separated from their headquarters. When part of an organization is located at another base there is a good chance this segment will lose sight of the overall organization; sometimes, a clique with its own objective ill develop. Isolation may also be caused by the nature of the work. Specialists are likely to form strong cliques unless they are continually reminded of the importance of the overall organization by managers.

411. Managerial barriers

Operational systems are built and run by people. Some of the individuals concerned are inside the organizational unit and are reached by directive activities. Others outside the unit are reached through coordinating activities. In both cases, managerial ideas must be transmitted and accepted. No system can run smoothly unless people understand and agree on what is to be done and how they are to do the work. This is the job of communication.

Communication problems are usually considered major problems of management because mutual understanding between units, supervisors and subordinates, and coworkers are essential. People involved in management have different backgrounds, objectives, desires, and motivations. However, they must have a common goal and be willing to listen and evaluate opposing points of view. The manner in which both good and bad communications are received often determines the effectiveness of teamwork. Fears, prejudices, and jealousies among individuals tend to disappear when CAP leaders listen and take a progressive and understanding attitude toward all information and suggestions that reach them. If they merely criticize or discipline subordinates when things go wrong or if they’re insincere or inaccessible, fail to keep promises, or don’t take appropriate actions, they’ll erect barriers to communication.
Self-Test Questions

After you complete these questions, you may check your answers at the end of the unit.

408. Organizational barriers
1. What is the typical format for formal communication systems?

2. Compare downward, upward, and lateral communication channels in an organization.

409. Language barriers

1. True or False. Language problems are present in both oral and written communication?

2. Give an example of a social language barrier.

410. Psychological barriers

1. What are the fur basic psychological needs of each member in an organization?

2. What usually happens when psychological needs are not satisfied?

411. Managerial barriers

1. What are two key elements of managerial ideas?

2. What type of understanding is essential at the managerial level?

2-2. Overcoming Barriers

Once you have a clear understanding of the barriers to communication, you can recognize the overcome them or change the conditions that cause them. This is a continual job that must concern every level of an organization. Although the major responsibility of effective communication is the commander’s, each individual in the organization must recognize the value and importance of communication.
412. Overcoming the barriers

The first step in developing effective communication is the establishment of a communication policy within the organization. This policy should define lines of responsibility and authority, establish communication channels, provide a climate for effective communication, and keep personnel informed.
The next step is to increase skills in written and oral expression. The fundamental principle in either kind of communication is to develop sound ideas before any attempts are made to communicate them. Thinking provides the ideas, concepts, opinions, and facts to be communicated to a receiver.

Ideas for communication must promote efficiency in mission accomplishment. When you relay an idea to a subordinate, it should stimulate action that will further the mission. At one period in the Golden Age of Greece, two men often spoke to the people about important current problems. One was Aeschines, a man of genius and a polished orator. The other was Demosthenes, who overcame a speech impediment to become the most persuasive speaker of his day. Aeschines spoke to the masses, they knew they’d heard an impressive and brilliant speech, but they weren’t compelled to act. When Demosthenes spoke to them, they were moved to avenge Athens against Philip of Macedonia. Demosthenes was an ideal communicator; the people understood his ideas and responded according to his wishes.

As an effective communicator, you must be concerned with the ideas you communicate to others. Additionally, you must be equally concerned with the ideas communicated to you. Communication is often a give-and-take matter, as in a group conference. Military leaders recognize the value of group discussion in effective management. You’ll read later about developing the communication skills required for conference activities. Much research has been done on the subject of group discussion in the industrial, educational, and military environment; the conference has long been recognized as an efficient method of investigating problems, answering questions, or achieving understanding.

413. Principles of good listening 

Good discussions and conferences require effective listening. Face-to-face communications in these activities can’t exist without a leader-listener who encourages others to express themselves freely. To be a good communicator, you must learn to be a good listener. This includes preparing yourself physically and mentally to listen effectively. You must listen for the ideas the speaker (boss, subordinate, or coworker) is trying to communicate, and you must mentally organize these ideas so you can remember them. Good listening is more than just hearing. If you listen well, you’ll accumulate data that can help you more effectively reach decisions; equally important, you can determine whether you’ve been understood. Good listening results in effective leadership, harmony, and mutual understanding.

This lesson covers the definition of listening and good listening habits. It is extracted from AU-1, Volume 1, Individual and Group Communications.
Listening is one of the most neglected of the communication skills. Traditionally, most of us have not used this skill well; we have often neglected to assume our share of responsibility in the communication process. Many poor listeners have tried to place the entire burden of the “speaker-listener” process on the speaker. The listener who sleeps through a lecture, for example, is apt to make the excuse that the speaker was dull. The listener who fails to recognize and grasp the speaker’s main thoughts is likely to say that the presentation was poor. Such reactions from the listeners are usually rationalizations for their own inattentiveness.

Certainly, speakers do initiate the communication process, and they have a certain responsibility for controlling it. Yet they should not be held entirely accountable for the failure of members in the audience to listen. Successful communication depends upon cooperation between the communicator and the receptor.
How many opportunities to listen do we have in one day of our life? How well do we use these opportunities? How much do our professional relationships, social life, and education depend upon our ability to listen? Adults spend considerably more time listening each day than they do in any one of the other communication skills of speaking, reading, or writing. Air Force personnel spend about 45 percent of a normal working day in situations offering opportunities to listen; at school, this percentage is much higher. Results of research at civilian universities give a similar figure for people outside the military. This percentage alone emphasizes the importance of effective listening habits.
What is listening?
Hearing is not listening. We hear, often without listening, whenever sound waves strike our eardrums. We cannot honestly say that we have listened. Frequently, we do not remember what we hear, because we did not listen. Almost everyone as been embarrassed by not knowing the name of a new acquaintance because of failure to listen when the person was introduced. Even if we remember, we do not necessarily get the most from our listening. A donkey is not rich simple because it carries gold on its back, nor are we wise simply because we carry a mass of memorized facts in our heads. Facts, memorized without an understanding of their significance, are as worthless to us as gold to a donkey. In a broad sense, then, listening means hearing, comprehending, and remembering. To do these tings, we must concentrate on what we hear. We must be willing to put keen effort into the listening process.
Students frequently complain they cannot retain as much of what they hear as they should. Their problem is probably caused by failure to concentrate. By definition, concentration is “close mental application, exclusive attention.” From time to time, stories circulate about some “genius” who can simultaneously read a book, converse with a spouse, hear the president speak by radio, and abstract the important ideas of each. Few people match this performance; in fact, most people have to work at focusing attention on even one subject for any length of time.

The behavior of the mind can be compared to the flow of a river. A river meanders, finding and following the course of least resistance from the mountain to the sea. Every navigable river, however, has a safe channel. The captain who wants to take a ship up and down the river, however, has a safe channel. The captain, who wants to take a ship up and down the river and into the ports on the itinerary, keeps the ship in that channel. Like the river, the human mind tends to wander, but objective listeners keep their attention in a mental channel, the channel of concentration. Whenever we allow our minds to stray,. To slip into a whirlpool, to drift into shallow water, or to run aground, we let the current of the spoken ideas in the channel pass us by. Our attention may get back into the current, but it can rarely catch up with the speaker’s ideas. What can we do to channel our attention? The secret lies in forming good listening habits.
Forming good listening habits

The knack of listening effectively is not a gift; it is acquired through practice and hard work. Anyone who wants to become a better listener can do so by practicing the following seven rules at every opportunity. The seven rules are: 1) Get ready to listen; 2) Take the responsibility for comprehending; 3) Listen to understand rather than to refute; 4) Control the emotions; 5) Listen for main ideas; 6) Be mentally agile; and 7) Take notes.
Get ready to listen

Listening requires physical and mental preparation. The physical preparation for listening can be compared with that for catching a plane. If you expect to be a passenger on a plane departing at 0830, you must check your baggage, find your seat, fasten your safety belt, and be awaiting takeoff before that time. The same is true of a listening situation. First, we must check our baggage, that is, put away newspapers, books, and other extraneous material. Then we must seat ourselves comfortably before the speaker begins. We should, insofar as possible, prepare to listen to the speaker by mentally “tuning out” such distracters as noise or minor physical discomforts. We should be physically relaxed but mentally alert, with pencil and paper at hand for taking notes. Only then will we be ready for travel along with the speaker.
At this point, the analogy between catching a plane and listening may appear to break down, for if the listener and the speaker are in the same room, they cannot travel far from each other. Yet, despite their physical proximity, the listener and the speaker do not necessarily travel in the same channels of thoughts and ideas. By failing to listen to a speaker’s opening remarks, members of an audience miss the basic structure of the speaker’s development.

Physical preparation is not enough; mental preparation is also essential to good listening. The listener should be ready to “tune in” on the speaker’s mental wave length. How do we prepare ourselves to do this? We start by reviewing our own knowledge of the subject to be covered and then trying to imagine what the speaker will say. Just as we would study a map before taking a trip into an unfamiliar area, we must study a mental map of the area through which a speaker is likely to take us. We should review schedules or other program data that might give us preliminary information about a speaker’s topic or lesson. We must find material on the subject of the lecture and read it. If we already know something about the topic, we should think about it and consider what we would say if we were the speaker. This part of the preparation helps us to recognize the core of experience we have in common with the speaker. B y thing to the lecture as much knowledge of the subject as possible, we increase the probability of valuable two-way communication.
Take the responsibility for comprehending

Frequently an instructor will have a student whose attitude speaks for itself. “Here I am; teach me if you can!” Such students believe knowledge can b e poured into them as water is poured into a jug. They will not get the full benefit of any lecture or lesson until they learn that the successful listening/learning situation demands something for the listener as well as the speaker. Speakers frequently use examples to support points they wish to stress. The listeners who feel responsible for comprehending look for similar examples within their own experience and apply the point to themselves or their jobs.
Listen to understand rather than to refute

Critical thinking is good practice, but we do not achieve it by criticizing the speaker’s thoughts before the speech is finished. Silent argument with a speaker during the speech can be a waste of time. In a learning environment, the thoughtful listener will analyze bout mentally argue with the teacher or lecturer during the lecture. Without honesty attempting to get the speaker’s message, no listener can be well-enough informed to evaluate the ideas intelligently. We should listen and wait; we should try to understand first and evaluated second. Some or all ideas may deserve to be questioned and tested, but the testing should come after a speech or lesion is finished. On the other hand, the responsible listener may find that no disagreement actually exists.
Control the emotions

None of us reacting to the world around us can be completely calm. In the learning situation, however, listeners should not permit emotional blocks to develop between themselves and the speaker. How can we be unbiased listeners? If, for example, we are annoyed by a speaker’s manner, how can we remain objective about the speaker’s ideas? We can isolate the source of our annoyance—the speaker’s vocabulary, dress, or personal mannerisms—and by analyzing the reasons for negative emotional responses to them, often minimize their effects on us. As intelligent listeners, we must not permit emotional blocks to prevent our understanding of a speaker’s ideas. Actually, if we are responsible listeners, we will try to help rather than to react unfavorably to the speaker. We can assist the speaker best by displaying an overt interest.
Sometimes, certain words trigger certain emotions. Many terms, such as Red, Socialist, automation, and collector on internal revenue are emotionally loaded. Everyone has experienced emotional blocks upon hearing certain words. If we are to profit from our listening experiences, we should make lists of words that affect us emotionally. By identifying and understanding them as blocks to communication, we can gradually force ourselves to react to speakers’ ideas rather than to their vocabularies.
Listen for main ideas

The man who boasts, “I listen for the facts.” May actually be a poor listener. By concentrating exclusively on individual supporting points, he may miss the main ideas. Fact A, Fact B, and Fact C may be interesting for their own sakes, but the speaker’s reasons for offering these facts may be to derive an important generalization from them. Realizing this, the alert listener learns to distinguish between main thoughts and the less important supporting ideas.
By building a mental structure of the ideas in a lecture, we gain a basis for weighing their importance. How has the speaker organized the main points? What organizational pattern has been used? Is a main point presented and then supported, or does the speaker use the opposite approach? Both approaches are effective, and both are commonly used in oral communication. We must look for the relationship of examples, comparisons, and testimony to the ideas they support. If we have previewed the subject matter, our listening task becomes easier. But attempting to make a blueprint of another person’s speech in advance is not easy. Practice is required to perfect the skill. Everyone has opportunities to identify the purpose of a speech and to visualize the organizational pattern—at church at educational lectures, in the classroom, on television, and at political rallies. Practice will improve the proficiency of the listener who uses these opportunities.

All of us can increase our own store of knowledge and understanding by listening for the main ideas in a speech. Most people want to know more about many subjects than they have time to learn through personal research. By listening intelligently, we can benefit from the research, experience, and thinking of speakers knowledgeable in a wide variety of fields.
Be mentally agile

Concentrating throughout a speech is a challenge, because people do not think and speak at the same rates. Most of us think much faster than the normal speaker can possibly talk. This rate differential gives our minds the time and opportunity to stray from the speaker’s subject. But if we have disciplined our minds, we can use this spare time to review what the speaker has said and to predict what will come next. Thus we profit from two practices essential to learning: mental activity and repetition. The alert listener has ample time, mentally, to repeat, forecast, summarize, and paraphrase the speaker’s remarks. This practice increases comprehension and aids retention.
Take notes

We should make a pattern of the ideas we hear as the lecture unfolds. We should think and rethink an idea and then jot it down. We should always take notes at teaching lectures. We should establish the habit of reviewing our notes at the same time every day, our comprehension and memory will improve.
The suggestions for getting ready to listen also apply to taking notes. We should go to the lecture hall or classroom in time to have our materials ready before the lecture starts. If we use a separate sheet of paper or note card for each lecture, our notes will be easier to use later on. By using only one side of the paper and leaving enough marginal space, we can easily make any clarifying notes we may wish to add later from other sources. One efficient system is to use a loose-leaf folder with separate sections for each subject or area covered in a course or lecture series.

Notes should include the speaker’s main ideas and enough supporting details to make the main ideas clear. Yet, we cannot afford to let the note-taking process interfere with our understanding of what the speaker is saying. The main function of notes is to aid the listener/observer in reconstructing the oral communication when it is ended. It is helpful to use abbreviations or to jot down key or cue words, rather than complete sentences. When we try to take down the speaker’s exact words, we risk losing the continuity of the thoughts and, therefore, the purpose of the lecture. In only one instance is it wise to take verbatim notes: for purpose of clarity, definitions of key words should be taken down just as the speaker expresses them.

We should watch for “road signs” indicating that the speaker is movng from one main idea to another; such transitions as “another point is” and “in contrast to what I’ve just said.” Notes should be as brief as possible, yet readily understandable. Each note should help us recall one of the speaker’s ideas. Good notes actually outline the speech.

We should review and expand our notes as soon after a lecture as possible. This review permits us to “relive the experience,” thereby strengthening our memory of the most important ideas.

