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“Leadership and learning are
indispensable to each other.”

John F. Kennedy

Introduction

The most important responsibility in the
Matine Corps is leading Marines. If Marines are
expected to lead, and Marines are expected to
follow, they must be provided with the education
of the heart and mind to win on the battlefield
and in the batracks, in war and in peace.
Traditionally, education has taken many forms,
often handed down from Marine to Marine, by
word of mouth and example.

This lesson presents a more formal
approach to training than word of mouth. In this
lesson, you will be provided with the information
you need to help educate your fellow cadets

through one-on-one training, called mentoring,
and through team training.

Everybody is a mentor and everybody
has mentors. Most of us do not use the word
“mentor” to define these relationships. Think
back to all those who have helped you throughout
your life to achieve the successes you have had.
Remember that coach who worked with you to be
a bettet sports team player. Remember the times
your patents helped you through tough periods
and supported you. They were mentoring you,
providing assistance in the form of counsel to
help you perform better and to assist you in your
personal and educational growth.

This section of the lesson will outline and
discuss the purposes and goals of mentoring and
provide guidance on how to set up and participate
in 2 mentoring association.

Since its inception, the Marine Corps has
emphasized the importance of passing on
professional knowledge to those of you who will
be privileged to lead. By definition, a mentor is a
trusted counselor or guide.

There are no set tules for a mentoring
association, but general guidelines apply. The
most important thing to remember is that
mentoring is a specialized association formed to
enhance a cadet’s educational and personal worth
to him/herself and to the Corps. The rules and
regulations that define the relationships between
senior and junior cadets apply in total to
mentoring.
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Mentoring is usually an informal program,
but can be command sponsored. The relationship
between mentor and mentee is voluntary. When
there is no command-sponsored program,
"natural” mentoring may take place. A mentoring
connection is an educational and career
development association, whose success is solely
the responsibility of the mentor and mentee.

Marine Corps Policies

There is no Marine Corps Order that
mandates or describes a Mentoring Program.
Whete no command-sponsored program exists,
mentors and mentees, who establish their own
mentoring relationships, must adhere to all
applicable standards of conduct and regulations
for junior and senior relationships.

Mentoring should be a universal program.
Mentoring is useful for all cadets. While it is
useful for mentor and mentee to have some things
in common, it is not necessary. All that is
necessary is a willingness on the part of both
parties to make a genuine effort to improve the
performance and prospects for success of the
mentee.

Mentor-Mentee Associations

Mentoring should not happen by chance.
Both members of the mentoring association have
responsibilities.

Mentor Roles

The roles assumed by a mentor depend
on the needs of the mentee and on the association
established between the two. There are at least
ten roles 2 mentor can assume:

1. Teacher. As a teacher, the mentor teaches the
mentee the skills and knowledge required to
perform the job successfully.

2. Gude. As a guide, the mentor helps the
mentee to "navigate" and understand the
inner workings of an organization.
Sometimes  this includes passing on
information about the unwritten "rules” for
success.

3. Counselor.
establishing a level of trust in the mentoring
association. A counselor listens to possible
ethics situations and provides guidance to
help the mentee find his or hetr own solutions
and improve his/her own problem solving
skills.

4. Motivator. A mentor shows support to help a
mentee through the tough times, keeping the
mentee focused on developing job skills to

Counseling a mentee requites

improve performance, self respect, and 2
sense of self-worth.

5. Sponsor. The mentor helps to create
possibilities for the mentee that may
otherwise not be available. Opportunities
should be challenging and instructive, without
being overwhelming. The mentee should not
be set up for failure.

6. Coach.
assesses capabilities, provides feedback to the

A coach observes performance,
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10.

mentee, and instructs with a view to improve
performance. Then the loop repeats.

Adyiser. A mentor helps the mentee develop
professional interests and set realistic career
goals. Goals should be specific, have a time
frame, set deadlines, and be results oriented,
relevant, and reachable.

Referral _Agent.

developed, the mentor assists the mentee in

Once a career plan is

approaching persons who can provide
training, information, and assistance. The
mentor also points the mentee to relevant
career enhancing schools, correspondence
books, professional

otganizations, and self-improvement activities.

courses, reading,

Role Model The mentor is a living example
for the mentee to emulate. A mentor must
lead and teach by example.

Door Opener.
opportunity by helping the mentee establish a
network of contacts both within and outside
the MCJROTC unit. He/she helps the
mentee understand the importance of staying

The mentor opens doors of

in touch with seniors, peers, and juniors to

exchange information, ideas, and concerns.

Mentee Roles

The responsibility in  the

mentoring association is to maintain a willingness

mentee

to learn, accept guidance, and trust that the
mentor has the mentee’s best interests in mind.
The following are attributes for a mentee:

1. Willing. The mentee must want to improve
performance, contribute to the organization,
enhance career prospects, and be willing to
work to reach his/her goals.

2. Active. A mentee takes action based on career

goals, suggestions of a mentor, job

requirements, and educational opportunities.

3. Accepting. A mentee is willing to accept
responsibility for his/her actions, accept
meaningful feedback and criticism, and accept
guidance

mentort.

and counseling from his/her

4. Respectful. The mentee shows consideration
and respect for the mentor's willingness to
help and seriously considers all advice and
suggestions from the mentor. He/she is open-
minded; progress takes time and effort.

5. Professional. 'The mentor/mentee relationship
Both parties
should be respectful of privacy and each

is professional at all times.

other’s personal lives.

6. Prepared.

beyond the mentoring association, once the

The mentee is ready to move

association has served its purpose.

Establishing a Mentoring Connection

Thete are six stages to developing,

maintaining, and terminating a mentoring

connection:
1. Identification stage. Most mentoring associations
are formed haphazardly, except where 2

command-sponsored program is in place.
Where no program exists, either a senior or

(P38
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junior cadet may initiate the mentoring
connection.
cadets with potential for improvement and
who need guidance. Junior cadets recognize
that they need assistance with some facet of

Senior cadets look for junior

their career development and seek help to
improve. There may be some common bond
between mentor and mentee such as gender,
race, hometown, hobbies, unit, and so forth.

Preparation stage. Both mentor and mentee
must want to establish the mentoring
association. They should understand the
purpose of the relationship, expectations,

goals, risks, and rewards.

Initiation siage. The mentor and mentee set the
parameters, discuss and set goals, decide on
time frames, and write a plan with a time
frame. " ’

Cultivation stage. This is the stage where the
mentor teaches job skills, provides guidance,
lends psychological support, opens doots, and
provides counsel. The mentee works to
improve performance, learn new skills, follow
guidance, and actively learn the organization

and its goals and "ethos."

Redefinition stage. A review and action phase
where the mentor and mentee assess
accomplishments, reorient the action plan,
and redefine goals. During this stage one or
both parties may decide to end the
association.

Termination stage. Parties may decide during
the redefinition stage to terminate the
association due to positive or negative factots.
Mentor and mentee should discuss which
goals were achieved and which were not.
Both should try to make a realistic assessment
and weaknesses of the
Sometimes

of strengths
association. mentoring

associations continue indefinitely.

Tools for a Successful Mentoring Connection

The following are tools for a successful

connection between the mentor and the mentee.

@

Effective Interpersonal Communication Skills:
Both mentor and mentee must be able to
adequately express to each other the messages
they want to get across. Imterpersonal
communication is a dynamic, never-ending,
two-way process that is oriented toward the
receiver. Messages are written, spoken, verbal,
and non-verbal. The receiver must listen, read,
reflect, and respond. There are barriers to
effective communication. In a mentoring
connection, it is better for the mentor to
avoid being admonishing,
threatening, or too critical and negative. The
mentor must strike the right balance between
being overly harsh or coddling the mentee.
Feedback is necessary for any communication
loop to develop and operate propetly.
Encourage the mentee to discuss what is and
is not working for him or her. As a mentor,
ensure you understand and observe the
mentee and his/her work so you can provide
meaningful help and guidance.

authoritarian,

Personal Assessment:  Fach mentee with
his/her mentor's assistance must truthfully
petform a self-assessment to identify both
strengths and weaknesses. Look at past
performance, performance reports, school
grades, and other performance indicators.
Examine the criteria for advancement. What
courses, extracurricular activities, and other
improvement opportunities are importtant to
the mentee's career advancement? Once
strengths and weaknesses are examined, a list
is made of areas for improvement ot
enhancement.

Make a Career Development Plan:  The
mentor and mentee look at the mentee's
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strengths and weaknesses and develop a plan
to use educational and extracurricular
opportunities to develop necessary skills and
attributes in the mentee. The plan can be
based on both short and long term
improvements. Follow the plan. The mentor
can help attain goals by utilizing formal and
informal  contacts, writing letters of
introduction, helping prepate the mentee for
formal schooling, and so forth.

e Re-Evaluate the Plan: When a major goal is
achieved, expectations may rise. Do not be
afraild to set the "bar" a litde higher.
Conversely, some goals may not be
achievable; therefore a reassessment of what
is and is not practical may be necessary.

The Successful Mentoring Connection

How are mentoring connections formed?
Some units have established programs for
mentoring. They keep a list of volunteers from
among the more senior members and from among
the interested juniors. Matches are made based on
a number of elements such as working
relationships,  shared
background, and other natural factors. A unit may
establish mentoring relationships for all cadets.
Some will work out; some will not.

interests, common

Most mentoring occurs through some
shared experience, background, or other factor
that causes the connection to occur almost by
itself. A mentee looking for help may want to
emulate the success and style of a senior cadet and
ask for assistance. A senior cadet may see the
spark of potential in a junior cadet and take
responsibility to encourage and assist. Naturally
formed mentoring connections should be
encouraged.

Improper Mentoring Relationships

The Marine Corps Manual (MCM)
defines an improper relationship as: "situations
that invite or give the appearance of familiarity or
undue informality among Marines of different
grades."

This sentence means that familiarity and
undue informality between Marines of different
Further, it states that
perception is important because the relationship
or situation must not invite ot give the appearance
of familiarity or undue informality.

grades is improper.

For example, a mentoring relationship
between a couple that is dating would not be
appropriate and might not be beneficial for
mentee. The mentor would have difficulty
maintaining objectivity in the advice given to his
or her partner because of the personal nature of
the relationship.

Team Training: A Leadership
Lesson

In order to understand how to plan
training for your team, it is best placed in the
context of creating an actual lesson plan. The
purpose of this section is to give you an
understanding of how to plan team training by
demonstrating how a leadership-training plan is
constructed.

Establishing Training Goals/Objectives

The ability to lead is not inherently bred
into your character; it is a skill you develop with
experience.

The primary goal of Marine Corps
leadership training is "to develop the leadership
qualities of all Marines to enable them to assume
progressively greater responsibilities to the Marine
Corps and society." The secondary goal is to
enhance mission accomplishment and troop
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welfare. There are several ways to accomplish this
goal.

e Foster the constant application of leadership
principles, particularly leadership by example.

e Develop proper moral and ethical behavior.

e Promote fair treatment with special emphasis
on equal opportunity and prevention of sexual
harassment.

e Improve personal and  performance

counseling.

e Develop the team concept and stress
teamwork in daily activities to reinforce the
team concept. ‘

Training Topics

There ate some topics directly related to
leadership training goals that are required by
regulations. The leader should consider including
these topics in his/her leadership-training plan.
Not only will their inclusion enhance the
accomplishment of the leadership training goals,
but it will also fulfill the related training
requirements. Required topics are:

e  Sexual harassment

e Essential subjects for training including the
Code of Conduct and Military Law/Uniform
Code of Military Justice, history, custorns,
courtesies, close order drill, and interior guard.

e Unit information program including drug
abuse, equal opportunity, personal affairs,

character and moral education, and personal
conduct.

e Equal opportunity

Periodically, additional requirements for
leadership-related training are addressed as
needed.

The Training Plan

Any training plan should be oriented to
fulfilling leadership-training goals. In doing so, it
should meet the unit's specific needs, fulfill each
cadet’s needs, and develop each cadet’s leadership
abilities.

There are four characteristics that indicate
success or failure in the unit's leadership. They are
morale, esprit de corps, discipline, and proficiency.
These indicators can be used as a gauge for
measuring leadership effectiveness and can assist
in determining training requirements. By using
these indicators as an evaluation tool, leaders can
determine their unit’s needs and develop a training
program to fulfill those needs.

Preparing a Training Plan

There are seven basic steps in developing
a leadership-training plan. They are:

1. Awnalyze. When developing a unit's leadership
training program, the analysis should consider
the unit's mission, size, leadership needs
(unit's and individual's), guidance from higher
headquarters, desired training goals, resources
available, teaching ability of instructors, and
methods utilized.

2. Plan. A leadership-training plan is based on
Marine Corps leadership philosophies, policy
guidance, historical references, and personal
experiences of the unit commander.
Additionally, the plan needs to take into
account the wunit's activity schedule,
operational requirements, and resources.

3. Provide/ direct. The plan is provided to the
instructor for execution, including directions
to execute the plan, and provisions for the
required resources for its execution.

4. Prepare/ schedule] annonnce. The instructor
receives the plan and reviews it for specific
guidance. He or she then conducts research
and confirms the availability of resources.
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5. Conduet.  The instructor then conducts the
leadership training according to his/her
schedule and resources available.

6. Evalnate. The instructor must evaluate the
program's effectiveness by any means
available. True evaluation stems from how
much  the  program
accomplishment of the leadership training
goals by meeting the needs of the unit.

enhances the

7. Correcting. The instructor is responsible for
making cotrections in the training program.
The instructor evaluates his or her execution
of the program, takes whatever corrective
action he/she can within his/her limit of
authority, and provides feedback to the unit
commander.

