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STUDENT HANDOUT

M LI TARY BRI EF

LESSON PURPOSE: The purpose of this period of instruction is to provide you
with the know edge to conduct a military brief.

BODY

1. Types of Mlitary Briefs:

a. Amnlitary brief is a specialized type of presentation which has as
its purpose the presentation of selected and conpressed i nfornmation
delivered in a specific time limt. There are four types of nilitary
briefs:

(1) Information brief is to informthe |isteners. The desired
response i s conprehensi on and under st andi ng.

(2) Decision brief is used to arrive at the answer to a specific
guestion or a decision on possible courses of action to be taken.

(3) Mssion brief is design for actual operations. The m ssion
brief is used to achi eve an understandi ng of the unique aspects which | ead
to mission acconplishnment. A good exanple of this briefing is a five
par agr aph order.

(4) Staff brief is design for the rapid dissem nation of
information. |Its anticipated response is a unified or coordinated effort.

2. Fundanental s of Communication Skills:

a. Nervousness is highly probabl e because nost individuals never
conpl etely overconme nervousness. So rather than worry about it, consider
how you can mnimze and control it.

(1) The major cause of nervousness is fear. There are three types
of fear:
(a) Fear of what “they” will say.
(b) Fear of not being know edgeabl e. (lack of preparation)

(c) Fear of failure. (lack of rehearsal)
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(2) Preparation is half the battle to overcome nervousness.
Renenber the follow ng things:

(a) Research

(b) Personal interest in the subject.

(c) Develop a reserve of know edge acquired through study and
personal contact with people famliar with the subject. Do not attenpt to
menorize your subject. Know nore than you need to present to the class.
Then, the instruction will flow snoothly.

(3) Rehearsal is the other half of the battle to overcone
nervousness. Renenber the follow ng things:

(a) Try to rehearse in front of a live audi ence.

(b) Conduct a dress rehearsal in the area where the class wll
be | ocated. Practice everything that you will do in the actual class.

NOTE: Preparation and rehearsal are the key points to overcom ng
nervousness and the foundation of an effective mlitary brief.

b. Select words that appeal to the audience.

(1) Avoid unfamiliar terns and never try to inpress your audience
wi th your vocabul ary.

(2) Avoid abbreviations whenever possible. |If it is necessary to
use abbrevi ations, ensure the audi ence thoroughly understands them

(3) Avoid words that may have different nmeaning to people from
various areas.

(4) Ensure correct terninology is used to describe equi pnent.
(5) The use of profanity is definitely out.
c. Voice:

(1) The variety and natural ness of the voice are the key points to
remenber and devel op

(2) Eimnate bad speech habits such as fast speech, nonotone, poor
enunci ati on, inproper pronunciation, and the use of slang.

(2) Volune is also a basic necessity. Regulate the volune to the
size of the audience and the classroom Be |oud enough to be heard.

d. Supporting Manneri smns:

(1) Appearance. A nmlitary student has been programmed to expect
instructors to present an exenplary nilitary appearance. You may not be
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able to judge a book by it cover, but it is a fact of life that Marines
judge other Marines by their appearance.

(2) Gestures. What to do with your hands al ways seens to be one of
t he nost pressing probl ens when addressing other people. The key to
ef fective gestures is to be natural. Renenber, nothing is bad until it is
used to excess.

(3) Movenent/Posture. Erect posture and rel axed novenent create
the i mpressi on of confidence that nust surround you to have a successful
brief.

(4) Eye Contact. If you want Marines to believe what you say, | ook
themin the eye when you talk to them Eye contact is inportant to the
briefer for the i mediate feedback he gets fromthe class. (Guard agai nst
| ooki ng at the door or talking when | ooking at anything other than students.

3. Training Al ds:

a. Scientist say that people |learn about 80 percent of what they know
through their sight, 11 percent through hearing, and 9 percent through other
senses. Training aids should be used to aid understanding and to assi st
| earni ng through student’s senses. Wen an idea is presented to students by
words al one, they must picture in their mnds what ideas are bei ng conveyed
t hrough t hese words.

b. The training aids that you will be using for your hygi ene exam and
final brief consist of the following and will be displayed in this order

(1) Gantt Chart. Create a gantt chart to accurately displays the
priority of work and tine lines you established for the operation. You are
given ten days to enploy and set up all utilities equipnment prior to the day
of the operation.

(2) Water Point. A water point nust be drawn to give the audi ence
a vi sual understandi ng on how your water point will be set up

(3) Tactical Water Distribution Map. This nap is show the audi ence
how the purified water fromthe water point is transported to the different
canmp sites.

(4) Maps. Maps of three different canp sites will be issued to
each team On these maps you will drawin all utilities equiprment to
support each canp site by synbols you create. Ensure all maps have a key, a
north seeking arrow, and traffic fl ow arrows.

