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Writing Papers in Jim Drogan’s LEAD Course 
SPECIAL NOTE: What follows is intended to apply only to the LEAD course taught by me, Jim Drogan. 

Introduction 

The general approach to covering a topic is shown here. 

 

Figure 1 Writing in the Context of Learning (Drogan, 2014) 

The topic is introduced in the second half of, in this case, a Monday class.  The arrow represents the 

homework comprising reading, thinking, discussion, and writing.  The writing is your feedback to me on the 

topic under consideration.  On the subsequent Monday (n+1 in Figure 1) I provide feedback to you on your 

writing. 

Writing is not optional in this course.  You will generally be submitting a one to two page paper every week.  

The structure and approach to developing this paper will be covered below. 

It matters little how smart you are if you cannot clearly communicate that smartness.  Writing is a major way 

in which you do that.  Learn to write well. 

Writing also helps clarify thinking.  You will get lecture notes from me (e.g., Thinking About Vocations, 

Relationships) that almost always begin as a means of helping me check the quality of my thinking on an 

issue.1 

The process I follow and which I strongly recommend to you is summarized in Figure 2. 

                                                                    

1 Go to the Luce Library, ask to see Drogan Notes 2009.0 for a more comprehensive example of these notes. 
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Figure 2 The Process of Thinking and Writing 

Since this process takes time, start early.  Time is the most precious resources you have or will ever have.  

Time is a non-renewable resource.  Once it’s gone it’s not coming back.  Rudyard Kipling in If  has these lines: 

If you can fill the unforgiving minute 

With sixty seconds' worth of distance run, 

Yours is the Earth and everything that's in it (Kipling, n.d.) 

Papers are due well prior to the second Monday.  If you wait until the last minute your papers will reflect the 

squandering of this most precious of resources.  Your grade will likewise reflect that. 

Principles of Communication 

Keep in mind the following principles for communication: 

1. The grammar and syntax is understood. 

2. The information communicated is relevant. 

3. The medium of communication is acceptable. 

4. There is a desire to communicate. 

5. There is confirmation of understanding (Drogan, 2009). 

Some suggestions on each of these follow 

The Grammar and Syntax is Understood 
Grammar comprises the words you use and syntax is the manner in which you put these words together to 

convey your thoughts.  First, don’t use words you don’t understand.  Second, don’t put the words together in a 

syntax you don’t understand.  I don’t expect you to write using the grammar and syntax of say an 

undergraduate senior.  In short, don’t try to be someone you’re not. 

Second, even if you are fluent in the English language with a grammar and syntax up there with the best 

offered by The New Yorker, it may not be the grammar and syntax understood by your reader.  All of us, I 

suspect, have encountered writers whose use of the language makes no sense at all.  Don’t be a writer like 

this.  Be considerate of the reader. 

Think

or

Rethink

Write

or

Rewrite

Thinking

Clear

Writing
Clear

Yes

Publish

Yes

No

No



 

 3

Let me repeat in order to be clear.  First, use a grammar and syntax with which you are comfortable.  Second, 

be sure the grammar and syntax is acceptable to the reader.  LEAD is not a course that requires sophisticated 

writing.  The watch words are – clear, precise, and concise. 

“Short words are best and the old words when short are best of all.” - Winston Churchill 

The Information Communicated is Relevant 
My LEAD assignments will generally be specific.  Be sure your writing is relevant to the assignment.  Resist 

the temptation to wonder off into interesting paths.  I, and people for whom you will work, ask specific 

questions for a purpose.  Generally it is in order to support a decision that needs to be made.  They and I may 

ask that the information be presented in a certain fashion.  Please accommodate these requests. 

The Medium of Communication is Acceptable 
There are a number of media we use to communicate; written, oral, picture and symbols, body language, 

texting and perhaps others.  For example, if Mary and I want to reach our granddaughter we text, not e-mail.  

We use FaceTime to reach our young grandsons. 

The medium of communication for written assignments in this course, unless you are advised otherwise, is a 

Microsoft Word (.doc or .docx) or RTF (Revisable Text Format, .rtf) document.  Documents received in other 

formats will be returned unopened.  I’ll have more to say about the specific of the document structure a bit 

later. 

There is a Desire to Communicate 
I suppose it’s fair to say that in a LEAD course desire doesn’t have anything to do with these requested 

assignments.  In a sense, you are compelled to deliver.  But I want you to consider this principle beyond 

simply this course. 