Summary

The art of listening warrants the best efforts of those who wish to understand and use ideas verbally expressed by others. The listener cannot listen passively and expect to retain much. Although alert listening requires effort, it is still one of the best ways to gain knowledge and understanding. Our opportunities to listen are numerous. We shall be better listeners if we first give the speaker our careful attention. We can improve our comprehension if we try to understand the speaker’s point of view. Most forgetting occurs immediately after learning. To retain the most important ideas, we must diligently seek and catch the main ideas. Reasonably brief notes—taken during a speech and expanded later—will help to stamp in the most important ideas for later use.
Self-Test Questions

After you complete these questions, you may check your answers at the end of the unit.

412. Overcoming the barriers
1. Why is the establishment of a communication policy in an organization so important?

2. What forum uses the “give and take” concept in communication?

413. Principles of good listening

1. What are two rules to practice to become a better listener?

2. How do you get ready to listen?

Answers to Self-Test Questions
408
Organizational charts.

Downward is a well-defined flow in the status hierarchy; lateral helps integration and coordination of work; upward provides feedback on the message effectiveness.

409

True.

Speaking or writing “down” to people.

410

Feeling of security, opportunity for advancement, desire to be treated fairly, realization that work is useful and important.

Workers are dissatisfied and unmotivated.

411

Transmitted and accepted.

Mutual understanding.

412

Define lines of responsibility and authority, establishes communication channels, provides climate for effective communication, and keeps personnel informed.
Group conference.

413

Any two of these seven rules, 1) Get ready to listen; 2) Take the responsibility for comprehending; 3) Listen to understand rather than to refute; 4) Control the emotions; 5) Listen for main ideas; 6) Be mentally agile; and 7) Take notes.

Arrive before the speaker begins, be physically relaxed and mentally alert.

Do the Unit Review Exercises (URE) before going to the next unit.

Unit Review Exercises

Note to Student: Consider all choices carefully, select the best answer to each question, and circle the corresponding letter. 

(408) Considering potential organizational barriers, the difference between formal and informal communications systems is that the formal communication system is

Usually established by the lines of authority and informal communication is established by the boss.

Established by position authority and reflected on the organizational chart and informal communication is based on social relationships.

Based on delegated authority and informal communication is influenced by cliques.

Based on cliques and informal communication is delegated authority.

(408) Downward communication is characterized by communication to

Exercise authority from supervisor to subordinate.

Pass opinions, problems, recommendations to supervisors.

Give information on a project.

Coordinate on a project.

(409) Speaking or writing “down” to people is an example of what type of communication barrier?

Organizational.

Language.

Psychological.

Managerial.

(409) Problems with oral or written communication is an example of what type of communication barrier?

Organizational.

Language.

Psychological.

Managerial.

(410) Which need is not a basic psychological need?

Feeling of security.

Opportunity for advancement.

Desire to be the best.

Realization that work is useful and important.

(410) How does withholding information impact mission effectiveness?

Requires more time for written communication.

Impairs formal and informal communication systems.

Creates communication problems between coworkers, supervisors and subordinates.

Withholding information does not impact mission effectiveness.

(411) What type of understanding is essential between units, supervisors, subordinates, and coworkers?
Directive.

Coordinated.

Effective.

Mutual.

(412) Why is the establishment of a communication policy in an organization so important?

Civil Air Patrol regulations require this policy to be established.

This policy defines lines of responsibility and authority, establishes communication channels, and provides a climate for effective communication.

It establishes formal and informal communications leaders.

It always removes managerial barriers.

(412) To overcome barriers an effective communicator should recognize the value of all these except
Group discussion.

Ensuring ideas are clearly communicated and received.

Understanding ideas communicated to you.

Conducting research.

(413) What is listening?

An active process that engages a person’s reasoning and thinking processes.

Maintaining silence when a communicator is speaking.

The process of hearing and repeating information.

Sound waves striking the eardrums.
(413) How do you et ready to listen?
Put away extraneous material, be seated, tune out distracters, prepare to take notes and prepare mentally.

Interview the speaker before presentation and prepare mentally to take notes.

Insure no one else is speaking, be seated, and prepare mentally to take notes.

Put away extraneous material, prepare to ask thought-provoking questions.

Unit 3. Speaking and Writing

In the first two units of this volume, you learned about the need to communicate effectively and how the communication process works; you also learned how to identify and overcome barriers to communication. This unit presents the most dominant form of communication—speaking. About 80 percent of language activity takes the form of speaking and listening.

You might assume if a speaker is an expert on a subject, lists all the pertinent facts, and orally presents the material, then knowledge will immediately move from the speaker to the audience. However, experience has shown this transfer doesn’t occur automatically. A briefing or other oral presentation must be organized in a clear and logical manner to help your audience understand the message. This unit will help you apply the fundamentals of speaking to preparing and presenting military briefings.

This unit won’t make you a polished briefer. That’s your responsibility. Since you aren’t working with an instructor, you won’t have the benefit of expert feedback. We will offer you the proper techniques of preparing and presenting briefings, but it is up to you to actively seek opportunities to stand before an audience and put to use what you learn here. Practice is the name of the game if you want to be a good briefer. Do you want your first “practice” to be in front of the squadron or wing commander? We don’t. we’ve enclosed a briefing checklist to ensure your presentation is on target (see appendix).
3-1 Speaking
The chances are good that you will soon stand before an audience and talk. Te prospect of making speeches or giving briefings usually causes knocking knees and sweating palms for all but the most experienced speakers. If you are an inexperienced speaker, the fundamentals of speaking contained in this unit should help you in correcting these problems. If you are an accomplished speaker, use this section as a review.

One goal should be to improve your self-concept as a speaker. To do this, begin now to think positively. Like writing and listening, speaking is a skill; once you grasp the basics, the rest is practice, polish, and style. You may be embarrassed by your initial mistakes, but you’ll  survive. Few of us will become great speakers, but all of us can become more effective if we take the time to practice the basics. Learn all you can from your contemporaries; some of them are accomplished speakers.

Before you consider those fundamentals unique to speaking, here is a six-step process of communication one more time:

Analyze purpose and audience.

Conduct research.

Support your ideas.

Get organized.

Draft and edit with English that’s alive.

Fight for feedback.

Remember, those fundamentals are just as necessary for good speaking as they are for good writing.
414. Nonverbal communication
Stage fright, looking good, eye contact, playing your face, movement, gestures, and visual aids are all forms of nonverbal communication. They all affect understanding of what you have to say.
Stage fright (the sweaty palms syndrome)

You must always be prepared to overcome stage fright. You can begin the first time you practice your speech. Know your first couple of paragraphs “cold.” Usually, this includes the introduction and the transition into the first main point. This helps you survive the first and most difficult minute. Practice and plan to begin in a strong, self-assured voice. Be confident. Take a deep breath and survey your audience. Come on strong. Don’t lose your audience in the introduction; otherwise, they may never hear your main points. Use natural gestures to relieve tension. Establish good eye contact with the audience and look for feedback, such as nods and puzzled looks. This search for feedback will take your mind off yourself and help you focus on the audience where your attention should be. Everybody experiences some degree of stage fright. Some people get a little nervous, and others become physically ill. In any event, don’t apologize. Chances are the audience won’t notice your nervousness if you don’t tell them; if you call attention to your nervousness, your audience will become sensitive to it. Someone once said that every good speaker is nervous…the key is to make that excess energy work for you.
Symptoms

The symptoms of stage fright may be mild or severe. Some of the milder physical symptoms are an increased heartbeat, heavier or irregular breathing, a dry mouth, a feeling of stiffness in the lips, blushing, perspiring, mild shaking of the hands and knees, cold and clammy hands, and perhaps a twitching of the face or eyes. More extreme physical symptoms are dizziness, a feeling of nausea, a pounding of the temples or the heart, a burning sensation in the face, cold chills, and shortness of breath. These physical symptoms are usually accompanied by certain psychological symptoms, such as a feeling of confusion, and the inability to concentrate, seeing the audience as a blur and a compulsion to get through as fast as possible. They symptoms of nervous tension as viewed by the audience usually take the following forms:
Language

Slips in grammar and awkward phrasing; omission of clarifying details.
Voice

A rapid rate and little or no effort to reinforce important points; mumbling and very little vocal variety; quavering, and poor voice quality (high-pitched, breathy, harsh, raspy, guttural, husky).
Body movements

Tense posture, leaning on or hiding behind the speaker’s table or leaning against the chalkboard; inhibited facial expressions and gestures; hands held behind back, clasped in front, or jammed in pockets; aimless fingering of objects. In sum, the delivery has a wooden quality, with little animation or spontaneity.
Causes

The immediate cause of stage fright is probably the fear of failing, of losing the esteem of one’s peers or classmates. But this, in turn, may be due to a number of factors. It may be due to an unrealistic appraisal of the speaking situation or an inability to see it objectively in its proper perspective. It may be the result of an undervaluation of one’s abilities or an overvaluation of one’s importance to others; in other words, an exaggerated self-centeredness. It may be due to ignorance of what is involved in successful speaking—fear of the unknown. It may be due to previous experiences with people—parents, relatives, friends, teachers—that have led to deeply rooted feelings of timidity, insecurity, inadequacy, and inferiority. Or, it may be due simply to faulty or inadequate preparation, which the speaker realizes will lead to a poor performance.
Suggested treatments

How can we overcome stage fright? Here are some suggestions:
Proper attitude

Perhaps the best way to overcome self-consciousness and fear is to cultivate diligently the proper motivations. Now what does this mean? When we consider why people are self-conscious or fearful, we find in almost every case they are motivated by the very natural desire to protect their ego or to enhance their self-image. Their prime motivation is always “what is good for me?” But as public speakers, the motivation should always be What is good for the audience?”
Rather than ask, “How can I serve myself?” a speaker should ask, “How can I best serve my audience?” More specifically, a speaker might ask, “How can I convince them to alter their beliefs and to do what will help them?” Admittedly, this type of motivation requires a certain amount of altruism, a certain commitment to causes greater than oneself, and the realization that giving can be more gratifying than receiving. Why listen to someone who speaks only for personal gain? Why trust or believe such a person? Hence, to be a speaker worth listening to, you must start with this attitude or motivation; you must put your audience b before yourself. What are the implications here? Starting with such an attitude, you don’t have time to think about yourself, to take yourself overly serious, to be self-centered. You are preoccupied with what you can do to help others, and that is what you take seriously rather than yourself. Your concern about failing is not viewed as a personal reflection but as it bears on your responsibility to others. So, you prepare yourself well for this contingency. Cognizant of your opportunity to spread a little light, you make the most of it. In sum, by replacing the wrong motivation with the right one, you overcome self-consciousness without even realizing it. Paradoxically, in serving others, you serve yourself.
Interesting topics

Choose subjects that are interesting, vital, and significant. When you are vitally interested, your mind will be full of ideas about your subject and you won’t have much time to think about yourself. Don’t talk about something merely because you think it might make a good subject for a speech, select a topic that will make you want to speak out—an idea that you are eager to communicate to  others. You will be able to talk more freely and confidently.
Preparation

The person who is thoroughly familiar with the subject is always more confident than the one who is not. When you are excessively nervous, you risk forgetting something. Don’t let this frighten you; simply prepare enough material beforehand so that even if you forget part of it, you’ll be able to keep your listeners with you. Find out more than you need to know; a frequent cause of stage fright is the fear that you don’t have enough to say.
Don’t memorize your speech

Nothing promotes stage fright quicker than trying to memorize a speech that is supposed to b e extemporaneous. You can’t fake it. If you fill your mind with words instead of ideas, you deserve all the stage fright you will inevitably have. You can, however, memorize portions of your interdiction to get yourself started.
Focus your attention on your audience

In any kind of speaking, your purpose is to communicate ideas or feelings to someone else. When you step up to a soda fountain and ask for a Coke, you don’t worry about how you are standing, sitting, or speaking. You are concerned only that the clerk understands you correctly. The same goal—to be sure that you are understood fully—should dominate your efforts in public speaking. So, concentrate on the individuals in your audience; watch to see if they are getting your point.
If not, say it over again in a different way or explain it more. Of course, there are times when you need to be concerned with your speaking manner; everyone has weak points, and nearly everyone can improve by doing drills designed to correct weaknesses. As you proceed with your course of study, you will want to single out one or two of these faults at a time and work to correct them. But, do this in private.  When you are before the audience, for get yourself as much as possible, think only about getting your listeners to understand what you are saying or to agree with you.

Relax

There are ways to relax, and they can be learned. Two of the simplest are (1) take a few long, deep breaths just before you rise to face your listeners, and (2) take your time in getting ready to speak—look at your listeners smile at them, appreciate them, and discover that they, like you, are human beings. Take a moment to get set to speak.
Channel nervous energy into movement and gestures

Properly employed, body movement has two important functions: it helps you to communicate, and it tends to dissipate your nervousness and tension. Physical activity, however, must not be superimposed or aimless; it must be integrated with the ideas and the mood of your speech and must help you secure the audience response you want. Normally, the speech-making event generates nervous energy; harness this energy and make it work for you just as the runner is tense before the gun is fired to tart the race, so the speaker who stands before an audience justifiably feels nervous strain. But the athlete’s nervousness disappears almost at the instant the race begins and the muscles “go into action.” The speaker usually can accomplish the same result by moving purposefully in relation to the audience and gesturing appropriately to project ideas. Such activities help to stimulate energetic thought and expression. If you reinforce what you say with body movements and with gestures of your hands and arms, you’ll speak more vigorously and will feel greater assurance and confidence. Walk from one part of the platform to another as you turn to a new idea; show your listeners the object you are talking about and demonstrate how it’s used; imagine you are on the scene you’re describing and use your arms and hands to point out where each object is located. In this way you will increase your own confidence and also add meaning and vitality to what you say.
Lookin’ good

Another point incoming on strong is your appearance. Do you need a haircut? Are your shoes shined? Is your uniform freshly pressed? Are your buttons buttoned, and are your ribbons, name tag, and insignia attached correctly? Are you in the correct uniform for the briefing situation? Failure to wear these items correctly can create negative barriers before you utter your first word. Your posture also creates a general impression of you as a speaker. Stand erect and alert, but don’t be artificial. Don’t lean on the lectern, rock back and forth or side to side, or slouch on one leg and then the other. Proper appearance builds confidence and reduces stage fright.
Eye contact

You should establish eye contact with your audience immediately. Let the audience know you are looking at them and talking to them; don’t stare, but at least look at them occasionally. This is the vehicle for obtaining audience feedback and holding its attention. A speaker buried in notes loses listeners. You can’t wake them up if you don’t know they’re asleep.
Advantages

The eyes are perhaps the most effective nonverbal means of communication that we have as speakers. We are all aware of the disturbing effect of conversing with someone who never “looks you in the eye.” This feeling of remoteness and uncertainty is as prevalent in the small group as the public communication situation as it is in the person-to-person setting. To be effective speakers, we must exploit the advantages of good eye contact because it commands attention, enhances credibility, and increases nonverbal feedback.
Commands attention

If we look directly at our listeners most of the time we are speaking, we will help awaken their personal interest in the information or advice we are giving. Through good eye contact you establish rapport with the audience and let them know you are interested in them. An audience naturally concentrates better on the message when a visual bond is established between them and the speaker. In fact, during face-to-face communication we expect the speaker to look at us. If the speaker does not look at us, we will lose our need to look at the speaker and, thus, our desire to pay attention. The result is a break in the communication bond and proportional loss of attention. As a speaker then, you can control a certain amount of your audience’s attention simply by looking at them.
Enhances speaker credibility