These steps are not necessarily completed
in a step-by-step sequence, but are accomplished
in a continuous repeated fashion.

Implementing Training

Leadership training  should  be
accomplished using the method best lending itself
to the topic and situation. The real importance lies
not in the method itself, but in how well the
method achieves the instructional goal. Some of
the most effective methods of presenting training

are given below.

®  Lecinre. This technique is good if you have a
lot of information and a short period of time
to present it. It is good for a specific topic or
for inexperienced audiences.

®  Guided discussion. This is used for a more in-
depth discussion or when working on 2 unit
problem solving situation.

®  Panel discussion. This is used to gain insights
from personnel with greater experience or a
particular expertise.

©  Case studies. A case study is used for classroom
simulation to gain a more realistic learning
experience. The difficulty with this technique
is the availability of "cases" and good
examples of solutions that enhance the study.

©  Hands on application. Hands on application is
used for developing command presence and
confidence. It allows for cadets to get hands-
on practice that translates to better
understanding and  ultimately, enhances
learning.

Not all techniques are suitable for all
subjects and audiences. Each topic must be
packaged for presentation based on the needs of
the unit/audience.

Evaluating A Training Lesson’s Effectiveness

To propetly evaluate a leadership-training
lesson, there must be continued feedback so the
appropriate corrective actions can be initiated.

One of the most immediate methods to
solicit feedback from the team is to use a training
survey after the session has been conducted. The
following sample questions can be asked about
most training lessons:

e Was the overall presentation well organized?

e Did the instructor use appropriate visual aids
and use them well?

e Did the instructor choose an approptiate
delivery technique?

e Was the instructor knowledgeable about the
subject matter?

e Was the course design appropriate for skill

and concept levels?
e  Was the instructor’s presentation style good?

e Was the room comfortable and appropriate
for training?
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® Was training related to your current task
assignment?

e Topic/s/ I found most valuable:
e Topic/s/ I found least valuable:

e Changes I would recommend before next
session offering:

Cadets rate each question in the survey
based on specific rating criteria. For example, the
question, “Was the overall presentation well
organized” can be rated on the following 1 — 5

scale:

o

Definitely Agree

N

Somewhat Agree

3. Agree

4. Somewhat Disagree
5. Definitely Disagree

Based on the feedback received, you can
adjust your lesson for future sessions.

Conclusion

We have briefly discussed mentoring and
its impact on individual cadets and the MCJROTC
unit. Mentoring can be a powerful tool to ensure
that all cadets perform to the best of their abilities,
have opportunities for advancement and self-
improvement, and can contribute to the success of
the unit.

Leadership training is not merely a skill,
but an art. Due to the diverse roles and missions
of the units, special attention must be paid to the
leadership needs of each cadet. It is critical to
both morale and unit effectiveness that leadership
training be implemented into a unit's training
schedule. ¢
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“A disorderly mob is no more an
army than a heap of building materials is a
house.”

Socrates

Introduction

Throughout your career, military or
civilian, you will be inspected and evaluated. Both
inspections and evaluations are tools used to
measure performance against a set of standards.
In addition to your ability to do the job, these
tools also take into consideration efficiency,
morale, discipline, training, and leadership. While
an inspection examines performance at a single
point in time, an evaluation looks at performance
over a period of time. For example, an evaluation
might include your performance during an entire
year. You could equate an inspection to a test you
might have in math class, whereas the evaluation
would be your final grade for the semester.

Inspections and evaluations are objective
assessments that will ultimately be used to
determine promotions, school selections, and duty

assignments. It is important that you realize the
significance of these events and prepare for them
accordingly.

Inspections

An inspection is merely an opportunity
for a leader to observe the people under his/her
command, provide feedback on their
petformance, and look at the conditions within
the organization. Feedback is one of the most
important means of changing behavior. The
inspection opens a dialog between a superior and
his or her subordinate, and ensures that the
performance standards are clearly understood.
Without standatrds, there would be no way to
judge the quality, excellence, or correctness of
performance. Inspection results let people know
if their performance is hitting the mark, and if
progress is being made. Consistent and timely
feedback will improve performance, enabling the
person being inspected to become more
proficient in his or her duties, which ultimately
benefits the mission.
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You should consider an inspection a
source of pride, and an opportunity to show what
you can do and how well you can do it. In his
guidance on inspections, the Commandant of the
Marine Corps said, “We have great units and our
inspection criteria should be aimed at showing
how good they are and helping them to become
even better.”

The Commandant went on to say that the
inspection process should be used as a means of
sharing ideas. By providing commanders with
inspection results, as
performance of other units, they will have
important information on what works and what
does not. This exchange of information will

improve performance across the board.

well as the average

Inspections also will uncover issues
relating to morale, discipline, training, efficiency,
and leadership of a unit. This is very important,
because if the commanding officer is unaware of
these deficiencies, he or she can do nothing to fix
them. However, if these issues are uncovered
during an inspection, there is an opportunity to

address them.

In addition to personnel inspections,
there are several other types of inspections,
including inspections of equipment, supplies,
records, and buildings. Each inspection has a
particular purpose. Just as you would prepare for
a test in school, it is important for you to prepare
for an inspection if one is announced (some
inspections Careful
preparation is key to excellent inspection results.

are  unannounced).

An inspection provides you with the
opportunity to improve the performance of your
unit and follow up with corrective action on any
issue that did not meet ot exceed standards. The
results of these inspections will surely factor into
your overall evaluation.

Evaluations

While an inspection helps to shape future
performance, an evaluation highlights past
performance. An evaluation is an assessment of
the Marine’s performance of assigned duties and
responsibilities against an undetstood set of
requirements, his or her individual capacity, and
professional character. Itis an official record used
for long-tetm professional development and
career decisions. Officer and enlisted evaluation
reports are the single most important document in
the Official Military Personnel File (OMPF).
They are used for such personnel actions as
selection, and  duty

school promotion,

assignments.

Performance

Marine

The Corps

Evaluation System (PES) provides for periodic

the

character of

reporting, recording, and analysis of

performance and professional
Matines in the grades of sergeant through major
general. The process begins when the Marine
meets with his senior officer to discuss the billet
description, set expectations, and establish goals.
Senior officers document their observations and
assessment of the performance and character of a
Marine on the USMC Fitness Report. The PES

primarily supports the Commandant’s efforts to

10
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select the best-qualified personnel for promotion,
command, and duty assignments.

Conclusion

Many cadets approach inspections and
evaluations with trepidation.  Rather than
thinking of these events as obstacles to be
hurdled, you should consider them opportunities
to demonstrate yout proficiency and your ability
to carry out the mission. Just like when you
prepare for a final exam or prepate to run 2
marathon, if you prepate for your inspections and
evaluations, you will be successful. &

11
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Introduction

Completing and maintaining performance

evaluation recotds for subordinates is a critical
responsibility of a leader. These records provide
important information for the Marine and his or
her Commanding Officers throughout his or her
entire military career.

The Elements of What is
Evaluated

Marine Battle Skills Training (MBST)
Handbook

Every Marine is for
maintaining proficiency in certain general military
subjects. The MBST Handbook provides Marines
with information regarding these general military
subjects. Each subject is associated with specific
training tasks. The MBST states the Individual
Training Standard (ITS) for each task, followed
by evaluation guidelines. The guidelines provide
the Marine with information regarding what is

responsible

expected of him or her during the evaluation of
the ITS.

For example, in the subject of Mulitary
Justice and the Law of War, the task is “Explain the
putpose of the Uniform Code of Military Justice
(UCMJ.)” The standard is, “The Marine must
explain the purpose of the UCMJ as per the
references.” The evaluaton guideline is, “The
Matine must explain the purpose of the UCM]J,
who is responsible for upholding it, and who is
subject to it.” For some ITS, a list follows of the
individual petformance steps necessary to refresh
or instruct the training objective.

Close Order Drill and Cetemonies

Knowing the purpose of close order drill,

petforming individual drill movements, and
participating in Unit Drill are tasks on which
Marines are evaluated. The following is an
example of these tasks and the guidelines used to

evaluate the Marine’s performance of the task:

Task
Explain the purpose of close order drill.
Standard

The Marine must explain the purpose of close
otder drill as per the reference.

Evaluation Guidelines

The Marine must explain the five purposes of
close order drill.

Performance steps

The five purposes of close order drill are to:

1. Provide a simple formation from which
various combat formations could readily be
assumed.

13
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2. Move units from one place to another in a
standard and orderly manner, while
maintaining the best possible appearance.

3. Provide the troops an opportunity to handle
individual weapons.

4. Instill discipline through precision and
automatic response to orders

5. Increase a leader’s confidence through the
exercise of command by giving proper
commands and drilling troops.

- Marine Corps Organization, History,
Customs, and Courtesies

Another responsibility of a Marine is to
learn about the Marine Corps Organization,
identify significant events in the Corps history,
perform required military courtesies and honors,
and explain military customs. The following is an
example of these tasks and the guidelines used to
evaluate the Marine’s performance of the task:

Task

Explain the Matine Corps mission
Standard

The Marine must be able to explain the Marine
Corps Mission.

Evaluation Guidelines

The Marine must recall the document that
identifies the official mission of the Marine
Corps, listing the seven elements of that mission.

Performance Steps

1. Name the official document in which the
mission of the Marine Corps is established.

Specify that the official mission of the
Marine Corps is established by the
National Security Act of 1947, amended
in 1952. Marines are trained, organized,
and equipped for the offensive
amphibious employment and as a “force
in readiness.” According to the Act,
Marines stand prepared to meet mission
requirements.

2. List the seven elements of the Matine Corps

Mission.

A

Provide Fleet Marine Forces with
combined arms and supporting air
components for the service of the
United States Fleet in seizure or defense
of advanced naval bases and for the
conduct of such land operations as may
be essential to the execution of a navel
campaign.

Provide detachments and organizations
for the service of armed vessels of the
Navy and security detachments for the
protection of naval property at naval
stations and bases.

Develop, in coordination with the
Army, Navy, and Air Force, the

14



U.S. MARINE CORrPS. JROTC
Category 1 —Leadership
Skill 7 — Proficiency

doctrines,  tactics,

equipment employed for landing forces

techniques, and

in amphibious operations.

Provide Marine forces for the airborne
operations, in coordination with the
Army, Navy, and Air Force, according
to the doctrine established by the Joint
Chiefs of Staff.

Develop, in coordination with the
Army, Navy, and Air Force, the
doctrine, procedures, and equipment for
airborne operations.

Expand peacetime components to meet
wartime needs according to the joint
mobilization plans.

Perform such other duties as the

President may direct.

Marine Corps General Leadership

Additionally a Marine must explain the
objectives of leadership. The following is an
example of a task taken from the MBST
Handbook Marines
performance of the task.

used to evaluate a

Task
Explain the Objectives of Leadership.

Standard
The Marine must be able to explain Objectives of
Leadership.

Evaluation Guidelines

The Marine must be able to explain the primary
and secondary objectives of leadership to other
Marines.

Performance Steps

1. Identify and explain the primary objective of
leadership: mission accomplishment.

a. Military discipline is 2 moral, mental and
physical state in which all hands
respond to orders or to the will of the
commander or leader, whether or not
he or she is present.

b. Efficient performance in battle is the
ultimate objective of military discipline
which is to overcome fear and replace it
with action.

c.  Standards
deportment, attention to duty, setting a

example,

behavior.

of good discipline are
good and  demonstrating
decent Enable men and
women to accomplish goals and give

their best.

d.  The results of a well disciplined unit are
clear and observable.
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Conduct and Proficiency Marks

A Marine is expected to always maintain a
high level of personal conduct and professional
proficiency. The conduct and proficiency of
Marines at the rank of private through corporal
are  evaluated and  assigned numerical
marks/grades of petformance, based on a scale of
0-5. The proficiency and conduct marks, known as

PRO/CONS, a young Marine receives as an
evaluation of his or her performance greatly
affects promotion and careet options.

The chart below lists the standards of
conduct, corresponding adjective rating, and
marks from 0 to 5 used to assign conduct marks.

Marl Corresponding
Adjective

Rating

Standard of Conduct

0t 1.9 Unsatisfactory

Habitual offender
Convicted by general, special, or more than one summary court-martial.
e  Given a mark of "0" upon declaration of desertion

e  Ordered to confinement pursuant to sentence of court-martial,

®  Two or more punitive reductions in grade

2t02.9 Poor ®

No special court-martial.
e  Not more than one summary court-martial.

¢  Not more than two nonjudicial punishments

®  One punitive reduction in grade

3t03.9

2 & @ @

No court-martial

Not more than one nonjudicial punishment

No unfavorable impressions of qualities

Failure to make satisfactory progtess while assigned to weight control or
military appearance

®  Conduct such as not to impair appreciably one's usefulness or the efficiency of
the command, but conduct not sufficient to merit an honorable discharge.

41044 Good No offenses

regulations

¢  No unfavorable impressions as to attitude, interest, cooperation, obedience,
after-effects of Intemperance, courtesy and consideration, and observance of

No offenses

4.51t04.8 Excellent

Positive favorable impressions
Demonstrates reliability, good influence, sobiiety, obedience, and industry

No offenses

49to05 Qutstanding

® B ® 8| @ o

Exhibits to an outstanding degree qualities.
Observes spirit as well as letter of orders and regulations.
Demonstrated positive effect on others by example and persuasion.
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The chart below lists the standards of performance, cortesponding adjective rating, and marks for
recommending proficiency marks to a Marine during the marking period.

