Instructions for completing the Regional-District Office Aviation Safety Program Annual Plan-Budget EXCEL Spreadsheet
1. Please do not change the XCEL Spreadsheet.  Please do not add or delete any columns.  You may add rows to the DO portion of the Plan-Budget if you have more than 20 items for either the Ops SPM or the AW SPM.  Please do not change the columns.  The annual plans and budgets from all Western Pacific District Offices will be combined and it is important to have everyone’s plan in exactly the same format.   If you have suggested changes, please talk to Kevin first!

2. The following easy steps will help to gather the information that you need in order to complete the Spreadsheet.  If there are costs you’re not sure about, guestimate.  This is a plan.   Plans are simply a starting point.  Dates remain flexible and cost amounts can be updated, as the actual costs become available.  The point of this Plan-Budget is to make an estimate of dates, times, and costs based on current information.  If you aren’t sure of a date, then set a date based on previous years experience.  If you don’t have any previous years of experience, feel free to contact some of the SPM’s who have been around.  Again, this is a Planning exercise and it will not be written in blood. Completing this exercise increases the possibility of synergism among the Western Pacific Region SPM’s and provides greater visibility about the complexity of the Safety Program Manager’s job.

3. If you have any trouble figuring out what to put in a certain column, you should contact Kevin Clover, Don Green, or Jim Hein.   

HERE”S TWELEVE SIMPLE STEPS TO COMPLETE YOUR ANNUAL PLAN-BUDGET:

STEP ONE:

First look back at previous years.  Write down the dates, places and costs for events that occurred in previous years; especially those successful events.   At this point, just brain storm.  Write down any and every event you’ve ever done in the past.  Also write down any events that you’ve always wanted to do; but haven’t because you didn’t have the funds.  There are no limits to this part of the planning process.  In fact, your manager may help you later to trim out the things that aren’t appropriate to your DO program.  Use this planning process to get your DO Manager involved in the Safety Program.  You may find that by putting some of those “pie in the sky” plans, the manager will like them and provide you with the funding to accomplish them.  For sure, you won’t get an okay if you don’t ask.  So, again, make this step a step with no limits.   Don’t try to figure out if the items on your list are NR, RR, or DO items of if they’re OPS or AW items and don’t try to estimate any costs at this point.  Just let the mind loose and write down everything done in the past, and what you’d like to do in the future.  Let your imagination be your limit.  

One good way to get things on your list, is to go to the PMI’s in the office and ask them if there’s any programs they’d like the Safety Program to do for their operators during the next FY.   Don’t be surprised if you get lots of input.  If you can’t work through the inspectors in the office, call the operators directly and ask them if they’d like the Safety Program to come out and do some kind of program during the next year.

Be sure to include all activities you’d like to do or have done in the past.  Things like:

Monthly DO flyers, 

DO information mailings, 

Overnight visits, 

Attendance to local, regional, or national aviation events, 

Regular Safety Program meetings, 

Wings meetings, 

Charles Taylor AWARDS, 

CFI-AMT-ASC of the year awards, 

Special recognition awards, 

Remedial training, 

Visits to other district offices or regions in order to learn about their programs or to assist them,

Attendance to high profile (National) aviation events, 

Work in the office to clean up the supply room, 

Work on new PowerPoint presentations or spruce up an old one, 

Co-sponsor safety meetings with ATC, 

Visits to 91,121, 133, 135, 141, 145, 147 operators

Travel for speakers outside of your district to come give safety talks at your events

IA renewal seminars

CFI refresher courses/seminars

Wings Weekends

Aviation Maintenance Safety Weekends

PACE fly-ins or PACE related activities

Flight Assists

Updating the video library

Updating the “P” pamphlet and literature resource shelves

Creating posters and visual aids

Guest speaking at public events –  non-aviation audiences

Researching new pertinent web sites

Updating SPM and District Office Web sites

We’ll call this the “Wish List.”

Another excellent way to get ideas for your plan, is to go the SPM Handbook Order 8740.2D and review each of the 27 chapters.  Try to think of one or more ways to comply with the requirements of each chapter.  Although some of the work is “on demand”, you might be able to do some planning around previous experience and common presumptions in order to estimate dates, places, and costs.

