 ADVANCE \d06 DFO Writing Skills


COURSE PURPOSE

Given sample information from DFO program offices, Emergency Support Function (ESF #5) templates, and a limited timeframe, participants will be able to write an ESF #5 report that is factual, concise and grammatically correct.
COURSE OBJECTIVES

The objectives of this course are to enable participants to:

· List ESF #5 standard report formats.

· Identify key information within samples from DFO program offices.

· Organize key points and apply a report template.

· Correct grammar and punctuation within written documents.

Edit written documents for conciseness and accuracy.

TARGET AUDIENCE

The target audience for this training includes individuals in ESF #5—Information & Planning, with report writing duties.  Also, individuals from other programs who submit information to ESF #5 or personnel who are interested in improving their writing skills may attend.

APPROXIMATE TIME

2 ½ hours

CONTENTS

This course includes the following:

· Course Overview

· Overview of Information and Planning—ESF #5

· ESF #5 Documentation Section—Reports Specialist

· Standard ESF #5 Report Formats

· Writing Skills in Action

· Activity 1:  Developing a Situation Report

· Writing and Editing Documents

· Activity 2:  Editing a Document

· Course Summary and Evaluation

PREPARING

Use the following checklist to help you prepare for this course:

Supplies and Equipment

· Visuals 1 through 17 (See Visual Masters section of this document.  Prepare the visuals if necessary.)

· Overhead projector with screen

· Masking tape

· Chart paper, easels, and markers

· Name cards

Pens, pencils, and note paper

Handout Materials (See Handout Masters section of this document.)
· DFO Writing Skills Summary (2 or 3 visuals per page plus note space)

· Standard Report Forms Packet

–
Situation Report with attachment

–
Initial Operating Report

–
Disaster Fact Sheet

After Action Report

· Activity 1:  Developing a Situation Report

–
Program office information sheets

· Completed Situation Report Sample

· Word Use Chart

· Activity 2:  Editing a Document

–
Blank paper

–
Document(s) to edit

Edited document – answer key

End-of-Course Evaluation Form

NUMBER OF INSTRUCTORS

One or two instructors may be used to teach this course.

INSTRUCTOR QUALIFICATIONS

Instructors should have training experience, as well as previous experience working at a DFO.  Instructors with previous disaster field experience should teach this course.  If you are inexperienced, request an experienced instructor to co-instruct with you.

COURSE OVERVIEW


Visual 1


Begin this course by reviewing the following objectives.

[image: image1.wmf]
[image: image2.wmf]Course Objectives

Enable participants to:

u

List ESF #5 standard report formats.

u

Identify key information within samples from

DFO program offices.

u

Organize key points and apply a report template.

u

Correct grammar and punctuation within written

documents.

u

Edit written documents for conciseness and

accuracy

.



[image: image3.wmf]
DFO Writing Skills Summary
Distribute the handout titled “DFO Writing Skills Summary” (Handout 1).  Tell the participants that they can use this handout to take notes.  (A master copy of this handout appears at the end of these course materials.)

OVERVIEW OF INFORMATION AND PLANNING—ESF #5


Visual 2
Display the following visual and review the mission of ESF #5.
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[image: image5.wmf]ESF #5 OVERVIEW

u

Mission:  To collect, process, and

disseminate information about a

potential or actual disaster or

emergency, to facilitate the

overall activities of the Federal

Government in providing

response and recovery assistance

to an affected State.




Explain that the ESF #5 section is designed to gather information for the specific purpose of supporting operational planning and decisionmaking.


Explain that ESF #5 provides support by:

· Collecting & analyzing information

· Maintaining the Situation Room

· Tracking critical resources

· Facilitating planning

· Providing briefings

· Preparing reports

· Providing technical support

· Managing records 

OVERVIEW OF INFORMATION AND PLANNING—ESF #5

Visual 3
Display the following visual.
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[image: image7.wmf]ESF #5 OVERVIEW
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ESF #5 Organizational Structure

Explain that under the Section Chief there are five branches that provide the functional services of the mission.

Note that the organization expands with personnel to fill the branches as needed to meet the needs of each DFO.  At times, one person may be responsible for more than one function.
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Instructor Note:  If time is available before class, contact the Information and Planning Section (ESF #5) at this DFO for ESF #5 organization and individuals assigned to this DFO.  Create a visual of this organization and also include the visual in the DFO Writing Skills Summary.