(5) Legend. The utilities equipnment drawn on the nmaps is
identified by synbols that you create. A |egend nust be drawn to act as a
guide to identify the synbols.

c. The use of conputer generated graphics using Power point is highly
reconmended for the final brief, but not required. If you are planning to
i mpl emrent a conputer generated slide show with your presentation let the
i nstructors know to assi st you.
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NOTE: Ensure all symbols and synbol colors are distinct and easily
identifiable. Al training aids nust be briefed except the | egend.

4. Preparatory Phase of a Mlitary Brief:

a. You cannot learn to brief effectively by sinply reading a book.
Skills in presenting a mlitary brief require know edge of the principles of
speech and the experience gai ned by consi derabl e practice.

b. You will be given twenty-one hours to prepare your brief. 1In the
construction of this particular military brief, there are certain steps
whi ch shoul d be taken into consideration:

(1) During the preparatory phase, the first thing you nust do as a
teamis to:

(a) Develop a plan to conplete all tasks.
(b) Select a map and a topic.

(c) Discuss what equipnent will be needed to support your
pl an.

(d) Discuss what synbol will be used to identify the
equi pnent .

(e) Figure out all calculation on that particular topic.
Then nove on to the next map and topic.

NOTE: Draw synbols on maps once all calculations for the entire plan has
been conpl et ed.

(2) Arrange your facts in a logical order so that the delivery to
t he audience will be snoot h.

(3) Isolate the key or essential points to be presented. The
unessential mght be nice to know, but the audience will not want its
val uable tinme wasted with nice things.

(4) Know the subject thoroughly. The overworked iceberg
illustration would suffice here. The portion of your subject that you
present, only the key points, could conpare with the one tenth of the ice
t hat protrudes above the surface of the ocean. The remaining nine tenths of
ice that remai ns unseen, is the know edge of the subject that remains
subnerged in your mind to serve as backup material in the event that those
bei ng briefed want nore information.

(a) If you are not the duty expert on the subject on which you
are briefing, it is advisable to have the subject natter expert in your team
during the presentation to answer questions.

(b) Although the nost desirable nethod is to becone an expert
inthe field, this is often not possible due to tinme linitations.

SH- 4



Nonet hel ess, during the preparatory phase, attenpt to acquire a thorough
grasp of the subject as time and circunstances permt.

NOTE: Use three by five inch note cards with only key and essential points
when briefing.

(5) Select only those visual aids which will help you put your
poi nt across. They should be sinple, effective, and clearly illustrate the
points to be nade.

(a) Your audience nmust be able to read and conprehend your

visual aids quickly. Good titles or captions will help. |If the aids
consi st of charts, or conputer aided graphics, be certain the lettering is
| arge enough for the audience to read it. |If you are using witten

handouts, be sure you have enough copies for everyone in the room

(6) Rehearsal and practice will pay anple dividends with the
famliarity of the subject, snoothness of your presentation, and will have
i npact upon your audi ence.

5. Constructing a Briefing Package:

a. A briefing package is design to allow the Commanding Oficer to
review all of the requirenents needed to support the operation. He may
approve, disapprove or reconmend nodification to your plan. Although their
may be several people in your audience, the Commanding O ficer is the only
one being brief ed.

b. The follow ng paper work will be used to make up your briefing
package for the hygi ene examand final brief. Ensure all pages are
nunbered. It consist of the following and will be displayed in this order:

(1) Cover Page. The cover page will consist of the nane of the
operation and the nanes of the nenbers of your team by rank, |ast nane,
first name and mddle initial.

(2) Table of contents. Tells the Commanding Oficer and the
audi ence what the briefing package contains. The contents nust be listed in
order.

(3) Gantt Chart. (See training aids.)

(4) Table of organization (T/O. You will be given a (T/O for
your exams. The personnel rnust be listed by MXS, rank, job title, and the
gquantity needed to support the operation. Use only the personnel needed to
conplete the mssion. Additional MOS s can be requested.

(5) Table of equipnment (T/E). You will be given a (T/E) for your
exans. The equi pnent nust be listed by TAMCN, nonenclature, and the
gquantity needed to support the operation. Use only the equipnment needed to
conplete the mission. Additional equipnent can be request ed.
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NOTE: The amount of equi prent and personnel listed on the (T/E) and (T/ O
exceeds what is actual needed. Be realistic when naking your selection.
Sel ect only what you need! Back up equipnent is required.

(6) Additional equipnent request (S-3 Request). Any additiona
equi pnment needed that is not listed on the (T/E), nust be requested and
approved through the S 3 officer. |If your request is denied it can not be
listed.

(7) Electrical power requirenents.