STEP TWO

Get a calendar with the twelve months of FY2002 on it (October 2001 – September 2002.)  The calendar should have a box for each day of the year where you can write in you planned item(s) for that day.  Begin by plugging in your personal “away time.”  Annual Leave, Military Leave, planned CT times, Federal Holidays, etc.  Plan your vacation dates first.  If you use the 4-10 work-week, mark out your RDO days.  Also be sure to block out dates for office collateral items that are not part of the Aviation Safety Program like Safety Officer, 4040 program, recurrent exams, DPE’s or DME’s.  The idea here is to identify all of the days that you won’t be available to do SPM work. 

Try to be thorough with figuring out when you’ll be gone.  You don’t want to plan something and then cancel it at the last minute.  Of course, if that happens, everyone will understand that you’re an SPM and not necessarily omnipotent.  Plan without being afraid of making a mistake; just be as close as you can.  Some people are better at planning than others; but no one gets better without doing it.  Also, there are plenty of people who would gladly help.

STEP THREE

Now it’s time to begin placing the “wish list” items on the calendar.  Plan dates for everything you can.  Plan the day, place, time, and audience.   Put this information on the calendar.  It’s a good idea not to plan more than one activity for any given day unless multiple activities can be accomplished at the same location; like giving two presentations, one in the morning and one in the afternoon.  If you want, you can begin deciding if the items on your list are NR, RR, or DO items.  You can even stipulate if the items are OPS or AW.   However, don’t be concerned about filling in the spreadsheet yet.  Just get everything onto the calendar for now.

The most important part about this step is to transfer all of the items from your “wish list” onto the calendar in such a way that you’ll have a high probability of accomplishment with very little conflict … presuming your plan is approved and funded.  For argument’s sake, figure that everything you put on the calendar is going to occur at the planned dates, times, and places.

STEP FOUR

Now that everything is on the calendar, begin looking at the spreadsheet NR requirement list.  Pick planned items off of your calendar that will accomplish the NR items.  Assign NR numbers to them.  Fill in the activity on the spreadsheet and put the NR item number on the calendar.  Use the “Topic / Speaker / Comment” column to give a brief description of the planned item.  If you’ve done all of the previous steps, this step should go easily.  If you cannot find a planned activity to fulfill a NR item, then you’ll need to “rethink” a planned item and figure out how it might be rearranged to comply with NR item requirements. 

Don’t worry about costs at this point.  Cost estimates should be separate from your planning to ensure that you’re putting together the most effective and dynamic Safety Program for your district.  

STEP FIVE

After you’ve finished the NR items, do the same procedure for the RR items.  There are some items on the RR requirement list for which you cannot plan dates; things like counsel an airman, issue a Wings Award, or Issue an AMT AWARD.   These are “on demand” items and you can put “on demand” in their date field.   However, you must plan to do them.  You must get a PTRS number for them.  At the end of the FY, if you didn’t have the opportunity to accomplish those items, you can close them out as not being accomplished for whatever the reason was; maybe lack of funding, lack of support from other office personnel, or lack of interest/participation from the operators/public.  It doesn’t really matter, as long as PTRS shows you planned to accomplish the RR item and that it was closed out as accomplished or as cancelled/terminated for whatever reason.  Doing this will help illustrate the overall complexity of the Safety Program in your District Office.

Again, don’t worry about costs at this point.  Keep cost estimates separate from your work plan.

STEP SIX

After the NR and RR items have been selected from the calendar, there should be several items that have not been assigned.  These will go on the DO item list.  Feel free to add rows to the DO activity lists. 

STEP SEVEN

Now that all of the Safety Program Items are on your calendar and on the Annual Plan – Budget spreadsheet, go back and review each item and estimate their cost.  There are five cost centers to budget against.  

1) Estimated travel is the amount of money it will cost to travel to and from the event listed.  This includes lodging, M&IE, car rental, POV, taxi or anything that costs money in order for you to be in place to do your job as a Safety Program Manager.   Use Travel Manager and past experience to help estimate travel costs as close as possible.

2) The Supply column is for you to estimate how much money you will need to purchase items such as certificate holders, plaques, special paper, color printer cartridges, and anything else that might be required in the supply category in order for you to carry out the activity you are planning.  Work with your AO to figure out approximately how much these items have cost in the past.