Optional Visual 4

[image: image9.wmf]
Optional:  Display a visual of the organization in this DFO.

ESF #5 DOCUMENTATION SECTION – REPORTS SPECIALIST


Visual 4
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Display the following visual.

[image: image11.wmf]Documentation Section—

Reports Specialist
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Review with the group the responsibilities of the Reports Specialist.

ESF #5 DOCUMENTATION SECTION – REPORTS SPECIALIST 

Visual 5

[image: image12.wmf]
Display the following visual.

[image: image13.wmf]Documentation Section—

Reports Specialist

u

Knowledge

u

FRP, FEMA programs, Federal/State/local
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management.

u

Skills

u

Report writing and editing, communicating,
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u
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u
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Review with the group the knowledge, skills, and abilities that the Reports Specialist are required to have.

STANDARD ESF #5 REPORT FORMATS


Visual 6
Display the following visual:
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[image: image15.wmf]Reports from ESF #5

u
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u
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Standard Reports and Format Samples


Distribute the standard report forms and format samples packet to the participants (Handout 2).  Use the information on the following pages to elaborate on standard reports and special reports.

Visual 7





STANDARD ESF #5 REPORT FORMATS



Standard Reports and Format Samples (Continued)
Standard Reports

Situation Report  

· Summary of the disaster situation.

· Used for strategic decisionmaking by the Emergency Support Team (EST) and the White House Situation Room.

· Historical record of activities.

· Must contain accurate, complete information.

· Issued daily for initial phases - updates as needed.

· ESF #5 Section Chief determines deadlines in consultation with the Federal Coordinating Officer (FCO) or EST, or Regional Operations Center (ROC) Director.

· National Emergency Coordination Center - Daily Operations Report

· FEMA HQ Situation Assessment Branch

· Official document of the FCO, produced for the FCO by ESF’s.

· Transmit to FEMA HQ by 4:45 p.m., the day of issue.

· Copies to Governor, State staff, DFO staff and on the Internet.

Note:  Refer the participants to the format sample.

STANDARD ESF #5 REPORT FORMATS 
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Standard Reports and Format Samples (Continued)
Standard Reports (Continued)

Initial Operating Report 

· A one-time report. 

· Developed as soon as the DFO is operational.

· Contains information on DFO such as: 

(
Location

(
Communications

(
Organization

(
Staffing

· Schedule of significant disaster program-related activities 

Note:  Refer the participants to the format sample.


Disaster Fact Sheet 

· Summarizes basic details of the disaster.

· Is prepared as soon as possible.

· Updated as the information changes.

Note:  Refer the participants to the format sample.

After Action Reports 

· Summary of major problems and issues of the disaster operation.

· Lessons learned.

· Recommendations to improve future operations.

· Prepared after operations have stabilized and before key staff departs.

Note:  Refer the participants to the format sample.
Special Reports

· FCO or EST may require special reports.

· Reports focus on a special topic.

· Special reports require research.

· The branches within ESF #5 may need to work together to conduct the research, analysis and production of such reports.
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Instructor Note:  Optional Information—Contact ESF #5 Section for DFO-specific information on reports, deadlines and special report requests.  Insert the optional information here.

WRITING SKILLS IN ACTION
 

Visual 8
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Display the following visual.
[image: image20.wmf]Situation Report
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Developing the SitRep

Explain that the SitRep is a coordinated effort involving all branches of the section.  The Situation Status and Resource Status branches correlate data and request clarification when necessary.  The Reports Specialist reviews the information and determines what information is appropriate for inclusion.  Where necessary, the Reports Specialist will return to the status branches with requests for more information or for clarification.  In smaller DFO operations, the Reports Specialist may actually do all these tasks.
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How do you recognize the key information when reviewing a document?

How do you recognize what to include in the SITREP?

How do you write requests for more information or clarification so that branch personnel understand your needs?

WRITING SKILLS IN ACTION 


· If not mentioned by the participants, add the following examples:
· Look for major ideas. 

· Important information includes who, what, when, where, why, how, and how many.
· Separate adjectives and supporting phrases from the core of the sentence.

· Look at the standard format to see what should be included and find the information in the documents from the status branches or program offices (Program SOPs).

· Review completed SitReps from other disasters or from this disaster.

