
Cadet Staff Duty Analysis Program 

Sample Background Papers

Title tells readers what the paper’s subject is

Author’s name and contact information is included.  
A cadet might use a slightly different format: 
 
Name / Cadet Grade / Unit / Office Symbol / Email / Date

Paragraphs begin with topic 
 sentences; sometimes the para-
graph contains a single sentence 
which reads like a topic sentence, 
conveying a single, succinct, clear 
idea.

Paper is organized 
logically. Here, a 
chronological pattern 
 is used:  Background - 
Process - Impact, & 
Next Steps

Subject matter is explained  
accurately. Here, detailed data 
on financials and the number of 
cadets participating reassures 
the reader that the author is 
being factual.

All major (high-level) facets are 
mentioned in the paper, but itty-
bitty details are not mentioned 
(e.g., cadets received email con-
firmations upon registering; 
funds were transferred to the 
wings in lump sums). What 
counts as “high level” and what’s 
“itty-bitty?” Know your audience 
and provide the level of detail 
they need. 

The background explains that the USAF Chief of Staff got the program 
started by asking, “What can I do for cadets?” That contextual information 
helps readers understand why the program came to be. 

A testimonial helps readers understand the 
human side of the program.

The paper is grammatically correct and free of spelling 
errors, thanks to careful proofreading and help from 
peer reviewers.

Avoid acronyms and jargon, unless you’re certain the 
reader(s) will be familiar with them. This paper was written 
for senior Air Force leaders. 

Finally, the hardest part: editing for brevity. A background paper 
needs to include all important information, but nothing more. If 
used as a “read-ahead” before an in-person oral briefing, the pre-
senter can elaborate to meet the audience’s needs and interests. 



Cadet Staff Duty Analysis Program 

Sample Background Papers

Title tells readers what the paper’s subject is

Subject matter is explained  
accurately. Here, a reference to a 
booklet produced by a respected 
federal agency reassures readers 
that the program is built upon a 
solid foundation.

Author’s name and contact information is included. A cadet 
might use a slightly different format: 
 
Name / Cadet Grade / Unit / Office Symbol / Email / Date

Finally, the hardest part: editing for brevity. A background paper 
needs to include all important information, but nothing more. If 
used as a “read-ahead” before an in-person oral briefing, the pre-
senter can elaborate to meet the audience’s needs and interests. 

Paper is organized logically. 
Here, a thematic pattern is used:  
Goal - Benchmark - Strategy - 
Homepage - Conclusion

Paragraphs begin with topic sen-
tences; sometimes the paragraph 
contains a single sentence which 
reads like a topic sentence  
conveying a single, succinct,  
clear idea.

Avoid acronyms and jargon. Here, unusual terms are placed in quotes (“two-deep 
leadership) and it is hoped that readers can decipher their essence in context. 

Documents are digital, so why not 
include a hyperlink?

Begin with the end in mind. The document 
starts off by stating the program’s goal.
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