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Communication Fundamentals 
 

Lesson Objective: Demonstrate effective communication knowledge and skill both in verbal 
and written formats. 
 
Desired Learning Outcomes (DLO): 
 

1. Demonstrate the ability to create an effective presentation. 
2. Demonstrate the ability to speak effectively in at least two CAP related settings. 
3. Demonstrate the ability to write effectively in at least three CAP related formats. 

Scheduled Lesson Time: 2 hours 10 minutes 

Introduction 

“Effective, uhh, comm, uhh communication, uh is real important uhh, uhh in uhh, you know, 
getting your uhh point across to uhh your audience.”  Imagine being in the audience of someone 
who spoke like that.  If you didn’t tune out after the second “uhh,” you surely wouldn’t be paying 
attention after the second sentence that person spoke.  Several other things would be going on 
simultaneously at this point: you would probably have lost all respect for the speaker; you would 
be texting your displeasure at the speaker’s lack of ability to your best friend; you would be 
thinking of ways to get your money back, and planning to never listen to this person again; and 
you would be waiting for the first opportunity to make your exit.  No matter how intelligent this 
speaker is, how cutting edge or critically important the information may be, this speaker has lost 
your interest due to ineffective communication.  Choosing the right method to communicate 
what you need communicated is equally important.  How often have you been to a “Death by 
Powerpoint” presentation?  How many meetings have you attended that (in your opinion) where 
the communication would have been more effective and far less wasteful of your (and the other 
20 people’s) time if only a 5 sentence e-mail had been sent? 

Some speakers get their points across better with stories, while others use only short bits of 
information.  Which is “better?”  Neither, of course.  Each is a tool and every tool has a proper 
use.  Both methods have advantages and disadvantages.  Proper preparation is necessary for 
either method to ensure your audience receives the message you are trying to send.  In order to 
achieve your desired goals as a CAP commander, you must communicate effectively.  Effective 
communication plays a significantly critical role in building the foundation of your credibility and 
ultimately positions you for the success of your unit’s endeavors. 

Written correspondence (LOL!) will also give your reader (audience) an impression.  OMG!  
Really?    What impression do you wish to convey?  Using internet shorthand can lead you into 
trouble, especially if there are multiple interpretations for that abbreviation, or if your reader is 
unfamiliar with the abbreviation you used.  Accidentally offending someone requires a lot of 
effort to cleanup and still leaves a bad first impression of your credibility and professionalism. 

What’s the bottom line when communicating?  Use plain language in a professional manner.  
Luckily for us, there are some excellent resources available for us in CAP.  A few of these will 
be listed in the appendix for your convenience. 
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This lesson is meant to be an exercise to teach you how to get your point across effectively.  In 
contrast to many lessons, practice is where your learning will take place Reading a few 
paragraphs won’t give you the expertise you will need as a squadron commander.  Writing a 
memorandum and a letter to be scrutinized and handed back to you is one way to see how 
someone else may be interpreting what you write.  Practicing your speeches in front of your 
classmates will give you experience that can help boost your confidence and let you know that 
you are not alone in this arena (your classmates will make mistakes, too).  

With exposure to various presentation styles, you will get a chance to pick and choose what 
best suits your personality and style of presentation.  Use YOUR personality and style to get 
your message across effectively and professionally.  One bit of advice: if most people don’t 
usually find your sense of humor funny, don’t attempt to be funny…the silence will be deafening, 
and some in your audience may find it insulting. 

EXERCISE: The remainder of this reading contains the instructions and requirements for the 
exercise. You will be expected to turn in these products as completed assignments to your 
instructor according to the instructions provided to you by the instructor. Be prepared to share 
your products with your classmates and to discuss in class. This is a mandatory activity. 

1. Creating an effective presentation.  Each student will create an effective presentation 
on a CAP topic and be prepared to share it at the UCC.   

Assuming the local commander (CC) or professional development officer (PDO) has already 
taken UCC, this should be a written task that is evaluated and approved by the local CC or 
PDO.  Once approved by the local CC or PDO, the student should proceed with the 
presentation and practice at the local level.  When it is time for the Unit Commander’s Course 
(UCC), the student will bring the written plan and be prepared to deliver the presentation.  The 
UCC staff will evaluate the presentation as a “second opinion.” If the delivery of the talk or paper 
is appropriate, the student will have accomplished several things simultaneously: 

* Demonstrated the creation of an effective presentation 

* Demonstrated the ability to effectively communicate 

* Taught other students how to do both of the above 

* Possibly given the other students new material to improve their squadron’s CAP program 

The following will be used to judge the students’ presentations: 

1) Using SMART Goals, clearly define the presentation and mode of communication for the item 
being communicated. 

