	    Air Attack
       Team
	        Strategic Planning Checklist for

                       Phases I, II, III & IV 
 

	Project Name :

	Completed By :
	Date :

	Item
	Description
	Y
	N
	N/A
	Comments

	1
	Has a Business Plan been Approved?
	
	
	
	

	2
	Has Industry’s Best Practice Processes been reviewed and applied to both Business & Project Plan?
	
	
	
	

	3
	Does the Business Plan provide a marketing strategy to achieve each strategic objective?
	
	
	
	

	4
	Does the Business Plan define strategic & tactical roles?
	
	
	
	

	5
	Are all Business Deliverables clearly defined, and measurable?
	
	
	
	

	6
	Has the project plan critical path been clearly identified?
	
	
	
	

	7
	Have project performance measurements (financial, processes, service, growth) been established?
	
	
	
	

	8
	Has the project implementation schedule been established and communicated to both strategic and tactical teams?
	
	
	
	

	9
	Is the project team organization chart clearly defined?
	
	
	
	

	10
	Has all background documentation been obtained and reviewed, including appropriate contracts?
	
	
	
	

	11
	Are roles, responsibilities and expectations clearly defined for both strategic & tactical project team members?
	
	
	
	

	12
	Has a resource (financial, trans, supplies, warm body) utilization needs & use plan been developed?
	
	
	
	

	13
	Have project cost been calculated?
	
	
	
	

	14
	Does a risk management strategy exist?
	
	
	
	

	15
	Has a training program been defined?
	
	
	
	

	16
	Has the issue management tracking process been defined?
	
	
	
	

	17
	Has a quality assurance plan been put in place?
	
	
	
	

	18
	Has administration, communications plan been developed to keep entire organization informed?
	
	
	
	

	19
	Have procurement strategies been identified?
	
	
	
	

	20
	Has site location, preparation, equipment, license and signage been completed?  
	
	
	
	

	21
	Has industry learned been reviews?
	
	
	
	

	22 
	Has grand opening been planned?
	
	
	
	

	Other Comments (continue on reverse side if necessary) :




Air Attack Project Team

The Air Attack Team members responsible for the completion of assignments and quality deliverables in a timely manner according to prescribed Best Practice standards and Business Plan Objectives.
	Project Manager 
	· Responsible for approval and acceptance of all Project Deliverables. 

· Resolves open issues when Project Team Members and the Delivery Team are at an impasse.

· Before the Project begins, meets with the Managemnent to understand the Project's purpose, objectives and importance.
· Responsible for conducting new hire interviews, reviewing Project team progress and coordinating Project resources.

· Accepts ownership of the Project and helps to overcome obstacles to its successful completion.

· Provides guidance to appropriate people and coordinates access to them.

· Takes part in the establishment and review of the Project Deliverables, including gathering organizational information.

· Reports to MANAGEMENT.

· Responsible for ensuring that the Business Plan approach is followed.

· Responsible for Project Deliverables completed on time and within budget.

· Responsible for working with MANAGEMENT to pro-actively resolve issues that negatively impact the Project and risk mitigation.

· Responsible for identifying and scheduling of Air Attack specialist staff as needed to successfully complete the Project.

· Responsible for preparing the Project Status Report.

· Responsible for resolving Project issues, escalating issues requiring management attention.

	Air Attack SME

(Subject Matter Expert)
	· Responsible for providing expertise for existing business processes.

· Responsible for providing assistance in understanding the communication between all teams in the product development life cycle.

· Responsible for providing required Business insight, input to design, setup and Business image. 

· Responsible for participating in the planning verification and Business Plan Solution.

· Responsible for input in the recommendation of new Business Opportunities in the Assessment stage.

· Responsible for providing knowledge and understanding of the Business Venture.

	Air Attack Business Analyst


	· Gather, define and document MANAGEMENT’s Business Plan

· Liaison between the MANAGEMENT business users and the Air Attack Project Team Members. 

· Assist in translating Business Plan into job specifications

· Provide status reports to Air Attack Project Manager

· Facilitate meetings with MANAGEMENT employees to understand goals and tasks



	Air Attack Lead
	· Responsible for translating the Business Solution to a design.

· Responsible to ensure that all required standards are followed by the Business Air Attacks.

