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A. Activity Questionnaire - Overview

Planning an activity is a multi-phase process that will require you to network, plan, think, and organize.  Complete each step in this questionnaire to help you cover all the necessary bases before you jump in.

Step 1.
What type of activity are you planning?

Before you can get anywhere, you need to know where you are going.  Think about what type of activity you are planning.  In this process there are three main questions you need to answer:

· What is the main goal of your activity?  Here you will decide what the fundamental purpose of your activity is.

· Who is your primary customer?  Some activities are aimed specifically at cadets, others at seniors, some at all members, and some at the non-CAP public.

· How is this activity being organized?  Some activities are unit functions, some are group-level activities, and many are Wing level.

Step 2. The five W’s & the H

With the above three questions answered, you are ready to being planning in earnest.  Just like writing a good news story, you will need to answer the five W’s: Who, What, Where, When, and Why.

· Who: You’ve already started answering this question in Step 1 by thinking over who your customers will be.  Now expand your thinking to include everyone you will need.

· What: Exactly what is your activity?  Be specific.  The foundation for this will come from your activity goals and the level of command that the activity falls under.

· Where: Obviously your activity has to happen somewhere.  Do you have any specific needs?  Consider your goals and your customers when thinking of placed to hold it.

· When: Your activity also has to happen at some specific time.  Get a Wing calendar and a regular calendar (to avoid holiday conflicts).  Also consider your customers when scheduling your activity (i.e. April activities often conflict with high school Proms).

· Why: In order for others to understand your activity, you have to understand your activity.  Why is the activity being held?  Consider your goals statement from earlier to help you answer that.

· How: How are you going to pay for it, and how much will it cost?  You will need to make a budget, which is explained, in a later section.

Step 3. The Senior Project Officer.

You now should have the following taken care of:

· Know your goal(s)

· Know your customer

· Know what level of command is sponsoring the activity

· Know your five W’s.

Armed with this information you are ready to find yourself a Senior Project Officer.  A Senior Project Officer is required for all activities.  This person must be a CAP Senior Member and someone you can work with.  You will have to approach this person and ask for his/her help.  Consult your squadron roster, the Wing communications directory, or CAP friends for suggestions on good project officers.

Step 4. Complete the paperwork.

Now you need to make your activity “official.”  There are a number of forms you will need to complete or secure to make the activity begin to come together.  Here is a list of common forms you will need:

· MNWGF 7a – complete and submit to Wing/CV

· Facility lease/agreement – If you are using a non-CAP owned facility you will probably need to complete a lease agreement of some type.  Remember – you are not authorized to sign in the name of Civil Air Patrol.  Only a “corporate officer” may obligate CAP, and our corporate officer is the Wing Commander.

· 503 (c) designation – Some facilities will require you to be a non-profit organization in order to waive rental fees.  Copies of the IRS letter and the Minnesota Department of Revenue letter have been included in this packet.

· Certificate of Insurance – Many facilities will require that you provide proof of liability insurance.  CAP does have its own liability insurance.  Consult CAPR 900-5 & 900-6 for more information.  A copy of the insurance certificate has been included in this packet.

· Payments – You may be required to pay in advance or place deposits for facilities, equipment, or services.  Complete a MNWGF 16f to request check payments.  Your Senior Project Officer must sign these.

Step 5. Publicize

Plan it, and they will come – but only if you tell them about it!  You must publicize your activity for it to be successful.  Even “required” activities like encampment have to publicize, publicize, publicize.  Here are a number of options for publicizing your activity:

· Send flyers on colored paper to each unit.  Use Wing mail to save your postage costs (but limit it to 2-3 flyers/unit)

· Post e-mail messages on announcements@mnwg.cap.gov & mn-cadets@mnwg.cap.gov
· Create a web page.  For help or web space contact C/Col Chet Wilberg.  Avoid using free hosting services like Yahoo!, etc.  You can request space on the Wing server just as easily.  Be advised that your site will need to comply with CAPR 110-1.

· Radio announcements (RAD’s).  Talk with your unit Communications Officer if you are unsure how to do this.

· WORD OF MOUTH!!  Use the “cadet grapevine” and get the word out.  This is the best tool of all!

Activity Planning Questionnaire

Complete the sections of the questionnaire to help you in planning your activity.  Refer to the “Overview” section that preceded this questionnaire for help.

A. TYPE OF ACTIVITY

List the main goal of your activity:

List two more goals of lesser importance:

1. _________________________________________________________________

2. _________________________________________________________________

Identify whom your activity is primarily supposed to benefit:

 FORMCHECKBOX 
 Cadets
 FORMCHECKBOX 
 Senior Members

 FORMCHECKBOX 
 All CAP Members
 FORMCHECKBOX 
Parents


 FORMCHECKBOX 
 Non-CAP public

 FORMCHECKBOX 
 Other: _____________________

What command level is your activity occurring at?

