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LESSON PLAN

PART I

COVER SHEET

LESSON TITLE:  MILITARY WRITING (SNCOPD)
TIME:  2 Hours
METHOD:  Informal Lecture and Guided Discussion

REFERENCES: AFI 33-337, Tongue and Quill

AUDIO/VISUAL INSTRUCTIONAL AIDS:  Locally developed scenarios, whiteboard or PowerPoint presentations, multimedia systems, etc. 

ORGANIZATIONAL PATTERN: Topical

STRATEGY:  The objective is to refresh/enhance effective bullet writing skills, strengthen editing skills, and encourage the feedback process.  The lesson consists of four main points, specifically refreshing necessary skills for effective bullet writing to include editing and the feedback process.

In main point one you will define a bullet statement and describe the types and uses.   

Main point two teaches how to write effective accomplishment-impact bullet statements.  You will reach this objective through brainstorming all the facts, constructing effective statements using bullet mechanics (basics of construction), and editing for accuracy, brevity, and specificity.  

Main point three focuses on the critical skills of editing and providing feedback on the subordinates’ writing skills.  Objective of editing will be accomplished through validating processes in prior main points and practiced in main point four.  Emphasis on ensuring writer receives feedback on corrections will help minimize duplicating errors in the future. 

Main point four requires a hands-on exercise and group discussion to provide practical experience in construction, editing, and feedback of bullets.  Begin by creating bullets from the attached scenario/locally developed exercise.  Next, break into small groups and discuss, review, and edit each other’s statements to form the most effective accomplishment-impact bullets.   Again, reemphasize importance of providing constructive feedback to writer.

INSTRUCTOR PREPARATION:  Thoroughly familiarize yourself with the lesson plan strategy and content, and review AFI 33-337, Tongue and Quill, pages 161-165.  Use of commercial references will enhance instructor’s knowledge of basic grammar and editing techniques.  Be sure to keep abreast of current local and Air Force trends.   

LESSON OUTLINE:
	Introduction
	5 minutes 

	     Attention, Motivation, Overview
	

	
	

	MP 1.   Bullet Statements  
	 5 minutes

	          a.  Definition
	

	          b. Types (SIB / SAB)
	

	          c.  Uses 
	

	
	

	MP 2.   Constructing Bullet Statements 
	20 minutes

	a. Gather the Facts
	

	          b. Develop Bullet Statement 
	

	          c. Fine tune the final product 
	 

	
	

	MP 3.   Editing and Feedback
	10 minutes

	
	

	MP 4.   Practical Exercise
	55 minutes

	a. Bullet Writing Exercise 
	

	          b. Editing 
	

	          c. Feedback
	

	
	

	Conclusion
	5 minutes

	        Summary, Remotivation, Closure
	

	
	


PART II

Introduction

ATTENTION:   At one time or another, we’ve probably all missed out on an opportunity or two—an assignment, recognition, or a chance just to do something different.  Nothing is worse than missing out because of someone else’s shortcomings.  Our Air Force relies on our senior NCOs to effectively communicate subordinates’ accomplishments, so roll up your sleeves and let’s make sure we turn out the products needed to make sound personnel decisions and eliminate those missed opportunities!

MOTIVATION:   Don’t let opportunity pass you by -- Promotions!  Quarterly/annual awards!  Special duty assignments!  As a senior NCO, it’s your duty to ensure your words accurately describe your subordinates’ performance and potential.  Your written words paint the picture! 

OVERVIEW: During this lesson, we will talk about two types of effective bullet statements and their uses.  We will explain the process of constructing and editing bullets, as well as the critical importance of providing timely, constructive feedback.  Finally, we’ll provide you with an opportunity to practice these skills during a practical exercise.  

TRANSITION:  But before we get any further let’s define a bullet statement.  

MP 1.  Bullet Statements
A.  Definition 

QUESTIONS





ANTICIPATED RESPONSES

	LOQ: What is a bullet statement?  


	· A strong statement about something or someone

· A point conveyed in a short phrase

· Statement of fact


Definition:  A concise written statement of a single idea or accomplishment and its impact.

B. Types - This definition addresses two types of bullet statements used in Air Force writing.  

	FUQ:  What are the two types?   
	· Single-idea bullet

· Specific achievement bullet




Types:  

Single Idea Bullet (SIB) Definition – A concise group of words explaining a single idea or thought.

Specific Achievement Bullet (SAB) Definition – Describes an accomplishment and its result or impact!

