USING THE PLANNING AND REPORTING TEMPLATE FOR 2012

INSTRUCTIONS AND GUIDELINES FOR DEVELOPING REGION/STATE/CHAPTER ANNUAL ACTIVITY PLANS AND COMPLETING QUARTERLY ACTIVITY REPORTS 

Use this template to develop annual activity plans for regions (optional), states (optional), and chapters. Use the SAME template for chapter and state quarterly activity reports (required) and regions (optional). Due to the late publication of this template revision, plans and activity reports for 2012 may be submitted using this template or the template used for the 2011 planning year.   Regions and states will assist chapters as necessary. 

This planning and reporting template is adapted from the AFA Strategic Plan for 2012-2014 and contains the Strategic Themes and Goals that apply to AFA regions, states, and chapters. Only those goals that apply to the field are included. AFA HQ Goals are omitted. The goals listed are some that address chapter and state activities that specifically support the current Strategic Plan and are specifically suggested as activities that the organization should undertake.  At the same time, it is recognized that the activities and goals of each organization are unique.  Select for accomplishment only those that that align with the Chapter and State activities and priorities. There are blank rows for each organization to include additional goals if desired. Do not delete any of the goals listed, but it is acceptable to add as many additional goals as are appropriate. Refer to the Air Force Association Strategic Plan for 2012-2014 for additional information as needed, and indicate in parenthesis in the left hand column the specific strategic objective that these added goal supports. 

ANNUAL ACTIVITY PLANS. Use this template to build the Annual Activity Plan.   Complete the “Header” information and indicate that this is the plan for 2012 by placing an “X” in the block marked “Annual Activity Plan.” Complete the rest of the plan by placing the number of activities (1, 2, 3, etc.) that are planned to be conducted for each goal during that quarter in the column marked “P” for Planned. For each Goal, briefly explain in the remarks section what activity is planned. For example: “Conduct Teacher Workshop in mid Feb.” If you put a number in the “P” column, you must include a brief explanation in the “Remarks” column. Some goals may not apply to your organization. If so, leave that block blank. There is no requirement to complete all goals. After you have completed the plan and endorse it, save the file with your chapter number and label it (for example, as “398AAP2012”). Chapters should then E-mail this plan to the State President for review and endorsement. He or she will date and type their name in the appropriate “certified” block and then forward to the Region President for review and endorsement. The Region President will forward it to AFA Headquarters for processing. The 2012 Annual Activity Plans are due to AFA Headquarters not later than 31 December 2011. 

QUARTERLY ACTIVITY REPORTS. Use your completed Annual Plan as a starting point to file out your first Quarterly Activity Report (required for chapters and states, optional for regions). Open your Plan and “Save As,” relabeling the file name for the current quarter report (for example, “398 1Q-12 Activity Report”). Complete the “Header” information, making sure it is marked as a Quarterly Report (not annual plan) and indicate the period covered by placing an “X” in the appropriate block. Complete the report by placing the number of activities actually “Accomplished” for that quarter in the “A” column (1, 2, 3, etc. Do not simply place an “X” or “check”). If you put a number in the “A” column, you must make corresponding comments in the “Remarks” column to explain each activity. To do that, first delete all remarks remaining from the previous Plan (but always keep the numbers in the “planned” column) then replace them with new remarks that explain what that activity was (the who, what, where how and when of the event or activity). For example, an acceptable entry might read “Conducted teacher workshop on applying for AFA grants and awards on 2/11/12 at Hurlburt Field, FL with 65 teachers in attendance.” 

If more detailed information is required than will fit in the normal remarks section, the program will allow the block to expand to accept the additional information.  You may also add additional information in the remarks section at the end of the report. Be sure to reference the Strategic Objective number and block, for example (2a) when continuing remarks at the end. 

For each follow-on quarter, you should open the previous quarter’s report, “save as” 

the new quarter report (for example “388 2Q-11 Activity Report”) mark the appropriate quarter in the heading, and delete the remarks section from the previous quarter (but keep the number of events accomplished for the previous quarter in the “A” column). Next, fill out the “accomplished” column for the current quarter and use the remarks section to explain your new quarter events. Once completed, endorse and save this file. E-mail this report to the State President for endorsement and forwarding to AFA HQ via the Region President. 