Mark Corresponding Standard of Proficiency
Adjective
Rating
010 1.9 Unsatisfactory | ® Does unacceptable wotk in most duties
Genetally undependable
e Needs considerable assistance and close supervision on even the simplest
. assignment
2t0 2.9 Poor e  Does acceptable work in some of duties but not dependable
e Needs assistance and close supervision on all but the simplest assignments
31039 Fair e  Handles routine matters acceptably
e  Needs close supetvision when performing duties not of a routine nature
4t04.4 Good Dependable in doing regular duties thoroughly and competently
Usually needs assistance in dealing with problems not of a routine nature
4510 4.8 Excellent e Does excellent work in all regular duties but needs assistance in dealing with
extremely difficult or unusual assignments
49t05 Qutstanding Does supetior work in all duties
o  Extremely difficult or unusual assignments given with full confidence the job
will be thoroughly and competently completed

cording Performance:
Fitness Reports

Marines are expected to develop certain

positive attitudes, values and leadership qualities
from the instruction and the leadership provided
by Marine Corp instructors. It is necessary to
evaluate the effectiveness of training and record 2

Marine’s petformance in these areas.

The Marine Corps Performance
Evaluation System (PES) provides for the
periodic reporting, recording, and analysis of the
petformance and professional character of
Marines in the grades of sergeant through major

general. The Corps’ primary means for recording a

Marine’s performance is a “fitness report.” The

key concepts of the fitness report are:

@

Fairness: Reporting officials must provide
fair and thorough evaluations.

Focus. The fitness report is a documentation
of observations and assessments of individual
perfotmance, personal qualities, character, and
potential to setve at a more senior level.

Measurement. Marines ate measured against
known Marine Corps values and soldierly
virtues, not against a personal set of precepts
and unreasonable expectations.

Ethics: Professional ethics constitute one of
the foundations of the PES.
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Avoiding Zero Mistakes: Reporting officials
must consider that Marines develop by having
the latitude to make mistakes.

Connseling. Leaders must counsel Marines to
transmit the guidance, performance standards,
and direction important for the Marine's
success and continued development.

The fitness report is divided into several

sections. The descriptions that follow provide a
general idea of information that is gathered for the

fitness report.

overall view provides an understanding of the
individual's leadership style. The section has
five attributes:

© Leading Subordinates

© Developing Subordinates

O  Setting the Example

© Ensuring Well-Being of Subordinates
© Communication Skills

Intellect And Wisdomr - The Intellect and
Wisdom section measures the Marine's efforts

®  Biller Description - This section of the fitness to grow intellectually and to use the
repott p:*covides th? reporting - senior & knowledge gained to benefit both personal
oppertunity fo d(‘ZSCZIbC the seope of dut'xes and unit performance. A Marine’s intellect
that form the basis for evaluating the Marine and wisdom is measured indirectly through
during the reporting period, three assessed attributes:
®  Billet Acwomplishment - This section of the o  Professional Military Education
fitness report provides the reporting senior - ) i
an opportunity to highlight the Matine’s most © Decision Making Ability
significant  accomplishments during  the o Judgment
reporting petiod.
rortep The Marine’s fitness report is important
©  Mission Accomplishment - This section of the as it documents, through written communication

fitness report gives assessments of an overall
pictute of an evaluated Marine's ability and
success getting the job done during the
reporting petiod.

to the Commandant of the Marine Corps (CMC),
a history of a Matine's performance and potential,

e Individual Character - This section focuses on
measurable traits of the Marine's individual
character and contains three attributes:

o Courage
o Effectiveness Under Stress
o Initiative

®  Leadership - This section focuses on the most
Important  aspects of leadership. Each
evaluated area serves to provide information

that gives 2 more comprehensive picture of
the individual's effectiveness as a leader. The
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Conclusion

Individual training standards form the
basis for all individual instruction in units and
training centers. You have seen how the MBST
provides guidance for tasks associated with
general military subjects and the Individual
Training Standards for each task.

Futther, you have seen how the Marine
Cotps Performance Evaluation System is used to
complete a Marines fitness report. The fitness
report is a vital part of a Marine's Official Military
Personnel File and follows him or her throughout
a military career. %
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Introduction

Style of leadership is the manner in which
you go about communicating with those whom
you lead. There are many things to be taken into
style  of
leadership is approptiate for a given situation. You

account when determining what
must determine what is called for in the situation
and what types of communications are possible,
or necessaty. You also must consider the
capabilities of those whom you are leading and the
constraints of time. Knowledge of the geography,
the political atmosphere, and the general mood of
the populace will also be factors in your leadership
style and decision making process. The three
leadership styles that will be discussed are the
authoritarian, the participative, the
delegative leadership styles.

and

Different situations call for different
leadership actions or styles. As an MCJROTC
cadet, you will face a variety of different situations
that will require you to make a decision about the
leadership style that s appropriate.

Therefore, it is important that you understand all

most
three leadership styles.

Authoritarian Leadership Style

A leader displays the
leadership style when subordinates are told what is

authoritarian

to be done and how it is to be done without the
leader consulting others for advice or ideas. This
style is quite often appropriate for situations
involving the military. In using the authoritarian
leadership style, one should remember that it is
not necessaty to be loud or abusive. There is no
need to demean or belittle 2 subordinate in order
to establish authority.

Occasions when the situation at hand will
not allow sufficient time for the participation of
others in the decision making process, may require
the leader to use the authoritarian leadership style.
In times such as these, it will be necessary for the
leader to make a decision quickly and firmly. On
the other hand, a situation calling for the
authoritarian leadership style may be one where
the task at hand simply does not require input
from others. Often, it is a situation where there is
much at stake and little room for error.

For example, such a situation can occur in
a football game. If a team is behind by six points
with only two minutes to play and the ball is on
their own twenty yard line, some decisions need to
be made quickly. Whether it is the coach or the
quarterback that is calling the plays, there is little
time for consultation or discussion concerning the
play that should be called. There is also little room
for error. For these reasons, the person making
the decisions must act quickly and decistvely.

In the Marine Corps, situations arise in
which the authotitarian leadership style is the best
style to use. Just as in a football game, there are
moments when there is little time to accomplish
the game plan. For example, it might be necessary
for a Marine to replace supplies that have been
delayed due to inclement weather; or, in a combat
situation, a Marine might have to make advances
against the enemy who is inflicting heavy
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casualties. In these situations, action must be
quick and decisive.

It is necessary to see that situations such
as these do not create morale problems. In a
situation involving the lack of supplies, morale can
become a problem. The supplies might be food,
weapons, ammunition, or fuel. All are essential to
a smoothly functioning military unit. The combat
situation speaks for itself. When lives are at stake,
action must always be swift and decisive.

As a MCJROTC leader, you may at times
find it necessary to use the authoritatian leadership
style. For example, you are the squad leader and
your squad is participating in a drill competition.
At the last minute, one of your squad members is
unable to participate. You must decide who will
replace the cadet in the competition.

A situation such as this requires that you
act quickly. It is also necessary that you take into
consideration as many factors as possible before
making a decision. You should find out who is
available and who is proficient at drill.

The Follower

In an authoritarian situation, you must
make sure that you understand your followers'
capabilities. Again, football can be used as an
lustration. In order for the person calling the
plays in the last two minutes to make the best
possible decision, that individual must be familiar
with the players and their capabilities. If you know
that your quarterback has a sore arm, you will
have to go with medium range passes. If you have
a running back with phenomenal speed, you might
want to try to get the ball to him in the open field.
Regardless of what play is called, if you do not
know what your players are capable of, your
chances of making a correct decision will be slim.
This is not to say that if you do have all available
information, you will make the best decision. It is
to say that you will be in a position to do what is
best for the team.

The
illustrates how important it is to know your

example of the football team
followers in a unit. It is necessary that you know
their abilities and backgrounds. You must be
familiar with their knowledge of equipment and
tactics. In this way, you will know which cadet is
best suited for a specific task.

The Leader

You must also be aware of your own
abilities and knowledge. The football coach has to
understand that there is no time to develop new
tactics or new plays, but he must apply what he
knows. If he tries to create a play that is beyond
his own and his players’ understanding and
capabilities, his chances of success are poor.

You, as 2 MCJROTC leader, must also be
aware of your limits. There is no sense in
attempting something that you know you are not
capable of doing. This does not mean that
whenever obstacles appear, you can pass the
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problem to someone else. It means that the most
important thing for you to consider is the
accomplishment of the task. If you are unsure of
the situation and some aspects of the problem
seem foreign to you, it might be best to delegate
some of your authority to another individual or to
advice. In authotitarian

seek some

leadership is not the best style to use to

cases,

accomplish a task.

Communication

Communication between you and your
subordinates is essential to gain knowledge of
each other's abilities and nature. The football
coach must see that his plays are communicated
cortrectly to the quarterback. He can do this by
using signals from the sidelines or by sending the
plays in with other players. Regardless of the
method the coach uses, it is still necessary that the
plays are communicated correctly. If they are not,
the ensuing delay will result in penalties.

“As a cadet leader, you must develop your
communication skills so that you will be able to
convey your ideas with ease. Clear, concise orders
allow speed in the communication process. In an
authoritarian leadership situation, this is of the
utmost importance. A situation that requires speed
cannot be dealt with if the communication process
is inaccurate.

Situation

The knowledge and understanding of
these factors is of little or no use if the leader has
failed to cotrectly analyze the situation. You must
determine what is going on and what needs to be
done to alleviate the problem or complete a task.
requiring the authoritarian
leadership style, you must examine these factors as
quickly as possible. You must establish the nature
of the situation; decide what must be done, and
then see to it that it is done.

In a situation

The football coach must also understand
the situation in which he is involved in order to
generate a solution. He must examine the field
conditions, check the injury report, see how many
time-outs ate left, and consider the team's position
on the field. This having been done, he is ready to
make his decision.

It is often necessaty to use the
authoritarian leadership style when immediate
action must be taken. In spite of the need for
immediate action, the leader must still take into
account the factors of leadership. These are the
follower, the leader, communication, and the
situation. These factors must also be taken into
consideration when using the participative and the

delegative leadership styles.

Participative Leadership Style

The participative leadership style involves
the ideas and advice of others. Subordinates are
involved in the determination of a plan of action.
This does not mean that the leader is not
responsible for the decision and the outcome of
the action decided upon. It simply means that the
leader has the benefit of the ideas, attitudes, and
opinions of the group. This gives the leader a
wider spectrum of possible actions. It also gives
the group a voice in the decision making process.

Allowing the group or unit to have a say
in the decision making process is good for morale.
Subordinates are appreciative when their superiors
consult them. Also, insight into a particular
problem is not exclusive to the leader. Again, the
analogy of a football team can be used to illustrate
this leadership style.

During the course of a game, a coach has
many decisions to make. He cannot always be
aware of all the factors involved. For this reason,
he has assistant coaches, much in the same way
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that Marine Corps and MCJROTC officers have
NCOs. The coaches study game films and
establish attitudes concerning the tendencies and
abilities of the opposition. Since all individuals are
different, their observations are also different.
What one coach sees in the offense or defense of
the opposition may well be missed by others.
Armed with this information, the assistants meet
with the head coach, express their opinions, and
explain why they think their ideas will lead to the
successful completion of the mission -- victoty. In
this manner, the coaches, or
subordinates, are participating in the decision
making process.

assistant

The same principles are involved in 2
MCJROTC leadership situation. If there is
sufficient time, the leader can call in subordinates,
so that advice concerning the situation at hand can
be requested. The subordinates, having been
informed that the meeting was to take place, have
studied the problem at hand and have developed
plans of action. Once the subordinates have been
consulted and all ideas have been examined, the
decision will be made by the leader.

When  discussing the participative
leadership  style, that
subordinates for advice is not a sign of weakness.
It is a sign of intelligence and maturity for an
individual to acknowledge the abilities and
intelligence of others.

remember asking

The participative leadership style means
that you merely listen to the advice of others. It
does not mean that you are obligated to follow
this advice. You must make the decision that will
allow for the accomplishment of the task. If you
believe that your idea is the best of all possible
solutions, then it should be used.

Delegative Leadership Style

When using the delegative style of
leadership, your decision will concern assigning a
specific task to a specific individual. In this style of
leadership, decision-making authority is delegated
to a subordinate. The responsibility for the actions
and outcomes as a result of this delegation falls on
the leader who assigned the task. In other words,
you are responsible for the results of your
subordinates' decisions.

Like the authoritarian and participative
leadership styles, the delegative style can be
illustrated by the workings of a football team.
There is a great deal of time and effort spent in
the preparation for a football game. It is almost
impossible for one person to do everything. For
this reason, the head coach delegates some of his
authority to his subordinates. This allows the
coach to work on the overall plan of action and to
leave the details to others. The head coach is still
responsible for the outcome; only the authority
for the preparation has been delegated to others.

If a coach has enough confidence in the
quarterback, the quarterback may be allowed to
call his own plays. The coach might even allow the
offensive coordinator to call the plays. Regardless
of who makes the choices, the responsibility
belongs to the coach because the coach is the
leader. It is the coach's responsibility to win. If he
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is not successful, he will be fired. It does not
matter who called the play, developed the
offensive strategy, or decided upon what kind of
defense to use, the responsibility belongs to the
leader.

The delegative leadership style is also
found in the MCJROTC. You, as a cadet officer,
have authotity delegated to you. You also delegate
authority to others. The responsibility for actions
taken through authority that has been delegated
always belongs to the cadet officer that delegated
the authority. This does not mean that anytime
something goes wrong, you can blame the
individual officer above you. All cadets have a
responsibility to do whatever they can to
accomplish their task completely.

If your commanding officer assigns you a
task, your chief concern should be the
accomplishment of the task, not who will be
responsible for success or failure. Conversely, you
should not be concerned with the responsibility
for success or failure when you delegate authority
to a subordinate. You should be concerned with
the success of the task.