If your superiors ask a question or request analysis of you, please give them the benefit of the doubt.  That is, 

there is a desire to know.  You should have an equal desire to communicate an answer.  Desire leads to higher 

quality work. 

There is Confirmation of Understanding 
Communication can be and often is one way.  For example, The New York Times communicates to its readers, 

but very few readers react in other than a general way to this communication.  I suppose Letters (i.e., letters 

to the editor) are examples of reader reactions.  In some cases these letters may even indicate a confirmation 

of understand.  And I reckon that when subscribes retain their subscription they are, in a way, confirming 

understand. 

Communication (one way) and confirmation of understanding (the other way) are the components of a 

conversation.  And it is in conversation that discovery and learning takes place. 

Conversation is the goal.  The written assignment is part of one of four conversations that take place in this 

course.  That is I introduce the topic via a lecture in class, you complete a written assignment on the topic, and 

I provide feedback on what you have written. 
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Figure 3 Conversations Around the Written Assignment 

These Principles of Communication emerge from experience gained over a long career in business and higher 

education.  They are worth remembering. 

Structure of Papers 

During your time here at Maritime you will be introduced to and be required to use formal systems for 

structuring papers.  These systems will go by acronyms and names such as APA, MLA, Chicago, and others.  

When you graduate you will be expected to be able to write papers using one of these styles.  This paper, for 

example, uses the APA system for citations, but the format is my own, one that I think is more appropriate to 

the purpose of these notes. 

I will not ask you to use a specific system on your papers in this course for I think there is a more important 

set of objectives. 

1. Clarity and rigor of thinking. 

2. Clarity in the expression of the results of that thinking. 

This is not meant, however, to keep you from using a formal system with which you are familiar. 

The structure should look like this. 

Name of the Assignment 

Your Name 

Date Submitted 

 

First Section: Generally a single paragraph describing what you have 

been asked to do. 

Second Section: One or more paragraphs discussing the topic. 

Last Section: Your conclusions and recommendations 

References: 

# (page number) 

 

The page should be letter size (8.5” x 11”) with one-inch margins, headers, and footers.   

The font should be something standard.  This is Cambria.  Times New Roman and Calibri are also good fonts.  

Whatever you use it should be proportional and easy-to-read. 
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Single-space the lines with six (6) point spacing between paragraphs. 

You want your paper to be the result of good critical thinking and quality writing, and be attractive in 

appearance.  You want it to say to the reader, “Read me!  Read me!” 

Stay away from color and other gimmicks.  Don’t use pictures and other graphics unless they add real value.   

The assignments in this course should take no more than two pages.  At times a single page (roughly 500 

words) may be sufficient.  Please do not pad you paper.  It’s a waste of your time and mine.  Say what you 

have to say, then stop. 

The file naming convention should be 

LEAD 101-xx Written Assignment n, Last Name, First Name 

xx is the section number for your LEAD course and n is the number of the class when the assignment was 

made. 

Assignment submissions and feedback will be through the ANGEL Learning Management System. 

Other Considerations 

Why Communicate? 

 

Figure 4 Why Communicate? 

The snip in Figure 4 is from a preparatory note I wrote for a April 2006 seminar (Drogan, 2006). 

We need to be mindful why we’re communicating for this informs the what, how, where, when of our 

communication as well as the who.2 

So why are you submitting these assignments? 

Feedback 
I use the markup tools in Microsoft Word to markup your document that I will then send back to you.  Here’s 

an example. 

                                                                    

2  What, why, where, when, how, and who; aka Rudyard Kipling’s Six Best Friends.  This is a handy set of 

helpers to keep in mind when you are thinking critically. 
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Figure 5 An Example of Markup of a Paper 

I will point out grammar and syntax errors in this fashion and make additional points for your consideration.  

The idea behind the feedback is to be as constructively and transparently critical as I can be of your 

assignment. 

Coda 

Ethics, critical thinking, and communication (Drogan, 2009) are, in my experience, essential for success in the 

business world.  You may already possess a final honed sense of these.  We’ll see. 

In any event the intent here is to develop these further.  The written assignments are critical to this process. 

James Drogan3 

July 4, 2014 

  

                                                                    

3  I can be reached at jdrogan@sunymaritime.edu or 718-409-7289.  My office is NAB 221. 
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