Additional Notes:

1. Chapter goals are identified according to the Strategic Objective they support. 

2. Chapter goals are grouped by “Conduct or Support” goals, or “Other” goals in order to align with the support payment plan which requires a different number of each type to qualify for full support payments (see payment formula). 

3. State Presidents (RPs in their absence) will indicate the number of qualifying events accomplished by a chapter in the appropriate block marked “For State Use Only” under each category of goal (e.g. “Conduct or Support” or “Other”). The State President is primarily responsible for ensuring activities meet the spirit and intent of the goal, based on the remarks provided by the Chapter president. If in doubt, they should ask for clarification. 

4. Chapters should mark whether they believe they have met the quarterly membership recruitment goals and have published a quarterly newsletter (or indicate if it was excused that quarter).  A copy of the newsletter must be submitted with the report to get credit for having published one.  AFA Headquarters will determine whether the membership goal was actually met. The membership goal will be determined by the number of qualified memberships actually received at AFA HQ by the appropriate deadline (using a rolling 12 month look-back). 

THE 2012 CHAPTER AND STATE SUPPORT PAYMENT FORMULA 

Reference Field Operations Guide Section 11)

All payments are calculated based on the number of qualified members affiliated with the chapter and the level of accomplishment of the goals for the reporting period.  State payments are based in part on how well the chapters do in reaching their goals.

Officer Rosters, Annual Plans, Quarterly Reports must all be submitted on time for the chapter or state organization to be eligible for any payments.

(No Paperwork – No Money)

The actual chapter support payment made to the chapter is based on the following calculation of percentages of the calculated amount due (number of qualified members times the per-member support amount (Currently $.57 / member / quarter).

BASIC Payment calculation:

• 25% -- Complete one “Conduct or Support” goal.

• 25% -- Complete Any Other Goal (a second “Conduct or Support” goal or one 

               from the “Other Chapter Actions” section.
• 25% -- Newsletter (Published electronically or in hard copy) and submitted with 

               the quarterly activity report.

• 25% -- Membership (+0.75% new members/per quarter) 

100% 

Once 100% level is reached, the chapter is eligible for a 25% Bonus (125% total) if either of the following are accomplished:

Recruit 1.5% or greater of new members in the quarter.  

OR Complete an additional “Conduct-Support” Goal.

Additional Bonus:

Once the 100% level is reached, the Chapter is also eligible for an “Other Than Education” matching grant.  (See FOG Section 11 for details)

The Chapter can earn both the 25% bonus payment and the Other Than Education matching grant in a quarter.
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PLANNING AND REPORTING TEMPLATES FOR 2012
(Chapters and States)

	AFA Annual Activity Plan (AAP), Quarterly Activity Report (QAR)

	CALENDAR YEAR (1 Jan-31 Dec):  2012
	Annual Activity Plan:  __
	Quarterly Activity Report:  __

	CALENDAR QUARTER (1st Jan-Mar; 2nd Apr-Jun; 

3rd Jul-Sep; 4th Oct-Dec).  Place an “X” next to the appropriate Quarter for Quarterly Reports:
	Jan-Mar  __
	Apr-Jun  __
	Jul-Sep  __
	Oct-Dec  __
	

	REGION NAME:  
	CERTIFIED (DATE/President’s Name):  

	STATE NAME:  
	CERTIFIED (DATE/President’s Name):  

	CHAPTER NUMBER:  
	CERTIFIED (DATE/President’s Name):  

	CHAPTER NAME:  


The following pages separate your goals into groups in order to make both planning and reporting easier.  These groups are as follows: 

· Activities/Programs CONDUCTED OR SUPPORTED by the Chapter 

· OTHER Chapter Activities
· COMMUNICATIONS and MEMBERSHIP goals

Note:  The number in parenthesis at the beginning of each suggested activity ties it to a specific Strategic Objective in the current AFA Strategic Plan
(The section for goals for the State organization are on page 10)
	Note:  “P” = “Planned” and “A” = Accomplished.  Place the number of events planned or accomplished next to the appropriate Goal for the Quarter.
	Jan-Mar

Events
	Apr-Jun

Events
	Jul-Sep

Events
	Oct-Dec

Events
	Remarks: Remarks: (May be brief, but must contain sufficient detail to explain what you did. Always include the what, when, who, how many, how much, type of info). Expand in “Additional Remarks” section at the end of the report if necessary.