It is your responsibility, when assigning a
task or delegating authority, to see that the
assignment is of a nature that will allow success.
For this reason, you must always consider the
factors of leadership when making a decision. The
examination and consideration of these factors --
follower, leader, communication, and situation --
will put you in a position to choose a wise course
of action.

Leader

Subor

Conclusion

Styles of leadership are important aspects
of the leadership process. You must know which
style to use in which situation. You must
understand what each style entails. There are no
set rules or regulations concerning which style to
use at any given time. You must use your own

judgment.

Understand that these styles of leadership
interrelate and ate interdependent. As you can see
in the chart below, the leader receives input from
subotdinates. After the leader makes a decision for
which the leader is responsible, authority is given
or delegated to subordinates by way of orders.
Notice that ultimate responsibility always belongs
to the leader and that subordinate leaders must
take on a degree of responsibility. There seldom
will be only one leadership style involved in a
particular situation. A leader who is using the
authotitarian leadership style has been delegated
authority by a superior. A leader using the
participative leadership style, after making a
decision as to what to do, will often delegate
authority to others to accomplish vatious tasks. <
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Introduction

Regardless of the career path you follow,
you may be called upon to help plan for and
conduct a special event. You may be asked to
help plan an event while you are stll in school.
Special events can take place at school or within
the community. They can also be public affairs
events encompassing a larger or more specific
audience.

A special event is a one-time occasion
focused on a definite purpose such as a school
assembly, an awards banquet, a community clean-

up day, a job fair, or a public debate.

A one-time special event is different from
ongoing programs such as a lecture series, club
weekly monthly

meetings, practices, or

homeowners meetings.

Planning and conducting an event is
something anyone can do, provided he or she is
willing to follow certain basic steps. These steps
can be divided into several categories: planning,
logistics, organization, promotion, follow-through,

and close out. Each category raises issues and

questions for you to answer.

Planning

The planning stage for an event is the
most critical, if you are aiming at success. Having
rezlistic goals and a knowledge of an eveat’s
operational requirements are the first steps to
hosting a well-managed, financially successful
event.
roadmap of what success looks like for your
event, there will be no way for you to tell whether

If you do not start out with a clear

or not you achieved what you were hoping for.
Many issues and actions come into play during the
planning stage. There are many questions to

answer.

e  What is the purpose for the special event? Is
the purpose important enough to merit the
time and expense needed to properly stage,
publicize, and evaluate the event?

e What will be the publicized theme of the

event?
e What is the proposed budget for the event?

o Is there a specific audience to be defined and
reached? Can that audience be assembled? Is
there more than one audience?

e Does the theme or purpose of the event relate
to a specific location or area or is it too
general for a localized event?

© Does the event relate to a specific date or
occasion? Is there another event at that time
that may compete for attention?

e Is the event suitable for media coverage?

School paper?  Local paper? Television

coverager
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e What are the minimum and maximum
amounts of people that can attend the event?

Logistics

During the logistics stage of an event,
you try to figure out how everything is going to
come together. The logistics are the details that
will make the event go smoothly. If you leave out
the details, your event could turn into a nightmare.

e Where will you hold the event? Is there a
contact person for the facility?

o  Will there be food? What type of food? Will
you allow for dietary limitations, such as
attendees who are vegetatians?

e Wil there be a charge for the event? How
will you determine the approptiate amount to
charge? What will the fee include? What will
not be included?

e How will you follow through on the theme of
the event? Will there be decorations? Will
there be a need for graphics?

e How will you select the outside speakers or
presenters of the event? How will contact be
made?

© Who will provide technical support? What
type of technical support will be needed?

e Wil attendees be traveling to this event?
How will travel be arranged?

e If there are separate activiles within the
event, where will they be held? How will they
be scheduled?

e Wil attendees register for this event? How
will they register? Where will records be kept?

e Wil there be souvenirs, awards, or certificates
for the events. How will they be arranged?

e  Will there be printed materials? How will they
be produced?

)rganization

Now that you know what your event is
about, who it is for, and some of the issues with
which you have to deal, it is time to think about
who will do all this wotk. There is no need for
you to feel overwhelmed. You may already have
a chair and members of your planning committee.
Pethaps they worked with you during the planning
and logistics stages.

During this stage, you should create a
checklist to make sure everything gets done. The
checklist should have milestones and dates by
which each action should be completed, and who
is responsible for the action. Here are some other
issues related to organization.

© Who will chair and serve on your
committee(s)? How will they be selected?

e Who will draft a calendar of events to see
when each decision must be made or each
activity must take place in order to be ready
on time?

© Who will be in charge of the food? Will it be
delivered or will it need to be picked up?

e What is the budget for this event? How
much money does each committee have in its
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budget? How will committee members be
reimbursed for expenses?

®  Who will collect the money from tegistrants?
Where will the money go once it comes in?

Promotion

If you do not promote your event, no
one will show up. Formulate a publicity plan.
Decide when and how media should be contacted.
Be sure to alert the media of photo and interview
opportunities.

e How will you notify potential attendees?
What medium will you use? Phone? Flyer?
Word of mouth? Radio? Newspaper?

® What do you need to tell potential attendees
to encourage them to come? What will attract
your targeted audience?

@  With what frequency do you need to publicize
your event?

Follow-through

As the the event
approaches, your work is far from over. You
should not leave anything to chance or take
anything for granted.

day of special

® Is the production of event materials on
schedule?

© Have you ordered all gifts, awards, or
certificates?

® How is the registration going?

e Have the nametags, signs, or invitations been
produced?

© Have all the food and beverages been
ordered?

® Have you scheduled a “tie-down” meeting
just before the event to go over all last-minute
arrangements for all committees?

® Have you arranged for a complete clean up of
the facility where you are holding the event?
Who will help with that?

Close-out

Once the event has taken place, there is
still plenty of work to do.

®© Have you developed ways to evaluate the
event’s success? Did you reach your target
goals for attendance or the amount of money
raised? If not, why not?

¢ Have the attendees evaluated the event? Did
you reach your target goal for this evaluation?

® Have you documented the things that went
well and the ones that missed their mark?
This type of documentation will help others
hold similar events.

® How did the vendors that you used work
out? Are there any vendors that should not
be used again for future events?

® Were any items omitted from your checklist
that should have been there?
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e Have you sent out any thank-you notes to
special guests or presenters?

e  Was the event worth repeating?

Conclusion

If you are called upon to plan or help plan
an event, it is worth making the time and effort to
do it correctly. How well the event comes off will
reflect on you and your reputation. If you
produce a well-planned, well-organized event, you
will gain the respect of others. People will
anxiously await the next opportunity to attend an
event organized by you.

Remember to plan everything, make a
checklist, get others to participate in the planning,
and follow through on all your planning. Good
otganization will lead to a successful event. <
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Introduction

The Constitution of the United States
documents the fundamental laws of the United
States of America. Fifty-five delegates to the
Constitutional ~ Convention drew up  the
Constitution in Philadelphia during the summer of
1787. It was ratified by the states in 1788. The
Constitution defines distinct powers for the
Congress of the United States, the President, and
the Federal Courts. This division of authority is
known as a system of checks and balances, and
it ensures that no one branch of government can
dominate the others. The Constitution also
establishes and limits the authority of the Federal
Government over the states and spells out
freedoms and liberties for U.S. citizens.

Two of the powers that the delegates felt
were essential to include in the Constitution were
the power to declare war and the authority to
establish and maintain a naval force.
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The Authority to Declare War

The power “to declare war” found in the
U.S. Constitution (Article 1 Section 8 Clause 11) is
generally thought of as an inherent power of all
nations. In other words, it is a power that exists
as a permanent and inseparable attribute of a

nation.

When our country was not yet a nation
but was 13 united colonies, we created the
Continental Congress to act as if these colonies
were one nation. The Continental Congress,
composed of delegates from each of the thirteen
colonies, exercised the powers of war and peace,
raised an army, created a navy, and adopted the
Declaration of Independence. When the
American colonies separated themselves from
Great Britain with that declaration, they separated
as a unit. The powers of sovereignty (the
supreme and independent power or authority of a
state) passed from Great Britain to the newly
formed nation -- the United States of America.
In other words, the Constitution did not really
“grant” the Federal Government the power to
declare war. The power to declare war is a power
of any and all nations simply because they are

nations.

In the Supreme Court ruling of 1936,
United States v. Custis-Wright, Corp., Justice
Sutherland explained the logic of this thinking in
the following way:

It results that the investment [to furnish
with power or authority] of the Federal
Government with the powers of external
sovereignty did not depend upon the
affirmative grants of the Constitution.
The power to declare and wage war, to
conclude peace, to make treaties, to
maintain diplomatic relations with other
sovereignties, if they had never been
mentioned in the Constitution, would

have vested in the Federal Government as
necessary concomitants [i.e., attribute or

quality] of nationality.

Provide and Maintain a Navy

Many of our nation’s founders argued in
favor of including the power “to provide and
maintain a Navy” (Article I Section 8 Clause 13) in
the Constitution. They felt it was necessary to
protect the nation’s commerce and navigation. In
fact, they asserted that one of the great purposes
of the Constitution was the encouragement and
protection of navigation and trade. Without a
navy, many felt it would be impossible to maintain
the rights to our fisheries; to conduct trade and
navigation on the country’s lakes and rivers,
especially the Mississippi River; and to conduct
foreign commerce. In addition, many people
argued that the nation required a naval service to
protect the entire Atlantic coast. Without a strong
navy, we could not protect ourselves against a
foreign power in the case of war. We would be
susceptible to an enemy invasion. Our maritime
towns would be subject to foreign control. Even
entrance to and departure from our own ports
might be interdicted.

The founders who supported adding
language to the Constitution regarding the nation’s
power to maintain a navy claimed that naval
service would be the cheapest, as well as the best,
defense against a foreign enemy. With a navy, the
nation would not have to spend great amounts of
money to build and maintain numerous forts and
gatrisons on our seacoast.

Briefly, many people felt maintaining a
naval service was not only in the best interest of
our national defense, it was also economical.
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The general public- also favored this
position based on our experiences in the war with
Great Britain.

Our little navy, by a gallantry and
brilliancy of achievement almost without
parallel, had literally fought itself into
favor, that the nation at large began to
awake from its lethargy [lack of interest or
concern] on this subject, and to insist
upon a policy, which should at once make
us respected and formidable abroad, and

secure protection and honor at home.
(Joseph Story:
Constitution of the United States, Book 3
Chapter XX1.)

Commentaries on the

The Country Declares W

Between 1798 and 1993, there were
approximately 234 times in which the United
States used its military forces overseas in combat
ot potential conflict situations. That is about once
every six months. The one common characteristic

linking most of these military actions is that
Congress did not formally declare war.

The United States has used the power to
declare war on another nation five times from
1798 to 1993: The War of 1812, the Mexican War
of 1846, the Spanish-American War of 1898,
World War I, and World War I1.

Why does one country declare war on
another? There are many reasons. Some of those
reasons include the following:

e Interfering in the conduct of international
commerce, or interfering in the internal affairs
of another country,

® A country’s desire to expand beyond its
current borders or spheres of influence,

e An invasion across a country’s borders, the
desire to come to the aid of an allied and
often weaker nation,

e Any act of aggression on the part of one
country over another.

Look at the
country has experienced in the last 200 years.

five declared wars our

War of 1812

Despite the desire of the United States to
insulate itself from FEuropean affairs, the
Napoleonic Wars (1799 — 1815) pulled the United
States into a trade war with England and France.
Starting in 1805, English ships captured American
vessels engaged in trade with the French West
Indies.  Similarly, the French intervened in
American trade with the British. Hoping to
resolve the matter, Jefferson signed the Embargo
Act of 1807 forbidding all trade with foreign
nations.

Although the Embargo Act intended to
bring England and FPrance to terms, instead it
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slowed the growth of American commerce and
was difficult to enforce. Congress and President
James Madison withdrew the Embargo Act in
1809 with the Non-Intercourse Act, giving the
President the authority to allow trade with selected
foreign powers. Trade relations between the
nations proved difficult, however, and in 1810
resulted in Madison authorizing trade with France,
but not with England.

By 1811 the longstanding
between the United States and Great Britain were
Americans were outraged at the

tensions

very intense.
British Navy’s practice of impressing American
sailors into involuntary service. On the Western
Frontier, the British were accused of inciting
Native American attacks on white settlers. The
United States was still in dispute with the British
over certain land areas (Northwest Territories and
the border with Canada). We were interested in
acquiting more territory for ourselves. There
were, in fact, those in the U.S. who wished to take
over Canada.

A small group of “War Hawks” emerged
and called for American military action against
British intrusions on the
sovereignty. Among the “War Hawks” were
future national leaders like Henry Clay of
Kentucky and John C. Calhoun of South Carolina.
New England, however, opposed the war, fearing
it would stifle the region’s economy.

On June 1, 1812, President James
Madison asked Congtress to declare war on Great
Britain. The formal declaration was made on July
18, 1812. Madison began his speech to Congress
in this fashion:

young nation’s

What, Mr. Speaker, are we now called on
to decide? It is, whether we will resist by
force the attempt, made by the [British]
Government, to subject our maritime
rights to the arbitrary and capricious rule

of her will; for my part I am not prepared
to say that this country shall submit to
have her commerce interdicted or
regulated, by any foreign nation. Sir, I

prefer war to submission.

Because Mexico never recognized Texas’s
independence, Mexicans technically considered
the United States’s annexation of Texas as an act
of war. President Polk, whose expansionist goals
were well known, sent General Zachary Taylor to
Texas and in 1846 ordered him to advance to the
Rio Grande. This action triggered a border
dispute with Mexican troops because Mexico
claimed the Nueces River farther north was the
Texan border.