· Talk to the Documentation Branch Chief or Section Chief to find out what information is needed by the FCO for strategic planning.

Explain that when the key points have been isolated, they must be restated clearly and placed within the standard format.

WRITING SKILLS IN ACTION 

Visual 9
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Display the following visual.

[image: image23.wmf]Activity—Developing

a Situation Report
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Activity 1:  Developing a Situation Report

Conduct this activity as follows:

30 minutes



1. Program Office Information Sheets
1. Explain that the purpose of this activity is to practice developing a SitRep.  Participants will need to review the information provided by the program office information sheets and then complete the Situation Report form.  
2. Tell the participants that they will have 15 minutes to complete this activity.

3. Refer the participants to the template packet and distribute one copy of the Program Office Information Sheets (Handout 3) to each person, and use all programs around the class.

4. Ask the participants to identify key points on their own, allowing them 5 minutes.  

5. Then, tell the participants to work with others who have the same program office sheet, allowing 5 minutes.

6. After the participants have finished, review the key points with the group to see if they included what was needed.

WRITING SKILLS IN ACTION 




Instructor Note:  You may substitute program information from the DFO where you are teaching this course to make it more meaningful for your participants.  Consult with the Documentation Branch Chief on desired outcome.


7. Ask the group:
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Was it easy to identify the key points to include in the SitRep?


Ask the participants to give examples.


Will all program offices submit information in the same way?





Were you able to restate information clearly and concisely?

[image: image26.wmf]
Completed Situation Report Sample
8. Distribute the Completed Situation Report Sample (Handout 4).  Review the key points that are highlighted in bold in the sample.  Point out their locations in the sample’s outline format.

9. Ask the group to compare their completed material with the sample.


Tell the class that Handout 4 is a sample SitRep, not a model.  Ask for comments on the sample(Could it be improved?


10. Ask if anyone has any questions about this activity.

WRITING SKILLS IN ACTION 

Visual 10
Display the following visual and review the factors that can affect SitRep completion.



[image: image27.wmf]Remind staff of . . .

u

Stress Levels.

u

Personnel limitations.

u

Others’ (Program Office) failure

to meet DFO deadlines and affect
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Stress that the SitRep should be everyone’s product, not just that of ESF #5.  Note that the quality of program office submissions affects the quality of the SitRep.

WRITING AND EDITING DOCUMENTS


Visual 11
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Display the following visual.

[image: image29.wmf]Tips for Better Writing

u

Use the active voice
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[image: image30.wmf]
Who can give examples of these tips for better writing?  


Allow the participants a few moments to suggest tips.  Then, provide the following elaboration:


· Use the active voice.


The active voice places emphasis on the “doer” then describes the action.  Example:  “The Damage Assessment Team found major damage to homes in the Willow Glen subdivision” rather than “Major damage was found to homes in the Willow Glen subdivision.”

The active voice avoids much ambiguity.  Example:  “The FCO decided to. . .” rather than “A decision was made to. . .”

The active voice carries strength and authority.  Example: “Instructors with previous disaster field experience should teach this course” rather than “This course should be taught by instructors with previous disaster field experience.”


· Use simple sentences.


Lead with the main point.  Avoid introductory phrases or words that are not needed to convey the meaning of the sentence.  Example: “Although it is not always true, most writing benefits from simple sentence structure.”  In this case, drop the “although not always true” phrase.

WRITING AND EDITING DOCUMENTS 


· Avoid long or unusual words.


Don’t use a long word when a short word conveys the meaning accurately.  Example:  Use total rather than aggregate.


· Choose words carefully.


Words have precise definitions and should be used correctly.  Example:  Know the definitions of ensure, insure and assure.


· Avoid vague modifiers.


Example:  Use “The house is off its foundation, all the windows are broken and the connections to utility services are broken” rather than “The house is badly damaged.”

Visual 12
Display the following visual.



[image: image31.wmf]Tips for Better Writing
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u
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WRITING AND EDITING DOCUMENTS 


· Avoid word fads and clichés.


Do not use nouns with “-ize” attached instead of verbs.  Example: Strategize, prioritize, finalize.

New phrases or word uses appear in the media that are not appropriate for business documents.  Example:  The Watergate Hotel was the site of a break-in and theft.  Following the Watergate investigation, journalists have applied the suffix, “-gate” to other investigations, even though this suffix does not denote scandal.

