IAP Schedule/Tips…

· Attend morning briefing with large size IAP.  Label IAP “corrected copy”.  Make any needed changes in pen on “corrected copy” IAP.

· In the AM go back through the previous days 202, 203, 204s and change operational period date to next day, the date prepared to current day and make any corrections needed from “corrected copy”.

· Put “corrected copy” in doc box.

· Copy days IAP (pdf) from FTP site into the days IAP folder on the I: drive.

· Mid-day provide planning operations copy of custom report, available operational resources.  The report includes demob date (time out date) but not tentative release date.  Tentative release date can’t be added since it was not created in demob so you may want to add next to demob date.
· Attend pre-planning meeting at 1700.  Use 11x17 215 produced by planning ops to update large 215 for next operational period.  

· Between pre-planning and planning meeting update 202 (if necessary), 203, 204s to reflect 215 for next operational period.

· Ensure operational period/date prepared dates correct.

· If names too long for blank, edit font or just use initial for first name.

· Ensure to/from location and time exists for each resource.
· Attend planning meeting at 1900.  Bring 11x17 215, draft 203 and 204s and a pencil.  If any changes made to plan for next day update 215 appropriately and also make note of changes on draft 203 and/or 204s.
· Finalize 202, 203 and 204s, making all changes necessary.  After updating, spell check, save, lock and print.

· Assemble IAP like you have been.  Planning ops should come in to review 204s before they’re final.  Be sure to include a copy of the Rehab Plan”.  Have PSC review entire document once complete.  Hand off to copy shop and let them know total number of copies including number of large and number of small.  Copy shop can tell you how many were made the previous evening and you can adjust from there based on number of demobs.