 FORMCHECKBOX 
 Squadron

 FORMCHECKBOX 
 Group
 FORMCHECKBOX 
 Wing
 FORMCHECKBOX 
 Region
 FORMCHECKBOX 
National

B. THE FIVE W’S

Who may attend your activity? ___________________________________________

What will your activity be? ______________________________________________

Where will your activity be? _____________________________________________
Be general and list the type of facility you will need unless you have a specific place in mind.

When will your activity be? ______________________________________________
Consult the Wing calendar, your unit calendar, and other sources before picking a date.  Be aware your date might also change based on the availability of resources or your Senior Project Officer.

Why is this activity being held? ___________________________________________


How much will it all cost?  Go to the Budget Worksheet to figure that out (reverse side).

C. THE SENIOR PROJECT OFFICER

Identify three Senior Members you would like to work with.

 FORMCHECKBOX 
 Senior Member 1
Grade & Name: __________________________
Home phone: ______________

 FORMCHECKBOX 
 Senior Member 2
Grade & Name: __________________________
Home phone: ______________

 FORMCHECKBOX 
 Senior Member 3
Grade & Name: __________________________
Home phone: ______________

Avoid using email to contact senior members to ask them about taking on a project.  That type of question is something that should be done either in person or via phone.

D. COMPLETE THE PAPERWORK

At a minimum you will need to complete a MNWG 7a and submit it to the Wing/CV for approval.  This form is available on-line or in this packet.

E. PUBLICIZE

Get the word out!


Budget Worksheet

If you’ve never done a budget before, don’t panic, they’re not that hard.  Budgeting is simply forecasting how much money you will spend (expenditures), how much money you will have coming in (revenue), and whether or not you will need help (loss) or make money (profit).  Obviously we do not usually have activities where we seek to make money off the participants and we don’t want to have to ask our headquarters for money – therefore you want your revenue and expenditures to match as closely as possible.

Expenditures

Food (if using military facilities ask the LO for amounts) 
_______________

Fuel (CAP vans average 10mi/gal)



_______________

Admin
 (office supplies, postage, etc.)



_______________

Telephone (long-distance calls, cell phone)


_______________

Printing (booklets, certificates, manuals, etc.)


_______________

Awards






_______________

Other expense:





_______________

Other expense:





_______________

Other expense:





_______________



Add up all the categories for a total:
_______________

Income/Revenue

(Number of paying participants) x (amount of fee) = $Total Revenue

For example:

Color Guard Competition has 8 teams each paying $10.00/team

(8 teams) x ($10.00) = $80.00 of total revenue

Another example:

Summer Encampment has 125 cadets each paying $100/cadet

(125 cadets) x ($100.00) = $12,500.00 of total revenue

Profit/Loss Statement

(Total Revenue) – (Total Expenditures) = Profit/Loss

If the amount is a positive number you have money left over.  If it is a negative number you are losing money.

If you have too much money left over, drop your activity fee amount.  If you are losing money, raise your fee.  If you feel your fee is getting too high you can trim your budget or talk with your Senior Project Officer about requesting funding support from your headquarters.

B.
Minnesota Wing Form 7a with instructions

MINNESOTA WING CIVIL AIR PATROL

ACTIVITY REQUEST FORM

ACTIVITY NAME:       
DATE(S):       

SQUADRON SPONSORING ACTIVITY:

     
LOCATION OF ACTIVITY:

     

TYPE:
 FORMCHECKBOX 
 AIRCRAFT OUT OF MN
 FORMCHECKBOX 
LEVEL ONE ORIENTATION COURSE
 FORMCHECKBOX 
AWARDS PRESENTATION


 FORMCHECKBOX 
COMMANDER’S CALL
 FORMCHECKBOX 
PUBLIC RELATIONS
 FORMCHECKBOX 
BLUECAP


 FORMCHECKBOX 
CORPORATE LEADERSHIP COURSE
 FORMCHECKBOX 
RECRUITING EVENT
 FORMCHECKBOX 
CAC MEETING


 FORMCHECKBOX 
FLIGHT CLINIC
 FORMCHECKBOX 
SQUADRON LEADERSHIP SCHOOL
 FORMCHECKBOX 
CADET ACTIVITY


 FORMCHECKBOX 
FUND RAISING
 FORMCHECKBOX 
SOCIAL
 FORMCHECKBOX 
VOLLEYBALL COMPETITION


 FORMCHECKBOX 
OTHER:     

PROJECT OFFICER:       
(must be a Senior Member)


PROJECT OFFICER’S TELEPHONE:        


PROJECT OFFICER’S MAILING ADDRESS:

     

TOTAL COST: 
  $     
TO PAY FOR        



COST OF FOOD:  $       TO PAY FOR:        

COST PER ATTENDEE
-$     
BASED ON HOW MANY ATTENDEES:     CADETS       SENIORS 

REMAINING

COSTS
  $     
TO BE PAID BY:        

WING FINANCE OFFICER/COMMITTEE:

VEHICLES REQUESTED
AIRCRAFT REQUESTED

TYPE
HOW MANY?
SOURCE
TYPE
HOW MANY?
SOURCE

     
     
     
     
     
     

     
     
     
     
     
     

     
     
     
     
     
     

     
     
     
     
     
     

TRANSPORTATION OFFICER:       
OPERATIONS OFFICER:       

RADIOS REQUESTED
OTHER SUPPORT REQUESTED

TYPE
HOW MANY?
SOURCE
     

     
     
     
     

     
     
     
     

     
     
     
     

COMMUNICATIONS OFFICER:       
PUBLIC AFFAIRS OFFICER       

COMMENTS:       

REQUESTED BY (NAME & ADDRESS):

     ,  FORMDROPDOWN 
, CAP

     
     ,             
DATE:       


TELEPHONE NUMBER:       

GROUP CC:  RECOMMEND APPROVAL/DENIED
DATE:
TELEPHONE NR:

WINC CC/CV/CS:  APPROVED/DENIED
DATE:
WING CALENDAR (CV):
DOS:

MNWGF 7A, DEC 98, (LOCAL REPRODUCTION IS AUTHORIZED)

Instructions for completing the MNWGF 7a

· This form must be completed and submitted at least 30 days in advance of the activity.  The Wing/CV must approve the form before an activity can be deemed “official.”

· ANY CAP activity that takes place either outside of the normal meeting place or normal meeting times requires a MNWGF 7a

Activity Name: Self-explanatory

Dates: Dates that the activity will run during.

Squadron Sponsoring Activity: Self-explanatory.  Can be Wing HQ/CP

Location of Activity: self-explanatory

Type: Pick one of the boxes or check “Other” and write in type.

Project Officer: This must be a Senior Member.

Project Officer’s Telephone Number: Phone number of the Senior Project Officer

Project Officer’s Mailing Address: Mailing address of the Senior Project Officer

Total Cost: From your budget, how much will the entire activity cost?  Then enter how much will be for food.

Cost per attendee: How much will you be charging each person?  Enter number of each type of attendee.

Remaining Costs: If you have more expenses than revenue, who will pay the extra amount?  You may or may not have a budget amount of support from your squadron or Wing HQ.

Leave the Wing Finance Officer/Committee square empty

Vehicles Requested: If you need vehicles list them here.  Type, number, and where you plan to get them from.  Wing will not arrange this for you.  You will need to coordinate with unit commanders to use the vehicles assigned to their units.

Aircraft Requested: Very rarely will you need an aircraft, but if you do list it here.  Again you will need to contact the Unit Commander who has the aircraft.  You will also need a flight crew.

Radios Requested: This section works well for special needs such as base stations or HF radios.  If you need handhelds you are better off networking with attendees to ensure sufficient radios.

Other Support Requested: If there are other items you will need list them here.  Copiers, trailers, and guidons are common needs.

Staff Positions: If you will be using items in the respective categories you will need someone assigned to oversee them.  For example, you do not need a Transportation Officer listed unless you will be using a CAP van.  Note that squadron choosing to use their van to drive cadets to your activity does not constitute you using a van.

Comments: Add any comments here

Sample MWNGF 7 goes here

D. Publicity Tips & Contacts

If you want people to come to your activity, they have to know about it!  As the Project Officer it is your responsibility to make sure the word gets out about your activity.  Here are some avenues for publicizing your activity:

· Email.  The easiest, fastest, and cheapest way to get the message out.  You can post to different mailing lists depending on your target audience:
mn-cadets@mnwg.cap.gov – Mailing list for cadet issues in Minnesota Wing

announcements@mnwg.cap.gov – Mailing list for official CAP business that effects Minnesota Wing

mesg.ctr.mnwg.cap@juno.com – Send RAD’s to this address.

yoursquadron@mnwg.cap.gov – Every unit has a listserver provided by Wing HQ.

cap-cadet@lists.cap.gov – A general discussion list for cadet related topics.