2) Choose and use the proper communication tool(s) to communicate the presentation. 

3) Explain the importance of proper preparation of the presentation (i.e. why use the SMART 
Goals, or other similar, approach) 

4) Explain the choice of the tools chosen to present this presentation. 

Written vs verbal 

Memorandum 
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Letter 

e-Mail 

If verbal: face to face, video-link, or telephonic  

Simple speech from a podium 

Use of projector 

Use of microphone 

Discussion vs Dissemination of information 

2.  Speaking effectively according to the setting.  Each student will be prepared to give 
two speeches.  One will be a five minute speech and the second will be an elevator 
speech. 

The following will be used to judge the students’ speeches: 

1) Choice of evaluators for the presentation and the intended audience. 

2) Engagement of the audience. 

3) Vocal pauses, speech dysfluency, or excessive use of filler (“uh,” “um,” “like,” “you know,” 
“right,” etc) need to be pointed out to the student.  In the absence of a medical condition as the 
cause, if these utterances cause a disruption in effective communication, the student should be 
required to practice until there is no longer a barrier to effective communication before receiving 
a passing grade.  Perfection is not required: effective communication is!  If there is a medical 
condition that prevents effective verbal communication (e.g. stuttering that has not responded to 
treatment/speech pathology), the student should excel in extra written formats to make up for 
the loss of the spoken option of communication.  A unit commander with a speech impediment 
can use a spokesperson. However, s/he still needs to communicate effectively. 

4) Professional presentation (uniform properly worn, fidgeting, etc.) 

Requirements: 

1) One speech is to be 5 minutes (not 4, not 6: it is to be 5 minutes!) long without interruption. 

Examples of speech types include, but are not limited to: 

Staff briefing 

Presentation to school principal 

Presentation to USAF recruiter to enlist their help in your recruiting 

Presentation to local Optimist club 

Request for donation from local resource 

2) At least one setting must include questions from the audience (staff, etc.) to assess the 
student’s ability to listen to the question and formulate a proper response.  (Audience/staff is 
non-hostile.) 
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3) “Elevator speech” is so fundamental, this should be required of all students, and could be the 
one for Q&A. 

***Caution should be taken to ensure the students who struggle the most are given the most 
help.  It is easy to give the most eloquent and the most gifted speakers the most time to talk.  
They are the ones who need it the least. 

This should be relatively easy if the student practiced at the local unit with his/her CC or PDO. 

3.  Writing effectively.  Each student will prepare a business style letter and an 
appropriate email. 

The following will be used to judge the students’ written correspondence: 

1) Proper choice of modality (text, e-mail, memorandum, letter, etc) 

2) Effectiveness of getting the information across to/understood by the desired audience 

3) Professionalism (i.e. if applicable, does the chosen format follow the CAP template?) 

* Letter, business style (Required) 

* Memorandum 

* e-Mail (Required) 

* Text 

These should also be done prior to attendance at the UCC.  If the local CC or PDO has 
reviewed the work prior to the course, the UCC staff should be able to read the correspondence 
with minimal corrections needed.  At that point, the student should be able to create one new 
written correspondence with ease. 

Lesson Summary and Closure 

Effective communication conveys information beyond what is said or written.  Accuracy and 
intelligibility are of paramount importance.  A lack of professionalism, real or perceived, can 
hinder the accurate conveyance of the information you wish to share.  The Civil Air Patrol is an 
organization that is fun, but we are also in it to save lives & property in emergency situations.  
What we do will influence the lives of people today and tomorrow.  Proper communication skills 
on our part today will make that influence a positive one. 

Appendix 1: Resources available to you: 
 
CAPP 1-2 The CAP Guide to Effective Communication 
CAPR 10-1 Preparing Official Correspondence 
Available at: 
https://www.capmembers.com/forms_publications__regulations/ 
 
Templates for written correspondence: 
https://www.capmembers.com/forms_publications__regulations/publications-management/ 
 
Air Force Tongue and Quill 

https://www.capmembers.com/forms_publications__regulations/
https://www.capmembers.com/forms_publications__regulations/publications-management/
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https://www.capmembers.com/forms_publications__regulations/other-publications-1709 
 
Speaking Effectively, John Kline, PhD, Air University Press 
 
Appendix 2   Templates Commonly Used by Squadron Commanders 
 
Business Letter With Letterhead 
  

https://www.capmembers.com/forms_publications__regulations/other-publications-1709
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Letter, Memorandum Style, With Letterhead 
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Participation Letter 
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CAP Signature Block 
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