Mexican troops attacked a scouting group
of American soldiers. Polk used the skirmish to
claim that Mexico had invaded the United States
and asked Congress to declare war, which it did.
American troops quickly won victories in
California and embarked on three campaigns to
seize what is today the American Southwest. They
captured Mexico City with a force commanded by
General Winfield Scott. American soldiers won a
series of victoties. The war was very popular at
home. A sudden outpouring of books, newspaper
stories, poems, and songs celebrated the war, the
first to take place outside the borders of the
United States.

Spanish-American War (1898)
On February 15, 1898, an explosion killed
266 United States sailors on the Maine while the
anchored in Havana, Cuba.
Investigations many years later showed that a fire
in the ship’s coalbunker triggered the disaster.
Nevertheless, the accident came at a time when

warship  was
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expansionist fever ran high in the United States.

Many newspapers and politicians actively
encouraged anti-Spanish resentment for the
treatment of Cuban revolutionaries. When the

Maine blew up in the Spanish harbor, newspapers,
politicians, and the public demanded retribution
against Spain.

On April 11, 1898, President William
McKinley asked Congress for a declaration of wat,
even though the day before Spain had agreed to
United States demands in Cuba. On April 25, war
was formally declared. Starting in the 1880%,
naval officers such as Alfred Thayer Mahan and
Commodore George Dewey advocated a naval
buildup as the key to United States securing
national greatness. By the time the Spanish-
American War arrived, the United States boasted a
heavily armed, modern navy.

President Theodore Roosevelt told

Commodore Perry to be ready to attack the
Spanish fleet docked in Manilla Bay in the
Philippines. When the war was declared, Dewey
sailed into the harbor and annihilated the Spanish
fleet.

When Woodrow Wilson ran for re-
election in 1916, he pledged to keep the United
States out of war. He actually ran on the ticket,
“He kept us out of war.” At this time in our
nation’s history, isolationist sentiment ran deep.
In addition, at the outset of the war, it was unclear
which side the United States would take. Many
German- Irish-Americans  opposed
intervening on the side of the allies. In 1916,
United States troops had engaged in several
border conflicts with Mexico after the United
States had attempted to influence domestic
politics. Although the two countties had reached
a peace agreement, tensions remained.

and

By early 1917, however, the United States
found it increasingly difficult to maintain its
neutral stance. There were strong financial ties
between the British and American financial
communities. In addition, Germany had used
submarines to sink merchant vessels. Although it
had suspended the sinking of neutral vessels,
Germany was just about to restore the policy.
The Germans were about to rescind the Sussex
Pledge, which restricted submarine attacks. It was
not just neutral vessels; it was also sinking vessels
without warning. Confident that Germany was on
the verge of knocking Russia out of the war, the
German foreign minister, Arthur Zimmerman,
sent a message. In it, he proposed that Mexico
and Japan ally themselves with Germany if the
United States entered the war when Getmany
lifted its ban on unrestricted submarine warfare.
The Zimmerman Note offered Texas, Arizona,
and New Mexico to the Mexicans in return for
their support.

The British intercepted the telegram and
used its contents to influence the U.S. to be anti-
German, before forwarding the telegram to the
United States. Wilson released the contents of the
note to the public. The release of the contents of
the message made American sentiment swing
strongly to the Allied cause. The message also
alerted the nation to the fact that the war was not

just a European affair.

With the resumption of submarine attacks
on neutral ships in the Atlantic Ocean, President
Wilson decided to seek a declatation of war from
Congress. When Wilson made the request on
April 2, 1917, to declare war, 209 Americans had
died in the attacks, 28 of them on American ships,
since the start of World War I in 1914. The most
spectacular sinking had been the British ship
Lusitania on May 7, 1915, killing 128 Americans.
Germany claimed (correctly as it turned out) that
the ocean liner was carrying ammunition bound
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for Great Britain. Nevertheless, Americans were
outraged at the German aggression, and it became
pretty clear that we would become a member of
the Allies. Two days after Wilson’s speech,
Congress declared war on Germany.

World War I1
On January 6, 1941, Franklin D.

Roosevelt delivered his famous “Four Freedoms
Speech” outlining the principles for which the
United States would be willing to go to war. The
four freedoms he outlined were freedom of
speech, freedom of worship, freedom from want,
and freedom from fear.

Desperate for supplies to protect
England, British Prime Minister Winston
Churchill begged Roosevelt for assistance to
prevent Germany’s expected invasion. By early
1941, Roosevelt had no doubt that the United
States needed to throw its weight behind England.

Just before dawn on December 7, 1941,
the Japanese Air Force launched a surprise attack
against the United States Pacific Fleet in Pearl
Harbor, Hawaii, destroying most of the
battleships. Casualties totaled 2,280 killed and
1,109 wounded. At the same time, Japanese
forces successfully attacked the Philippines,
Guam, Midway, Hong Kong, the Malay Peninsula,
and several other military bases.

On December 8, stunned by the strike,
Roosevelt asked Congress to declare war against
Japan.  Congress unanimously approved the
request the same day. Three days later, Germany
and Italy declared war on the United States.

The opening lines of Roosevelt’s speech
to the Congress remain forever in our minds:

“Yesterday, December 7, 1941 — a date
which will live in infamy — the United States of

America was suddenly and deliberately attacked by
naval and air forces of the Empire of Japan.”

Conclusion

Wars are declared for a variety of reasons.
Depending on the policies of the national
government, attitudes of the general population,
and the time period, wars can be the result of a
nation’s desire to expand its sphere of influence or
remain isolated and focused only on its own
interests. A nation may desire to gain additional
territory, defend its friends and allies, or combat
the aggressive actions of another country. Many
reasons have prompted wars over the centuries.
Nations such as the United States have the power
to declare war, and have set forth that power in
documents, we have in our U.S.
Constitution.
found it essential to include the power to declare
war and the authority to provide and maintain a
navy in order to protect and defend our nation’s

liberty and freedoms. <

just as
The writers of our Constitution
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Introduction

The Constitution cleatly grants Congress
the power to declare war in Article I Section 8.
However, in Article II Section 2, the Constitution
also clearly states that the President is the
Commander in Chief of all the armed forces.

One of America’s earliest Presidents,
Thomas Jefferson said, “Congress alone is
constitutionally invested with the power of

changing our condition from peace to war...”
Another of our founding fathers, Alexander
Hamilton, also supported Congress’s sole wat-
making powers when he stated,

The Constitution supposes, what the
History of all governments demonstrates,
that the Executive is the branch of power
most interested in war, and most prone to
it. It has accordingly with studied cate
vested the question of war to the
Legislature.

Many people argue that the intent of the
framers of the Constitution was to empower
Congress — and not the President — with the
power to commit U.S. military forces to battle.

However, history shows that the ability to
defend our nation or take military action has often
not involved the Congress directly, and that the
President’s role as Commander in Chief is often
the reason for that.
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A

storical Perspective

The issue of control over and deployment
of U.S. military forces once seemed simple.

The drafters of the Constitution had just
gone through the experience of the war with
Great Britain. The Declaration of Independence
listed offenses against King George III, the British
monatch. The King had absolute power to declare
war in Britain, With the war fresh in their minds,
the framers were determined that no one person
should have the authority to decide on war. They
believed that a division of powers, not a
centralization of authority, would best serve the
country. To that end, the Constitution in Article 1,
Section 8 gave Congress the power to declare war.

The question of the need for a declaration
of war dates all the way back to the presidency of
Thomas Jefferson and the war with Tripoli (1801
— 1805). Jefferson sent a squadron of warships to
the Meditertanean to protect U.S. shipping against
the forces of the Pasha of Tripoli. Jefferson's
instructions to the squadron were that they act in
a defensive manner only, with a strictly defined
otder of battle. When a Tripolitan cruiser shot at a
U.S. ship, the U.S. forces seized the ship, disarmed
it, and released it. Jefferson's message to Congress
on the incident indicated that he felt the acts to be
within constitutional bounds. Alexander Hamilton
wrote to Congress and espoused his belief that
since the United States did not start the conflict,
the United States was in a state of war, and no
formal declaration was needed to conduct war
actions. Congress authorized Jefferson's acts
without declaring war on the Pasha.

Based on this incident, you could draw
the conclusion that if an act of war was committed
against the United States, a state of war exists. A
declaration of war by the Congress places the
Unites States at wat without any doubt. Absent 2

declaration of war, the President can react to acts
of war in an expedient fashion as he sees fit.

In fact, Presidents started to undertake
military actions without congressional approval

soon after the American Revolution. Between
1798 and 1989, there was approximately 215 times
in which the United States used its militaty forces
overseas in combat or potential conflict situations.
That is about once every nine months.

The one common characteristic linking
most of these military actions is that they were
undeclared. Thete have only been five declared
wars: The War of 1812, the Mexican War of 1846,
the Spanish-American War of 1898, World War I,
and World War II.

Use of Presidential Powers

In World War II, President Roosevelt
asked Congress to declare war against Japan,
Getmany and Italy in 1941, the day after Japan
bombed Pearl Harbor, December 7. However, in
Kotea, we insisted the U.S. was participating in a
"police action," so the debate over who had war-
making powers did not arise. From 1950 to 1953,
US. forces were committed to war against
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communist North Korea, - without a formal
declaration by Congress.

During the Cold War (1945 — 1991),
Congress acquiesced to the President. The Cold
War symbolized the fight for supremacy between
communist, especially the Soviet Union, and
democratic, primarily the U.S., countries. It was
not a “hot” war in the sense that one nation
attacked another. However, there was the threat
of immediate nuclear exchange between the U.S.
and its enemies allowed only minutes to make 2
decision.

In Vietnam, the Gulf of Tonkin
Resolution allowed President Johnson to at least
pay lip service to the Congressional war-making
prerogative. This resolution stated that Congress
approved and supported the determination of the
President, as Commander in Chief, to take all
necessary measures to repel any armed attack
against the forces of the United States and to
prevent further aggression. This resolution
further stated that it was both in the national
interest of the U.S. and the interest of world peace
to maintain peace and security in Southeast Asia.

/ar Powers Resolution

The War Powers Resolution was passed
in 1973, following eight years of the war in
Southeast Asia. At the time, U.S. forces were still
involved in a conflict between communist North
Vietnam and South Vietnam without a formal
declaration of war. By this time, the
administration of President Richard M. Nixon had
begun a substantial withdrawal of U.S. forces.
However, Congress was concerned about how an
undeclared war could last eight years and cost 50,
000 lives. The War Powers Act granted the
President the right to send forces overseas for 60
without sort  of
authorization.

The

days any congressional

The purpose of the War Powers
Resolution (P.I. 93-148, passed over President
Nixon's veto on November 7, 1973) is to ensure
that both Congress and the President share in
making decisions that may get the U.S. involved in
hostilities. This resolution requires the President
to meet several conditions whenever the President
introduces U.S. forces abroad in situations that
might be considered hostile or imminently
hostile.

Criterion for compliance include the
following:

e Prior consultation with Congtess, alerting it
that the military force had been used or was
expected to be used in a particular situation;

e Fulfillment of certain reporting requirements,
including specific reasons for the action and
justifications for the action to be provided to
the Congress within 48 hours of taking any
action or making any tactical decision;

e Congressional authorization for the action;

e Congress has 60 days to debate the
President’s action. If the Congress does not
authorize the action, the military forces have
to be withdrawn at the end of 60 days. The
President could submit a request for 30-day
extension of this deadline; and

e Congress retains the power, through the
passage of a concurrent resolution, to direct
the President to remove military powers at
any time during the 60-day period.

Events of the 1980s

There has been twenty times, since the
War Powers Act was passed, that the President
has legally started, drafted and allowed the use of
the military without congressional participation.
The War Powers Act has given the President
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much leeway in placing the military in conflict.
Take a look, for example, at the period of the
1980s and eatly ‘90s.

The 1980s saw numerous instances of
Presidential use of U.S. military forces without a
declaration of war by Congress. In 1980, the
attempt to rescue American hostages in Iran
resulted in the death of eight American troops.
The U. S. sent military advisers to Honduras and
El Salvador. As part of a multi-national force,
U.S. Marines wete sent to Lebanon where, in
1983, a car bomb attack resulted in the death of
239 U.S. military personnel.  Also in 1983, the
US. invaded Grenada. U.S. bombing strikes
against Libya resulted in the death of two
American pilots in 1986. The U.S sent troops to
Bolivia in 1986 to assist in anti-drug operations.
There were US. naval escort operations in the
Persian Gulf in 1987 and 1988. Libyan fighter
planes were shot down in 1989. Also in 1989, the
U.S. invaded Panama. And in the early 1990s, we
saw the war against Iraq and the deployment of
troops to Somalia and Bosnia.

The closest Congress came to formally
declaring war in recent histoty was just prior to
the start of operations against Iraq duting the
1990-91 Gulf War, in response to Baghdad's
invasion of Kuwait. Although President Bush, St.
argued he did not need Congtessional approval to
act in the Gulf War, Congress explicitly
supported the war. Congress simply passed a
resolution supporting President Bush, Sr.'s
deployment of U.S. forces to the Gulf; although
those forces were already being deployed by the
time the resolution was offered.

These are the latest actions in a long list
on the use of U.S. armed forces abroad. The
President ordered most of these decisions alone.
become

In recent times, a new issue has

congressional authorization of U.N. peacekeeping

or other U.N. sponsored actions in which the U.S.
participates. The President has
diplomatic means through the UN to gain world-
wide support for military actons. In the Gulf War,
the UN Security Council Resolution 678
authorized the use of force against Iraq. By that
time, the President had already deployed troops
and ships to the area. However, before an assault
took place, the UN Security Council set a January
15, 1991, deadline for Iraq to get out of Kuwait.
By that date a coalition of 39 nations were part of
the mobilization. The President consulted with
Congress who supported the President’s actions.

employed

Howevet, no formal declaration of war was asked
for or given.

