
ASSIGNMENT 3
Textbook Assignment: Chapter 2,  “Leadership and Administrative Responsibil ities,”  pages

2-44 through 2-54 and Chapter 3, “Programs and Policies” pages 3-1
through 3-14.

3 -1 . Our Navy uses a standard filing
system for which of  the following
reasons?

1. Frequent rotation of  personnel
2. Saves the Navy space
3. Saves the Navy money
4. All of the above

3-2 . Which, i f  any, of  the following
c lass i f i ed  mater ia l  does  not
require  contro l led  rout ing?

1. Conf ident ia l
2 .  Top  secret
3. Secret
4 . None of the above

3-3 . When filing material you should
inc lude  a l l  o f  the  fo l l owing  except

1. the incoming document
2. a copy of  the outgoing

correspondence
3. any essential supporting

documents
4 . all  early drafts and extra

c o p i e s

3-4 . Standard  sub ject  ident i f i cat ion
codes (SSICs) provide which of the
following standard systems
throughout the Navy?

1. Colors
2. Numbers
3. Symbols
4. Alphabets

3 -5 . When writing a naval letter, you
should ensure it  is well  organized
and orderly. Which of the
following writing methods is NOT in
the

1.

2.

3.

4.

3 - 6 .  T h e
the

correct  order?

Stating requests before
j u s t i f i c a t i o n s
Stating explanations before
answers
Giving conclusions before
discuss ions
Giving summaries before details

order that references appear in
reference block of  a naval

letter is based on which of the
fo l lowing  factors?

1. The OPNAV/SECNAV number
a s s i g n e d

2 .  The  length  o f  the  t i t le  o f  the
r e f e r e n c e

3. The order in which they appear
i n  t h e  t e x t

4 . The  numerica l  l i s t ing

3-7 . Paragraphs in a naval letter should
be short and contain roughly what
maximum number of sentences?

1. 4  t o  5
2. 6  t o  7
3. 8 to 10
4. 10 to 12

3 - 8 . For an idea to gain emphasis within
a sentence, where should it appear?

1. At the start or the end of the
sentence

2.  At the end of  the sentence only
3 .  At  the  s tart  o f  t ie  sentence

only
4. In the middle of the sentence
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3-9 . To save words, clarify ideas, and
provide balance when you wish to
express two or more equally
important ideas in a sentence,  you
should use which of  the following
types of  sentence construction?

1. Minisentences
2. Topic sentences
3. Rambling sentences
4. Paral le l  sentences

3-10. To make your writing more like
speaking, you should use which of
the following writing techniques?

1. Use personal pronouns
2. Use everyday words
3. Use short sentences
4. All of the above

3-11. Which of the following writing
practices is the best approach to a
subject when writing a directive?

1. Write in the “third person”
s t y l e

2 .  Wri te  d irect ly  to  a  user
3. Write in terms of “how to”

i n s t r u c t i o n s
4. Write in terms of “how to”

c h e c k l i s t s

3-12. As a subordinate writing to a
senior,  which of  the following
approaches should you avoid when
set t ing  the  tone  o f  the  le t ter?

1. Directing
2. Suggesting
3. Requesting
4. Recommending

3-13. Which of the following words hurt
naval writing by stretching
sentences, delaying meaning, and
hid ing  respons ib i l i ty?

3-14. For economy in writing, you should
use as many abbreviations as
p o s s i b l e .

1. True
2. False

3 -15 . CMEO is an equal opportunity
management system controlled
primarily at which of the following
l e v e l s ?

1. Command
2. Secretary of Defense
3 .  S e c r e t a r y  o f  t h e  N a v y
4. Chief of  Naval Operations

3-16. Which of  the following supervisors
supports the Navy’s Equal
Opportunity program?

1. The one who relates positively
and d irect ly  wi th  a l l  people
e q u a l l y

2. The one who only listens to one
po int  o f  v iew

3. The one who stereotypes people
4 .  The  one  who  fee ls  i t  necessary

to intimidate some people to
achieve  goa ls

3-17. To manage and supervise people
effectively, you must have which of
the  fo l lowing  leadership  sk i l l s?

1. The  abi l i ty  to  ignore  conf l i c ts
among various groups

2 .  The  abi l i ty  to  l i s ten  to  and
understand what people have to
say

3 .  The  ab i l i ty  to  p lace  people  in
correct  rac ia l ,  e thnic ,  and
r e l i g i o u s  c a t e g o r i e s

4 . The  abi l i ty  to  subst i tute
generalized ideas about people
when you aren’t  sure of  their
motives

1. Request you
2. You are
3. I t  i s
4 .  I  a m

18



3-18.

3-19.

3-20.

3-21.

3-22.

To help your subordinates grow both
personally and professionally,  you
must use which of the following
superv isory  pract i ces?

1. Provide timely feedback on
performance

2. Prov ide  on- the- job  t ra in ing
3. Identify their strengths and

weaknesses
4. Each of the above

If a person commits an act of
arbi trary  d iscr iminat ion ,  the
commanding officer may take which
of  the  fo l lowing  d isc ip l inary
act ions?

