Worksheet 3-1: Work Plan
[bookmark: _GoBack]CHAPTER 3: AIRPORT BUSINESS PLANNING PROCESS
This work plan identifies actionable items and provides a place to identify the targeted and actual completion dates for each task.  This work plan provides a systematic checklist that can be used to guide the preparation, development, and implementation processes.
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Task

Chapter

Assigned 

to

Due Date

Completion 

date

Essential Chapters

Preparation

Educate airport management and staff 3

Obtain buy-in from policymakers 3

Determine approach (internal, external, or combination) 3

Form the planning team 3

Select facilitator  3

Select champion  3

Brief the planning team 3

Assign tasks to planning team members  3

Chapters of the guidebook 3

Parts of the digital files 3

Development

Develop/update mission, vision, and values 4

Conduct/update SWOT analysis  4

Establish preliminary goals 4

Ensure consistency with SMART and GROW models 4

Organize and prioritize goals 4

Identify the airport functional areas to be consulted 4

Develop preliminary objectives  4

Organize and prioritize objectives  4

Formulate action plans and budgets 4

Draft, review, and finalize the plan 4

Obtain approval of the plan 4

Implementation

Execute the plan (action plans) 5

Check progress and make adjustments 5

Report results 5

Progress report 5

Update, review, and finalize the updated plan 5

Obtain approval of the updated plan 5

Execute the updated plan (action plans) 5

Resource Chapters

Develop airport overview 6

Develop community overview 6

Develop industry overview  6

Develop market overview  6

Develop competition overview  6

Assess demand and capacity 6

Products 6

Services 6

Facilities 6

Infrastructure 6

Identify deficiencies 6

Develop organizational chart 7

Identify roles, responsibilities, and authority of all parties 8

Identify obligations 8

Identify limitations, restrictions, or prohibitions 8

Identify staffing 8

Identify vehicles, equipment, tools, and materials 8

Develop marketing initiatives 9

Target audience 9

Message 9

Tactics 9

Tools 9

Develop statement of capital assets 11

Develop statement of financial activities 11

Develop statement of cash flows 11

Develop operating budget for the airport  11

Develop capital budget for the airport  11

Identify performance measures (operational and financial) 11
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		Task		Chapter		Assigned 
to		Due Date		Completion 
date

		Essential Chapters

		Preparation

		Educate airport management and staff		3

		Obtain buy-in from policymakers		3

		Determine approach (internal, external, or combination)		3

		Form the planning team		3

		Select facilitator 		3

		Select champion 		3

		Brief the planning team		3

		Assign tasks to planning team members 		3

		Chapters of the guidebook		3

		Parts of the digital files		3

		Development

		Develop/update mission, vision, and values		4

		Conduct/update SWOT analysis 		4

		Establish preliminary goals		4

		Ensure consistency with SMART and GROW models		4

		Organize and prioritize goals		4

		Identify the airport functional areas to be consulted		4

		Develop preliminary objectives 		4

		Organize and prioritize objectives 		4

		Formulate action plans and budgets		4

		Draft, review, and finalize the plan		4

		Obtain approval of the plan		4

		Implementation

		Execute the plan (action plans)		5

		Check progress and make adjustments		5

		Report results		5

		Progress report		5

		Update, review, and finalize the updated plan		5

		Obtain approval of the updated plan		5

		Execute the updated plan (action plans)		5

		Resource Chapters

		Develop airport overview		6

		Develop community overview		6

		Develop industry overview 		6

		Develop market overview 		6

		Develop competition overview 		6

		Assess demand and capacity		6

		Products		6

		Services		6

		Facilities		6

		Infrastructure		6

		Identify deficiencies		6

		Develop organizational chart		7

		Identify roles, responsibilities, and authority of all parties		8

		Identify obligations		8

		Identify limitations, restrictions, or prohibitions		8

		Identify staffing		8

		Identify vehicles, equipment, tools, and materials		8

		Develop marketing initiatives		9

		Target audience		9

		Message		9

		Tactics		9

		Tools		9

		Develop statement of capital assets		11

		Develop statement of financial activities		11

		Develop statement of cash flows		11

		Develop operating budget for the airport 		11

		Develop capital budget for the airport 		11

		Identify performance measures (operational and financial)		11
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