Despite the requirement for shared
decision-making powets in the War Powers Act,
Congressional war-making authority and oversight
has decreased considerably. As a result, there is
some debate as to whether the War Powers
Resolution is an appropriate and effective means
of assuring congressional participation in actions
that might get the U.S. involved in war. Some
people insist that the War Powers Resolution has
significantly  increased
participation. Others emphasize that it has
prompted consultation and served as leverage.
For now, Presidents consult Congtess, and, for
the most part, Congress suppotts Presidents
during crises.

not congressional

/ar

Effort to Repeal the
Powers Act

There have been proposals made to
strengthen, change or repeal the resolution. On
March 13, 2001, a Texas lawmaker, Representative
Ron Paul, introduced a measure in the House of
Representatives. The measure was called the
"Constitutional War Powers Resolution of 2001,"
or H.J.R. 27. The bill, which has six co-sponsors,
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sought to "repeal the War Powers Resolution to
fulfill the intent of the framers of the Constitution
that Congress and not the President has the power
to declare war." The bill was referred to the House
International Relations Committee. Since the bill
was introduced, terrorist activities in New York
and Washington, DC resulted in military action in
Afghanistan. President Bush did not ask Congress
for a formal declaration of war. Congress,
however, passed a variety of bills, which
supported President Bush’s efforts to fight
terrorism at home and abroad. It is unlikely that
the War Powers Act repeal effort will have enough
support to move from committee to the floor of
the House for 2 vote by the full membership.

Conclusion

In Article I Section 8, Congress is
empowered "To declare War, grant Letters of
Marque and Reprisal, and make Rules concerning
Captures on Land and Water" as well as "To make
rules for the Government and Regulation of the
land and Naval forces.” At the same time, Article
II Section 2 states that the President "shall be
Commandet-in-Chief of the Army and Navy of
the United States." Over the years, the debate
over the meaning of these two provisions of the
Constitution centered on the extent of the
President’s right to commit troops into military
conflicts to presetve our nation. With the War
Powers Resolution in 1973, Congress and the
President were directed to share in the decision-
making responsibility of involving the U.S. in
hostilities. Since that time, however, the
President, with only the consultation of Congress,
has initiated many of the hostile actions involving
the U.S. For the most part, Congress supports the
President’s decisions.

41



U.S. MARINE CORPS. JROTC
Category 2 — Citizenship
Skill 3 — National Defense

42



U.S. MARINE CORPS. JROTC
Category 3 — Personal Growth and Responsibility
Skill 3 —Social Skills

Introduction to Service
Etiquette

During your high school years, your time
in the MCJROTC, and life after graduation, there
will be occasions when you will be encouraged to
interact with people socially. By knowing the rules
of proper etiquette, you will not only make a good

impression, but you will also be more relaxed and
confident in these situations.

Service etiquette 1is
extension of the simple courtesy and good
manners that you should practice everyday. Itisa
code of behavior based on common courtesy,
sincerity, and respect, combined with the customs
Military
courtesy is very formal in nature and reflective of
the discipline of the service.

really just an

and traditions of the armed services.

When you demonstrate proper setvice
etiquette, you show respect for authority and
experience, appreciation for the support of fellow
Matines, and loyalty to the United States and the
Constitution.

Introductions

Introductions should be simple, direct,
and dignified, and the act of making them should
be an occasion of formality. They should be made
whenever people gather socially, even for a short
period of time. Introductions should be made
automatically and immediately when discovering
that two people do not know each other. You
may make these introductions or have someone
else do it — as in a receiving line, but you cannot
neglect an introduction without running the risk
of being rude or negligent.

Making Introductions

When making an introduction, avoid the
use of elaborate phrases. Recall that introductions
should be simple and direct. The most generally

£6

accepted introductions are: ‘.., may I introduce...”
ot “.., I would like you to meet ....”" Never say ...,
meet so-and-50.” Speak each name slowly and clearly
so there can be no possibility of misunderstanding

on the patt of either person.

When you are on the receiving end of an
introduction, make a special point of listening to
the other person’s name. If you forget the name,
or did not hear it, ask — with an apology — for the
name to be restated. Then, use the name several
times This will help you

remember it.

in conversation.

When being introduced, always return a
courtesy such as, “Nice to meet you,” “Hello,” “1 am
really glad to meet you,” or “How do you do?” 1f you
wete the one making the introduction, it is not
appropriate to walk off and leave the two people
staring at each other. As the person who made
the introduction, you should either say something
about each person to get a conversation started ot
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excuse yourself so that you and your guest can
continue to move about the room or participate in
some other event.

When starting a conversation, mention
something of common interest to both parties.
For example: “Captain Davis, I wonld like you 1o meet
Michael Knight.  Captain Davis is my Senior Army
Instrucior, Michael.  Sir, Michael hopes to enroll in
MCJROTC next year.”

Before taking leave of the person whom
you just introduced, your guest should respond
with “Good-bye, I am very glad to have met you,” or
something to that effect. (Note: In taking leave
of a group, it makes no difference if you were
introduced or included in  their
conversation, you politely and quietly respond
good-bye to anyone who happens to be looking at
you, without attracting the attention of those who
ate unaware that you are leaving.)

merely

Formal Introductions

It is a general rule that you introduce
juniors to seniors (this applies to age and military
rank), gentlemen to ladies, and so on. However,
the degree of formality used when making the
introduction depends on the position of the
persons involved and/or the solemnity of the
occasion.

When introducing someone to a dignitary,
mention the dignitary first to show respect for the
office he or she holds. Ensute that you use the
correct formal title or appellative for the
dignitary when making the introduction. A few of
the more common titles are listed below.

e Introduce a doctor, judge, or bishop by their
titles.

¢ Introduce members of Congress by Senator
or The Honorable.

@ Introduce a Catholic priest by Father, and an
archbishop by Your Grace. Some Protestant

clergy use titles such as Reverend, Pastor, or
Doctor, whereas others prefer to be addressed
as Mr., Mrs., Miss, or Ms.. It is best to ask the
individual how he or she prefers to be
introduced before the introduction is made.

® Introduce military personnel by their rank
(including doctors and clergy); for example,
when introducing your guest to one of your
MCJROTC instructors, you might say “First
Sergeant Allen, 1 would like you to meet Miss Jones.”

If the situation arose where you had to
introduce a teacher to a parent, you would use the
teacher’s name first. For example, ‘Major Cogper,
would like you to meet my mother, Mrs. Eastern.” 1f
both of your parents were there, you would
introduce the woman first and then the man, such
as, “Major Cogper, 1 would like you to meet my parents,
Mps. Eastern and Mr. Eastern.”

Less Formal Introductions

When introducing two people whom you
know very well and who have heard you talk of
the other, you may be more casual. For example,
to introduce a squad buddy to your sister, you
might simply say, ‘Susie, this is Pete.” In this
example, it is perfectly acceptable to make the
introduction using the first names of both people;
however, never make an introduction to an adult,
senior, etc., using that person’s first name,

In some cadet battalions or military
academies, cadets have only one formal title as far
as introductions are concerned — that of a Cadet.
In those situations, the rank structure is not used
when addressing cadets socially. For instance, you
would say, “Doctor Jones, this is Cadet Draper,” not
Doctor Jones, this is Cadet Lieutenant Draper.”
Furthermore, at some schools cadets may be
addressed as “Mr. Draper” or ‘Ms. Draper” during
conversations. For example, ‘Mr. Draper, 1 am

Dpleased to meet you.”
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When and How to Shake Hands

When gentlemen are introduced to each
other, they always shake hands. Additionally,
ladies who are MCJROTC cadets always shake
hands during introductions. However, as a more
general rule, whenever a lady or gentleman
extends their hand as a form of greeting, the
receiving party should reciprocate the gesture.
Nothing could be more ill bred than to treat curtly
any gesture made in spontaneous friendliness. At
the end of the introduction and/or conversation,
those who wete drawn into it do not usually shake
hands when parting.

A proper handshake is made briefly; but
there should be a feeling of strength and warmth
in the clasp. In addition, always maintain eye
contact at the same time with the person whose
hand one takes. Never shake a hand violently,
grasp the hand like a vise, keep the handshake
going for a long period of time, or offer only your

fingertips.

The Receiving Line

Introductions at a formal reception may
often include a teceiving line. It is customary, and
often mandatory, that all guests go through the
receiving line upon arrival. ~The people who
would be in the receiving line are (from left to

right):

® The host (commander of the unit holding the
reception)

e The spouse or guest of the Unit Commander

e The ranking honored guest, with his or her
spouse/guest

e  Other dignitaries with their guests

At a reception, the lady precedes the
gentleman through the receiving line.  The
gentleman, whether or not he is the MCJROTC
cadet, introduces the lady first then himself to the
adjutant, who often announces the names of all
attendees to the host.
attending stag should introduce him or herself to
the adjutant.
name to the host as you step in front of him or
her.
handshake are all that is necessary when moving

A lady or gentleman
The adjutant will announce your
A simple, pleasant greeting and a cordial

through a receiving line. Save lengthy
conversation for later. Should your name get lost
in the line, repeat it for the benefit of the person

doing the greeting.

In the absence of an adjutant, the lady still
precedes the man through the receiving line. He
introduces her first, and then introduces himself
directly to the host. Once you have finished this
line, you may proceed to the serving of
refreshments or conversation with other guests
and await the signal for the next event. If the
receiving and dining rooms are separate, do not

entet the dining room until that signal is given.

For the remainder of the event, you will
be responsible for making introductions as you
move around the room and during dinner.

Other Forms of Introductions

If seated, one rises to acknowledge an
introduction and remains standing while other
members of the party are being introduced to one

another. When being introduced to ladies or
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gentlemen who are seated, you need not rise if
rising may inconvenience others at the table.

When being introduced to a lady out-of-
doors, a gentleman in civilian clothes always
removes his hat. In addition, a gentleman will
ordinarily remove his glove to shake hands unless
he is a member of a color guard or honor guard.
However, if he is confronted with a sudden
introduction when he has gloves on, making it
slow and awkward to remove a glove while the
other person is standing with his or her hand
outstretched, it is better to shake hands with the
glove on with no apology. (Note: You would also
use these rules as part of general public behavior,

even in casual situations.)

If you wish to introduce two people who
are not near each other, always take the junior to
the senior, the young lady to the older person, the
gentleman to the lady and so on; never the

reverse.

When in doubt whether two people have
met, it is perfectly permissible to ask. Be sure to
address the senior first, using a couttesy such as
“Colonel Smrith, have you met Miss Jones?” If they have
not met, make the introduction. Usually, most
people will consider your question as tantamount
to an introduction, and will proceed with the how-
do-you-dos. The important thing is not to assume
that people know each other. There is no harm in
introducing people who have already met; it is,
however, quite inconsiderate to have strangers
together without an introduction.

Some people have a difficult time
remembering names. Not remembering a name is
a common failing and can be easily forgiven.
However, forgetting a name is never an excuse for
not making an introduction. If necessary, ask for
the person’s name — with appropriate apologies —
before starting the introduction. For example, ‘7
beg your pardon, sir (or ma'am), but I have forgotten your

name. Thank you, sir (ma'am). Colone! Smith, I would
like you to meet Miss Jones.”

In certain situations, you may
find it necessary to introduce yourself to anothet
person. If you are next to someone you do not
know and no one is around to make an
introduction, it is perfectly acceptable to make
your own introduction. Use a greeting such as
“Hello, I am Tom Fragier,” while shaking that
person’s hand. Do not say, “What'’s your name?” A
good reply to you would be “Ted Wentworth, nice to
It is then up to both people to start
their own conversation.

3

meel you.

Service and Civilian Forms of Address

In addition to knowing the proper way to
introduce someone who has a particular title or
rank, it is also important to know how you should
address them when speaking and how you should
address any kind of written cotrespondence. In
written correspondence, full rank precedes the
name and is written out. In conversation,
however, all generals, admirals, colonels, and
privates are addressed as General, Admiral,
Colonel, and Prvate respectively. All staff
Noncommissioned Officers (NCOs), those with
the rank of staff sergeant and higher, ate
addressed by their specific titles (e.g, Gunnery
Sergeant Williams, Master Sergeant Woodson,
etc.) Some examples are listed in the following
table:
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Written

Spoken

Introduction

Brigadier General John Doe, U.S. Army

General Doe

General Doe

Lieutenant Colonel Jane Doe, U.S. Air
Force
225t Bomber Squadron

Colonel Doe

Colonel Doe

or

Lieutenant Colonel Doe, of the 225t%
Bomber Squadron

First Lieutenant John Doe, U.S. Marine
Cotps

Lieutenant Doe

Lieutenant Doe

ot

First Lieutenant Doe, of the Matine
Corps

Rear Admiral John Smith, U.S. Navy

Admiral Jones

Admiral Jones

or

Rear Admiral John Jones,
Superintendent of the U.S. Naval
Academy

Lieutenant Commander Louise Smith,

Lieutenant Commander

Lieutenant Commander Smith

U.S. Navy Smith
Gunnery Officer
Midshipman Joseph Smith M. Smith Midshipman Smith
The President Mr. President The President
or
The President of the United States
The Vice President Mr. Vice President The Vice President
or

The Vice President of the United
States

The Chief Justice of the Supreme Court

M. Chief Justice

The Honorable John Doe, Chief
Justice of the Supreme Court of the
United States

The Honorable Jane (John) Doe
Secretary of State

Madam Secretary
or
Mr. Secretary

The Honorable Jane Doe, Secretary
of State
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The Honorable Maty Jones Senator Jones The Honorable Mary Jones, Senator
United States Senate from Virginia
The Honorable John Doe Congressman Doe The Honorable John Doe,

House of Representatives

Representative from Massachusetts

In  less formal and in  official
correspondence, the abbreviations USMC, USN,
USA, etc. may be used for the branch of service as
well as abbreviations for rank, such as MajGen,
LtCol, Capt, 1stLt, etc. Resetve officers of all the
services use the letter ‘R’ after their branch. For
example, a Marine Corps Reserve officer would
use USMCR.