1. Assign lower evaluation marks
2. Award nonjudicial punishment
3. Submit a recommendation for

separation
4. Each of the above

The Navy Rights and
Responsibil ities workshop is
conducted by which of  the following
groups?

1.
2.
3.

4 .

Command Training Team (CTT)
Command Assessment Team (CAT)
Command Rights and
Responsibil it ies Team
Striker Board

Which of the following subjects is
NOT covered during the Navy Rights
and Responsibil it ies workshop?

1. Navy Regulations
2. Combatant skills
3. Enlistment contract
4. Grievance and redress

Information concerning equal
opportunity contained in command
records may NOT be obtained through
which of the following methods?

1. Surveys
2. Training
3. Interviews
4 . Observations

3-23 . What two methods of data collecting
by the CAT require other data
sources to be used to draw
conclusions and produce findings
that can be validly interpreted?

1. Command records and Interviews
2. Interviews and observations
3. Observations and surveys
4. Surveys and interviews

3-24 . Nonjudicial punishment is better
known in the Navy by which of the
f o l l o w i n g  t i t l e s ?

1. Mast
2. Court-martial
3. Captains mast
4 . Execut ive  o f f i cers

i n v e s t i g a t i o n

3-25. Without using court-martial
intervent ion .  what  art i c le  o f  the
UCMJ empowers a commanding officer
to impose punishment for minor
offenses on both officer and
enl i s ted  personnel?

1. 5
2. 10
3. 15
4. 20

3-26 . Under the UCMJ, punishment must be
imposed within 2 years of the
o f f e n s e .

1. True
2. False

3 -27 . The Report and Disposition of
Offense(s), NAVPERS 1626/7,
conta ins  a l l  o f  the  fo l lowing
information except

1. preliminary inquiry report
2. action of  the XO at screening

mast
3. record of any pre-mast

restraint
4. all of the required pre-mast

advice that must be given to
the accused
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Who must ensure that within a Confinement on bread and water has3-28.

3-29.

3-30.

3-31.

3-32.

3-33.

reasonable amount of time of the
report of an offense that the
accused  i s  fu l ly  advised  o f  h is  or
her rights concerning a possible
NJP?

1. Legal off icer
2. Chief Master-at-Arms
3. Officer contemplating imposing

NJP
4. Department head and division

officer of the accused

Your rights are
UCMJ article?

1. 15
2. 31
3. 37
4. 38

The preliminary
(PIO) completes
NAVPERS 1626/7?

1. C
2. E
3. G

found under what

i n q u i r y  o f f i c e r
what section of the

Under article 15 of the UCMJ, the
commanding officer has how many
punishments identified that he or
she can impose at mast?

1. 3
2. 6
3. 9
4. 12

Restr i c t ion  i s  the  least  severe
form o f  depr ivat ion  o f  l iberty .

1. True
2. False

Arrest in quarters may only be
imposed on which of the following
naval personnel?

1. E-1 through E-9
2. W-2 through W-4
3. 0-1 through 0-10
4. Both 2 and 3 above

3-34 .

3 -35 .

3-36.

3 -37 .

3-38.

a maximum duration of how many
days?

1. 1
2. 2
3. 3
4. 4

Which of the following punishments
i s
o f

1.
2.
3.
4 .

considered the most severe form

Correct ional  custody
Reduction in grade
For fe i ture  o f  pay
R e s t r i c t i o n

Under article 15 of the UCMJ, you
have how many days to appeal the
punishment awarded to you if you
feel that it  was unjust or
d isproport ionate?

1. 5
2. 10
3. 15
4. 20

Which of the following terms
describes the Navy’s recognition
that drug and alcohol abuse is
incompatible with the Navy’s effort
to  inst i l l  pr ide  and
pro fess ional i sm?

1. Zero  de fec ts
2. Zero tolerance
3. Screening with meaning
4. Self-referrals preferable

Why has the Navy taken a firm stand
against drug abuse?

1. Drug abuse
readiness

2. Drug abuse
man-hours

3. Drug abuse
morale and

undermines combined

i s  c o s t l y  i n  l o s t

causes the loss of
esprit  de corps

4. Each of the above
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3-39. What is the most valuable detection
and deterrence tool used by the
Navy to identify drug abusers?

1. Annual physicals
2. Urinalys is  test ing
3. Drug detection dogs
4. Undercover military police

3-40. Each urinalysis sample is tested
how many minimum number of times by
one of the Navy’s drug screening
laborator ies?

1. 1
2. 2
3. 3
4. 5

3-41. Under the Navy’s policy for drug
abusers,  which of  the following
actions is taken if a PO2 commits a
drug abuse offense?

1. The person is screened for drug
dependency

2. The person is afforded
i n - s e r v i c e  r e s i d e n t i a l
treatment

3. The person is processed for
immediate separation

4. The person is given a waiver if
he or she has exhibited
except ional  serv ice

3-42. A drug abuser deeply under the
inf luence  o f  narcot i cs  d isp lays
which of  the following
c h a r a c t e r i s t i c s ?