Not only does good eye contact command attention, it also increases audience confidence in the speaker. What do you think of an individual who will not look you in the eye while speaking? Your attitude toward that speaker is probably negative. On the other hand, when a speaker does look you in the eye, you are probably more willing to trust that person. Research studies have shown listeners feel speakers are more trustworthy, more credible, and more expert when they maintain good eye contact.
Increases nonverbal feedback

As you gain skill in speaking, you will become aware of the most beneficial aspect of good eye contact—your ability to study audience reaction to what you are saying. Communication is two-way. You are speaking with an audience, and it in turn is responding to what you are saying. In daily conversation, a person’s response would be verbal; in public speaking, the audience’s response is shown by the positive and negative cues it gives to the speaker. Positive cues indicating understanding or acceptance may include such behaviors as a nod of the head, a smile, relaxed posture, applause, laughter, and on rare occasions a verbal “yes” or “right on.” Negative feedback cues indicating apathy, fleeting attention, bewilderment, or disagreement may include such reactions as a facial scowl or frown, rigid or constantly shifting posture, whispering, vigorous shaking of the head, a hand gesture of dismissal, and occasionally booing or verbal heckling.
Good habits in eye contact

If you form good habit in eye contact, you will become more at ease before an audience.
Establish eye contact before you speak

At the onset of your speech—in fact, before you say a word—you should establish eye contact with your audience. Make the audience feel you are aware of its identity as persons and intend to talk to the audience on a close personal basis. People respond unfavorably to a speaker who seems unaware of their presence or who appears to regard them as just a mass of humanity. To establish the kind of personal relationship that exists in informal conversation, look at your audience for a few moments before you begin to speak; move your eyes over the audience and let them rest momentarily on a number of persons present. In this way, besides establishing contact with your audience, you will also command their attention and help them become acquainted with you.
Talk directly with your audience throughout your speech

Eye contact is important not only at the onset but throughout your speech. Throughout the time you are talking, insofar as you can, make your individual listeners feel you are talking directly to them. Of course you can’t look at all members of the audience simultaneously; you must look at one person at a time, letting your eyes move easily around the room from one person to another. However, eye contact should never become mechanical as it does when speakers sweep alternately from one side of the room to another. Don’t be reluctant to look at some of the listeners more than others; in fact, in a large audience you will be unable to look at every listener. Some listeners will respond more actively and more overtly to what you are saying. Their favorable response can be a positive reinforcement for you. Therefore, talking to these people more than you do to the others is perfectly all right. Just be sure you don’t let the speech develop into a private conversation between you and the few who are responding more favorably. You should usually deliver at least one complete thought or illustration to one part of your audience, then look at a nearby section of listeners as you state additional information. Everyone in the audience should have the feeling you are speaking directly to him or her.
Look directly into the eyes of your listener

A speaker builds rapport with listeners by communicating directly with them; this requires the speaker to maintain direct eye contact. This means looking directly into their eyes, Justas you would in a small face-to-face conversation. A common fault we often have as speakers is a failure to direct our remarks to or listeners. We will gaze over their heads, at the wall, out the window, or down at our shoes. Also some of us have mastered some of the techniques of eye contact but nothing of its real nature.  We display “pseudo eye contact”—the outward form; we look, but we do not see. Nobody in the audience is certain about where our remarks are directed; and because the listeners do not get personally involved with our message, they probably pay less attention to it. Just as your race is the most expressive part of your body, your eyes are the most expressive part of your fact. The audience should see your eyes as much as possible. Therefore, you should look direction into the eyes of your audience.
Avoid looking at distractions

Avoid looking at distractions that occur outside the speaking area unless the distraction is so great that it cannot possibly be ignored. Remember that the movement of your eyes to an object outside the speaking area serves to focus the eyes and attention of your listeners on that object. Most extraneous noises go unnoticed unless the speaker calls attention to them.
Look up from notes and visual aids as much as possible

If you are using note cards, an outline, or visual aids, look up as much as possible and scan your audience. Don’t let the note cards distract. If you need the information on the card, bring the card up at an able so you can see without obstructing the audience’s view of your face. If you are using an outline or a manuscript, have your speech well enough in mind you can look up at least as much as you look down.
Have an earnest desire to communicate

To achieve genuine audience contact, however, you must do more than merely look at your listeners; you must have, above all else, an earnest desire to communicate with them. Sometimes you may look a person directly in the eye and yet have that person think your mind is miles away. To combat this impression, concentrate intently on both your message and your listeners’ reaction. Study the reaction of your listeners as evidenced by their facial expressions and body postures. Make it evident to your audience that you are interested in each listener as an individual and are eager to have each member understand or believe the ideas you are presenting. In this way, you will establish mental, as well as sensory, contact with your audience.
Playing your face

Use facial expressions, but don’t overdo them. Use them as if you were engaged in a casual conversation. You should not smile or frown continuously but as necessary to reinforce your speech and your points of emphasis.
Movement

Among compelling stimuli, the moving one is preferred to the one of rest. The eye instinctively following moving objects and focuses on them. A speaker can often awaken a sleepy audience by simply moving from one part of the platform to another. As long as your movement is natural, easy, and purposeful, it will help you hold attention, maintain interest, and convey your thoughts more clearly.
Gestures

Gestures are another form of nonverbal communication. There is nothing magical about using your hands and arms. If you use them, make them natural. Make them add meaning to your speech. Practice meaningful gestures in front of your mirror.
Visual aids

Use visual aids to promote understanding of what you have to say. “A picture is worth a thousand words,” is an old cliché that may be an understatement. Researchers tell us that a week after we hear the presentation without visuals, we have only retained about 5 percent of the data. When visuals are added, however, our retention is about 65 percent. Even allowing for the natural exceptions to any research, most of us would admit that “show and tell” has a greater impact than “tell” alone. Examples of visual aids include objects, models, photos, maps, charts, and drawings—but use objects and models with caution. They are usually too small to be seen by the entire audience and if you pass them around, they distract. Photos or drawings are usually better. The most universally used visual aid is the handy flip chart or its electronic cousin splattered with good old Standard English. And, of course, you are yourself a visual aid!
Photos, maps, charts, and drawings can be used on flip charts, overhead view graphs, computer-generated slide shows, or 33-mm projection equipment. Make sure your visual aids project the image you want. If the photos are too large or too small, check with the base photo lab. If the drawings, sketches, or maps are not correct, contact the audiovisual section for an illustration to help you. These people are professionals who know how to prepare effective visual aids. Do this early to allow time for a quality product (every base has its own procedures and forms). Never say, “I know this is a poor visual aid, but…” you will turn the audience off; you will probably perform better if you omit the visual aid.

Quite often, the time is not available to have your visual aids professionally made. Don’t despair; in most cases you’re better off making your own. One of the quickest and cheapest ways is to use wide felt-tip markers, a ruler, and a pack of flip chart paper. This method is adequate for most small groups or desktop situations. If you are facing a larger group, consider using view graphs, grease pencils, and acetate slides, or one of the commercially produced, computer-generated presentation software packages, such as PowerPoint.

Here is a hand guide on the use of visual aids:

Don’t’ stand between your visual aid and the audience; make sure everyone can see.

Don’t “talk to” the visual aids; talk to the audience. Use a pointer, when necessary, to point out key items and always point with the arm closer to the visual.

Don’t put up a visual aid until it is pertinent to your speech. After you use it, remove it or cover it up. This doesn’t mean you shouldn’t use a visual aid as an outline. In this case, you leave it up a longer period; but, again, when it’s no longer useful, remove the visual aid.

Make sure the visual aid is clear, simple, and readable. Busy visual aids are distracting, and if they cannot be read from the rear of the room they have  no value. Check your visual aids for readability in the rear of the room before the briefing.

Know your visual aid and immediately orient your audience to it. Have it labeled, if possible, such as “
Top view of the engine intake,” “Political map of Zaire,” “Horizontal output schematic.”

If you use an overhead or 35-mm projector, ask anther person to operate the equipment for you. This person should be familiar with your speech or with an outline that indicates when to project your visual aids.

Remember, visual aids provide a form of emphasis. Don’t overdo them; when you emphasize everything, nothing receives emphasis. A good visual aid is a vehicle that makes a speech more understandable.

Check spelling and punctuation!

Don’t read all the words on a briefing chart; you’ll bore your audience.

Unless you’re a fairly skilled artist, keep the artwork simple and limit it to two or three colors (if you use color).

415. Verbal communication
The basic component of a good voice is a pleasing quality.  Vocal quality is the overall impression the voice makes upon the listener, that is, whenever the voice is considered harsh, mellow, nasal, thin, resonant, breathy, hoarse, dull, husky, or flat. Any significant change or improvement in these factors of quality generally requires a knowledge of phonetics and the behavior of speech sounds, not to mention excessive practice with a trained specialist. Obviously this course cannot be that specialized; however, by understanding a few basics, everyone can work to overcome certain weaknesses in voice quality.
Quality of voice may depend upon the physical structure of the mouth, jaws, teeth, and lips. Differences in size and shape of mouth structure make the sound of the voice distinctly different from another. Vocal quality may also vary with the emotional state. It can reveal timidity, enthusiasm, boredom, and other feelings. In this regard, a person’s “good morning” can be abut as unpleasant or as pleasing an experience as you can recall; a whisper can irritate or charm. Bossy and overanxious people or relaxed and congenial people likewise reflect these traits through their voices. Vocal quality also tells something of the physiological condition of the body or the vocal mechanism. Fatigue, sickness, or damage of some kind in the vocal apparatus can often be detected in the voice quality.

If your vocal mechanism is by nature incapable of producing pleasing tones, or if you have some chronic physical condition, you may need to compensate by working diligently to excel in the other elements of speaking, such as choice of materials. Speakers with various vocal or visual handicaps have used compensation with positive results.

With respect to emotions and bodily fatigue, the wisest course is a preventive one; to do our best to maintain emotional and physical well-being, we should provide our bodies with plenty of rest, exercise, and relaxation.

Naturally, a resonant, pleasing voice quality that reveals inner feelings of health, enthusiasm, well-being, and friendliness promotes effective communication. Warmth does much to assist us in reaching people. Moreover, the way we handle a problem vocally influences our listeners’ responses. When a person in the open form raises a highly controversial issue, other things being equal, we will secure a more favorable reaction from our listeners if your voice quality remains free of any sign of irritation, defensiveness, or hostility. We will be more effective if we talk in a voice that registers feelings of assurance, enthusiasm, helpfulness, and calmness, together with a concern for the purpose of our message.
A speech may be fully intelligible and well organized, yet be dull. Moreover, it may fail to communicate to the audience the full measure of thought and feeling the speaker wishes to convey.

How can you vary your voice to become more colorful and, at the same time, communicate your meaning more fully and precisely? How can you make important ideas stand out from those that are less significant? How can you build a climax in delivery to support a climax in thought or argument? How effectively do you use your voice to drive home your ideas or information? You have control of rate, force, pitch, and emphasis. Use your voice to create interest in your presentation. Your voice can help you in the following ways.

Rate
Most persons speak between 120 and 180 words a minute. However, a uniform rate is not maintained with clocklike regularity. In normal speech, the speed of utterance corresponds to the thought or feeling the speaker is attempting to transmit. Enthusiastic, poised individuals in complete command of their material, the speaking situation, vary rates, using this variation to convey the intensity of their convictions and the depth of their feelings. They tell us a story, lay out facts, or summarize an argument at a lively pace; but they present their main ideas and more difficult points slowly and emphatically so that their importance may be fully grasped by the listeners.
Two elements determine a speaker’s rate. These are quantity, or the length of time used in the actual utterance of a sound within a word; and pauses, or cessation of sound between words.

Quantity

Quantity is usually associated with the mood or sentiment expressed. If you were to say the opening lines of the Gettysburg Address (“Four score and seven years ago, our fathers brought forth on this continent a new nation….”) with sharp staccato quantity, the result would be absurd; such serious and dignified sentiments customarily call forth sustained tones. On the other hand, imagine listening to the following play-by-play account of a basketball game delivered in a slow drawl: “Jones passes to Schmidt…he’s dribbling down the floor…back to Jones…back again to Schmidt…over to Lee…and it’s in. Another basket for Lee.” Like the game itself, such a description needs snap and short quantity provides snap.
A good way to develop sensitivity to quantity values is to practice reading aloud selections in which some particular mood or sentiment prevails or in which there is a definite shift from one mood to another.

Pauses

Pauses punctuate thought. Just as commas, semi-colons, and periods separate written words into thought groups, so pauses of different lengths separate spoken words into meaningful units. The haphazard use of pauses when you are speaking or reading a speech from a manuscript, therefore, is as confusing to the listener as the haphazard use of punctuation in printed matter is to the silent reader.
Be sure your pauses come between thought units and not in the middle of them. Moreover, when reading a speech aloud remember written and oral punctuation differ; not every comma calls for a pause, nor does the absence of punctuation always mean that no pause is required.

Often a pause may be used for emphasis. Placed immediately after an important statement, a pause suggests to your audience. “Let this idea sink in.” A pause before the climax of a story sometimes helps to increase suspense; a dramatic pause introduced at the proper moment may express the depth of your feeling more forcefully than words.
Many speakers are afraid to pause. Fearing they will forget what they want to say or that silence will focus attention on them personally. They rush on with a stream of words or vaguely vocalize the pause with “and-er, ah.” The random and meaningless syllables not only draw attention away from the ideas being expressed, but also are extremely annoying to the listener. Remember that a pause seldom seems as long to the audience as it does to the speaker and the ability to pause for emphasis or clarity is an indication of poise and self-control. Do not be afraid to pause whenever a break in utterance will help clarify an idea or emphasize an important point. Concentrate on the thought or emotion you are trying to convey and let your voice respond accordingly. But above all, when you do stop, stop completely; do not fill in the gap with “er,” “uh,” or “um.” These intrusive vocalizations defeat entirely the purpose of a pause.
Force

The speaker has a basic responsibility to talk loudly enough to be heard easily. A certain amount of force is needed, if the speaker is to give an impression of confidence and vigor. Talking too softly generates that you are not sure of what you are saying. On the other hand, continuous shouting wears out an audience and dissipates attention. With more force, as with rate, variety should be your guiding consideration.
The force with which you speak may be varied either in degree or in form. Degree refers to the amount of force applied—a whisper or an undertone is uttered with a low degree of force; a shout with a high degree. Form, on the other hand, refers to the manner in which force is applied; whether abruptly and explosively, or with a gradual swell. The relative amount of force applied to different syllables in a word, or to different words in a phrase, is called stress. Stress, of course, also is obtained by a change of pitch or rate. But since stressing a sound usually makes it louder, we may conveniently consider stress as a third type of force variation.

