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23 June 1948

SUBJECT: A Guide For MNoncormissioned Officers

TO ¢ All Noncomnissioned Officers, Feadquarters and Headouwarters
Squadron, Alaskan .ir Command, APO 942, T § Army

1. The attached notes were originall;” written by Technical Sergeant
D. D, Miller (now an officer), Sismel Corms, snd heve been renroduced msny
tines since their originol composition. They ars intended as o reminder
end a guice TYor all Noncommissioned Officers in the performance of their
cuties and will be of real value to you if youw will make e¢n effort to »Hut
tiiem into practice in your daily duties.

2. Serious application of the primeciples outlined in the attached
notes vvill result in a wore succewsful accomplislment of our assisned mission
and certainly improve milifary discinline =nd "espirt de corps" in our
organization. Your enthuslastic suprort is enjoined,

I Incl:
Guide for Noncommissioned
Officers Cormending




A CUIDZ FOR NONCOIIIISSIONED CFFICERS

APPEABANCE

1. a. You are the first soldier with whom most of the traineses become

asspciated. Carry yourself witi soldierly besring., Recruits, consciously

and unconsciously imitate their instructor. Alwvays be in correct uniform.
Vear the uniform completely buttoned at all times, including the raincost, shirts
pockets, etc. Make shaving a ritual before appearing in a formetion or be-
fore men in any capacity. Xeep hair eut fairly close; if neceseary, get a
weekly haircut.. Pay special attenition to fingernails and personal cleanliness;
this is an exrmple that can not be stressed too highly. Have clothing 2lweys
neatly pressed and clean. (During inclement weather while on job, it is per-
nigsible to wear unpressed slacks, this snplies to the line non-coms, but mess
sergeant, charge of gquarters and office workers should be neatly dressed at
21l times). Be careful thot all clothing is properly chevroned, including
fatigue clothes, WNever wear anything but browm or tan socks with low shoes.
Make sure that the field cap is at the proper engle, Weer the garrison cap
straight and not canted at an angle that is affected by bus drivers and £ill-
ing station operstors. Devote time aind effort to shoes snd drass. Try to
nresent a well zroomed anmearance o2 all occesions.

. b. Wear the vniform with pride ¢nd let this pride reflect itself in
your carriage and behavior., If o few drinks ceuse you to forget yourself, try
religiouql" to abstein from driﬁklna in uniform, An intoxicated person in
civilien dregs is just anotirer druns; tut 2 soldier someliow manages to convey
the 1npressiqn that the Army does nothing but corrupt itself with drink, If
a drink is indicated, frequent the places wiiere the clientele is nredominantly
military., In a soldier bar, oie the worse for drink is not so not 1ceeb1e.
Give a lot of tﬂourbt to this,

CONDUCT

2. &a. Develop a friendly, cooperative relationshi~, but by no meens
a familiar one. Do not borrow money from privates or gemble with. them. Never
drink with privates in the Sguadron. - Avoild drinking with them at any time,
unless certain of their attitude. It ig unncessary to give up the friends
you have cmong tlhie privates, friendshins that were formed in the first months
of your service together, If Le is a friend, he will understand your new posi-
tion and confine femiliarity to off duty hours, ¢ud not in the Squedron arez
even then, )

b. Suppress any inclination to enter or teke part in any discussion
that relates to race, creed, or religion. If asked for sn opinion, express-it
in svelr g menner that it will offend no one. A noncommissioned officer can
offend and destroy irreparsbly the liking and respect of o young

=



soldier b an innocent and inadvertant remark concerning a rece or religion.
Do not remark in eny but & complimentary menner on pictures of privates! girl
friends, letters, gifts, ete. IListen to the mersonrl »Hroblems of young pri-
vates, and try to advise them intelligently.

c. Hever resort to ridicule in the trectment of the men under you.
Don't nag the man, and above all, never swear at them. T“ave an cir of confid-
ence and decisiveness gbout you which will bring a spirit of confidence to the
men in your charge. Never try to bluff your way out of a nredicament; men
will eppreciate an honest gtatement, or explanation of o lack of ‘mwowledge
wirich your experience does not cover, Tell them that you will get the desired
informgtion at your first opportunity, #nd do so. 3Be fim and just,

d., Accept properly offered advice or susgestions from nrivetes. You
mey lesrn something.