1. Anxiety
2. Lethargy
3. L u c i d i t y
4. H o s t i l i t y

3-43. Which of  the following
paraphernalia found in a locker is
an indication that the person is a
narcotics abuser?

1. Bent spoons
2. Eyedroppers
3. Cotton balls
4 .  A l l  o f  t h e  a b o v e

3-44. A person who abuses heroin develops
a tolerance for the drug. How does
this  to lerance  a f fec t  the  person ’s
reaction to the drug?

1. The drug no longer has an
ef fec t  on  the  person ’s  centra l
nervous system

2. Larger doses are required for
the same effect

3.  Smaller doses are required for
the same effect

4 . The drug no longer has an
ef fec t  on  the  person ’ s
bloodstream

3-45 . Normally,  which of the following
s igns  i s  the  f i rs t  emot ional
reaction following a dose of
hero in?

1. A  f e e l i n g  o f  r e l i e f
2. A  s t a t e  o f  i n a c t i v i t y
3 .  A  s t a t e  o f  e x t r e m e  s t r e s s
4. A  fee l ing  o f  we ight lessness

3-46. Drinking a large amount of cough
medication is a common method of
abusing which of  the following
drugs?

1. Opium
2. Heroin
3. Codeine
4. Morphine

3-47 . A drug abuser who suffers long
periods of  t ime without sleeping or
eating is probably abusing which of
the following types of  drugs?

1. Alcoho l
2. Narcot ics
3. Stimulants
4 . Depressants

3-48. A person who has taken an overdose
of cocaine may experience which of
the  fo l lowing  react ions?

1. Death
2. Anxiety
3. Euphoria
4 . Exc i tat ion
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3-49. Which of the following drugs can
cause the heart or arteries to
burst and cause a massive coronary?

1. Crack
2. Codeine
3. Amphetamines
4. P h e n c y c l i d i n e

3-50. Which of the following drugs is
abused on the pretense of weight
c o n t r o l ?

1. Marijuana
2. Methadone
3. Amphetamines
4. Phencyclidine

3-51. Abuse of  which of  the following
types of drugs results in the
appearance  o f  a l coho l  intox icat ion ,
but without the odor of  alcohol on
the breath?

1. Narcot ics
2. Stimulants
3. Depressants
4 . Hallucinogens

3-52. Depressant overdoses, when taken
with alcohol,  may result in which
of  the  fo l lowing  condi t ions?

1. Death
2. Articulate speech
3. Mellow disposition
4 . Keen sense of humor

3-53. Abuse of  which of  the following
types of drugs may result in
reoccurring effects months after
the drug has been taken?

1. Hallucinogens
2. Depressants
3. Stimulants
4. Narcot ics

3 -54 . Which of the following indicators
is one of the dangers to the
hallucinogen abuser?

1. A change in sleeping habits
2 .  A  c h a n g e  i n  t h e  m e n t a l

c o n d i t i o n
3. The physical dependence created

by the drug
4. The  unpredic tabi l i ty  o f  the

e f fec ts  o f  the  drug

3-55. Which of  the following conditions
is an indicator of a marijuana
abuser presently under the
influence of  the substance?

1. Loud and rapid talking
2. Great  bursts  o f  laughter
3. In a stupor or seems sleepy
4 .  Al l  o f  the  above

3-56. The effects of marijuana on the
emotions and senses of the user
depend on which of the following
f a c t o r s ?

1. The amount and strength of the
s u b s t a n c e

2. The  soc ia l  set t ing  and  expected
e f f e c t s

3. Both 1 and 2 above
4 . The DNA structure of the user

3-57. Volatile chemical abuse is usually
indicated by which of  the following
condi t ions?

1. Constr i c ted  pupi l s
2. Clear whites of  the eyes
3. White substance around the

n o s t r i l s
4. Smell of the chemical on the

b r e a t h

3-58. Which of  the following personnel
are  subject  to  part i c ipat ion  in  the
urinalysis testing program?

1. Officer personnel under the age
of 25 only

2. Enlisted personnel in paygrades
E-4 and below only

3. Enlisted personnel only,
regardless of rank or age

4. Al l  en l i s ted  and  o f f i cer
personnel,  regardless of the
rank or age
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3-59. Which of the following persons must
have prior knowledge of a drug
detection dog inspection or search?

1. The dog handler
2. The commanding officer
3. Both 1 and 2 above
4. All personnel involved in the

search

3-60. Which of the following types of
behavior could be a positive clue
that a person is abusing some form
of drugs?

1. Wanting to sell  a stereo system
and TV set at the same time

2. Repeatedly showing symptoms
associated with drug abuse

3 .  B o t c h i n g  a  j o b  w h e n  i t  i s  k n o w n
that the person is usually a
top performer

4 . Keeping  tab lets ,  capsules ,  or
other forms of drugs in one’s
l o c k e r
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