Degree

Force is varied in degree primarily to gain emphasis. Either by increasing the loudness of a word or phrase or by pointedly reducing the loudness of a word or phrase, you may make that word or phrase stand out. Additionally, changing the degree of force is an effective way to reawaken lagging interest. A drowsy audience will sit up quickly if you suddenly project an important word or phrase with sharply increased energy.
Form

The manner, or form, in which force is applied generally indicates the underlying attitudes or sentiments of the speaker. If applied gradually and firmly, force suggests deep but controlled sentiment and expresses grandeur, dignity, reverence, and similar additional qualities. When force is applied firmly but more rapidly and energetically, it expresses decisiveness, vigor, and earnestness. Sudden or explosive force suggests violent or uncontrolled feeling and is associated with extreme anger, sudden fear, or other strong emotions that burst out abruptly.
Stress

To be understood, a word must be accented correctly and according to accepted standards of pronunciation. Consider the change of meaning produced by shifting the stress from syllable to the other in the word content. The rules of stress, however, are by no means inflexible when words are used in connected speech. Emphasis and contrast often require the shifting of stress for the sake of greater clarity. For example, notice what you do to the accent in the word proceed when you use it in the sentence: “I said to proceed, not to recede.” Many words change considerably in sound when they are stressed. This is especially true of short words as pronouns, articles, and prepositions. If you are speaking normally, you will say, “I gave him th’ book,” or “I gave ‘im the book.” In short, the requirements of contrast and emphasis, as well as the conventional rules of accent, influence the placing of stress in words.
Pitch

Just as singers’ voices differ, some being soprano or tenor and others contralto or bass, so do people in general vary in the normal pitch level at which they speak. Except when impersonating a character to embellish a story or an anecdote, it is best to talk in your normal pitch range; otherwise there is danger of straining your voice. Nothing improves the animation and variety of speech so much as effective pitch variation. At this point, therefore, we shall discuss not only the key, or general level of pitch, but also changes in pitch—both the abrupt changes, called steps, and the gradual changes, called slides.
Key

The general key of the voice varies considerably from person to person. Nearly everyone, however, can easily span an octave, and many people have voices flexible enough to vary more than two octaves without strain. Within this range, the key level at which you habitually speak may create a very definite impression of you as a person. Ordinarily, a pitch that is continuously too high suggests weakness, excitement, irritation, or extreme youth, while a lower key level suggests assurance, poise, and strength. For this reason your customary pitch normally should be in the lower half of your natural range.
Steps and slides

In connected speech, pitch is changed in two ways: by steps and slides. For example, suppose someone has made a statement with which you agree and you answer by saying, “You’re exactly right!” The chances are you will say it something like this: “You’re exactly ri-i-ght.” Notice that a complete break in pitch level occurs between the first and second syllables of the word exactly. This abrupt change in pitch is what we call a step. On the word right, however, a more gradual pitch inflection accompanies the production of the sound. Such a continuous change of pitch within a syllable is a slide. Both steps and slides may go upward or downward, depending on the meaning intended. Slides also may be go upward or downward, depending on the meaning intended. Slides also may be double, the pitch going up and then going down, or vice versa, as when one says, “Oooooh!” to express the meaning, “I didn’t realize that!”
In general, an upward step or slide suggests interrogation, indecision, uncertainty, doubt, or suspense, while a downward inflection suggests firmness, determination, certainty, finality, or confidence. Just the rising inflection on a question would create suspense, while a downward inflection on the last phrase would indicate the certainty with which you were presenting your answer. A double inflection, as indicated by the example above, suggests a subtitle conflict or contradiction of meaning, and is frequently used to express irony or sarcasm, or to convey innuendo. Steps and slides are primarily useful in carrying thought content rather than in expressing emotional tone or color. By mastering their use, you will be able to make your meaning clearer and more precise.
Melody patterns

In all  kinds of speech, the rhythm and swing of phrases and sentences weave themselves into a continuous pattern of changing pitch. As the thought or mood changes, this melody pattern changes also. The use of a monotonous melody pattern is just as deadly as staying in one key all of the time. Beware of seesawing back and forth in a singsong voice. Avoid also the tendency of many inexperienced speakers to end every sentence with an upward inflection.
Emphasis

Obviously, all forms of vocal variety help provide emphasis. Any change of rate, of force, or of pitch serves to make the word, phrase, or sentence in which the change occurs stand out from those which precede or follow it. Emphasis is increased by pause and contrast: a pause allows the audience to get set for or to think over an important idea; contrast makes the idea seem more important than it otherwise would.
Avoid overemphasis or your audience will lose faith in your judgment; if you attempt to emphasize everything, nothing will stand out. Be judicious. Pick out the ideas that are really important and give them the emphasis they deserve.

Articulation and pronunciation

You should consider two other points in your speaking—articulation and pronunciation; both indicate your oral command of the English language. Articulation is the art of speaking intelligibly and making the proper sounds with the lips, jaw, teeth, and tongue. Listen to yourself and make your words distinct and understandable.
Of course, you can properly articulate a word and still mispronounce the word. Unfortunately (and unfairly), many people consider word pronunciation or mispronunciation a direct reflection of your intelligence. If you are not sure of your pronunciation, consult a current dictionary.

Length

Length of presentation is crucial. Consequently, the basic foundation under all the points on how to organize and present your verbal communications is the admonition to be brief and concise. Few people tolerate a briefer or speaker who wastes the audience’s time. Have your stuff together before you speak. Know what you want to say and say it.
Dry run

We are probably the worst judges of the quality of our own speeches. Practice the speech or briefing in front of a critical listener, if possible. “Dry-run” it at the office or in the room where you will make your presentation. Does your visual aid equipment work? Is there a smooth flow? Make the speech appear natural. Know your delivery style and techniques before you practice too much. A tape recorder and full-length mirror may be helpful. Use the feedback you receive from that critical listener to your advantage. Make it work for you instead of against you. Then, each time you brief, this process should become easier.
Extemporaneous and impromptu speaking

As this lesson just emphasized, your verbal communications should appear natural; that is, you should emphasize the extemporaneous (prepared in advance, but given without notes or text) and impromptu forms of speaking. Read The Tongue and the Quill, pages 85-86, for a discussion of extemporaneous and impromptu speaking.
If you have used the basic checklist for developing your material and if you know the fundamentals outlined above, you should be able to give a credible briefing. Good luck!
416. Effective briefings

The primary purpose of the briefing is to inform concisely and factually. You may have any one of three specific purposes for the listener: (1) to understand a particular mission, operation, or concept; (2) to perform a specific procedure; or (3) to assimilate information on which to base decisions.
Every good briefing has three virtues: it’s accurate, it’s brief, and it’s clear. These are the ABCs of briefing. Accuracy and clarity characterize all good speaking, but brevity distinguishes the briefing from the other types of informative speeches. By definition, a briefing is brief. The word briefing denotes conciseness and directness. A briefing doesn’t have a prescribed time limit, but should contain no extraneous material, no matter how interesting or entertaining. In preparing to brief others, always ask yourself, “What do these people need to know?” your answer will tell you what to include in your talk.

Often several people participate in a briefing. In briefing an operational plan, for instance, one group might cover the administrative, tactical, logistical, and operational phases; another group might explain the mission. To enable the listeners to grasp all this information as a unit, each briefer must give only the essential information in as few words and as few minutes as completeness and clarity permit.

In preparing to brief others, you must analyze a mass of data, choose the really significant facts, and organize them carefully. Your explanation should be simple, precise, and factual. Jokes and anecdotes rarely have a place in a briefing. The listeners are prepared for serious talk. They want to hear the vital information on a specific subject as quickly as possible. If you are an extremely competent speaker, however, you may occasionally use humor to help you make a point or clarify a problem.

The factors controlling a military briefing are usually equivalent to those controlling a military formation. When you give a briefing, you are likely to face a captive audience. Analyze the rank and experience of the people you are to brief. Whether your audience is to be a commander and staff or some other group, try to discover how the audience likes information to be presented. You cannot always say what your listeners want to hear, but you can try to speak in a manner they will most easily understand.
Basic organizational structure of a briefing

The special requirements of briefing impose certain limitations upon the speaker. The traditional plan of organization—introduction, body, and conclusion—is adaptable to the clarity, accuracy, and brevity necessary.
Introduction

Since your listeners need and want to know about your subject, time-consuming, attention-getting devices are not needed. If, as often happens, another speaker introduces you and your subject, you need only give a quick overview of the subject and proceed immediately to the main points. If you are not introduced, you might simply say, “Good morning. I’m Captain Jones. The briefing is on….”
Body

The information for the body of your briefing requires careful consideration from the standpoint of content as well as delivery. If possible, present facts and facts only. Your data should be provable, and you should have the proof with you in case your listeners ask for it.
Because you must be brief, you will have to omit many details from your talk. This can cause you to oversimplify a complicated subject. One way to avoid oversimplification is to prepare a folder of “documentation” for your listeners to refer to after you have spoken. In your opening remarks, tell them the folder is available. You gain in several ways from letting your listeners know at the outset they will have access to complete information on your subject. Your listeners are disposed to accept the validity of your information because they know they can check your evidence. They are less included to ask needless questions or to interrupt for other reasons. They will go along with very simple visual aids because they know they can get more detailed information if needed.
If certain facts are not available and you must make an assumption identify the assumption, say that it is necessary, and continue. If your listeners wish to challenge the assumption, they can do so during the question period, at which time you should be able to explain the rationale of your assumption.
Do not interpret the information in your briefing. Present the facts and let your listeners draw the conclusions. Such phrases as “In my opinion,” “I think,” and “I take this to mean” are generally signs the briefer is going beyond the mere presentation of information and is interpreting the meaning of the information.
Emotional appeals have no place in a briefing. Your listeners will be justified in doubting your objectivity if your presentation is charged with emotion. Conversely, your delivery shouldn’t be dry and lifeless. You must present pertinent information and nothing more, you should strive for an animated and interesting delivery.

Visual aids help you to be brief. They can help you show quickly and clearly, many things you would have trouble putting into words. One glance at a map would show your listeners more about air bases in Communist China than 15 minutes of words alone. Practice the briefing with your visual aids until you can use them smoothly. They should be an integral part of your presentation. If not practiced beforehand, such simple acts as uncovering or recovering a chart can cause awkward breaks in a briefing.

Conclusion

This part of a briefing should be short but positive. Summarize your main points if you think a quick summary is necessary. Since briefings are usually followed by question periods, a good concluding sentence might be: “Ladies and gentlemen are there any questions?” if a question period is not to follow, you might simply say, “Ladies and gentlemen, that concludes this briefing.”
Types of briefings

There are probably as many forms of briefings as there are foffices in the Pentagon, but we highlight four—the briefing to inform, the briefing to persuade, the staff briefing, and the manuscript briefing. Read The Tongue and the Quill, pages 91-102, for an in-depth discussion of these four types of briefings.
Supplementary material

Supplementary material is provided in Appendix A through D that will enhance your ability to prepare and present briefings. After you review the helpful hints on briefing techniques, go to the briefing exercise and practice what you have learned. Good luck!
Self-Test Questions

After you complete these questions, you may check your answers at the end of the unit.

416. Effective briefings

1. what are the ABC’s of a briefing?

2. What is the most important ingredient in advocacy?
3-2 Writing

As a CAP senior officer, it’s important for you to write well. Writing is an essential part of supervision. And as you progress to positions of greater responsibility, the amount of writing you must do will  increase. To be effective and to do the job you want to do, your writing must be clear and understandable. Because the quality of your writing may either help or hinder productivity in the workcenter, you must express yourself so exactly that the reader has no difficulty understanding what you’re saying. For example, a confusing instruction can wreck a plane just as poorly written evaluation can damage the career of a fine subordinate. At its worst, poor writing leads to lives lost, resources damaged, and programs rejected.
You seldom write to just one person; even your most routine work is likely to be read by many people—supervisors, subordinates, coworkers, or other addresses. To many of your readers, you are what you write. When your writing is ineffective, it hurts both your credibility and your organization’s because it suggests ineffectiveness in general. On the other hand, writing well gives the reader a positive impression of both your effectiveness and the organization’s.

The Civil Air Patrol needs effective writing more than ever before. Civil Air Patrol’s complexity is growing and with it grows the need for clearer writing. This doesn’t mean you must polish every phrase to poetic perfection. However, you can, and must, master everyday writing.

417. The principles of effective writing

What is writing? It is symbolic speech. Writing is not a tinker-toy construction of subjects, predicates, question marks, and participles put together somehow. If you think of writing in that way, you’re taking the wrong approach.
Writing is simply the symbolic representation of what you say or would like to say. That is why those of you who know the language and can put words down on paper should never complain that you can’t write. Of course, you can. If you can talk, you can write. What probably bothers most people is that teachers so terrorized them with spelling, dangling participles, and punctuation that the sight of a blank sheet of paper frightens them. They can’t just put down their thoughts as they are speaking because they don’t know whether to put the question mark inside or outside the quotation marks.
If you have difficulty, the first step of good writing is not to worry about shoes things. Say what you want to say in any way it occurs to you. If you’re unsure of the hyphenation of a word or the meaning of an expression, don’t look it up just then. Go ahead and put it down on paper and keep writing. What is important at that point is to keep your train of thought on track and keep moving. You can always check the word of expression later. That, among other things, it is the purpose of editing and rewriting. However, there are some specific guidelines that once you understand and follow can help make writing easier for you.

Preparation

Preparing to write is essentially the same as preparing to speak. You have the same basic considerations: What is my subject? Who is my audience? How do I organize? How much information and clarification must I include to do the job? But, an essential difference exists between speaking and writing. An audience seldom examines your speech materials in detail, but they have your written communication available to examine at their leisure. So, you will want to prepare well.
Decide the type of writing you are doing

Much of your writing will be business correspondence (letters), instructions of various kinds, evaluations, and regulations. A lesser amount of your writing will include such items as research or scientific reports. Most likely, you’ll spend little time writing items for publication. However, if you do, then reference one of the many guides aimed specifically at writing for publication. As an example, this course is written using the Extension Course Institute’s Guide for Authors.
Clarify your purpose

At the very beginning, clarify in your own mind your purpose for writing. Probably the best way to do this is to ask yourself some questions. “Why am I writing this?” is a good one to start with. If you don’t know why you’re writing, chances are your readers won’t know either.
“Who will read this?” is another key question. Since your message is intenced for a reader, you should know who the reader is. For example, the positions held by most of your readers, their educational and professional backgrounds, and even their personal interests have a direct bearing on the way you treat your subject, the words you use, your attitude, and the amount of detail to use.
Finally, ask yourself “What reactions do I want my readers to have?” Sometimes you will just want your readers to be aware or know about something. At other times you may want them to support one of your suggestions. Whatever the desired reaction, you must determine it at the beginning.

When you have answered these three questions, you are ready to move on to the next step of preparation.