[image: image32.wmf]
Distribute the handout titled, “Word Use Chart” (Handout 5) to the participants.

Word Use Chart
· Be concise.


Never use two words when one is enough.  Keep sentences and paragraphs short.  Avoid redundant phrases, such as:


· Consensus of opinion

· Plan ahead

· Very unique

· Tuition fees

· End result

· Safe haven

· Chemotherapy treatment

· At the present time
· Clearly explain
Avoid oxymorons, such as:

· Good grief

· Sweet sorrow

· Almost exactly

· Cruel kindness

WRITING AND EDITING DOCUMENTS 

· 
· Use proper spelling, grammar, and punctuation.

Remember to check for words in context.  Two, to and too may all be spelled correctly without being used correctly.

Check for subject and verb agreement.  Keep writing in the same voice and tense.

Separate sentences with periods rather than creating compound sentences with semi-colons.

Keep suffixes parallel when listing a series of actions.  Example:  “reading, writing, editing, printing” rather than “reading, writing, editing, production.”


· Use the Government Printing Office (GPO) Style Manual for:

· Numbers and numerals.  Spell out the numbers from one through nine.  Use numerals for 10 and above, except when the numeral is the first word of a sentence.  Try to reword the sentence so that it does not begin with a number. 

· Dates.  Spell out months and years (January 1998).  Do not put a comma between the month and year.  Abbreviate dates only in footnotes, tables, leaderwork, sidenotes, and in bibliographies.  However, always spell out the months of May, June, and July.

· Money.  Express units of measurement and time, actual or implied in figures.  Example:  $3.65, 75 cents, but two pennies, three quarters, one-half dollar, six bits, etc.


· Alphabetize lists of places to avoid the implication of  importance. Sequence lists of levels of Government.

WRITING AND EDITING DOCUMENTS 

Visual 13
Display the following visual.
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[image: image34.wmf]Edit, edit, edit
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u
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u
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Tell the participants that they should review written documents several times.  They can cut about 22 percent of their writing without losing content or style.  Changes can improve readability and retention.


Using computer tools can assist in the editing process, but a writer cannot depend upon them to do everything.

WRITING AND EDITING DOCUMENTS 

Visual 14
Display the following visual.
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[image: image36.wmf]Edit, edit, edit
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Explain that the writer must check the document for aspects that are beyond the computer’s scope.


Note that when a writer must edit his or her own document, it is important to let the document “rest” for a while first.  Explain that writers should trade editing duties with someone—help each other.
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Why?  Can you share an example?

· 
· If not mentioned by the participants, add the following examples:

· You miss your own mistakes.

· You may understand what you meant, when others will not.

· You may be comfortable with jargon or acronyms that others do not know.

WRITING AND EDITING DOCUMENTS 

Visual 15
Display the following visual.
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[image: image39.wmf]Edit, edit, edit
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u
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u
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u
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Review the following key points:

· Allow as much time to edit a document as it took to write it.

· Read the material all the way through before beginning to mark and make changes.

· Read materials aloud to hear the flow and rhythm.

· Test words for meaning and force.

· Check sentence length.  All sentences should contain fewer than 20 words.

· Remove redundant material.

WRITING AND EDITING DOCUMENTS 

Visual 16
Display the following visual.

[image: image41.wmf]
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Editing a
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u
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30 minutes
Activity 2:  Editing a Document
Conduct this activity as follows:



1. Distribute the handout titled, “Documents to Edit” (Handout 6) and blank paper to the participants.

11. Documents To Edit
Tell the group that editing is a skill that takes practice.  The purpose of this activity is to give the participants editing practice.

Ask the group to read this report.

Tell the participants to look for words out of context, double or mixed meanings, use of unidentified acronyms, redundant material, and the other editing issues discussed earlier.

Instruct the class to edit and rewrite the document for clarity.

Allow the group 15 minutes to complete their work.  Then, discuss the process and the participants’ results. 

WRITING AND EDITING DOCUMENTS 


Use the following questions to clarify the results:
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Did you find it difficult to edit something written by someone else?  Is it as easy to edit your own work?




[image: image44.wmf]
Were some types of mistakes easy to find?  Please give the class some examples.




[image: image45.wmf]
Did anyone check the word count to see if the 22 percent cut in material was true in this case?


