

Air Branch Director Checklist
This checklist is designed to be a basic list of items that an Air Branch Director should at least consider.  It is not comprehensive and most of the tasks do not necessarily need to be accomplished in the order mentioned.  Any suggestions, please forward to MNWG/DOS.  
· Show up at mission base or designated area
· Sign in

· Check in with Ops Section Chief or IC and get a general briefing of what is going on.  
· May be a mass scheduled briefing for all staff or just the general briefing.
· Get organized

· CAPF 104s

· CAPF 107s

· Photo Logs

· MNWG Form 10Vs

· ORM Forms

· Regulations (60-1, 60-3 as a minimum)
· Administrative Supplies (Paper, pencils, dry erase markers, post-its, rulers, stapler)
· Status Boards (chalk boards, white boards, pre-made status boards)
· Computer with mapping software (optional)

· Paper Maps (sectionals, gazetteer, others)
· Aircraft Information 

· Call sign/Tail no cross reference

· Maintenance Status

· Start a log.  Log all significant actions

· Decisions, assignments, meetings, etc.

· Helps you remember things.

· Get weather.  Safety may also be able to help with this.

· Work with flight line on fueling procedures for aircraft.

· Coordinate with Comm
· Get the plan

· Figure out how information will be passed between comm and ops.

· Get sorties or work with your supervisor to figure out the sorties you will be conducting.  

· Figure out which ones are the priorities.
· Get information on what crews you have available from planning or your supervisor.

· Assign crews to sorties based on criticality and crew capabilities.

· Setup status tactical status map and status boards.

· Separate from Incident Status Map

· Tactical Situational awareness

· Prepare mission briefing packets (if time permits).

· May include:

· Mission assignment

· Comm Plan

· Weather forecast 

· Pre-filled CAPF 104 

· Search assignment details: Search area, pattern to use, spacing, etc

· Crew cycle:

· Pre-sortie

· Make assignment

· Follow briefing checklist.

· ORM worksheet

· Release flight.

· Enter in WMIRS if needed for Sortie Number.
· Add flight to status boards and CAPF 107.

· Keep copy of 104 on ground.  

· Probably want to have a pile of 104s for the sorties that are currently open.
· Sortie Accomplishment

· Dealing with check ins

· Provide updates to crews as new information becomes available.

· Retask as required

· Immediately report finds

· Update Info on 107 and status boards as it arrives.

· Post Sortie

· Debrief crew (follow checklist)

· Provide any feedback or suggestions to the crew

· Close out sortie on status boards.

· Pass debriefing info to planning section.

· Close out WMIRS

· Close out CAPF 107 data

· Gather 10v (if not finance function)

· Rest and Replenishment

· Ensure crew has time to reset following the sortie before assigning new task.
· Direct crew to food, facilities, rest areas, etc.

· Things to monitor throughout the day:

· Incident status

· Duty day, crew rest and fatigue

· Status Boards – are they up to date?  Are crews checking in? 

· Status maps – Do you know where your crews are if someone asks?
· As time permits, but before sorties start returning.

· Figure out who is going to enter WMIRS and how?  Air Ops or Finance?
· What data you need at the end of the day for the IC?

· Total flight hours

· Total Search time

· Total time enroute

· Time first sortie launched

· Times ELT first heard, found and deactivated.
· Grids searched
No plan ever survives first contact with the enemy so be flexible and prepared to adapt.  