Find and limit your subject

After determining your reason for writing, develop a clear statement of exactly what you want. Then to help stay on track, keep referring back to the statement. Most topics you will deal with the CAP are broad, but when you start to write, you usually intend to cover only a small part. For example, salting is part of the broad subject of military customs and courtesy. If your purpose is to tell the reader about saluting, recognize this fact as you organize your ideas and concentrate on one phase of the subject.
Common elements of writing

Since the sole purpose of writing is to get a message across to the reader, why is some material not readable? Much of the difficulty lies in lack of thought, poor organization, poorly developed ideas, poor sentence structure, and long or unfamiliar words. Whatever your form of writing, you must guard against these barriers to communication and apply certain common elements of writing. These common elements can be grouped loosely under the headings of organizing, developing, editing, and proofreading.
Organizing

Good writers organize their ideas before beginning work on a first draft. If you want to write clearly, you must think clearly. Here are some tips to help you: list specific ideas, group ideas, pick a pattern, and outline.
List specific ideas

The first action you should take is to write down the ideas that have been popping in and out of your head. Don’t worry about their order; just put them down as they come to you so you don’t lose an idea.
When you have assembled all your ideas, check them against your limited subject. Are these the ideas you need? You may notice that some ideas don’t fit—if so, get rid of them. If you’re not sure, hang onto them until later. As you do this you might think of others that you need. When you think your list is complete, you’re ready to go to the next step.

Group ideas

Your random list of specific ideas can probably be grouped under two or three broader ideas. This will help the reader relate the ideas to each other and to the subject as a whole. It will also help you to see the ideas in better perspective. Check your ideas against your purpose and your limited subject again. Make sure every point in your paper or letter furthers your purpose. In other words, maintain internal consistency or unity in your writing. For example, if you’re writing a letter to someone, and your purpose is to tell them you can’t support his or her request, the temptations to tell him or her of all the trouble you’ve had with higher headquarters and how the civilian contractors keep failing to meet deadlines. You may get so wrapped up in your personal complaints that you utterly neglect to answer the request. To maintain unity, keep your purpose clear in mind, state it early, and make sure that each of your points directly pertains to the subject and is needed.
If there are any gaps in your planning, they will show up when you begin growing your ideas under main ideas. If you have covered to broad an area, this fact will also show up. Before you proceed, make sure you have all the ideas you’ll need to get your point across to the reader.

Pick a pattern

Take another look at your reader. Remember, you have a message to get across. you’ll do best if you present your ideas so they are easy for your reader to read and understand.
Chose a pattern that makes sense for your subject and that, if possible, will appeal to your readers. There are many possible patterns to be used in presenting your ideas. If you’re presenting the good and bad aspects of a situation, you might try the pro/con pattern. Much of the time you’ll probably use a topical pattern. See the previous discussion, in the “formal speaking” section, on patterns available. Better yet, examine any good test on writing or speech fur a more detailed look at the various organizational patterns.

Now you know what you’re going to say and how you’re going to say it, and have only one thing to do—prepare an outline.

Outline

Once you’ve assembled your research, you can begin the task of writing. As you proceeded through the organizing process, you should have done considerable thinking. Therefore, your next step is to collect this thinking and put it down on paper in outline form.
A good outline will help you in several ways. It will help you concentrate on the point at a time. You will not have to stop and think whether you should now consider a particular idea; ;you will know. It will help keep you on course. Many writers spend too much time in rereading their papers after they find themselves off the subject. You can avoid this wasted effort by organizing your ideas at the outset. Finally, an outline will allow you to write in spite of interruptions. Often, as you write, you will be called away for one reason or another. When you come back to your writing, the outline will help make it much easier for you to pick up where you left off.
At first glance, outlining appears to be a very time-consuming system. But, as you get used to this process, you will find this process doesn’t take too much time. You’ll also find the time you spend in organizing will shorten the time you spend in writing the first draft. As you write, the words will flow onto the paper more easily because you’ve already thought them through. Outlining alone will pay back most of your time.

Developing

Once you have organized, you know what you’re going to say and how you’re going to say it. Your outline is complete, so you can start writing your first draft. Do your writing systematically, but not with the care you’ll give your final copy. Many writers find it easier to begin with the body of a report, rather than with the introduction.
Write from your outline

Every main point in your outline calls for at least a paragraph. You want to express this main point, or idea, so your reader understands what you mean. You want to express it clearly and empathically so the reader can see how it relates to your overall purpose in writing.
State your purpose clearly

If you’re writing a letter, stating your purpose cleasrly shouldn’t be a big problem. Either you want something, you’re replying to something, you’re thanking someone, or you’re performing some task equally clear cut. You ought to be able to sharpen your purpose to the extent that you could literally throw away the rest of our writing and still manage to get your point across. “Thank you for the invitation; I regret I will be unable to attend your meeting” may seem too blunt and straightforward for an opening line. If you think so, begin to revise your thinking. Strive to be blunt (but not rude) and straightforward, both with yourself and with your readers. You’ll appreciate the results because you’ll be better able to state precisely and concisely what you need—and you’ll save your reader’s time. You should begin your letter with the bad news, and then explain why, rather than “soft-soap” your way through four long, sympathetic paragraphs, only to end with bad news. Learn to be polite (please and thank you) and direct in your correspondence. Save yourself and your reader time and energy.
Speak when you write

To get away from the outdated formal style, make your writing more like speaking. This doesn’t mean you should copy every quirk of speech down to grunts and ramblings. And, everyone knows a few people who speak no better than they write. Still, the basic principle holds: because people “hear” writing, the most readable writing sounds like a person talking to a person. Begin by imagining your reader is in front of you, and then use the following tips from the USAF Academy’s Executive Writing Course—to make you writing more spoken.
1. Respect plain words, the words you speak with. Go out of your way to use short words instead of long ones. Avoid using words your readers are not likely to understand. You won’t impress them by throwing your vocabulary at them. Don’t add to word inflation, which means don’t write letters like those in your “IN” basket.

Instead of this: Request compliance with recently established policy by forwarding an additional copy of the report to PDA and retaining the original.

Try this: Please follow the new policy by sending another copy of the report to PDA and keeping the original.
2. Write the personal pronouns.  Use we, us, and our when speaking “FOR THE COMMANDER.” Use I, me, and my when speaking for yourself. Either way, be generous with you.

Avoiding these natural references to people is false modesty. Besides, the alternatives to personal pronouns are awkward.

Instead of this: This office will be notified upon completion of the course.

Try this: Notify us when you complete the course.

3. Use contractions. Write with the contractions you speak with, like, I’m, we’re, you’d, they’ve, can’t, don’t, and let’s. If contractions come easily, you’ve mastered spoken writing. If contractions seem out of place, don’t remove them; deflate the rest of what you say. (Don’t overlook the advantages of negative contractions for instructions: they soften commands and keep readers from skipping over “not.” For example, in the previous sentence “don’t overlook” is clearer and softer than “do not overlook.)
Instead of this: It is incumbent upon personnel at all echelons to conserve energy.

Try this: It’s everyone’s job to save energy.

Or this: Don’t waste energy.

4. Ask questions. Reach out to your reader by asking questions; a request gains emphasis when it ends with a question. In a long report, a question can be a welcome change. In the following example you can see that a question can be more personable and direct than a statement. 

Instead of this: Request this office be advised whether the conference is still scheduled for 29 February.

Try this: Is the conference still scheduled for 29 February?

5. Prefer short, spoken transitions over long, bookish ones. When transitioning from one idea to another you should use simple words like but instead of however, also instead of in addition, and still instead of nevertheless. You should use formal transitions only to add variety. It’s also acceptable to start sentences with words like, but, so, yet, or.
Instead of this: We don’t have any surplus file cabinets now; however, we expect some by June. Therefore, please check with us later.

Try this: We don’t have any surplus file cabinets now, but we expect some by June. So please check with us later.

6. Use prepositions. A preposition is a word you can a sentence with. Don’t rework a sentence just to shift a preposition from the end. You’ll only lengthen, tangle, and stiffen the sentence. These words are common prepositions: after, at, by, from, of, to, up, with.
Instead of this: Here’s the report for which you asked. Does it include the figures to which you referred?

Try this: Here’s the report you asked for. Does it include the figures you referred to?

7. Keep sentences short, about 20 words on the average. Use some longer and shorter sentences for variety. Shortness won’t guarantee clarity, but they will prevent much of the confusion associated with too long ones. Try the EYE TEST: average about two typed lines per sentence. Or try the EAR TEST: read your writing aloud and break apart any sentence you can’t finish in one breath.
Be direct

What exactly is meant by being “direct”? Well, look at it this way. If you want some cooperation from Bob’s company, and Bob’s office is nearby, your best approach is to see him personally. Once there, you ask directly for what you want (“Bob, can your unit support us by furnishing 14 trash trucks for the Christmas ball?), and you usually get a direct answer (“No, but we could let you have eight.”). If Bob’s outfit is a little less accessible, but still reasonably close-by, you telephone Bob and remain reasonably direct in your approach. But, if Bob is further away or if you must go through “higher headquarters” (you see, therein lies the problem: “higher headquarters” translates as “people,” but people forget that), then you write a letter, and suddenly your direct approach becomes indirect. Indeed, you may write four pages of lofty, but unneeded, information about your Christmas ball before you reach your request. Sometimes the needless details cloud the purpose entirely. Tell your readers what they need to know—no more, no less. In the words of General David C. Jones, former Air Force Chief of Staff, “Be selective. Be concise. Don’t tell someone what you know. Tell them what they need to know, what it means, and why it matters.”
Using the direct approach and spoken language is as important for instructions as it is for letters. When you write instructions, whether they are directions to your home, for a party, or a detailed handbook for working on a CAP aircraft, let your reader’s need drive your writing. Your purpose must be to help your reader get job done as simply as possible; none of your reader’s energy should be wasted in deciphering your instructions. Consider the following example:
Some years ago a TAC wing commander learned the importance of approaching instructions the simple way, but he learned it the hard way. Under the guise of wishing for his people to “better their vocabularies,” he kept the technical manual on the F-15 worded in the old style passive voice and plenty of three-dollar words. One of his young airmen had trouble understanding the instructions in the manual; he was alone and had to remove the canopy from and F-15 to perform needed maintenance. Desperate, he climbed into the cockpit, hoping to find better instructions there. He did; unfortunately, the instructions were for jettisoning gthe canopy, which he did. Repairing an expensive aircraft and a hanger roof were costs that could have been avoided, simply by writing better instructions.
Approach your instruction-writing problem this way: break the instructions down into consecutive steps, and begin each step with an active verb. For instance, look at this paragraph of instructions:

Punch heads will first be wrapped in a bubble pack and polyethylene sheet, then immobilized in a single-wall fiberboard container utilizing cells and pads for blocking and bracing. The interior container will b e enclosed in a sealed bag, using MIL-B-131 Grade A material. Uncompressed bound fiber material PPP-1120 (rubberized hair type 111, 4 inches on all sides) will be used as cushioning media within a final fiberboard container. The exterior of the outer box should be marked “DELICATE INSTRUMENT—HANDLE CAREFULLY.”

And see how much easier the instructions are to follow if you write them this way: to prepare punch heads for mailing, follow these steps:

Wrap the punch heads in a bubble pack and polyethylene sheet.

Enclose the interior container in a sealed bag.

Place the punch heads in a single-wall fiberboard container, using cells and pads to block and brace them tightly.

Use MIL-B-131 Grade A material.
Place the container inside the final fiberboard container, and cushion it thoroughly with uncompressed bound fiber material PPP-C-1120 (rubberized hair, type III, 4 inches on all sides.)

Mark the exterior of the box “DELICATE INSTRUMENT—HANDLE CAREFULLY.”

Use paragraphs to show the development of your ideas

You could express your ideas fully without paragraphing, but chances are your reader would have a hard time following you.
Because of this, good paragraphing calls for considerable skill. Sometimes the material breaks naturally, and you have no problem. But many other times you, the writer, must decide where the paragraph breaks should come. You will make these decisions more easily if you remember a good paragraph has three essential elements:

1. Main idea. The point you want to make is your main idea. In the paragraph it’s called the topic sentence. Since it expresses the main idea, it’s the most important single sentence in the paragraph. For this reason, you should be particularly careful about where you place it.

For most military writing, the beginning of the paragraph is the best place to state your main idea. It’s the easiest sentence to locate; it’s in the most emphatic position; and it’s the part of the paragraph where the reader’s interest is at its peak.

You may also state your idea at the end of the paragraph. This position is effective if the paragraph is long and you are afraid the reader may forget the idea. However, there are some serious disadvantages to this position. It’s difficult to locate, particularly if your reader is in the habit of scanning. Also, the end is not an emphatic position, and even if your reader doesn’t skip a word, your idea may be missed. You will find it a good rule to state your main idea at the end of the paragraph only when you have to. But don’t make it your only writing style.

To reiterate, the best position for the main idea is at the beginning of the paragraph. However, there may be occasions when it’s more effective elsewhere.

2. Support. Ordinarily you will find it difficult to reduce your main idea to one sentence. You have to clarify, amplify, reinforce, or emphasize your main idea if you want to be sure your readers understand what you’re saying to them. To put it simply, you must support your main idea.

The most important thing to consider in selecting material for support is its appeal for the reader. Since you’re using support to help get your idea across, try to find support that means something to your reader.

There are many ways to support ideas. You can use a story, an illustration, or an extended example. Sometimes you can use the analogy effectively. Statistics are helpful in placing emphasis, but they should not be used to the point where they lose their effectiveness.

Probably the support most frequently used in military writing is reason. Suppose your statement of the main idea makes the reader wonder, “Why?” or ask, “What caused this?” In that case, you must answer the reader’s question; you must give the reason.
Remember, you use support to clarify, amplify, reinforce, or emphasize your statement of the main idea. At all times try to select support that will help get your point across to your reader.

3. Transition. Ensuring your writing has coherence is a critical point. Ensuring coherence simply means that you must make an orderly and logical relationship among all the parts of your writing, and that relationship must further extend from the parts to the overall purpose. Your reader should be able to follow your train of thought easily. You must, in other words, keep your paper tied together and flowing smoothly.

You can give a coherence to your writing through good transitions. Think of transitions as “verbal nails” that hold your carefully prepared and well-built structure together. Just as you must nail individual structural pieces together to make a whole, so must you tie your carefully constructed arguments (or points) together to make a complete, sensible paper. And don’t forget to maintain internal coherence in your paragraphs by sticking with one idea (unity) and referring back to that idea throughout your paragraph.