Ask the participants if they have any additional comments or questions about this activity.

SUMMARY AND EVALUATION


Visual 17
Display the following visual.
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Summarize the objectives and activities of this course.  Ask the participants to list one item that will help them in their jobs.

[image: image48.wmf]
Ask the participants to complete the end-of-course evaluation form.
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Distribute the course completion certificates to each participant.
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Thank the participants and the instructional staff.
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_954941728.ppt


Situation Report

		Includes:



Results - objectives met

New information

		Omits



Routine work activities

Name of individuals (except, on occasion, elected officials)











UNKNOWN-0






_961571172.ppt


Tips for Better Writing

		Avoid word fads and clichés

		Be concise

		Use proper spelling, grammar, 

and punctuation

		Use GPO Style Manual

		Alphabetize lists of places







UNKNOWN-0






_961576115.ppt


Edit, edit, edit

		People . . .

		Context

		Accuracy

		Double meanings



		Tone

		Jargon

		Acronyms

		Understanding







UNKNOWN-0






_961579244.ppt


Activity—Editing a Document

		Use the editing tips we discussed earlier to edit this document.

		We will discuss the process and results after 15 minutes.







UNKNOWN-0






_962524368.doc



_961579447.ppt


Summary

		Identify and organize key information.

		Write reports using standard formats.

		Edit documents to correct grammar and punctuation.







UNKNOWN-0






_961576286.ppt


Edit, edit, edit

		Allow ample time

		Read through before changing

		Read aloud

		Test word meanings

		Check sentence length

		Remove redundant material







UNKNOWN-0






_961575972.ppt


Edit, edit, edit

		Computers . . .

		Spelling

		Grammar

		Active voice

		Reading level







UNKNOWN-0






_954942901.ppt


Remind staff of . . .

		Stress Levels.

		Personnel limitations.

		Others (Program Office) failure to meet DFO deadlines and impact on the SitRep.







UNKNOWN-0






_961570958.ppt


Tips for Better Writing

		Use the active voice

		Use simple sentences

		Avoid long or unusual words

		Choose words carefully

		Avoid vague modifiers







UNKNOWN-0






_954942181.ppt


Activity—Developing 

a Situation Report

		Read the program office information sheets.

		Gather the key facts.

		Review the SitRep template and indicate placement of materials.

		We will discuss the completed products in 20 minutes.







UNKNOWN-0






_954940164.ppt


Documentation Section—

Reports Specialist

		Responsibilities

		Consolidate information into the Situation Report (SitRep)

		Issue other reports as required/ requested

		Possible assignment to ERT units

		Record notes at critical planning meetings









UNKNOWN-0






_954940198.ppt


Reports from ESF #5

		Standard Reports

		Situation Report

		Initial Operating Report

		Disaster Fact Sheet

		Daily Statistical Summaries

		After Action Reports

		Special Reports as needed







UNKNOWN-0






_954940276.ppt


Situation Report



		Used by FEMA HQ Situation Assessment Branch, White House Situation Room.

		Official record of activities of the DFO.

		Transmit to FEMA HQ by 4:45 p.m. the day of issue.

		Copies to Governor, State staff, DFO staff, and on the Internet.







UNKNOWN-0






_954940179.ppt


Documentation Section—

Reports Specialist

		Knowledge

		FRP, FEMA programs, Federal/State/local partnership, correspondence and records management

		Skills

		Report writing and editing, communicating, organizing, using a computer

		Abilities

		Assess data, take notes effectively, and construct meaningful reports in a stressful environment







UNKNOWN-0






_954940130.ppt


ESF #5 OVERVIEW

		Mission:  To collect, process and disseminate information about a potential or actual disaster or emergency, to facilitate the overall activities of the Federal Government in providing response and recovery assistance to an affected State.







UNKNOWN-0






_954940146.ppt


ESF #5 OVERVIEW



Situation Status Branch

Resource Status Branch 

Planning Support Branch

Documentation Branch

Technical Services Branch



Section Chief 





UNKNOWN-0






_954940094.ppt


DFO Writing Skills

		Objectives

		List ESF #5 standard report formats

		Identify key information within samples from DFO program offices

		Organize key points and apply a report template

		Correct grammar and punctuation within written documents

		Edit written documents for conciseness and accuracy	







UNKNOWN-0
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