	
	P
	A
	P
	A
	P
	A
	P
	A
	

	ACTIVITIES/PROGRAMS CONDUCTED OR SUPPORTED BY THE CHAPTER
	
	
	
	
	
	
	
	
	

	(1a) Chapter conducts or supports at least one outreach program per year to communicate the AFA message to non-AFA audience.
	
	
	
	
	
	
	
	
	

	(1a) Chapter conducts or supports at least one program per year for AFA members that promotes an understanding of national defense or aerospace issues.
	
	
	
	
	
	
	
	
	

	(3a) Chapter (near an active duty, guard, reserve unit, or a senior AFROTC unit conducts or supports at least one program per year to recognize/support USAF/ANG/AFRES personnel.
	
	
	
	
	
	
	
	
	

	(3a) Chapter (near an active duty, guard, reserve unit, or a civilian institution supporting USAF) conducts or supports at least one base or unit program annually for the families of deployed or wounded airmen. 
	
	
	
	
	
	
	
	
	

	(3b) Chapter (near an active duty, guard, or reserve installation) conducts or supports at least one program per year to recognize and support the families of airmen in the achievement of their educational goals.
	
	
	
	
	
	
	
	
	

	(3c) Chapter conducts or supports at least one Veteran/Retiree program per year.
	
	
	
	
	
	
	
	
	

	(3d) Chapter (near a cadet activity) conducts or supports at least one program per year to recognize or support the cadets and encourage their participation in the AFA.  This includes Jr. / Sr. AFROTC (especially AAS/SW members), CAP,USAFA and their leadership
	
	
	
	
	
	
	
	
	

	(3h) Chapter conducts or supports at least one aerospace education program per year, emphasizing the need for study of STEM
	
	
	
	
	
	
	
	
	

	(3h) Chapter contacts local high schools and CAP squadrons to encourage participate in the Cyber Patriot competition and supports the efforts of the teams that enter.
	
	
	
	
	
	
	
	
	

	(4a) Chapter conducts programs to identify and develop existing and emerging leaders to support the mission and vision of the AFA at the field and HQ level.
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	#
	
	#
	
	#
	
	#
	

	FOR STATE USE ONLY – DID CHAPTER MEET QUARTERLY GOAL?  (Include the number of events that qualify in the “Accomplished” column.)
	
	
	
	
	
	
	
	
	


All chapters must conduct or support one program/activity per quarter to qualify for 25 % of the support payment. If the chapter conducts two programs/activities, they qualify for 50 %. (if rosters, plans, and reports are submitted)

	Note:  “P” = “Planned” and “A” = Actual.  Place the number of events planned or accomplished next to the appropriate Goal for the Quarter.
	Jan-Mar

Events
	Apr-Jun

Events
	Jul-Sep

Events
	Oct-Dec

Events
	Remarks: May be brief, but must contain sufficient detail to explain what you did. Always include the what, when, who, how many, how much, type of info). Expand in “Additional Remarks” section at the end of the report if necessary.

	
	P
	A
	P
	A
	P
	A
	P
	A
	

	OTHER CHAPTER ACTIONS
	

	(1a) Chapter identifies and supports Air Power Advocates to work with AFA HQ in educating the public and local legislators about airpower and national defense issues.
	
	
	
	
	
	
	
	
	

	(2b) Chapter annually makes personal contact with each member of the House of Representatives or staff within their chapter area and encourages staff involvement with AFA activities.
	
	
	
	
	
	
	
	
	

	(2b)  Chapter personally contacts each Member of the House of Representatives (or staff) in their chapter area at the start of each new Congress (every 2 years) to offer and encourage acceptance of complimentary AFA Membership.
	
	
	
	
	
	
	
	
	

	(2b) Chapter invites local/state/national politicians and/or staff representatives to chapter events.
	
	
	
	
	
	
	
	
	

	(3b) Chapter (near AF installations) contacts the Base Education Officer at least once per year to build awareness of AFA scholarship and grants opportunities.
	
	
	
	
	
	
	
	
	

	(3e) Chapter (near AF installations) makes personal contact with senior officers/NCOs at least once per quarter to build USAF leadership-AFA-relationships and encourage membership, participation and involvement with AFA activities.
	