Some of the devices you can use to achieve coherence are repetition of key words, use of pronouns, use of single-transitional words to connect paragraphs, and referring to events in preceding paragraphs. Other devices include keeping a common subject running through several paragraphs, repeating a significant idea either within a paragraph or among several paragraphs, and restating the thesis. Probably the best transitional device is good organization. The 8ltimate in good writing is to have such good ideas, and have them so well organized that the reader can follow them easily with no outside help.
Editing

Once you’ve developed your first draft, your real writing work begins. You must now edit your work. Please don’t fall into the trap of suggesting you don’t have time to edit your own work. The alternative is for those who receive your work to edit it, and that may not only take longer with worse results, but it may create a bad impression of you. So, roll up your sleeves and get to it.
Be a critic

The first step in getting ready to revise and edit is to shift from the role of writer to the role of critic. Detach yourself emotionally and mentally from the material and look at it through “cold eyes.” Let the draft sit for a few hours or a few days if possible before editing.
When you start to edit, plan to review the draft at least three times and don’t hesitate to rewrite and revise when you feel editing is necessary. First, edit your work in terms of content. Again, with your purpose clearly in mind, check to see that you’ve covered all the areas you need. Decide whether your research is adequate, even for letters. Will your letter not only do the job, but also convince your reader the job is done? Next, check the draft for the arrangement and flow of ideas; for example, are your points in a logical order that makes sense? Finally, edit your work for readability and mechanics. Make sure your writing is in spoken quality, that it says what it needs to say directly and simply, and that you’ve been polite but firm in your responses, recommendations, or conclusions.
Proofreading

Proofreading is tedious and difficult, but absolutely essential to your writing efforts. It’s tedious because you’re tired of reading what you’ve written, difficult because you must concentrate completely, and absolutely essential because it can color all your efforts. Suppose, for example, you receive a one-page letter from someone in another squadron. In the letter you find four “simple” proofreading errors (or “typos,” as proofreaders like to call them). Can you ignore those errors and concentrate on the contents of the report? Perhaps, but you’ll be influenced by those careless errors also. Don’t give your readers a bad impression immediately. Force them to form impressions based on the well-presented points or arguments in your letter or paper.
How does one proofread properly? Your best move is to have trusted colleagues proofread your material, and perhaps you can reciprocate by proofreading theirs. Why trusted? Because the proofreaders must concentrate, and they must read every word. One good way is to read fairly rapidly through the letter or report, noting obvious errors and making certain sentences are complete and sensible. (How many times has a typist, in a hurry to meet your deadline, left out an entire sentence in a final copy?) Then the proofreader must read the report again, much more carefully making certain every word is spelled and typed correctly. If your report must contain absolutely no errors, then proofread it from finish to beginning. When you read it backwards, you find you are forced to examine each word.

Never expect your typist to proofread your final copy, and don’t blame your typist for any errors. Remember, you are the writer, and you bear ultimate responsibility for what your writing says or fails to say, and for what it looks like.

418. Writing formats and publications

In the Civil Air Patrol, like the Air Force, there is a prescribed format for almost everything you write. Too many times individuals depend on secretaries or administrative personnel to ensure the format is right. But if your name is on the signature line, you are the one responsible. Therefore, you need to be able to use the proper format and to know what references are available to help you.
Now that you understand the principles of effective writing, how can you apply that information in day-to-day correspondence? As work center supervisors, you’ll probably write more letters and messages than anything else. So in this section, we will briefly discuss Air Force letter and message formats. For the more-in-depth coverage of the formats, consult AFMAN 37-126, Preparing Official Communications, or AFI33-113, Telecommunications Centers and Data Processing Centers Management.
Official letter

The official Air Force letter is a simple and efficient way to communicate. The captions show the address for whom it is intended, its origin, and the subject. You may correct minor typographic al errors, word omissions, or other minor errors through neat and legible pen-and-ink changes. Retype correspondence only when the correction or purpose of the letter justifies the time and expense.
Although all individuals have their won way of writing, you should try to write your letters in an active, direct, and informal style. This will make them much clearer and easier to read. Also you should try to achieve four other characteristics of well-written letters:

1. shortness

2. simplicity

3. strength

4. sincerity

Although these characteristics include some of the points already mentioned, they are important enough to be restated.

Shortness

You can’t measure a well-written letter by the number of lines or pages. Although one page is sufficient for most letters, you should use as much space (or as many pages) as you need to get your point across. Avoid being wordy and including needless information. If the words or information add nothing to the reader’s understanding or the clarity of the sentence, get rid of them. If you have lengthy details or background information the reader needs to know, try to include them as attachments.
Simplicity

No matter how large your vocabulary, most people use short words in everyday speech. If individuals don’t, if they load their talk with big words, people might say they are stuffy and showy. Well, people say the same thing about a letter loaded with big words. You should try to make your letters more “talkable” by using simple, everyday words. Just as simple words make your letters easier to read, so do simple sentences and paragraphs. Try to keep sentences and paragraphs short, clear, and to the point. Don’t cloud your message with stilted phrases or just plain gobbledygook.
Strength

Well-written letters don’t “beat around the bush”; they get to the point. Tell the reader what you want in the first paragraph and be done with it. Then if it is necessary to give an explanation, you can go ahead and do so. And, don’t hedge. Expressions such as normally, sometimes, or apparently, may give the reader the impression you don’t know what you are talking about.
Sincerity

Sincerity involves treating people as humans. All too often writers tend to talk to their readers as if they are inanimate objects. They may refer to them as personnel, applicants, or service members. The writer may also refer to himself or herself in an impersonal way by using phrases such as this office or this headquarters. By doing so the writer takes both the reader and himself or herself out of the picture, thus making it difficult for the letter to sound sincere. To put sincerity into your letters, use personal pronouns like you, he, she, we, I, and our. If you know the proper names of the people you are writing about, use the. Also, use words that stand for human beings such as child, wife, father, son, and mother. As you can see, writing an effective official letter is no easy task. It takes planning, practice, and effort on your part to master the letter-writing skills.
Personal letter

The personal letter is actually an official letter that is written and prepared in a personal style. You should write a personal letter to correspond on matters requiring warmth and sincerity. The most common reasons for sending personal letters are to express condolences, to inform of a serious illness, or to send semi-official congratulatory or welcoming letters. You can also use this type of letter to work personal problems that are best handled informally, or to respond to another personal letter.
When you decide it’s best to write a personal letter, try to follow the same guidelines as those for the official letter. The major difference between the official and personal letter is the format. You should prepare the personal letter on letterhead stationary without captions at the top and without a slogan on the bottom. It should include a salutation (normally it is “Dear Xxxxxxxxx,”) and a complimentary close (usually “Sincerely”). Also, never number the paragraphs as you do for an official letter.
You may be tasked to prepare a personal letter for someone else’s signature. The key element is empathy—can you put yourself in the other person’s place? If you don’t know th sender very well (or the receiver for that matter), ask around. Who knows the people involved? Are they stiff and formal? Candid and relaxed? Each case is unique, ubt your line of questioning in this aspect can help you analyze the writer as well as the reader, and determine the approach to use. Reference The Tongue and Quill, page 111, for more information about the personal letter.
Message

Although you probably conduct most of your day-to-day business by either telephone or mail, in some instances neither of these means suites your needs. Perhaps another organization needs written authorization to process an urgent action. Whatever tee reason, the Air Force message provides you with a quickand secure means of conducting urgent official business. It’s the military version of a commercial telegram and must be used effectively and efficiently. Reference The Tongue and Quill, page 149, for more information about the Air Force message format.
Write as if you had to pay for every word, because your message will have a direct effect on the volume of traffic flowing through the communication network. Your message, like a briefing, must be accurate, brief, and clear.

DD Form 173, Joint Message Form, makes it simple and convenient for you to send a message. Check AFI 33-113 and your local base communications center for more detailed instructions on preparing and processing the message for transmission. Here are some suggestions show that should help you achieve a quality message.

Although a message follows the ABCs of accuracy, brevity, and clarity, never sacrifice clarity and accuracy for brevity. In trying to be brief, there is always the danger that your writing won’t be clear.
Ask yourself, “How much does my reader know about this subject?” you can often determine the content and length of a message if you know whether the addressee is familiar with the subject matter. Don’t assume the addressee will understand what your message is about. Try to think of information or knowledge the addressee has which could affect the way he or she interprets your message. After all, you don’t want the addressee to misunderstand your point. If your subject is lengthy, confine your message to only those aspects of the subject the addressee needs immediately. Then send a follow-up letter to give additional information.
Use short simple sentences

Every sentence should have a key thought. Analyze each sentence you write and make it necessary. Review each sentence separately and then all sentences collectively. Every word and phrase should work towards getting your key thought across. If you can think of one word that could replace several words, yet still convey the same meaning, use it. Remember also, you can reduce the length of the text by using abbreviations as often as possible.
Delete each word that doesn’t affect accuracy, clarity, or completeness of the thought you wish to convey. You can often omit articles, conjunctions, adjectives, and adverbs without affecting clarity. Keep only those words you absolutely need.

Here is an example of what the above suggestions can do for you:

Instead of this: The results obtained from the torsional test indicated that 2 months aging of the rubber had no effect on its elasticity properties.

Write this: The torsion test showed 2 months aging of rubber had no effect on elasticity.

Once you finish writing your message, review it, and ask yourself the following questions: Is my message clear and accurate? Have I made it as brief as possible? Have I prepared it according to the instructions in AFI 33-113? If you can answer yes to all of these questions, your message is ready to go.
Useful publications

Much of the writing you do can be made easier and the end product greatly improved if you will take the time to use the publications that are available in almost any office. The following are some of these publications and their more common uses.
Dictionary

First, a current dictionary is indispensable. Samuel I Hayakawa (a noted linguist, educator, and legislator) said, “The writer of a dictionary is a historian, not a lawgiver.” Contrary to what many people think, a dictionary is not a supreme authority that can be quoted to settle all arguments about words. Rather, it’s a record—necessarily incomplete—of the ways in which language is actually used.
A good dictionary, though not a lawgiver, is an indispensable reference tool for every writer. Dictionaries answer questions about the meanings, spellings, origins, and pronunciations of words. They also give a good deal of information about the forms of words (plurals, past tenses) and idiomatic constructions (what preposition, for example, is commonly used with a particular noun or verb). One of the most valuable habits a writer can acquire is checking a dictionary for the meaning and spelling of words.

Dictionaries differ in size and purpose, but certain criteria apply in evaluating any dictionary for general use. First of all, it should be up-to-date. New words and expressions are continually coming into the language (acrylic, ambiance, apartheid, brainstorming, psychedelic) AND old words are always being used in new senses (a crash program). Even spelling and pronunciation can change with time (catalog, catalogue). In addition, most dictionaries are somewhat encyclopedic, including information about prominent people and places. There are always new names to be added and new facts to be recorded.
In an effort to keep entries up-to-date, limited changes are made to most dictionaries every year or so. Check the copyright dates before you buy a dictionary to find out when it was last revised. You might also want to lookup some words that have recently come into use to see if they are included.

The most complete descriptions of contemporary English are to be found in the various unabridged dictionaries. Thought not practical for desk use, these large dictionaries are invaluable for reference, and at least one of them is available in every library.

For everyday use, the most practical dictionary to own is one of the shorter “college” dictionaries. The dictionary issued through the normal supply channels is an excellent reference.

Dictionaries differ not only in the information they include but in the way they present it. The best dictionary in the world will be of little value to you unless you know how to read and interpret the wealth of information it provides. Before using a new dictionary, read the front matter carefully. It will explain the organization of entries, the method of indicating pronunciation, the use of restrictive labels, and the meaning of abbreviations and symbols used in the definitions and etymologies. Then look carefully at a page of entries to see how words and phrases are handled. Test your understanding of the pronunciation guide by using it to pronounce some familiar words. Look through the table of contents to see what sections of information your dictionary provides in addition to the main alphabetical listing of words. You may find  a short grammar of the English language, a discussion of punctuation, a table of signs and symbols, a list of colleges and universities in the United States, and a guide to the preparation of manuscript copy. A little time spent in learning to use your dictionary can make it immensely useful to you.
Develop the habit of using your dictionary to check the spelling in your papers. If you are unable to find a word because you are uncertain of one of the beginning letters, try to think of other possible spellings for the same sound. (Is it gibe or jibe?) Remember dictionaries give the spelling not only of thee base form of a word but also of distinctive forms—the principal parts of verbs, the plurals of nouns, the comparative and superlative forms of adjectives and adverbs—that are in any way irregular.

Your dictionary may give two spellings for a word when usage is divided (hemoglobin—haemoglobin; although—altho). Use the spelling that the editors have indicated is the more commun one. (The method of listing variants will be explained in the front matter.) Avoid spellings labeled British (such as colour, gaol) in favor of the usual American spelling.

Dictionaries divide words into units (usually corresponding to spoken syllables) by means of small dots or spaces: de.mar.ca.tion, de light ful. This device will enable you to see each part of the word clearly and to notice if you have omitted or transposed any letters. In writing, divide a word at the end of a line only where your dictionary shows a division. The word reorganization, for example, might be divided at the end of a line in any one of the five places: re or gan I za tion. Not all dictionaries divide every word in exactly the same way; but by following the practice of any good dictionary, you will avoid such careless blunders ad dividing bedraggled into bed- and raggled.
Dictionaries are perhaps most important for what they say about the meanings of words. To a reader, a dictionary is useful for finding the meanings not only of unfamiliar words butr also of familiar words used in new senses. To writers, dictionary definitions are most useful for checking the meaning of words they’re not quite certain about—words, perhaps, such as ubiquitous or officious. Do these words really mean what the writers thought the words meant when they were included in the first draft? In revising, they should check their dictionaries to make sure.

In using dictionary definitions, you should keep two general principles in mind:

1. A dictionary doesn’t require or forbid a particular meaning or use of a word; it merely records the most common ways in which a word has actually been used. Therefore, you must exercise judgment in deciding whether a particular word will be appropriate in a particular context.

2. a dictionary definition is for the most part a record of the denotation of a word. At best, it can only suggest the connotation, which varies with context and with use. In general, don’t use a word until you have heard it or read it and know at least some of its connotations.

Some words (or particular meaning s for some words) are labeled in a dictionary as dialectal, obsolete, archaic, foreign, colloquial, slang, British, United States, or are identified with some particular activity or field—medicine, law, astronomy, music, sports, manufacturing, electricity. Words unlabeled in a dictionary are considered part of the general vocabulary. Usage labels can serve s rough guides, but writers should bring their own observation to bear on individual words. Certainly they would ordinarily avoid words marked obsolete or archaic, but many words that carry no label (albeit, perforce) may be equally out of place in general writing.
Most dictionaries list words of similar meaning (synonyms) with the basic or most comprehensive word of a group and explain how these various related words differ slightly in meaning, especially in connotation. For example, compare the meaning of advance with the meaning of such related words as promote, forward, further, and proceed. One of the dictionaries refers the reader to a synonym study that relates the meaning of advance to that of progress. Sometimes the entry for a word will also list an antonym, a word of opposite meaning, as cowardly would be an antonym for courageous.
Thesaurus

A thesaurus is a 2idely used book of synonyms. It does not give definitions. Many writers find that it words well to remind them of words they know, but perhaps don’t use regularly and thus can’t readily remember. Be careful, though, to use a word in the proper context. Synonyms have subtle shades of meaning, called nuances, which can trap the unwary; for example, perfume has a scent while a dollar cigar has an aroma and gas has an odor. Subtle differences, but critical to the writer.
Civil Air Patrol and Air Force publications

But what about writing as it’s done in the Air Force? Yes, there are significant differences. Air Force correspondence is prepared following guidelines in AFMAN 37-126, Preparing Official Communications. Such things as letters, endorsements, and staff studies follow specific formats; therefore, this publication is essential for the military writer.
Another valuable reference that will help you with formats, and writing in general, is Air Force Handbook 37-137, The Tongue and Quill, included with this course. It not only shows the format of many common types of Air Force correspondence, but it also gives some good, easy-to-understand guidance about how to actually write them. It also has a brief but helpful section on the mechanics of writing (punctuation, capitalization, etc.).
Summary

As a work center supervisor, your writing is important. You are or will be required to write such things as performance reports, counseling letters, nominations for decorations, letters to other agencies, and interoffice memos. Your writing may affect subordinates’ careers either positively or negatively, and since your effectiveness is often judged by the way you write, your writing may also affect other’s perception of you.
Is your writing as effective as it could be? Is it simple, direct, and easy to understand? Are you saying what you intended to say? You can improve your writing skills and become a better writer if you are willing to devote time to learning common writing elements, practicing the fundamentals of writing, and becoming familiar with various publications.