· Provides Business expertise to the other Business Air Attacks.



	Air Attack Team Member
(can be multiple)
	· Responsible to follow and use all Business standards.

· Review and adhere to current MANAGEMENT practices.

· Assesses MANAGEMENT Business needs and recommends solutions.

· Facilitates product review sessions with MANAGEMENT staff.

· Provides creative strategy, design mock-ups, and graphics.

· Provides status information to the Air Project Manager.



	Air Attack QA Lead


	· Oversee business environment setup.

· Oversee the sales and marketing effort, manages day-to-day project tasks and resources and resolves issues.

· Creates and maintains profit margins.

· Creates and maintains marketing Strategies for the project.

· Creates and monitors sales reports for the project.

· Provides leadership and monitoring of defect management.

· Provides updates to project status reports as required.

· Provides input for Project Plan as required.

· Assists team members with project-related issues.

· Assists Air Attack Planner with the creation of marketing Plans.

· Mentors team members in the sales process.

	Air Attack Planner 
	· Assists in determining project Business Plan

· Creates and maintains Business Plan.

· Creates unit sales Cases.

· Decomposes Business Objectives into Management Decision Tree.


Project estimated hours to complete entire project according to the following rate schedule:

	Project Resource
	Hourly Rate
	Estimated Hours
	Estimated Price

	[Insert role or name]
	$ 0.00
	0
	$ 0.00

	[Insert role or name]
	$ 0.00
	0
	$ 0.00

	[Insert role or name]
	$ 0.00
	0
	$ 0.00

	[Insert role or name]
	$ 0.00
	0
	$ 0.00

	[Insert role or name]
	$ 0.00
	0
	$ 0.00

	[Insert role or name]
	$ 0.00
	0
	$ 0.00

	[Insert role or name]
	$ 0.00
	0
	$ 0.00

	[Insert role or name]
	$ 0.00
	0
	$ 0.00

	Estimated Expenses
	
	
	$ 0.00

	Total Estimated Price
	
	
	$ 0.00

	
	
	
	


Project Status Report Activities:

Project Color Status as of Date:_________________
	


	Green
	  - Indicates that the project is on schedule.

	Yellow
	  - Indicates that the project is slightly off schedule and needs Management attention.

	Red
	  - Indicates that the project is significantly off schedule and requires immediate Management 
    intervention.


Accomplishments during this Period

In Progress

Late or Delayed

Planned for Next Period (<Date Y>  – <Date Z>)

Issues for Resolution: New/Open

Issues for Resolution: Closed

High Risks: New/Open

High Risks: Closed

Deliverable Sign-Off Form



Deliverable Review Sign-Off Form
Date: __/__/____



<Project Name>

Deliverable Reviewed:
________________________________________


(Name & Type)

Conducted By:
________________________________________


(Team Member Name)

Review Type:
________________________________________


The above-named deliverable has been reviewed by the following person or people.


The signature of each person is accompanied by an indication that they have either approved the deliverable without condition, has approved contingent upon the changes noted below, or does not approve the deliverable for the reasons noted below.

Reviewer Name
Reviewer Signature
Approved
Approved
Not Approved
Comments




w/Comments
w/Comments

_____________
__________________
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

___________

_____________
__________________
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

___________

_____________
__________________
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

___________

_____________
__________________
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

___________

_____________
__________________
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

___________

Comments:



__________________________________________________________________________________


2.
__________________________________________________________________________________


3.
__________________________________________________________________________________


4.
__________________________________________________________________________________


5.
__________________________________________________________________________________


6.
__________________________________________________________________________________


7.
__________________________________________________________________________________


8.
__________________________________________________________________________________

Project Manager Signature:
_________________________________

Project Plan Acceptance

[Insert Specific Performance Condition]
[Insert Specific Performance Condition]
The undersigned authorized representatives of MANAGEMENT and Air Attack Team agree that they have reviewed this Project Plan and its attachments, and accept and approve this as the definition of the work to be performed.

______________________________________
_____________________

[Insert name of Sponsor]
[Insert date] 

[Insert title]
MANAGEMENT
______________________________________
_____________________

[Insert name of Air Attack executive 
[Insert date]
Project Manager
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