Leadership: 2000 and Beyond Chapter 9 (Admin) Review Questions
1.
High-echelon planning is a) detailed   b) broad and general.

2.
Detailed planning is usually done at   a) lower echelons   b) high-echelon.

3.
You must plan all the time because operations   a) are extremely complex   b) always changing   c) confusing.

4.
Plans are efficient only if they attain objectives without too high a cost   TRUE   or   FALSE

5.
You must understand the mission objective in order to make good decisions because


a)   the nature of the mission determines what your plan will be

b)   operations can cost too much in manpower and resources

c)   the scope of planning depends upon your authority

6.
The first function in the 5 management functions is   a) evaluating   b) planning   c) deciding.

7.
The five management functions are:  planning, organizing, coordinating, directing, and a)   controlling


b)  questioning   c)  implementing   d)  sequencing.

8.
To be suitable, a course of action must fit the assigned mission.     TRUE   or    FALSE

9.
For a course of action to be FEASIBLE, it must be   a) credible   b) possible   c)  considered   d) sensible.

10.
The six basic steps of planning are:  define/analyze your objective (gather info/data), evaluate the situation 
(interpret), consider possible courses of action, select the best course of action (decide), develop an 



alternate plan,  and a)  test for completeness  b)  go for it  c)  assign a coordinator.

11.
You should not only question the general plan but also the a) workers   b) details   c) outcomes.

12.  
When defining or analyzing your objective, some of the questions to ask are: what, why, where, when, who,


and how.   TRUE    or    FALSE

13.
Personnel Authorizations assign specific tasks to    a)   a flight   b) a commander   c) an individual.

14.
This is used primarily for communication with CAP units and the military   a)   endorsement letter   


b) business letter   c)  military format letter.

15.  
In this type of letter you are usually communicating with someone outside of CAP


a) military format   b) business letter   c)  endorsement letter.

16.
A letter which indicates whether or not approval has been given, and can be found at the end of a military 


letter is the   a)  endorsement letter   b)  business letter    c)  thank you letter.

17.
The C.A.P. seal may be used on the military format letter.     TRUE   or   FALSE
18.
 A business letter may be in modified block style with blocked paragraphs, modified block style with indented 
paragraphs, or   a) poetic blocked  b)  prose blocked  c)  full blocked style.

19.
There are three main types of correspondence discussed in this chapter – personnel authorizations, letters, 


and   a)  participation letters   b)  congratulatory letters   c)  BAD NEWS letters.

20.
Participation letters verify attendance and participation at CAP activities and can be short and informal.


They should state the activity, the date(s), and    a) the cost   b) who attended   c)  how many attended.

21.
The six steps in problem solving are much like the steps in management.  They are: recognize the problem,


gather data, list possible solutions, test possible solutions, select (decide) the best solution, and finally,


a) apply the solution  b)  evaluate the solution   c)  improve the solution.
22.
Data include facts, criteria, and a) plans   b) values   c) assumptions.
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23.
In every problem there is a goal, a person/group wanting to achieve that goal, and   a) a solution   


b) an obstacle   c)  an evaluation tool.

24.
The purpose of a staff study report is to give your commander a complete   a) history of the problem


b) total of all obstacles   c) solution to a problem.

25.  
Three things completed staff work accomplishes is it protects the commander from illogical ideas or wordy 
reports, frees the commander to work at the command level, and   a) provides busy work for subordinates


b) gives staff officers a hearing for new ideas  c)  keeps subordinates out of the way.

26,
There are components to the staff study report:  heading, body, conclusion, action recommended, ending

and   a)  contact info   b)  evaluation   c)  attachments, if any.

27.
This can be made up of a formation, any number of ceremonies and a review  - and is where respect is paid to 
the US flag, as in reveille and retreat    a) Ceremony  b) Parade c) Review

28.  
An event whose purpose is to promote teamwork and pride, display proficiency/training and/or accord honor to 
nations symbols or individuals on special occasions is a   a) Ceremony  b) Parade c) Review

29.
The formation of cadets in a group and/or wing, marching in a prescribed manner to demonstrate how well


they are trained and the condition of their equipment is a  a) Ceremony  b) Parade c) Review

30. 
Arrangement of cadets in an organized way is   a) a mass   b) a squadron c) a formation.

31.
Usually the normal formation for the wing during a review is the wing in-line with squadrons (sometimes 
groups) in   a) large bunches    b)  mass formation   c) a big gaggle.
32.
A review may consist of formation of troops, inspection of troops, or march in review.   TRUE   or   FALSE

33.
To remain constantly ready to contribute to the defense of our country and our nation interests is



a) the Boy Scout standard   b)   the goal of the president of the US  c) the USAF’s fundamental mission.

34.
The responsibility for effective or ineffective feedback rests squarely on the shoulders of


a) the flight   b)  the individual airman   c) the leader

35.
Col Staley said that strong leaders are humble, wise and sincerely value the opinions of others, and are 


willing to consider many alternative paths to an 
objective   TRUE   or   FALSE

36.
Gen Todd said we will never outnumber but must out think and out perform our   a) subordinates


b) friends   c) adversaries