Self-Test Questions

After you complete these questions, you may check your answers at the end of the unit.

417. The principles of effective writing
1. What are four steps in organizing to write?

2. True or False. The best time to edit is as soon as you’be completed the first draft while the information is fresh in your mind.

418. Writing formats and publications

1. What are the four characteristics of a well-written letter?

2. True of False. The writer of a dictionary is a historian.

Answers to Self-Test Questions

414. 

1. Fear of failing, undervaluation of one’s ability, lack of preparation.
2. Commands attention, enhances speaker’s credibility, increases nonverbal feedback.

415

1. Quantity of pauses.

2. Prepared in advance but given without notes or text.

416
1. Accurate, brief, and clear.

2. Inform, persuade, staff, manuscript.

417

1. List specific ides, group ideas, pick a pattern, and outline.

2. False.

418 

1. Shortness, simplicity, strength, and sincerity.

2. True.

Do the Unit Review Exercises (URE) before going to the next unit.
Unit Review Exercises

Note to Student: Consider all choices carefully, select the best answer to each question, and circle the corresponding letter.

29. (414) Describe physical symptoms of stage fright.


a. Confusion, seeing the audience as a blur, and extreme hunger.


b. Blood shot eyes, inability to concentrate, and loss of voice.


c. Increased heart beat, irregular breathing, and dry mouth.


d. Panic.

30. (414) List two benefits of controlled movements.


a. Help occupy time allotted for presentation.


b. Increase confidence and add meaning to what is said.


c. Help in preparing the presentation and look impressive.


d. Require no preparation.

31. (415) Why is it important to dry run your speech?


a. It’s an opportunity to address the audience before giving the presentation.


b. Helps manage your time effectively prior to presentation.


c. To satisfy your supervisor.


d. Provides an opportunity to practice the presentation in front of a critical listener.

32. (416) What is the plan of organization for briefing?

a. Presentation, critique, and conclusion.


b. Rehearsal, presentation, and critique.


c. Introduction, body, and conclusion.


d. Introduction, body, and summary.

33. (416) How can you avoid oversimplification in your briefing?


a. Prepare documentation for your listeners to refer to after you have spoken.


b. Use three syllable words or less during your presentation.


c. Survey listeners to ensure the presentation is not oversimplified.


d. Use good eye contact to interpret your listener’s level of understanding.

34. (417) The four steps in organizing to write are list specific ideas, group ides, pick a pattern, and


a. edit the ideas.


b. develop an outline.


c. define the subject.


d. collect feedback.

35 (417) What are the three essential elements of a good paragraph?


a. Introduction, topic sentence, and conclusion.


b. Main idea, support for main idea, and transition.


c. Topic sentence, main idea, and conclusion.


d. Introduction, body, conclusion.

36. (418) Four characteristics of well-written letters are shortness, simplicity, strength, and


a. sequential.


b. sensible.


c. self-supporting.


d. sincerity.

Unit 4. Civil Air Patrol Information Age

4-1 Modern Information Systems

Vice President Albert Gore, Jr., is the nation’s leading advocate of information and technology. He believes strongly that staying on the leading edge of the information wave is the path to excellence. In an interview published in Government and Commerce magazine, he said:
In the next decade it will be possible for an elementary school student to come home after class and instead of playing Nintendo, plug into the Library of Congress and explore an entire universe of information along a road map defined by the child’s curiosity—with the information appearing not only in the form of words but in the form of vivid, moving colored pictures precisely keyed to the subjects and questions of most interest to that student.
Civil Air Patrol’s commanders and senior officers of the future must also be advocates of information technology. Ignoring the tremendous advances in information technology occurring today will leave you and your organization far behind the rest of the pack. During this period of austere budgets, spending money wisely and avoiding waste is critical; but don’t be fooled into thinking about buying into the new information wave in terms of money. Think of the new information technology as a potential force multiplier and capability enhancer. Even a moderately paced program of upgrades for a squadron or agency is the wrong approach. Things are moving so quickly that only the most aggressive upgrade programs will keep you and your people on the leading edge. Place yourself in the position of being able to react at least as fast as everyone else by providing your organization the resources it needs today.
419. Internet

In the 1960s, the US Advanced Research Projects Agency (ARPA) wanted to see if it was possible to connect, through a network of computers, different companies possessing different operating systems that were too far apart to connect with electrical wires. The purpose was to connect scientists around the world and to research how to use networks of computers. ARPA was particularly interested in how to use one network with a remote log-in access for myriad activities that included exchanging files and sharing resources—such as printer—but not electronic mail (e-mail). Electronic mail was not even thought of at the time.
Birth of the Internet

In 1969 software was developed for the new network. This new software allowed the Stanford Research Institute, the University of California at Santa Barbara, and the University of Utah to successfully exchange packets with each other. Thus, the ARPA network (ARPANET), the father of Internet, was born. ARPANET grew slowly at first and then began to expand rapidly. For over a decade, it grew by an average of one new computer network hookup every 20 days.
Internetworking

An outgrowth of ARPANET was the concept of internetworking—connecting individual networks and creating a network of networks. Within the network industry, the technical term for connecting networks is internetworking, and the term for a network of networks is internetwork or Internet. This new internetwork was dubbed the Internet and is often referred to as the “Net.”
The Internet today

The Internet today is a worldwide entity that is not easy to define. Technically, the Internet is the “set of all interconnected networks,” or the collection of several thousand local, regional, and global computer networks interconnected in real time. To many users, the Internet also covers the 1.5 million-plus computers connected to these networks at thousands of sites in many countries and at thousands of business, government, research, and educational organizations. For many Internet users, the Internet is a global community with a vary active life. The current Internet population is made up of several million people whose computers are connected in a fashion permitting remote log-in, file exchanging, resource sharing, and other real-time activities.
Vice President Gore coined the term Information Superhighway almost 10 years ago. The term lives on because it evokes a vivid picture of something we all understand, and it helps make the mysterious world of computers a little less imposing. In short, it has to be experienced to be fully appreciated. In an article in Esquire magazine, Phil Patton provides an interesting view of “life on the Net.” He writes:

You can’t escape the metaphor: the Internet as the Interstate. In one way, the I-way metaphor is right: being on-line is like driving. You can read the manual, but you have to try it to really learn. In another, though, it’s misleading: the Net today is less like a highway than like CB radio-rough-and-ready communication, highly verbal and personal.

Patton explains that at the present time, the I-way is dominated by “net vets” who resemble truck drivers running “UNIX as if it were a bi Kenworth.” They can be rough on “newbie’s.”  And since the number of users on the net grows by 10 percent each month, most of us are newbies. Patton identifies a key that every Internet user should know. He starts with the Internet itself. It includes the estimated 10 to 20 million people around the world who use it, but it’s much more. It’s also the commercial services—1.3 million on Prodigy, 2 million on CompuServe, 1 million on America Online (AOL). It’s Genie, Apple’s e-World, and thousands of small bulletin boards and access providers around the globe. It’s a network of innumerable computer networks representing thousands of hot, buzzing machines. For most of us, it is a vast thicket of files and service as brought to us by an Internet access provider who sells us the on-ramp and, in some cases, the vehicle to drive it. These services are considered later under value-added networks.
Getting on the Internet

In Patton’s words, “What you need to get on the Net is a fast computer and a fast modem.” Modems come in various speeds, from 300 to 28,800 baud and higher. Don’t worry about what the numbers mean. Big is faster, and faster is better.
Computers are connected directly to the Internet. Patton explains that to get a “raw net”—as close as a private citizen is likely to get to a direct Internet connection—you need a serial line Internet protocol (SLIP) or point-to-point protocol (PPP). They both serve as translators for your computer into the language of the Net. This kind of connection is available through a number of Internet service providers.

You pay for two things: the local phone call to reach a service or access provider on the Net, and a fee for the service itself. The network of lines and phone services that connect all of the machines is effectively paid for by government agencies, universities, companies, and access providers. The Net is usually many nets, overlapping but only partially interlinked, from crude local bulletin boards to the “hypermedia” World Wide Web. The crudest unit of the Net is a computer with a phone linked to it, left on permanently for other computers to call. There are hundreds of thousands of these “bulletin board systems” (BBS) containing every subject imaginable. Most users begin their journey on the Internet by joining a commercial on-line service. Commercial on-line services are like the shopping malls of the internet.

Internet tools

To grasp what the Internet really means, we need to look at the vehicles rather than the highway. On the Internet, those vehicles are a series of tools or programs that bring words and images to your screen from files and programs in distant and close computers. You operate the tools from your computer. Below are some important tools.
File transfer protocol

The file transfer protocol (FTP) is a basic tool for downloading files from distant computers.
Gopher

Gopher is a program that retrieves files. There are many Gophers in different locations now, and you can simultaneously search all “gopherspace” in some services.
Telnet
Telnet is a program to make your computer act as if it were a terminal linked to a distant computer, making it possible for you to use programs and files from that computer.
WAIS

The wide-area information server (WAIS) is a group of programs that work together to find information on different computers according to key words related to the topic.
Access providers

Access providers are local services that provide you with a link to the Internet. Patton writes, “Generally, they also offer their own selection of bulletin boards and chat groups.” In the real world, access providers are usually small offices crammed with UNIX boxes and big file servers that act as brokers between your computer and others on the Net.
e-mail

With nothing more than an America Online or a CompuServe account, you can send e-mail to any electronic mail address on the globe. Each of the on-line services has fairly straightforward mail to other members, and most can send to other services (from America Online to CompuServe, for example). Vice President Gore is a dedicated e-mail user, and he has stated when he was a senator he did up to 90 percent of his work on the network. Electronic mail is a powerful asset linking more CAP units across the country every day.
Mailing lists

A step above e-mail is a mailing list to which you must subscribe. When you sign up, new postings about various subjects appear in your e-mail in-basket. You subscribe by sending an e-mail message to the sender of the list. Many mailing lists include “archives” of older material. Newsgroups, called “forums” on America Online and CompuServe and “newsgroups” on the Internet, are virtually bulletin boards on which people of shared interests post news, queries, and opinions. The Net can cary more than words. People can download files of image and sound-even bits of video. For example, using the Internet address info.tamu.edu, you can find the president’s weekly radio address, but the promise of a full Internet lies in the World Wide Web.
The World Wide Web
The World Wide Web is a new way of exploring the Internet based on hypertext, in which documents are linked to others by key words that lead to other documents. For example, you can start with “art” and work your way down to specific museums and then specific collections by a certain painter stored at sites located around the world. The Web is intended to be simpler to use than Gopher or WAIS. You can recognize a Web address by the prefix http://. The http stands for “hypertext transfer protocol.”
Mosaic

To deal with the Web, you need new kinds of programs called browsers. Mosaic, a popular web browser, is a program that follows the strands of the Web from one “site,” or “page,” to another. It brings in the sounds and images of the net—if you have a powerful enough computer. You can download Mosaic from the National Center for Supercomputing Applications (NCSA), who developed it. However, Mosaic requires a SLIP or PPP protocol and can run very slowly on many personal computers.
Vice President Gore, speaking about the long-range potential of the information highway, said that any business that assumes the information superhighway will not have a profound impact on its future is making a mistake. Just as the telephone system revolutionized the way every business operates, just as the computer is even now revolutionizing the way business is operating, the information highway will do the same. New services we don’t even dream of right now will be huge players in the economy of the next decade.

For more details about Internet, we suggest you read Daniel P. Dern’s The Internet Guide for New Users. Dern’s book is an easy-to-follow, step-by-step guide that gives you all the information and instructions needed to join, understand, and use the world’s largest network.
Home pages

Thousands of organizations (civilian, military, and government) across the globe provide information via home pages. Civil Air Patrol also maintains a home page. The address is http://www.cap.af.mil/.
Value-added networks

Value-added networks (VANs) are commercial services that offer a number of informational and communications tools to users who typically connect to the service over telephone lines via a modem. Some examples of VANs are CompuServe, Prodigy, and America Online. AOL is used below as an example of VAN utility.
America Online

America Online is a telecommunications (two-way communications via telephone lines) company located in Vienna, Virginia, near Washington, DC. Created in 1985, it was founded to offer on-line service that was affordable, easy to connect to and use, useful, and fun. Tom Lichty, in his book America Online for Windows Tour Guide, stated that America Online is “a place where people could meet, learn, explore, make friends, and shre the wonders of telecommunicating.”
Defining America Online is not easy. It is a vast network of members who use a computer, a mode, and a telephone line to connect with a destination—to go on-line. America Online offers many telecommunications services: movie and book reviews, airline tickets, rental cars, hotel reservations, stock quotations, news and weather reports, and databases to research prices of everything from running shoes to hardware.

America Online offers an electronic mail service that allows you to exchange electronic mail with anyone who uses e-mail, regardless of whether they are AOL members or not. If they do not use e-mail, then you can fax them a message. And if they do not use fax, you can send them mail via the US Postal Service with your AOL services!
In summary, value-added networks like America Online are electronic informational resources and communities of members who exchange ideas and information on topics ranging from financial planning to movies. There are several value-added networks, and most of them offer books to help you get the most from your time on-line. Remember, America Online is just one example of a VAN. You should evaluate each of these services to see which meets your needs best.
Gridlock on the Internet

The volume of e-mail on the Internet—a conglomerate of 25,000 computer networks—is about 800 million messages a month. This includes messages from friends and business contacts, junk messages, and ads posted on bulletin boards accessible to all users. There are e-mail bombs—meaningless messages that “explode” once they reach your mailbox. There are programs to filter out the junk, and you can always change your e-mail address but you didn’t go on-line to hide. So, to get the benefits—unparalleled access to information and people—you automatically expose yourself to the disadvantages.
Air Chronicles: Air University’s on-line publication

Air Chronicles is an electronic magazine published by the College of Aerospace Doctrine, Research, and Education (CADRE), Maxwell AFB, Alabama. It is designed to provide an avenue for the airman to interactively research, discuss, complain, read, learn, follow, and digest issues of professional development into the next century and beyond. Its Internet address is http://www.cdsar.afmil/air-chronicles.html/.