3) If your travel is associated with a runway incursions program, you can plan to spend RI money.  Just put the planned travel cost estimate in the Estimated Runway Incursion column.

4) If your planned item involves the use of printing money, put the estimated printing cost in the Estimated Print Cost Column.  Be sure to create a unique Print Select Number for that item and enter it into the Print Select Number Column.  If you’re not sure how that works, give Kevin or Don a call.

5) If the printing you’re planning is associated with runway incursions, you can plan to use RI printing money.  Just put the planned printing expense estimate in the Estimated RI Print Cost Column.  Again, be sure to create a unique Print Select Number for that item and enter it into the Print Select Number Column.

STEP EIGHT

Get a cup of coffee and brain storm about any equipment that needs to be repaired, shelving to help keep your store room more organized, new equipment, or services that might help make your presentations more exciting or professional.  Be as free minded here as you were in the beginning of the planning process.  You won’t get any of those upgrades, equipment repairs, spare bulbs, or new equipment if you don’t ask for them.  Planning for your needs at the beginning of the FY gives the AO and Office Manager the opportunity to find places to spend that “extra” money they didn’t know they were going to have.

STEP NINE

Print out the completed Annual Plan-Budget spreadsheet, and go over it carefully with your manager.  Get the manager to agree or disagree with all of your planned items.  Remind the manager that the Aviation Safety Program is an Office Manager’s program and that you’re there as a program manager.  When you’re done meeting with the manager, go back to the spreadsheet and calendar and make agreed changes.  Then take the corrected Annual Plan-Budget to the manager for signature.  The Annual Budget-Plan should be signed by the Manager, Ops SPM and AW SPM.

Remind the office manager that signing the plan does not commit the funds for everything on the plan.  However, during the first quarter, the manager or AO should let you know how much money is actually assigned to the Safety Program so that you can adjust planned items to stay within your budget.   

STEP TEN

When signatures are in place on the Annual Plan-Budget, make a hard copy of the plan and send it to the Regional SPM.  Also, CC:mail a copy of the spreadsheet to the RSPM.  This step is very important so that the RSPM can combine all of the DO budgets to arrive at an estimated cost of the Safety Program for the entire Western Pacific region.

STEP ELEVEN

As soon as the PTRS Planning Module is available for FY 2002, begin inputting all of the RR and DO planned items.  The idea here is to get a PTRS number for each of the items on the Annual Plan-Budget.   When the PTRS numbers have been assigned, you will be able to fill in the PTRS number column for your Annual Plan.  When PTRS numbers have been assigned to all items on the plan, send it to the Regional SPM.  This essentially becomes your work program for FY2002. 

STEP TWELEVE

Update the Annual Plan-Budget at least quarterly.  As you accomplish items, you can close out the PTRS with the appropriate information.  Communicate to the manager the percent of completion of your plan.  Explain the positive progress and any negative outcomes of the planned program.  This is a “plan” and is therefore flexible.  If there isn’t enough money in one particular quarter, maybe a planned item can be moved to a different date when money is available.  When budget adjustments are made, you can use the Annual Plan-Budget as a reference about what planned items are required and needs to be accomplished or what can be cancelled.  When closing/terminating an item because of budget constraints, be sure to remind the manager that you will be closing the item out in PTRS due to “lack of funds.”  In some cases, the manager may reconsider.  You may also want to report changes to your plan on a quarterly basis to the RSPM.

By using the Annual Plan-Budget on the EXCEL form and planning to accomplish all of the NR-RR-DO items, we will be demonstrating our strength as a Safety Program.  By uniting our efforts to plan together, the Safety Program will be a more effective.  Can you feel the force?   Using a systematic approach to planning the Safety Program will help unite us on a stronger front and we can boldly go where no SPM has gone before.  We will be assured of accomplishing the “prime directive.”  Use the force, use the Annual Plan-Budget EXCEL form.  Be all that you can be.

Finally …  While you’re putting your Annual Plan-Budget together and filling in the XCEL spreadsheet, if you have any questions or need any help, you can call the Kevin Clover, Don Green, or Jim Hein to get guidance.  You aren’t alone and you don’t have to figure it out by yourself.