· Radio Messages.  Another free way of getting the word out.  Put together a RAD and send it to the email address above, or pass it during Net.
· WingTips.  A third free way to pass information.  You can email press releases to 1st Lt Mary Johnson at mncap@aol.com.  You need to get them in at least 60 days in advance of the activity!
· Word of mouth.  Truly the most effective way to get your message out.  Talk with friends, other units’ Cadet Commanders, CAC reps, or whomever you can!
· Flyers.  Put together a one-sheet flyer with all the important information on it.  Print it off on colored paper and send a few copies to each unit.  To save on time and postage you can ask Wing Administration to put the flyers in the mail bound for each squadron.  But do this in plenty of time before your activity!
E. Minnesota Wing Form 16a

F. Minnesota Wing Form 16c

G. Trip, Phone, & Expenditure Logs

While we all do CAP stuff out of a desire to give to our communities, that doesn’t mean you have to pay for everything out of your own pocket!  The idea of being Project Officer is not to support the activity out of your own wallet.  However, in order to get reimbursed you will need to prove what you spent.  To do that you should log everything you spend, and keep receipts, bills, and invoices.  This will be required when asking for your money back!

Trip Log – Record where you go, when, and what you did.  You will be reimbursed on a per mile basis not based on fuel bills.

Date
Destination
Miles Round Trip
Purpose




































Phone Log – You will be reimbursed for CAP-related long-distance phone calls.  You cannot be reimbursed for a percentage of your basic service phone charge, Internet access fees, taxes, or other basic portions of your phone bill.  When you submit your MNWGF 16a you will attach your phone bill with the reimbursable calls highlighted.  The following log is designed to make remembering which calls those were, easier.

Date
Person Called
Phone Number
Purpose




















































































































Expenditure Log – As the project moves along you will spend money on stuff.  Record what you spent and what you spent it on here.  Also record when you submitted for reimbursement and when you receive that reimbursement.  As a general rule try and consolidate your reimbursement requests so that they are at least $50.00 worth.  However you need to balance that against letting receipts go for too long before putting them in to Wing Finance.

Date
Expense/Item
Cost
Purpose
Reimbursement submitted
Reimbursement Received


















































































































































































































































































H. The Follow-up: Press Releases, Participation Letters, Thank-You’s, the After-Action Report, and Continuity Files

You pulled it off!  Congratulations on completing the project and the activity.  However, even though the hard work is done, you still have some responsibilities to complete before it is truly over.

Press Releases.

These are not required of every activity, and in truth they are not done for most.  However, doing press releases adds a nice touch of professionalism to your accomplishment.  The most basic press release is when you send a quick recap to WingTips (mncap@aol.com) and to Civil Air Patrol News (capnews@capnhq.gov). For a guide on how to write press releases consult CAPM 190-1.

If you want to take the Press Release concept a bit farther, you can create a “form release” in Microsoft Word (or any other word processing program) and send it to the home unit of each participant.  This helps get the word out about CAP in towns across Minnesota.

Participation Letter

Unless you have an Administration Officer for the activity (like encampment does) you will probably have to generate the participation letter.  This is a simple letter listing who participated and what they did.  Consult CAPR 10-2 for a guide on writing participation letters.

Thank You letters

Of course you didn’t do the project all by yourself, people helped.  Send each of them a thank you letter to recognize what they did.  And don’t just limit it to CAP people, remember to thank businesses, schools, armories, or whoever helped you be successful.  Okay, you probably don’t have to send one to your parents (but your DCOC might be a nice touch!).

After-Action Report

· This step is required for any activity.  In this report you will explain what worked and what didn’t.  Future project officers will use this as a tool to avoid pitfalls and repeat successes.  Here is what makes up a good after-action report:

· Executive Summary – This is your summation of the activity.  Answer the five W’s, much like you would in your press release.

· Challenges – Point out specific areas that were problematic, and how you solved the situation (if you solved the situation).  For example, maybe the billeting was too far away from the Mess Hall.  That should be included so future Project Officers know to ask for housing closer to the Mess Hall.

· Success Stories – Highlight things that went particularly well.  For example, maybe you limited attendance to C/SrA and higher which made for better educated cadets so training was more thorough.  Include this so the next Project Officer has something to consider.

· Recommendations – If there were specific ideas you would include the next time the project is done, list them here.

· Final Budget Report – Your original budget was just a projection of what you would spend vs. what you would bring in.  Now you need to include a final spreadsheet outlining exactly what you spent vs. what you brought in.

Continuity Files

This is the most underrated and unexecuted part of the follow-up process, but it is the MOST IMPORTANT!  A Continuity File is a file that contains all of the information you used this year to plan your project.  Files, books, guides, schedules, budgets, and all of the other stuff should go in to your continuity file (sometimes called a turnover file).  The reason is that next year a new Project Officer will be assigned and will have semi-current information to work from.  A particularly good idea, in today’s age, is to also include data copies of as much information as you can (usually on a Zip Disk or other high-capacity yet re-writable medium).  If you can fit it all onto a floppy disk that’s great, but often times files with graphics will prevent this from occurring.