C. Uses - 

	FUQ:  What are some uses of the Single Idea Bullet?     
	· Staff meetings

· Proposals

· Talking/bullet-background papers




SIB EXAMPLES:

· Designed 4-phase curriculum for Enlisted Professional Development

· Rewrote existing lesson plans to meet anticipated AF needs

	FUQ:  What are some of the uses of the Specific Achievement Bullet? 
	· Describes individual performance and resulting impact

· EPRs, AF 1206s, other award nominations


SAB EXAMPLES:

· Designed 2-phase Logistics Readiness tracking system; saved wing $75K first year

· Developed customer service training program; earned Outstanding during ORI

· Selected as 40th Air Base Wing NCO of the Year 

TRANSITION:  So now that we understand the types of bullets and their uses, let’s get right into building effective bullet statements. 

MP 2. Constructing Bullet Statements  
A.  Gather the Facts 

	LOQ:  What kind of facts are we gathering?  
	· Numbers/statitistics

· Trends

· Dollar amounts

· Outstanding achievements

· Substandard performance

	FUQ:  Where do we get these facts? 
	· Letters of Appreciation

· PIFs 

· Surveys

· The individual/supervisor records

· Installation Manning Office (MO)

· Finance/Contracting offices


B. Develop Bullet Statement
	FUQ:  Once you’ve gathered the facts, how do you start a bullet statement?  
	· Use strong action verbs

· Modified action verb

· Adverbs

	FUQ:  What are some examples of action verbs?


	· Initiated

· Developed

· Performed


INSTRUCTOR NOTE:  Never start a bullet with a noun, personal pronoun, or name reference; never form a complete sentence.  

	FUQ:  Now that we have our action verb, what comes next?
	· The specific achievement or accomplishment

· The action

· What occurred or what they did


	FUQ:  How do we link the accomplishment to the impact?  
	· Semicolon

· Using “ing” form of the word

· Setting off with a subordinate bullet


	FUQ:  What is the impact?
	· The outcome or result



	FUQ:  What are some examples of the impact?  
	· Saved AF $14K in self-help construction

· Prevented loss of sortie

· Saved a life

· Earned Outstanding rating on ORI


C.  Fine Tune the Final Product
	FUQ:  With the structural framework of our bullets complete, how do you fine-tune the final product?
	· Use active voice 

· Verify bullets against A, B, S:

· Accuracy – are the facts and figures correct?  Verify questionable information.  Ask questions, correct errors or inaccuracies

· Brevity – can you reduced the 

      number of words or length of   

      words?  Use terms that are more   

      direct and/or powerful.  Use  

      punctuation in place of words.  

      Keep the facts and details while 

      paring down unnecessary terms

· Specificity – Answer who, what,  

      when, where, and how to provide 

      focus to the bullet   



	FUQ: What are some general mechanics of bullet writing?
	· Eliminate… 

 -    articles (a, an, the, etc)

 -    helping verbs (can, would, should,   

       may, will, etc)

· forms of be (am, is, are, was,  

      been, were, being, etc)

· linking verbs (look, smell, feel, 

      taste, etc)

· Prepositions – use sparingly (in, under, during, within, over, etc)



	FUQ:  What other question(s) can you ask to further improve a bullet?  
	· Does it pass the “So what…” test?  

· Did you use the strongest/best word for the job?  (use a thesaurus) 

· Did we merely echo the job description, or did we expand or explain with purpose? 

· Have I done all I can for this bullet?


TRANSITION:  We have discussed how to write an effective achievement bullet statement and as you can see, it isn’t all that difficult.  Now let’s put these same skills to use in a supervisory capacity as you edit the work of others.  

	MP 3.  Editing and Feedback 


A. Editing 

	FUQ:  As a supervisor, what are some of the steps you need to employ as an editor?
	· Apply same techniques covered in MP 2
· Double-check facts and figures

· Perform spell/grammar check—caution--software spell checkers do not catch all errors!

	FUQ:  What would you do next?
	· Allow some time to pass before reviewing to edit further
· Seek out trusted, skilled writers for further review

	FUQ:  What else might you do to strengthen the bullets?  
	· Read at least three times

· Read from bottom to top

· Wordsmith – make changes to improve, NOT merely for the sake of change!


B. Feedback

	FUQ:  Why give feedback? 
	· It’s our responsibility to give feedback
· Effective feedback teaches subordinates to write properly
· Subordinates understand their writing strengths and weaknesses
· Make the process easier the next time


	FUQ:  How do we give this feedback?   
	· Describe rather than judge

· Provide positive and negative feedback

· Be specific rather than general 




TRANSITION:  Now let’s put everything you’ve learned to use and write some bullets based on a work related scenario…don’t forget the feedback! 

	MP 4.  Practical Exercise 


See attached sample scenario, or use locally developed products.  

INSTRUCTOR NOTE:  Two examples of effective bullets from attached scenario follow:

- Delivered 50+ priority 02 parts; eliminated unnecessary steps; reduced delivery times 33%

- Handpicked as Delinquent Document Monitor; revamped process; lates down from 50 to 10

Conclusion

SUMMARY:  During the lesson, we discussed building effective bullet statements.  We defined bullet statements and described the types and uses.  We also taught you how to write effective accomplishment-impact bullet statements using accuracy, brevity, and specificity.  