	
	
	
	
	
	
	
	

	(3f)  Chapter (makes contact with local business and industry leadership to build strong relationships, including inviting membership as a community partner in and support of chapter activities and events.
	
	
	
	
	
	
	
	
	

	(3f)  Chapter selects a Teacher of the Year.
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	#
	
	#
	
	#
	
	#
	

	FOR STATE USE ONLY – DID CHAPTER MEET QUARTERLY GOAL?  (Include the number of events that qualify in the “Accomplished” column.)
	
	
	
	
	
	
	
	
	


All chapters must accomplish at least one of the OTHER actions to qualify for 25 % of the support payment, unless two or more “Conduct/Support” goals were accomplished.  (if rosters, plans, and reports are submitted)  

	Note:  “P” = “Planned” and “A” = Actual.  Place the number of events planned or accomplished next to the appropriate Goal for the Quarter.
	Jan-Mar

Events
	Apr-Jun

Events
	Jul-Sep

Events
	Oct-Dec

Events
	Remarks: May be brief, but must contain sufficient detail to explain what you did. Always include the what, when, who, how many, how much, type of info). Expand in “Additional Remarks” section at the end of the report if necessary.

	
	P
	A
	P
	A
	P
	A
	P
	A
	

	COMMUNICATIONS AND MEMBERSHIP
	
	
	
	
	
	
	
	
	

	(1b) Chapter publishes and distributes a newsletter quarterly (One advanced excusal authorized per year.)
	
	
	
	
	
	
	
	
	25% support payment if YES

	(4c) Chapter recruit new members totaling at least 0.75% of chapter end of September, previous year strength per quarter
	
	
	
	
	
	
	
	
	25% support payment if YES 

	(4c) Chapter holds one annual local membership drive/AFA awareness campaign in an effort to recruit new members and engage existing members in chapter activities.
	
	
	
	
	
	
	
	
	

	(4c) Chapter implements membership retention program.
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	#
	
	#
	
	#
	
	#
	

	FOR STATE USE ONLY – DID CHAPTER MEET QUARTERLY GOAL?  (Include the number of events that qualify in the “Accomplished” column.) 
	
	
	
	
	
	
	
	
	


	Note:  “P” = “Planned” and “A” = Actual.  Place the number of events planned or accomplished next to the appropriate Goal for the Quarter.
	Jan-Mar

Events
	Apr-Jun

Events
	Jul-Sep

Events
	Oct-Dec

Events
	Remarks: May be brief, but must contain sufficient detail to explain what you did. Always include the what, when, who, how many, how much, type of info). Expand in “Additional Remarks” section at the end of the report if necessary.

	
	P
	A
	P
	A
	P
	A
	P
	A
	

	STATE GOALS
	
	
	
	
	
	
	
	
	

	(1a) State identifies and supports Air Power Advocates to work with AFA HQ in educating the public and local legislators about airpower and national defense issues.
	
	
	
	
	
	
	
	
	

	(2b) State annually makes personal contact with each Senator or his/her staff and encourage staff involvement with AFA activities.
	
	
	
	
	
	
	
	
	

	(2b) State contacts each Senator (or staff) at the beginning of each new Congress (every 2 years) to offer and encourage acceptance of a complimentary AFA Membership.
	
	
	
	
	
	
	
	
	

	(3f) State annually selects a State Teacher of the Year.
	
	
	
	
	
	
	
	
	

	(4a) State identifies and develops existing and emerging leaders to support the mission and vision of the AFA at the field and HQ level.
	
	
	
	
	
	
	
	
	

	(4b) State actively works with chapters to encourage and facilitate their continual improvement of their performance.
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


	Note:  “P” = “Planned” and “A” = Actual.  Place the number of events planned or accomplished next to the appropriate Goal for the Quarter.
	Jan-Mar

Events
	Apr-Jun

Events
	Jul-Sep

Events
	Oct-Dec

Events
	Remarks: May be brief, but must contain sufficient detail to explain what you did. Always include the what, when, who, how many, how much, type of info). Expand in “Additional Remarks” section at the end of the report if necessary.

	
	P
	A
	P
	A
	P
	A
	P
	A
	

	OTHER CHAPTER OR STATE ACTIVITIES
	
	
	
	
	
	
	
	
	

	(Please reference Strategic Objective number that the activity support (for example: 2a)
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


	ADDITIONAL REMARKS 
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