e. Learn to give orders in such & manner and voice, that they will
insnire the men to do their best. Men, instinctively resent instructions and
directions given in an arrogant, supercilious, surly or grovling manner. This
is not conducive to the best results, results that mey be obtained if orders
are delivered in a reasonably clear, firm, concise, forceful manner.

f. Have the assurince thet the men understond what is required of
them, Talke them into your confidence so that they mey see the goal that is
to be attzined. Do not supervise too closely; =llow tie nen a certein lati-
tude in the performance of their job if the desired results can be obtained
as easily and as effectively., Incoursge initiative. Use rebuke sparingly dut
be unstinting in nraise for a job well done, Give deserving men credit for a
good job. HMake yourself accessible to tiie men whenever they desire to sneck
to you oa any” subject vhether duty or personal.

g. Hake corrections quietly and firmly. A Stinging rebuke cen be as
brutal as a bdlow in the face to a sensitive nerson. ever be tiie cause of a
soldier losing his self-respect; a soldier that has lost his self-resnect hes
lost the nersonal trait without which he caunot bhe a2 zood soldier.
€ b, Avoid smut and filth in your conversation; young soldiers are
impressioneble, and foul langusge may centure their imagination, Wever {:ndulge
in horsenlay or squffling with privates. Loss of face and dignity can result
in even the most innocent sparring bout in the barracks or squedron arec.
Too, 2 lot of non-coms, if bested in sueh & contest, will rel on their rank
to regein their loss of foce; this gives rise to unfavorable criticism, Con-
fird such activities to the regular authorized sports. Participation in such
teen games as basketball, baseball, footbell, volleyball aund softball is re-
commended. Bnter such recreationel pastimes wholeheartedly for the enjoyment
to rourself and the onportunity they afford to become acruainted with the men.
In such activities, leave your r:uk aside for the time invelved, unless occa-
sion arises vhere it is necessary for vou to use it.



i. ZRenmember, you are a noncommissioned officer of the Amy not
Just the Scuadron that you are a member of. lYever forzet tais,

Jo In your relationshis with officers, always be courteous to the
point of leaning over backward. This is an 2ll importsnt example, The men
learn from.you, so never be slipshod in your treatment of an officer, If
vou do, you are putting yourself osen to resroof and. immediately vetrsy a lack
of tralnlnb 11 your ovm makeup.

k. hen conversing with officers, avoid tlle use of the personsl
pronoun wien referring to the offlcer spoken to. ilzke thils habit second
nature. '

1. For an officer to merely suggest that such is not what it shonld
be is sufficient cause to have it immediately corrected, For example: 1If an
officer remarks that the floor is not as clean as it should ba, or that the
men are not well versed in military courtesy, etc., this is all ¥ou need to
teke immediate steps to see that that condition is remedied,

m. Alweys be punctilious in your association with officers. If
they are friendly with you, de not presume on such an attitude, Give them
the respect and courtesy that is their due, but do not be servile or afreid of
them. Respect for them is not Zounded on fear, but rmutual cooperstion, Above
all, be absolutely honest in all your dealings with the officers, If vou are
wrong, edmit it, don't attemmt to quibLlu.

 DISCIPLLI®

3. a. Alvays keen pzremount in your mind that obedience is the first
and last duty of a soldier, This applies to the soldier, first, last and
alvays. Expect it from the men in the sezme measure that you aive it to your sup-
perior. Do not comnlain ahout what seems to you to be 2 burden sone duty. If
you comnlain hiow are the ren to regard their work -hen they sre the ones vho
perform the actual labor. Your holidey charge of quarters or non-com of the
guard is to tem a privilege rather than a duty in comparison to & holiday
kitchen police or fatizue.

.bs The orderly room does not exist to irom out 211 trivial breeches.
Use tlie orderly room only in case of flagrant breeches of discinline or con-
duct contrary to good order. Direct insubordinstion, insolence or disresnect
should be brought to the attention of* the 1lst Sergeant or Squadron Cormander,
especially if it occurs in the presence of other men and it is imnerative ‘to
establish an exemple for otlers.

c. ZHemember, vou cennot administer discinlinary punishment yourself,
but you can. give the offender the alternative of performing extr nolice duties or
explainlnﬂ tlls 1nfr“ct10L to the Sguadroa Commander, Be sure he understands that
he has tais. altarnatlve. Constent and repeated reports of derelections of duty
to the orderlv room do not mark the non-com as efficient, but indicqteo that -
somewhere he lias feiled in his attitude toward the men.



d. . Develon an impartial attitude toward the men. Should you dislike
a man personally, do not take adventazc of your position to express this dislike.
Do not hesitate to make corrections if they come to your attention. Do not
weit for a senior to correct snything that is contrary to good order snd dis-
cipline. Fe may not see it. Any infraction of publisied or orzl orders is
contrary to discipline, It is vour duty to see that ther are enforced.