Additionally we discussed the importance of editing and providing feedback to the writer.  

Finally we concluded with a practical exercise to gain experience constructing bullet statements.   

REMOTIVATION:  Don’t let opportunity pass you by.  As a senior NCO, it’s your duty to ensure your words accurately describe your subordinates’ performance and potential.  Your written words paint the picture! 

CLOSURE:  The importance of bullets statements is undeniable.  Your ability to effectively communicate and document accomplishments significantly impacts the individual, the unit, and our Air Force!  
BULLET STATEMENT SAMPLE SCENARIO

SrA Willie Glass is pickup and delivery driver for the 321ST Logistics Readiness Squadron at the 321ST Air Base Wing, Longfellow AFB, Georgia.  His duties include delivering priority 02 and 03 issues, picking up equipment turn-ins; delivery and stocking of bench stock items, and occasionally delivering classified materials.  When you first met SrA Glass, he looked as though he wore his uniform to bed.  Lately, he has come to work with a sharply pressed uniform, spit shined boots, and a fresh haircut.  His enthusiasm for the Air Force and the mission seems to have rubbed off on his fellow workers.  The pickup and delivery element seems to be forming into a top-notch unit.  The delivery time of priority 02’s is 60 minutes.  Lately you have noticed the troops are busting the time.  After studying the process flow, SrA Glass eliminated some unnecessary steps that reduced delivery times of priority items from 60 to 40 minutes.  You were so pleased with the improvements, you decided to make him the Delinquent Document Monitor for the Materials Storage and Distribution Flight.  The last monitor averaged 50 delinquents a day, and the goal of the squadron is zero.  He immediately began contacting customers to see if they had received the property.  In most cases they had, so he made duplicate documents for their signature.  After the first day he was down to 10 delinquent documents.  You are confident that SrA Glass will take care of the remaining delinquents to reach the squadron goal of zero.  Last week equipment custodians began complaining that the pickup and delivery drivers were not picking up their equipment turn-ins from their shop.  After further investigation, you find that the drivers were not picking up the equipment because the condition tags were not filled out correctly.  Something had to be done.  Having heard this, SrA Glass developed an Operating Instruction, which outlined a step-by-step procedure for filling out the condition tags.  He also designed a pick-up schedule, which will allow customers to know when their property will be picked up.  Since the implementation of these two procedures, there have been no more complaints, which have taken a load off of you.

During this rating period, SrA Glass completed college courses in English, Algebra, and Biology.  He received his Associate Degree in Logistics Management from the Community College of the Air Force.  When the Holiday season rolled around, he was the first to volunteer for the Squadron Christmas Party committee.  After the party, you heard several people say how smooth the party went and how much fun they had.  The Squadron Commander remarked, “This is the best Christmas Party I’ve ever attended!”  On New Years Eve, SrA Glass was at a pool hall with some friends.  He had several drinks, and as the night wore on, the fun continued.  Later in the evening, some local youths were shouting anti-military slogans.  A fight broke out, the police arrived, and SrA Glass was arrested.  He received an Article 15 and a suspended reduction in rank to A1C.  Based on the nature of the offense, he was returned to duty after completing 6 hours of substance abuse awareness training.  You’ve noticed that SrA Glass is depressed about the situation, but his duty performance is still top notch.

Last week, you saw an article in the base newspaper for openings on the Base Honor Guard.  Later, you heard that SrA Glass had volunteered and was accepted as a member.  The Honor Guard was selected to head the annual base/community Memorial Day Parade and picnic.  The parade was outstanding and at the picnic, you saw several teenagers speaking with SrA Glass and other members of the Honor Guard.  After the picnic, SrA Glass informed you that the teenagers were asking questions about the Air Force.

The base’s annual blood drive will take place on the 1st of February.  The Logistics Readiness Squadron is the host.  You think SrA Glass would be a good person to run the show.  You contacted him and he readily accepted your challenge.  You also allowed him to pick 5 squadron members to help with the project.  At the wing stand-up meeting on 5 February, you heard the Command Chief Master Sergeant state, “400 people showed up to give blood, 390 whole units of blood were collected, and the base received an award from the President of the Red Cross for the largest blood drive in the last 365 days.”  The wing commander said, “This project was accomplished by junior enlisted personnel, this is a perfect example of the talent we have at this level.  In the future, we must utilize this talent to the greatest extent possible.  I congratulate SrA Glass and his team.”  The wing quarterly awards board met this week.  SrA Glass was the winner for the wing.  You spoke with him after the ceremony and he said, “I’m relieved that it’s over and I’m looking forward to testing for promotion.”  You think he will make it! 
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