It is also important to note that elected
officials retain their titles even after leaving office.
For example, President Clinton would still be
introduced as President Clinton, and spoken to as
Mz. President.

Invitations

When you are invited to attend 2 social
event, which could be a short afternoon visit, a
dinner party, or a formal dance or ball, you have
certain obligations that you must observe as a

guest.
First, you must understand the invitation:

what you are invited for, where it will be held,
when you should be there, and what you should

The Cadet Class of 2002
of the United States Marine Corps
Junioy ROTC Program
requests the pleasure of your company
atthe
Annmal Cadet Dinner
O Saturday, the sixteenth nf May
at seven o'clock i the evening
Weiss Banguet Hall
RSVE
202-604-2475/8762

Formal Attive

wear. A written invitation will usually spell out
most of these things quite cleatly.

The R.S.V.P

R.S.V.P. French
expression ‘Respondey s%/ vous plait,” which means
‘please reply.” On many invitations, you will see the
R.S.V.P. followed by a telephone number. In this
case, the courtesy of a prompt reply by telephone
is required to permit the host, hostess, or planning
commnittee to properly plan the event. Always call

comes from the

within two or three days to accept or decline the
mvitation. Make your call between 9 a.m. and 6

p.m.

If your plans for that day are unsettled or
indefinite, do not pass this problem on to the
prospective host or hostess. It would be much
better to outright decline the invitation than to
give a complicated account of your indefinite
social activities. Even if the other arrangement or
engagement is tentative; it is best to decline the
invitation. Once you have declined, however, do
not call back if your plans change.

When declining, it is sufficient to say to
the host or hostess that a conflicting duty or social
engagement prevents you from accepting. You
are at liberty to turn down an invitation because
you do not wish to go; however, you should
exercise good judgment in deciding whether or
not to decline an invitation.

If, after you accepted an invitation, an
illness or an absolute emergency prevents you
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host or hostess

from attending, call the
immediately with regrets and apologies.

You are not at liberty to invite someone
else along unless the invitation clearly indicates the
number and names of those invited.

There are several variations of the
R.S.V.P. that are coming into widespread use,

especially on informal invitations.

o “RS.V.P. Regrets Only” This invitation
means that the prospective host or hostess is
expecting you unless you notify otherwise that
you cannot come. If you can accept, you

need not reply, just be there on time.

e Invitations by phone.
invitation by phone, it is a good idea to repeat
back all of the essential information so that
there is no misunderstanding. If you must

When accepting an

first check your calendar before answering,
get all the details and explain that you will call
back as soon as you have done so. Thank the
caller for the invitation, make sure you have
the phone number, and promise to call right
back. Then, make sure you do.

Where

Most written invitations will indicate
exactly where the function is being held. Some
invitations may include a small map for your
convenience.

When

Invitations to dinners, receptions, and
weddings will always give a time. For dinners and
receptions, this is the time at which you should
atrive, no earlier and no Iater. You will need to

“plan your timing so that you can be punctual. The
time on a wedding invitation is the time the
ceremony begins; therefore, you should allow
sufficient time to be punctual.

If you ate invited to an open house from
3 to 6 p.m., you may arrive any time after three
and depart before six. You are not expected to
stay the entire three hours. After a dinner party,
you should stay at least an hour, otherwise it hints
of “eat-and-run” rudeness.

hat to Wear

The invitation may specify what you
should wear.
likely wear their Class A uniform to a Cadet Ball.
In this situation, male guests should wear a suit

For example, cadets would most

while female guests should wear either short or
long evening attire.

Some invitations may simply indicate that
the dress is formal, informal, or casual. Ensure
that you understand what these terms mean. If
you are in doubt, ask the host or hostess what to
wear when you call to RS.V.P. As a general rule,
use the following guidelines:

e  Formal:
acceptable, although a tuxedo or uniform

For gentlemen, a suit may be

equivalent is preferred; for ladies, a short or
long evening gown is appropriate.

e  Informal: For gentlemen, a sport coat and tie is
appropriate; for ladies, a dress appropriate for
day-time wear or a nice pants suit is
acceptable.

e  Casnal: For gentleman, nice slacks and a sport
shirt is appropriate; for ladies, a sundress or
nice pants and blouse is appropriate. In some
situations, jeans ot shorts and a nice shirt or
blouse may be acceptable.

Courtesies When a Guest at
Smaller Functions
When attending an open house or a small

dinner party, seek out your host and/or hostess
immediately upon arrival and greet them. A
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crowded room should not keep you from propetly
greeting your host and hostess. You should also
delay getting any refreshments until after you have
propetly greeted them.

Since the host and hostess are in charge,
let them run things. As a polite, unassuming
guest, you should help by making conversation
and joining wholeheartedly in whatever activities
they have planned.

You should never sit when other guests
are standing in your presence.

Before leaving, you must thank your host
and hostess for a wonderful time. Even if there
are still dozens of people present, you must seek
them out to say thank you and good-bye.

Thank-You Notes

Thank-you notes should be written within
two or three days, but no more than a week, after
you have been a guest at someone’s home. A
thank-you note should be handwritten in ink on
quality writing paper. Stationary sets that provide
matching paper and envelopes are recommended.
Be conservative in the choice of color and design.
Plain white is always acceptable. Some of the
requirements for a thank-you note are:

e Spell out the month — the notation 3/9/99 is
not used socially. Place the date in the upper
right-hand corner just below the fold line on
the informal notepaper.

e Ensure there are adequate margins on both
sides of the paper — leave about one and one-
fourth inch on the left side and about three-
fourths inch on the right, depending on the
size of the paper.

e Place the salutation, such as ‘“Desr M.

Elliott,” at the left margin.

® Indent the first line of each paragraph; bring
each subsequent line out to the left margin.

® Place the complimentary close approximately
as far to the right as the date at the top of the
page. “Sincerely,” or “Sincerely yours,” with your
first  and acceptable
complimentary closes. “Yours
truly,” and reserve the use of ‘Lore,” for a
family member or close friend followed by
your first name only.

last  names are

Never use

¢ Do not use “Cadet” or your cadet rank in
your signature. ‘

® Your return address belongs on the envelope,
not under your signature.

There should be 2 minimum of three
paragraphs in the thank-you note. The first
expresses your thanks specifically and in detail for
the occasion. The last briefly summatizes your
thanks. There must be one or more paragraphs in
the middle on any topic you choose about the
occasion you attended. Do not invite yourself
back in your thank-you note.

When expressing yourself — be yourself]
If you do not normally speak in flowery language,
then do not sound that way in your note.
Sincerity is far more important than eloquence. ‘7
was overwhelmed by the sumpinonsness of the repast in your
exquisite domicile,” 1s pretty silly from most people.
T enjoyed the dinner in your attractive home,” sounds
much more natural. If you particulatly enjoyed
the soup, or if the chocolate cream pie was out of
this world, by all means say so in your note.

Sincerity is the first rule in social
correspondence.  Simplicity is the second rule.
You can hardly go wrong with a few simple and
direct statements of the things that pleased or
amused you. Write just as you would say it to
someone you know very well. Also, use correct
grammar and spelling and keep it neat.
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The thank-you note is an individual
responsibility. If more than one of you enjoyed a
dinner party at someone’s home, it is not proper
to send one thank-you note. Each of you should
wtite your own note.

Follow the example shown below to
address an envelope. Ensure that you use a block
style; always include the proper title with the name
(such as Mt., Mrs., Miss, Ms., Dr., Colonel, etc.);
and place the city, two-letter state abbreviation,
and zip code on the same line.

Mrs. Leslie Elliott
2001 Deerfield Street
Parsons, NC 12345-0021

Place your return address on the front top
left-hand corner of the envelope. You may use an
address label for this purpose.
include “Cadet” in your title, but not your cadet
rank: Cadet John C. Scott is acceptable, but Cadet
Captain John C. Scott is not correct.

You may also

If you are on the planning committee for
2 Cadet Ball, you should also send thank-you
notes to the special guests, the organizations that
sponsored the event, and the organizations that
provided services and entertainment.

Telephone Courtesies

The telephone is a valuable time-saver
and an effective means of communication. Here
are some tips for proper telephone usage.

When calling a private residence to
respond to an R.S.V.P, it is most proper to call
between nine in the morning and six at night.
Avoid calling during meal hours. If you are in
doubt, ask the person you are calling if this is a
convenient time — offer to call back later if

necessary. Let the phone ring at least six times to
allow the person to reach the phone.

Always identify yourself when placing 2
call. Unlike talking to someone face-to-face, the
person on the other end of the phone may not
recognize your voice until you identify yourself.
While talking on the phone:

e Be polite. This applies to any conversation.
e Speak slowly and clearly.
e Do not eat, drink, or chew gum.

e Do not sneeze ot cough into the receiver.
Turn your head or excuse yourself.

e Do not carry on a conversation with someone
in the room while talking on the phone.

e Call back immediately if you get disconnected
and you placed the call.

e When answeting 2 call for someone else, say,
“May I ask who is calling?” This sounds better
than “Who is this?”

When leaving 2 message on an answering
machine, clearly state your name, the date and
time of your call, and a brief message. Leave a
phone number only if you need to be called back.
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Cellular Phone Courtesies

Because “wireless phones” can be used
virtually anywhere, their users need to remember
common-sense Results from a
nationwide survey indicates that wireless users
need to improve their phone etiquette and put
people ahead of phone calls. A few tips to follow

courtesy.

are:

® Use of wireless phones is prohibited in most
schools and at school functions.

e Use
gatherings is not approptiate.

of wireless phones during social

® Never place a cell phone on the table during a
meal.

® Do not drive and use a cell phone.

e Do not use a wireless phone when it will
inconvenience or disrupt others.

® Use should be limited in public places or
gatherings to safety for emergency reasons.

Being
Guest

Depending upon the nature of the social
occasion, cadets should inform their guests about
the traditions and courtesies of it before arriving.
Cadets should inform their guests  about
appropriate dress, conduct, the receiving line,
traditions of the mess, and so on. Remember, if
you invite a guest; understand that you are

Responsible for Your

responsible for your guest’s behavior. If you have
duties to perform after you arrive at the social,
arrange for someone else to act as an escort for
your guest until you are free. Introduce your
friends and ensure that your guest is not left

unescorted.

espect to Seniors

When you show respect and courtesy to a
senior, you are demonstrating your respect for
authority, responsibility and experience.

You may encounter situations when
seniors address you by your first name. While this
may be flattering, under no circumstances should
you address a senior by his or her first name,
unless that person specifically asks you to do so.
“Sir” and “ma’am” are correct forms of address in
conversations with seniors. Since it is militarily
incorrect to use slang or poor grammar like “yesh,”
“nope,” or ‘um-hub” to a JROTC instructor,
likewise, it is socially rude to say these things to
others.

When walking with a senior, you should
walk to the left, one pace back, and in step with
that senior. When you meet a senior in a hallway
or on a stairwell indoors, you should always give
way promptly. If you must pass a senior, you
should first salute, then ask. “By yowr leave, Sir
(Ma'a)?” You may not proceed until the senior
replies, “Carry on,” or “Granted.”

When a senior enters a room (other than
an office, workplace, or recreation room), the
most senior person in the room should command,
“Attention!” The cadets, or other juniors present
should come to attention until the officer directs
otherwise or leaves the room. When a senior
enters a room where individuals are at work or
play, they are not required to come to attention
unless the senior addresses them.

eporting to Seniors

If reporting to a senior, you must report
immediately and in correct uniform. When

indoors, you must:
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1. Uncover (if not under arms), removing your
headgear and placing it under your left arm,
visor forward.

2. Remove your overcoat, if any
3. Knock and enter when told to do so.

4. Two paces in front of the senior, you should
halt and stand at attention (you should remain
at attention unless told otherwise).

5. Identify yourself, stating your name, rank and
the business you are there to discuss. For
example, “Sir, Lientenant Stevens reporting”

6. When you are dismissed, take one step back
and halt. If you are under arms (carrying a
weapon of any sort), you salute. Then you
face about and march out.

If out of doors, on the drill field, or on a
parade ground, it is necessary for juniors to
proceed and report on the double. Headgear
should not be removed. If wearing a rifle, it
should be cartied at trail or at right shoulder arms,
and a rifle salute should be executed at the order
arms o right shoulder arms position.

In order to preserve the chain of
command, 2 junior K must always seek the
permission of his/her' immediate superior before
speaking to anyone with a higher office. In most
cases, the matter can be resolved without having
to go any higher in the chain of command.

Salutes

The salute is a long standing military
custom, 2 form of greeting, and show of mutual
respect within the armed services. Both junior
and senior officers and enlisted men and women
salute; however, it is the responsibility of the
junior to initiate the salute. The person saluted
should always acknowledge by returning a salute if
possible. There are three types of salutes:

e Hand Salute. To execute a hand salute, stand
or walk at attention and raise your right hand
in quick time so that your forefinger touches
the headgear to the right of your right eye.
You should look directly at the person or
colors, which you are saluting, and hold the
salute until it is acknowledged. When you
salute, you should also offer a greeting such
as, “Good Morning, Sir.”

e Rifle Salute. A rifle salute is given when
carrying a rifle in one of the following
positions: right or left shoulder arms when
out of doors, order arms when at a halt, trail
arms when at a walk, or present arms when in
formation. If you were carrying a weapon at
sling arms, you would render a hand salute.

e Sword Salute. If your sword is drawn, you
would execute a sword salute; however, if
your sword is sheathed you would execute a
hand salute.

