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The Operations Plan

1) What is an Operations Plan?

The operations plan is a document that lays out an activity in order to present the idea to the Squadron Commander.  The operations plan is presented to the Squadron Commander for his approval of the activity.  In order for him to properly asses the activity, he needs to be presented with adequate proof that the activity is well planed and will run smoothly.  

The operations plan should be approved by the squadron commander a minimum of one month prior to the activity.  The operations plan should be presented a week prior to the approval date in order to allow the squadron commander one week to look over the operations plan.  

2) Writing an Operations Plan
An operations plan generally differs in length according to the complexity of the activity.  A short Saturday morning activity needs a far shorter operations plan than that of a weekend ES activity.  No matter how lengthy the operations plan, they still hold the same outline.

Every operations plan is laid out in the same format in order to ensure a standard for the squadron commander to look at.  If operations plans differed in format, the squadron commander would be forced to search for different aspects of the activity according to each cadet’s style of writing.  With a uniform outline, the squadron commander knows where each aspect of the activity is found.

Once approved by the squadron commander, the operations plan will be given to cadets along with a permission slip.  This is to provide the cadet with all of the needed information to present to his parents.  When writing the operations plan, keep in mind that it will not only be given to the squadron commander, but also to parents.

When writing an operations plan, it is important to always use the twenty-four hour clock as well as write the date in proper military form, “06 May 2000” and not “May 6, 2000”.

A proper operations plan has eight points: situation, schedule, transportation, location, supervisors, training, personal equipment, and miscellaneous.  

A) Situation – This refers to the overall layout of the activity.  This section is generally a paragraph that explains your plans for the activity, what you plan to accomplish, and the date of the activity.   In this paragraph you summarize the activity in order to prepare the reader for what the following details relate to.

B) Schedule – The schedule outlines at what time activities will be happening.  Use the 24-hour clock and show the span of the each activity.  Outline how much time will be given for lunch, etc. and do not leave anything out.  Have no empty time slots.  Prepare something for the cadets to do throughout every part of your activity.

C) Transportation – Transportation refers to and from the original meeting point as well as any transportation that will be done throughout the activity.  Parents need to be informed as to how their children will be transported, and the squadron commander needs to know that you have already planned for any needed transportation during the activity.  Generally, cadets will need to get their own rides to the activity.  During an activity, only senior members or cadets above the age of 18(as a last resort) should be transporting cadets.  

D) Location – Location deals refers to the original meeting site, as well as any other facilities that the cadets my go to.  It is always advantageous to provide a map to show where the original meeting site is so that any parents will be able get directions.  Also provide the address and possibly the phone number of any other facility where the cadets will be. 

E) Supervisors – Supervisors refers to the NCO in charge, the officer in charge, and any instructors.  It is always important to include the phone numbers of the NCO and officer in charge in case any parent has questions.  It is always good to discuss the activity with any instructors who will be on the operations plan.  It is never a good idea to rearrange an operations plan after it has been approved.  

F) Personal Equipment – Personal equipment refers to any equipment that the attendees will be required to bring, as well as the uniform they should wear to the activity.  Any needed books, manuals, or materials should be listed in this section.  For an over night activity, list all of the needed toiletries, sleeping attire, sleeping bag, etc. in order to ensure that no attendees forget something.  The “Personal Equipment” section should be as thorough as possible.

G) Miscellaneous – Miscellaneous refers to any unstated material that should be known.  If any aspects of the activity are not laid out in the previous sections, this is the place to state them.

Grand Rapids Cadet Squadron, CAP

Boulle-Norman Memorial, 20265

Operations Plan for World’s Finest Chocolate Fundraiser

I.     Situation:  To have the cadets of the Boulle-Norman Memorial Squadron sell World’s Finest Chocolate Candy Bars {$1.00} as well as Mint Meltaways {$2.00} in order to raise funds for the squadron.   The profit on the sale is 50% and World’s Finest Chocolate offers a 35 day grace period between pick-up of candy and payment for candy.   Every cadet will be encouraged to sell two boxes of candy bars and fifteen boxes of Mint Meltaways.  The cadets will be given one box of candy bars and five boxes of Mint Meltaways on 15 February and more candy will be passed out if they return $20 (the amount of $1.00 candy bars in their original box).  If 15 cadets sell the encouraged amount the squadron will profit $525.00.

II.    Concept of Execution:


A.  Schedule
15 February 


Candy passed out to cadets



22 February  


First Check-in for money - More candy 






passed out if  needed - First prize given away




29 February


Second Check-in - More candy passed out if 





needed - Second prize given out



7 March      


Collect all money and left over candy 






Grand prize given awarded

B.  Transportation:  The candy will be picked up by Lt. Jonkman and all association with 
World’s Finest Chocolate will be handled by him.

C.  Location: All collection of money and distribution of candy will be handle on Tuesday 
evenings at the Naval Reserve Center.

D.  Supervisors:  The OIC is Lt. Jonkman (616-245-4234). The cadet In Charge is C/TSgt 
Jonkman (616-245-4234).  

E.  Training: None

F.  Personal Equipment: None

G.  Miscellaneous:  Prizes will be given out in order to promote competition for sales.  The first prize will be given out on 22 February.  The Second Prize will be given out on 29 February and the Grand Prize will be given out on 7 March.  The prizes have not yet been decide but ideas for them are Air&Space subscription, an aviation oriented calendar.

Squadron Commanders Approval ___________________________Date_________    

Wing Commanders Approval ___________________________Date_________
