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/A Desired Learning Objectives

>

>

Discuss the importance of planning to ensure a successful activity

Explain the value of a continuity book and how it is used in the
planning and execution of an activity.

Describe the main components of an operations plan and safety plan
and contrast it with a continuity book.

Develop a plan to successfully conduct a major activity including cost
requirements.

Consider volunteering to be a member of a wing (region)-wide
planning committee - Wing/Region Conference, Cadet Activities like

encampments, OPS events, etc.



A\\ Supplemental Topics
- » Event/Activity Selection » Event Promotion

» Meetings » Making Purchases

» Planning Steps » Conducting the Event

» Budgeting » Close-Out



A\\ Discussion Question 1

What are some large-scale CAP activities or
events that would involve planning?



A\\ How is Planning Related to Success?
- » Wing/region conferences

» Wing/region award dinners

» SAREX
» PD training sessions
» Community ceremonies

» Unit/wing/region supported activities



A\\ Bonus Discussion Question

Why Hold Activities?



)\ Why Hold Activities?

» Activities are important to support the three missions of the Civil Air Patrol.
» SAREXs

» Cadet activities
» Aerospace Education opportunities
» Conferences

» Specific and well-defined objectives
» Ask, “Does this supplement programs?”

> Itis not the responsibility of a unit or wing to provide events just to have
them.

»  Activities are planned to assist leaders in accomplishing goals and
mission objectives.



/A Discussion Question 2

What is the importance of planning to
ensure a successful activity?



)\ How is Planning Related to Success?

» Provide good training for members

» Morale

» Safe event

» Cost effectiveness

» Continued involvement in future events
» Community support/relations

» Save lives

» Support goals of local unit, wing, region or national levels



A\\ Discussion Question 3

What are the key steps involved in
planning?



10-Step Planning Process

1. Develop Event Goal and Objectives

» The very first step is to establish a tangible goal and objectives. (e.g., why are you
organizing this event and what do you hope to achieve?)

» The command team should have input or feedback on this step

> If you know your organization’s key goals before planning, you can ensure that every
part of your event is optimized for success. Are you trying to raise awareness for a
cause, or collect a predetermined amount of donations for your next project?

» Setting a goal drives with quantifiable metrics of success will make it easier for your
team to ensure that you reach your goals.

» SMART Goals (specific, measurable, achievable, relevant, time-bound)

» Event registration software can also come in handy for tracking event attendees,
collecting ticket payments, and more.

» Has this event been held/done before? If so, is there documentation on the event and
it's outcome(s)?



On Goal Setting

» Safety & Risk Management

» Safety Officers should be asked to help identify risks and mitigation

» To maintain security, CPPT and common-sense indicate that we should have a protocol to maintain a
safe environment

All CAP attendees should be in uniform, and visitors issued some form of identification:

A color-coded wristband program

A conference-style name tag

An event-specific badge

Anyone found not wearing the proper identification should be directed to your registration team

Check in procedures should be posted in a key location of you are expecting day participants or
visitor
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» Ensuring Maximum Participation

» Health Services Officers can be helpful in discussing reasonable accommodations

» Consider and invite other stakeholders to have input or feedback in these areas

» Additionally, CAP regulations, local laws, and good judgement should be considered



10-Step Planning Process

2. Organize a Team

> Any event takes a concerted team effort to handle all of the details. Consider
identifying one key Event Manager or Event Chair as well as individual Chairpersons
for subcommittees, such as:

» venue management (liaison)
» speakers

» entertainment

» publicity

» sSponsors

» volunteer management

> Who has the skills? The time? The interest?

» Assigning individual roles to team members creates a system of accountability, as
well as preventing tasks from falling to the wayside

» Appointment memo with scope of activity



)\ 10-Step Planning Process

3. Set a Date

» The date might already be pre-set for a recurring event, but if this is a new event,
be sure to consider the following before firming up your date:

> Give yourself enough time! Ideally, you should have 4-6 months to plan
(depending on the nature of your event)

> Be aware of statutory and religious holidays
» Avoid school holiday time periods (e.g., winter, spring and summer holidays)

» Check dates with key participants — e.g., speakers, presenters, VIP guests,
etc.

» Once you've set your date, book your venue immediately.

» Your event has to have a date and location nailed down before you can
begin advertising, so this task needs to be completed as early in the planning

period as possible.



On Venues
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