Although created by and for airmen, members of all services are encouraged to participate in this forum. Government and nongovernmental civilians and ordinary net-surfers are welcome also. Once you access Air Chronicles, you can select one of six categories: “The Airpower Journal,” “Contributors’ Corner,” “Current Issues,” “Book Reviews,” “Aviation Images,” and “About Air Chronicles.”
Airpower Journal

If you select Airpower Journal, you will be able to access Airpower Journal feature articles starting with the spring 1994 issue. Eventually, all past Airpower Journal articles will be on-line along with articles from Air University Review. A complete Airpower Journal index is in development. Information is currently available about the Airpower Journal staff and on how to submit articles and instant feedback to the staff. In the near future, Airpower Journal in the English version will be joined by the Spanish and Portuguese versions and soon the German, French, and Russian versions may follow.
Contributors’ Corner

Contributors’ Corner has feature-length articles not found in the Airpower Journal. In addition, short essays, opinion pieces, and editorials may be very thought-provoking. These papers are not limited to the editorial focus that the Airpower Journal normally employs—the operational level of warfare and strategy/policy issues—although such dialogue is still welcome. In short, Contributors’ Corner is open to anything you want to talk about that is germane to the profession of arms.
Current Issues

The Current Issues category is an open forum for the discussion of whatever you want to talk about! Currently, four permanent discussion groups include: “Roles and Missions,” “Quality,” “Promotions and Assignments,” and “What Do You Think?” You can voice your opinion or play devil’s advocate.
Book Reviews

Book Reviews is just what it sounds like, but there may be more than one on the same book and there is no standard length. The list is constantly increasing. Just find the book you’d like to review and click on the title, or you can get all the reviews dealing with books by a certain author. If you’ve read a book that hasn’t been reviewed, you can submit a book review for others to read.
Aviation Images

Aviation Images is an index of places to find aviation graphics around the globe. The index resides on a server at Harvard University, but that’s just the beginning of your trip if you choose this option.
About Air Chronicles

About Air Chronicles contains good information that is useful in broadening your professional education; and the interactive forums bring you into direct contact with some of the brightest minds in the Air Force. Within this category is Other Great Places.
420. Information dominance

In an August 1994 issue of Signal magazine, Beverly Mowery discusses Speaker of the House Newt Gingrich’s views on technology and future battlefield operations. According to Speaker Gingrich, the key to success is to maximize our user information to facilitate a coherent picture of the battlefield and to know at all times everything that is going on. At the same time, we must degrade the enemy’s capacity to do the same. “Warfare is not about fighting,” he stresses. “The primary goal of warfare is to create a mismatch of such proportion that the other side does not have a chance.” “This applies,” he says, “to both small wars and worldwide warfare.”
The flow of information from the battlefield will only increase in future confrontations. “Early in the next century, cellular phones will be available on the battlefield, and soldiers will be calling home from there,” says the congressman. Almost all training and planning for warfare early in the next century will involve preplanned realistic scenarios with simulation. By investing in the design of virtual, real-time reprogrammable training facilities, people will be able to participate in extraordinary levels of training.
Cyberspace

The congressman also emphasizes that the United States should be prepared for creativity in opponents that it has never dreamed of because there is no assurance that the use of cyberspace will be in any way a monopoly. Cyberspace, he explains, is the correct term for what the public is calling the information highway. A highway has on and off ramps; cyberspace is a free-flowing zone to which anyone has access if he or she has a minimal amount of capital.
Wireless technology in the field

In his article in the March 1994 issue of Signal, Captain Todd S. Pittman discusses technological advances that will affect deployed units in the near future. Emerging wireless capability is making networks more flexible and easier to set and to maintain. While wireless local area networks may not offer as much bandwidth as wire, they do provide enough throughput and range to free the military from the crippling restraints of wire. Wireless networks employ light or radio-frequency waves to transmit the data signal.
Light

Infrared or laser light, with its virtually unlimited bandwidth, provides exceptionally high throughput rates. Light-wave trans ission is not vulnerable to remote jamming, interception, or interference, but it does rely on a line-of-sight path. Network designers can overcome this drawback by using mirrors and carefully placed windows. In outside networks, however, light-based transmissions can be blocked by weather, moving vehicles, people, and animals.
Radio-frequency waves

Unlike light, radio-frequency waves can penetrate a limited number of walls, moving vehicles, and other obstacles; and they are not affected by rain or snow. So, there are times and places when the smaller bandwidth radio waves are more desirable than light-wave transmissions. However, radio communication is susceptible to interference from other radio sources, whether malicious or inadvertent. Additionally, because radio waves are scattered into infinite space, there is no physical way to prevent interception.
Global network access

The sudden demand for internetworking has led to commercial success for new companies making the routers and bridges connecting local environments to the outside world. The consensus about the data transfer protocols grew out of the explosive success of Internet, which a decade ago was believed to be a relatively unimportant experimental network connecting academic researchers. Global network access services include mid-level, e-mail, an d mobile communication.
Mid-level service providers

A whole new category of telecommunications service providers, known as mid-level, grew as a gateway between the Local Area Networks (LANs) and the backbone of the national network. By mid-1993, Internet connected about 15,000 networks and 20 million users.
E-mail access to information

Internet transcends the physical connection of host computers. It is a bubbling social laboratory in which new messaging, information, personal, and entertainment services flourish. Largely because of Internet, electronic mail has become the preferred medium of communications for academic and research and development communities. This is also true for a significant portion of the business community. Market officials envision a seamless web of interconnected networks, both wire and wireless, that will enable people to have easy access to one another and the information they need—anytime, anywhere, and in any form.
Mobile communications services

Mobile communications services already represent a sizable business base, and their importance will grow dramatically during the coming decade. Communications will continue to evolve from a traditional telephone linkage toward the virtual office environment that requires key personnel to be continually accessible through both wire and wireless communications means.
Future impact of video

Video is expected to be to the 1990s what facsimile (fax) was the 1980s. Although few videophones exist today, estimates are that there will be 20 million lines in the United States by 2010, and integrated services digital network (ISDN) videophones will be the most widespread form of service. Image and video processing will be a major force in telecommunications and information systems well beyond 2010.
The message is that technology will continue unabated, but technology is only an enabler. Users will find ways to apply technology to meet their needs, and that is the magic of the telecommunications industry. Agencies that buy technology for technology’s own sake, as opposed to its service-based capability, often must live with constraints that lead to the inefficiency and ineffectiveness. Using a service-based capability allows the advantages of technology to continue.

The need for new technology and new forms of information

Federal government agencies have an embedded base of equipment that cannot evolve rapidly or be replaced. Thus, the ability to provide an enhanced network services connection to existing and future equipment is critical. Network service providers must deliver new offerings that will ensure interoperability. Users expect information to be available when, how, and where they want it. This will require the simultaneous integration and delivery of multiple forms of information-voice, test, image, data, and video.
The information superhighway and empowerment

Following are excerpts from President William Clinton’s teleconference remarks at the State University of New York in Albany, New York, on 3 November 1994:
New York has an information superhighway project that is connecting 6,000 schools and 7,000 libraries to business and other units. This is amazing. We’re going tobe able to do this all over the country and all over the world. That’s what the information superhighway is, people sitting in Albany, New York, communicating with people in Rio de Janeiro or in Pakistan or China or Russia or somewhere else, sharing information, learning together, growing together. These different examples show us what is possible.
We cannot rest until very school and every student has access to the kind of technology we’ve celebrated and learned about today. That has got to be our goal.

By trying to extend the availability of this sort of technology, our primary job is not to do something for somebody else but to make it possible for other people to do things for themselves. It’s the ultimate example of what is now called empowerment, and it is very exciting, very rewarding.”

Self-Test Questions

After you complete these questions, you may check your answers at the end of the unit.

419. Internet
1. Why was ARPANEL established?

2. What does the term Internet describe?

420. Information dominance

1. Wireless networks use what two mediums to transfer data?

2. Give an example of a global network access service.

Answers to Self-Test Questions

419
1. To connect scientists around the world and to research how to use networks of computers.

2. Connecting individual networks and creating a network of networks.

420

1. Light and radio-frequency waves.

2. Mid-level, e-mail, or mobile communications.

Unit Review Exercises

Note to Student: Consider all choices carefully, select the best answer to each question, and circle the corresponding letter. 

37. (419) The internetworking of computer systems originated as a tool for scientists called the

a. Internet.


b. National Center for Supercomputing Applications (NCSA).


c. Integrated Services Digital Network (ISDN).


d. US Advanced Research Projects Agency Network (ARPANET).

38. (419) The CAP homepage located on the Internet has an address of http://www

a. cap.af.mil.


b. af.au.cap.


c. cap.au.mil.


d. af.cap.mil.

39. (420) Wireless networks transfer data using light waves and


a. sound waves.


b. ultraviolet waves.


c. super-high frequency waves.


d. radio-frequency waves.

40. (420) What is a global network access service used more often as the preferred means of communication?


a. Facsimile (fax)


b. Mobile communications.


c. Electronic mail (e-mail).


d. Cyberspace.

Appendix
Help for the use of the manuscript briefing

Avoid monotone and stilted language.
Dictate speech; do not “write” it.

Practice with tape recorder.

Ask, “Is this really me?”

Build in your personality.

Personalize manuscript to facilitate delivery.

Type in capital letters and triple space.

Highlight and underline for emphasis, pauses, pronunciation, timing for visual aids, and body movement.

Use shorter paragraphs rather than longer ones.

Eliminate any troublesome expressions/pronunciations—use phonetic spelling for tough words.

Avoid excessive pen-and-ink changes—retype to avoid confusion or getting lost.

Build in some movement and practice eye contact.

Move to and from visual aids.

Compensate for limited body movement by using head, facial, and shoulder gestures.

Practice, Practice, Practice.

Become so familiar with your script that you can use it occasionally in an extemporaneous fashion.

Keep your finger on your place, use a ruler, numbered paragraphs, or some sort of device to help keep your place.

Change pages by sliding them from one side of podium to the other (face up).
Examine podium before you deliver a manuscript briefing.

Realize the meaning of words at the time of delivery and communicate directly to listeners.

Avoid too many statistics—concentrate on “bottom lines.”

Read slowly and be conscious of normal pauses.

Number your pages.

Briefing checklist

The following outline should be used as a checklist to assist you in preparing your briefing:
Plan

Choose subject (what to say).

Analyze the audience (whom you are speaking to).

Determine the specific purpose/main idea (inform or persuade).

Gather data (what information do you need).

Organize

Determine the organizational pattern.

Select the main ideas.

Make an outline.

Phrase the introduction and conclusion.

Develop

Develop ideas fully.

Prepare visual aids (if used/needed).

Check organization/content for:

Introduction.

Salutation—opening comments (if appropriate).

Overview—preview of what’s to come.

Body

Organization.

Support of main ideas.

Transitions—leading audience from point to point.

Conclusion.

Summary.

Recommendations (if any).

Closing.

Practice

Practice aloud.

Time your practice.

Use audio recorder (if possible).

Use your visual aids (if needed in briefing).

Listen to recorder (if used).

Critique yourself.

Practice as many times as needed to:

Gain self-confidence.

Understand material being presented.

Limit briefing to the allotted time.
Suggestions for self-improvement in briefing delivery

Body movement
Study movement of others.
Turn off TV sound and watch actors communicate with bodily movement.

Plan movement during your presentations.

Use personal support material out of own experiences so that you feel comfortable and can gesture naturally.

Know introduction “cold” and deliver in front of audience with gestures, etc.

Use support material that requires use of gestures, etc.

Practice bodily movement during rehearsals—don’t end up on other side of “platform” when you need to refer to notes, change visual aids, etc.

Practice in front of a mirror.

Make gestures natural, not forced.

Be conversational in delivery style—gestures may come more naturally.

Concentrate on message and audience, not self.

Voice

Listen to yourself via audiotape.

Tape your practices.

Tape reading exercises (other speeches, poems, plays, etc.)

Make the sound echo the sense.

Read dramatic passages found in speech and literature texts (i.e. MacArthur’s “Duty, Honor, Country” or “Casey at Bat”).

Practice inflection (pitch), rate, and volume both separately and in combination with each other.

Use pause as one important indicator of speech punctuation.

Eye contact

Realize that the speaker must look at the audience to find out how they’re receiving him/her.
Look at each person in a small audience.

Look at areas of people in a large audience.

Don’t look up or down if you lose your train of thought—look at the audience.

Realize that eye contact establishes both a directness and rapport with your audience.

Use extemporaneous method of speaking so that you can maximize audience contact.

Use audience feedback to adjust your delivery as necessary.

Common briefing faults

No one ever makes a “perfect” presentation. Those who receive that classification do so on the basis of comparison with others. Some presentations stand out because the briefers adequately prepared and criticized themselves enough to overcome their faults and emphasize their virtues. Prize presentations stand out and are remembered. Avoiding the following list of faults will help you strive toward that “perfect” presentation.
Faults in delivery
Lacked enthusiasm or sincerity.
Lost credibility through “wild” statements/actions.

Volume too low, too high, or inappropriate.

Too tense or nervous, or too many apologies.

Mispronunciation.

Read from text.

Too much “uh” or “mmm.”

Spoke too fast.

Gave impression of “care less” attitude.

Failed to adapt to a changing situation (questions/signals from person being briefed).

Lacked smoothness; too jerky.

Moved too much without purpose.
Too “hammy.”

Lacked eye contact with audience or did not talk to audience.

Faults in content

Ill-defined or no defined goal or purpose.

Failed to level with listener.

Too long for subject and audience.

Did not identify and define terms, acronyms, etc.

Too much jargon or technical language.

Not sufficiently to the point—too much abstraction.

Not enough interpretation of information or irrelevant material.

Tried to be “cute;” lost audience.

Too much gimmick; not enough honest approach.

Covered too much material for the time allotted.

Omitted or treated recommendations/conclusions too lightly.

Too emotional.

Assumed too much/too little known by audience.

Lost credibility through inaccurate reference/content.

Evidence of inadequate preparation.

Too much/too little reliance on visual aids.

No opportunity for questions/discussion.
Too much/too little detail or did not “prove case.”
Faults in visual aids.

Visual aids too “busy” or too “wordy.”

Too many visual aids for the material and its complexity.

Visual aids not relevant.

Too “cute;” not enough contribution for use.

Visual aids not coordinated with briefing.

Poorly timed use of visual aids.

Read slide contents without amplifying/expanding.

Visual aids confused rather than aided presentation.

Appeared more effort given to visual aids than to presentation.

Not of appropriate size for the audience.

Glossary

Abbreviations and Acronyms
	AFH
	Air Force Handbook

	AFR
	Air Force Regulation

	AOL
	America Online

	ARPANET
	US Advanced Research Projects Agency Network

	BBS
	Bulletin board system

	CADRE
	College of Aerospace Doctrine, Research, and Education

	CAP
	Civil Air Patrol

	E-mail
	Electronic mail

	FAX
	Facsimile

	FTP
	File transfer protocol

	HTTP
	Hypertext Services Digital Network

	NCSA
	National Center for Supercomputing Applications

	OIC
	Officer-in-charge

	PPP
	Point-to-point protocol

	SLIP
	Serial line internet protocol

	US
	United States

	USAF
	United States Air Force

	VAN
	Value added networks

	WAIS
	Wide area information server

	WWW
	World Wide Web
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