(a) The electrical worksheet used to cal cul ate power
requi renments, phase bal ancing, and voltage drops is not a part of the

briefing package. It is only a worksheet. Keep in mind the iceberg theory!
The el ectrical worksheet is the nine tenths of the iceberg that remains
underneath the surface. It is not required to be briefed, but the know edge

of the subject nust remain subnmerge in your mnds to serve as back up
material in the event those being brief want nore information

(b) For each canp site the followi ng nust be listed on the
el ectrical power requirenent sheet:

1 List the items being powered.

N

The quantity of each item powered.

(o8}

The total wattage of those itens.

4 List the power source you selected to support those
items in your canp site.

5 Add the total wattage of all items. That total should
meet your power source requirements.

(8) Water/Fuel demand. The water demand required for your package
is based on the requirenents needed to support the canp site. The tota
fuel denmand required for your package is based on daily and thirty days of
operation for each canp site. Wen calculating the fuel demand, it is
reconmended to have cal cul ation available for daily, weekly, and thirty day
use on hand.

NOTE: Each team shoul d keep all cal cul ati ons on hand for persona
ref erences when briefing to answer questions.

(9) Laundry/Shower schedule. Daily shower hours and a weekly
| aundry schedule is required. Keep in mind separate shower hours for nale
and femal e nmust be established. Mninmumrequirenent for laundry is once a
week per unit.

(10) PCL requirenents. The POL requirenents is based on a thirty
day supply.

(11) Bill of materials (S-4 Request). The Bill of materials is a
list or estimate of all materials needed to support your plan. Several
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devi ces must be constructed. For exanple; burnout head, soakage pits, and
decking for showers etc. Al materials such as; plywod, nails, gravel

2x4, shovels, and axes, which are needed to hel p construct devices, nust be
listed.

NOTE:  You will be informed on who the S-3 and S-4 officer is to approve you
request.

(12) Safety requirenents. A list of safety precaution nust be
listed to prevent accidents from occurring.

(13) Task requirenments. All task that is required for set up,
installation and construction nmust be listed by rank and MOS.

(14) Wrrk Request. Any itens that needs to built, or prefabricated
to support your operations task prior to departing nust be on a work request
sheet. Itenms such as waste disposal device can be prefabricated in the rear
to save tine setting themup in the field.

6. Procedures to foll ow when briefing:

a. Each teamw || be allowed 20 minutes to brief their plan. A team
will consist of three to four Marines. One person will be designated as the
Uilities Chief. The Uilities Chief nust performthe follow ng:

(1) Address the Commanding Oficer with the greeting of the day.
I ntroduce yourself as the utilities chief and i nformthe Commandi ng O ficer
what unit you represent. Then introduce your team Once the team nenber
nane is called he/she will stand at the position of attention to be
recogni zed, then sit down.

(2) Informthe Commanding O ficer where the Utilities Chief will be
| ocated. (Exanple: canp site one snco billeting area.)

(3) Informthe Commanding Officer, in a brief scenario, the
operation order. He nust be inforned of the follow ng:

(a) The mission
(b) The nunber of Marines being supported.
(c) Location.
(d) Terrain and weat her
(e) Situation.
(4) Then brief the Gantt Chart.
(5) After briefing the Gantt Chart the Utilities Chief has the
option to turn it over to next teamnenber to start his/her brief or

conti nue on.

(6) The Uilities Chief is also responsible for the summary.
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b. It is up to the individual teanms on how you sel ect who briefs what
topics. The Utilities Chief is responsible for briefing steps 1-4, and step
6. Al charts and maps will be briefed in the order they are displ ayed.

See training aids.

NOTE: Keep in nmind just because you may be designated as the Utilities
Chief, you are not limted to what topics you brief. Depending on the size
of the teamyou nay al so have to brief a canmp site.

c. Wien briefing the canp sites performthe follow ng:

(1) Informthe Commanding O ficer of the location and the tota
nunber of personnel at that canp site. (Exanple: Canp site #2 is |ocated
north of canp site #1. It has total nunber of 800 Marines and Sail ors)

(2) Each canp site should be briefed in sonme type of |ogical order
or format.

(3) When question, it is highly recommended that the person who
brief that canp site or topic stand and reply with an answer. If that
person does not know the answer, the duty expert with in the teamor the
ot her team nmenber shoul d assi st hiniher.

7. Menorandum for record:

a. After you have conpl eted your briefing prepare a nmenorandum f or
record. This should be brief. It should record the subject, date, tine and
pl ace of the briefing as well as the ranks, nanes, and job titles of those
present.

(1) Recommendations and their approval, disapproval, or
nodi fication nust be recorded as well as any instructions or directed
actions resulting fromthe briefing.

(2) The menorandum for record nust be distributed to all persons or

units who nust take action on the decisions or instructions that may affect
t he operations plans.
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