6, At drill, 2 lot of arrors will occur and pess unnoticed br the
Squadron Commender and flight leaders.. It is your duty to correct them in
order to contribute to the smoothness of the drill.. Learn thorousghly the
basic duties of & nrivete without which you cannot be en officient noncon-
missioned officer. ;

f. Keep in mind that discipline is the state of tr-isingz that makes
prompt execution of all orders instinctive. - :

INITIATIVE

4, a. Initiative in a noncommissiored officer is one of - the most
important traits that he can possess. It is defined ns the power of originating
something; the self-reliance or energy required to bezin or dare new undertekings.
In & noncommissioned officer, it mereliv means that he is resourceful and reliadble
and that e will recct to any miven situntion im = creditable manner, That
he will accomplish o mission as directed; bub shonld circumstences make his
instructions impracticable or im-ossible to follow, he will endeavor to obtain
the same results in another fashion, using the tools of his Judsment, experience
and resourcefulness. Initiative is %the quality that nakes higher supervision
unnecessary, aud tie possescor of it a tw¥usted and valuable soldier. It cannot
be taught. In some instances a soldier hes it and it can be observed in the
first few weeks of his service. At other times, the vears bring it out as he
develdps in the profession and matures in age.

LOYALTY

i e
s a. Your first loyalty islﬁo your squadron Comnender and squadron
Officers. Protect them at all times. Develon loyalty to 2ll .your superiors,
Be loy=l to your men and they will be loyal to rou.. '

.. b. Foster sguadron spirit; keep it alive by encoursgement of squadron
athletic teams, and members of tesms. 4ttend the athletic contests of your
scuadron. It is not too much to agl, that you o to the zames one night of the
week, The nlayers devote all their spare tine to the teanm,

c. Encourage orgrnizationel pride. Spirit is the thing, Iausist
that yours is the best outfit, with the vest Souadron Commznder, vest lst
Serzeant, vest mess, eteys It is humen nature for men in a groun te be clann-
ish and loyal if given a reason to believe dowm deen in their hearts that
theirs is a worthvhile group.. It is »art of noncommissionsd o“ficer's duty
to install in younz soldiers tie pride and loyalty vhich is essential to good
soldiering, and the develowment of an efficient orgsnization,
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d. Lovalty to rour country and flag =nd service is mentioned lLiere
not as an afterthought; because the love of those things is taken as a matter
of course witl unquestioned belief in its existence. 'ie are, however, inclined
to regard these things in a too matter-of-fact menner. Give ‘e country, flag
and service 211 you've got for your period of service. Any soldier who hos
followed our flag in a parade and marched to the music of a bend end wio has
not felt that little tingle of pride somewvhere in the region of hiis spine,
does not merit the name of & soldier. :

e. Regard the salute as a privilege, Teke pride in its execution
and teach the men this attitude toward a most imwortant and noticeable mani-
festation of discipline.

ROSPONSIBILITY

6. a. A Sense of resmonsidility is essential in a noncomnissioned officer.
This includes conscientious execution of a2ll orders; the enforcement of =11
regulations in the spirit as well as the letter. This is what inspires you te
carry each mission, no matter how difficult, to its logical conclusion. This
Anvites the trust and confidence of your superior officers and makeés of you
an invaluable nilitary man.

b. You are responsible for your men and to them. Keep an accurate
count of your detail, kuov how many men are sleening in your barracks at all
times, If you are asked how many men ere sleer-ing in g barracks, wiich you
are responsible for, it should be unnecessary for you to count them, This is
part of your dutr to assist in accounting for the nmen,

c. Your responsibility to the‘%en includes protecting their health
by seeing thet unhygienic conditions do not exist. See that ther are provided
with suitable clothing for inclement weather, If a detril is held lrte, make
sure that arrangements are mede for their food.

d. Never permit damage to govermment, private or personcl property.
From time to time, vou will be entrusted with veluable govermment property.
Teke care of it moreso than if it were your owm,
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