The most common of these salutes is the
hand salute. It is important to know whom to

salute and when it is appropriate to salute.
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Whom Do You Salute?

All commissioned officers and warrant
officers from the armed services (Army, Navy, Air
Force, Marines, and Coast Guard) should be
saluted. Salutes are also appropriate for Reserve
officers and those of the National Guard.

Certain high-ranking civilian officials are
entitled to salutes. These officials include: The
President of the United States, the Vice President
of the United States, State Governors, the
Secretary of Defense, Secretaries of the Army,
Navy and Air Force, and others to whom honors
are rendered according to Navy Regulations.
Additionally, officers and dignitaries of friendly
foreign governments are saluted.

Cadets are expected to salute their fellow
cadets on duty when addressing them officially or
addressed by them.

Officers and Noncommissioned Officers
(NCOs), who are in command of a formation,
salute on behalf of their units. Enlisted men and
women only salute other enlisted persons when
they are reporting to them.

Finally, prisoners may not salute or be
saluted.

When to Salute?

You should salute when you are six paces
from the person or colors you are saluting. If you
will not come within the six paces, you should
salute at the nearest point within thirty paces.

When you speak to, or are addtessed by a
senior officer, you salute initially and again when
the conversation ends. In addition, senior officers
passing in cars should be saluted as if they were on
foot.

When men and women officers are of the
same rank, they should salute simultaneously.

When the National Anthem is played or
“To the Colors” is sounded, you should come to
attention, face the Colors (if the Colors are not
present, face the band) and salute until the last
note is played. You do not salute unless you are
covered or under arms. If in formation, the
formation is brought to attention and the
commander salutes.

When you pass the Colors (uncased) you
should salute at six paces and hold the salute until
you are six paces beyond the Colors. The same is
expected if the Colors pass you.

In the Navy and Matine Corps, you do
not salute if you are uncovered (without
headgear); however, in the Army and Air Force,
you salute whether you are covered or uncovered.
To prevent awkward situations, as an exception to
this rule, you may return a salute of Army or Air
Force personnel if you are uncovered.

When you are in civilian clothes, you can
hold your cap, hat, or your right hand over your
heart in lieu of a hand salute.

When Not to Salute?

There are certain times when it is not
necessary or appropriate to salute. These include:

e In the sick bay or hospital ward
¢ Indoors when not under arms
® In the Mess Hall

e If you are carrying items in both of your
hands. In this case, you should acknowledge
a salute verbally and if standing still, come to
attention

e  While driving
e In the ranks of formation

® On public transportation, or in public places
such as theaters, churches, etc.
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e Engaged in work or play (unless addressed by
a senior officer)

nors and Official Visits

It is important to know what to do when
an officer in command or dignitary visits your
unit. You will want to make a good impression.
First you must know if it is an official visit or and
official call. There is a clear distinction between
the two. An official visit is a formal visit that
requites special honors and ceremonies, while an
official call is an informal visit that does not
require honors and ceremonies. i

There are particular steps and protocol
traditionally followed when rendering personal
honors.

1. When the honoree atrives, the bugler sounds
“Attention,” and the person who is receiving
the dignitary greets him or her and brings
them to a post in the front and center of the
honor guard.

2. The honor guard is brought to present arms,
while others, not in the honor guard, render a
hand salute.

3. Ruffles, flourishes, and other musical honors
ate played, while the National Colors is
unfurled. Ruffles are played on the drums
and flourishes are played on bugles. They are
sounded together, once for each star of the
general being honored or according to the
title or office held by the honoree.
ruffles and flourishes is the highest honor.
You should salute at the first note of music
and hold the salute until the ruffles, flourishes,

While

honoring the commander during a military

ceremony, it is appropriate to dip the Battle or

Otganizational Colors duting the playing of

and the march are compieted.

Four -

the National Anthem, as a salute to the
person being honored.

4. When and if a gun salute is rendered, the
person being saluted, as well as others in the
ceremonial party, should render a hand salute,
the guard remains at present arms, and all
others should stand at attention throughout
the firing.

5. Upon completion of musical honors and the
gun salute, the commander of the honor
guard will bring the guard to order arms and
then executes a present sword to the person
being honoted. The commander then says,
“Sir, the honor gnard is formed” The honoree
may then inspect or review the guard if he or
she chooses.

her Service Etiquette

There are several other unwritten rules
that are important for you to know and follow.

e If your commanding officer says to you, “I
wish” or “I would like,” these statements are the
equivalent of a direct command, and you
should treat them as such.

e  Marines under arms never uncover unless at a
religious service, such as a wedding. They
also do not unsheathe their swords inside a
place of worship.

e  When you acknowledges orders, you should
always say “Aye, Aye, Sir” or “Aye, Aye,
Ma’am,” meaning that you have understood

and will carry them out

accordingly. You should never say “OK.)”

“Yes,” or “All right.”

your orders

e When you enter the mess hall, or galley you
should uncover (if not under arms). If called
to attention during meals, you should stop
eating and sit silently. You need not rise
unless an officer speaks to you directly.
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e When dining with a group, wait until all
members of the group have been served
before you begin eating.

The Military Funeral

The military funeral is a solemn ceremony
steeped in tradition. Itis a final salute to members
of the armed services forces for the services and
sacrifices they made for our country.

The basic elements included at all military
funerals are:

e  The American Flag. The casket is covered with
the American Flag; a custom began duting the
Napoleonic Wars. When the U.S. flag covers
the casket, it is placed so the union blue field
is at the head and over the left shoulder of the
deceased.

© Body Bearers.
transported to the cemetery on a caisson or
heatse, and carried to the grave by six to eight

The casket is usually

body bearers. The body bearers are active
duty military personnel appointed by
command that are highly proficient in their
In a funeral with
chapel service, the body bearets also bring the

duties for these occasions.

remains into and out of the chapel. At the
cemetery, the casket is placed over the grave,
and the body bearers hold the flag at pall, or
waist high and stretched taut over the casket.
It is also important to note that, except in the
case of a clergyperson, body bearers will
always carry the casket foot first. Clergy are
carried head first.

©  Firing of Volleys. After the graveside service, a
firing party fires three volleys across the
gravesite. Although it came to signify a show
of respect for the deceased it was originally a
signal to both sides that the fighting could be
resumed. Battles were halted so that each side
could remove its dead from the field. Once

the slain had been taken away each side fired
three shots in the air to let the armies know
that it was time to battle again.

©  Sounding of “Iaps”. Finally, a bugler plays
“Taps,” which signifies the beginning of the
last  sleep. Immediately following the
sounding of “Taps,” the body bearers fold the
flag and present it to the chaplain or officer in
charge, who in turn presents it to the next of
kin. The flag is not placed in the grave and is
not allowed to touch the ground.

You should always salute during the
passing of a hearse or caisson in a funeral
procession, when the body is removed from the
heatse to the chapel or the gravesite, when volleys
are fired, and when “Taps” is sounded. If you are
attending a military funeral in civilian clothes, you
should uncover.

story of Military Dining-Ins
You should be familiar with the terms
“dining-in” and “dining-out.” (A dining-in is
also referred to as a “mess night.”) These terms
refer to formal dinners, which are intended for
military members only (dining-in) or to which
guests are invited (dining-out). The protocol for
these affairs often reflects long-standing traditions
within a regiment or cotps of the armed forces.

Dining-in has its roots in Europe and may
extend all the way back to the Roman practice of
holding great banquets to celebrate victory and
parade the spoils of war. The customs and
traditions of our contemporary dining-in come
from those of the British Army Regimental Mess.
The British mess provided a time for satire,
solemn formality, horseplay, an excuse for living
beyond one’s means, and was an occasion to
observe long-standing customs and traditions of
the regiment. The first recorded American dining-
in occurred in September 1716 when Governor
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Spotswood of Virginia, along with a company of
Rangers, celebrated after crossing the mountains
and descending into the Shenandoah Valley.

Even today, there is still ample reason to
obsetve the dining-in tradition. The intent of the
dining-in is to promote cordiality, comradeship,
and esprit de corps. In addition, it is hoped that
participation in this worthy tradition will stimulate
enthusiasm to prevent it from dying out.

The dining-in is an excellent vehicle to
remind us of the nature of our service and the
traditional courtesies and amenities appropriate to
the military. The primary elements are a formal
setting, posting of the Colots,
traditional toasts (may be at the conclusion of
dinner), 2 fine dinner, comradeship of the
members of the benediction,
retirement of the Colors, and martial music.

invocation,

command,

Toasting

The custom of toasting is universal. It is
a simple courtesy to the person being honored. It
is not proper to drain the glass at the completion
of each toast. Therefore, know how many toasts
are being given so that you will know how much
to drink with each toast. It is also not proper to
raise an empty glass to make a toast. Toasts are
always made standing up. One person will present
the toast by saying either, “Ladies and Gentlemen, the
President of the United Siates” or ‘“Ladies and
Gentlemen, I propose a toast 1o the President of the United
States.” Then, all will raise their glasses and say
“The President” or “To the President,” respectively.

On the presentation and retirement of the
Colors, face toward the Colors at attention until
the ceremony is completed.  Then, remain
standing for the toasts and the invocation at the
beginning of the program. You are expected to
tise again for the benediction at the end of the
program.

Good Grooming

Your personal hygiene often times will
determine whether you make a good first
impression. Be certain that you are well groomed
every time you make an official or social
appearance. One dirty or untrimmed fingernail
may seem like a small thing to you, but it may be
the basis for a negative impression. You will not
have 2 second chance to make a first impression.

As a MCJROTC cadet, you are expected
to take cate of your equipment, and your person,
maintaining the highest standards of grooming.
Your uniform, cover, and gloves should be neat
and clean; your shoes should be shined, and your
hair should be clean and neatly trimmed. This
training should continue for the rest of your life.

Punctuality

Being on time cannot be overemphasized.
In fact, punctuality will be critical to your success
throughout your career. When you are on time,
you demonstrate respect for the time of others
and responsibility in your duties. For official
occasions and ceremonies, you should always
arrive before honored guests or high-ranking
officers. Habitual lateness will be considered rude
and irresponsible.

There may be times when you are late
through no fault of your own. If this happens,
apologize and march on.

ther Courtesies

At a dinner, a gentleman does not sit
down until all the ladies at his table are seated. He
can help with the seating by holding the chair, first
for his guest, then for other ladies near him if the
ladies outnumber the men. He does this by
pulling out the lady’s chair from the table far
enough for her to move easily in front of it
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Then, as the lady sits down, he gently pushes the
chair under her until she is seated. Keep in mind
that some ladies prefer to adjust their own chairs.
When all ladies at the table are seated, he may then
take his seat by going around the left side of his
chair. Posture at the table should be straight, but
not stiff.

If a lady leaves the table at any time, the
gentleman who seated her rises. When the lady
returns to the table, her escort or the gentlemen
who seated her rises and the courtesies mentioned
in the preceding paragraph are repeated.

If an older woman or an invalid
gentleman needs some support, it is appropriate
for you to offer your arm. A cadet does not offer
his or her hand. Hand holding in public is not
appropriate and is considered a public display of
affection, which is improper when in uniform. A
cadet may offer his or her hand only when it is not
practical to offer the arm, for example, to help an
elderly lady or gentleman out of a car. Offer your
hand palm up, and do not force it upon the
person to whom you are offering it. Then,
withdraw your hand as soon as it is no longer
needed.

If a gentleman arrives at a door first, he
should open it and allow others to pass through.
If a lady arrives at the door first and opens it, the
gentleman may hold the door for her to continue.
" In the armed services, however, a male or female
junior officer opens the door for his or her senior,
allows them to pass through, and then follows. In
this instance, seniority prevails.

Conclusion

Learning proper service etiquette is an
important part of your growth and character
development. When you know the rules of
proper etiquette, you will be more confident and
relaxed in social and official situations, and will

surely make a good impression, gaining the
respect and admiration of those you meet.

In practicing service etiquette, you show
respect, appreciation, and loyalty, and you carry on
the rich traditions, customs and courtesies of the
armed services. %
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Introduction

One of the few nice things about the
college admissions process is that you get to
choose first. Before an admissions officer reads
your application, you decide where to apply.
Choosing wisely requires lots of work because
many factors enter into deciding where you want
to live for the next four years.

Before you can begin preparing for
college, you have to ask yourself a few questions.
“What are my reasons for attending college?”
“What are my reasons for not attending college?”

ollege Preparatio

Attending college is not the only way to
attain your career goals. It is possible that certain
careers can be pursued without a traditional four-
year college program. Take nursing for example.
You must eatn either a two-year associate degree
ot a four-year baccalaureate degree to qualify for a
job as a registered nurse. However, in a two-year
program at a community college, you would not
take the courses in management and public health
found in the four-year counterpart, but you would
get more clinical experience.

If a traditional college or university does
not cover your career choice, you might explore
the opportunities that a Business, Trade, or
Technical School has to offer. The length of study
at these schools varies from a few weeks to a few
years. You can learn a particular skill or trade and
earn a diploma, certificate of completion, or a
license of some sort following the completion of
the program. Some examples of occupations that
these schools can provide instruction for are court
automotive  technician,

reporting, computer

networking, and cooking.

Another alternative to a four-year college
program is E-learning, or distance education.
Distance education has its advantages. The
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