
MISSION PLANNING WORKSHEET 
MISSION NUMBER AIRCRAFT TYPE AND NUMBER AIRCRAFT COMMANDER 

AGENCY CONTACT BUSINESS PHONE NUMBER HOME PHONE NUMBER NO. IN PARTY 

DISTINGUISHED VISITOR BEING TRANSPORTED ON-BOARD CONTACT 

FIRST FA NAME HOME PHONE NUMBER GIVEN TO CONTACT 
YES NO 

WORK PHONE NUMBER GIVEN TO CONTACT 
YES NO 

ADVANCE MONEY APPOINTMENT DATE APPOINTMENT 
TIME 

METHOD OF PAYMENT 

AMOUNT FROM 
AGENCY FUND 

COLLECT FROM 
BILL 
AGENCY ESCORT PASSENGER 

DV LIKES DV DISLIKES 

PLANNED MEALS 
DATE/LEG MEAL TO BE SERVED 

SPECIAL REQUEST ITEMS 
BEVERAGES BEER FLOWERS NEWSPAPERS MAGAZINES 

OTHER WINES/LIQUEURS CANDY FRUIT BASKETS BIRTHDAYS/ANNIVERSARIES 

MANIFEST--SENT BY CONTACT 
YES NO 

BRIEF CONTACT ON CELLULAR PHONE AND ELECTRONIC DEVICE USAGE 
YES NO 

FOREIGN NATIONALS PLACE CARDS/SEATING CHARTS 

BAGGAGE 

YES NO 

TOPSIDE BAGGAGE IDENTIFIED 

YES NO 

HOW AND WHEN TO BE DELIVERED TO AIRCRAFT 

SPECIAL EQUIPMENT REMARKS 

AF IMT 4084, 20040201 (IMT-V2) Previous editions can be used. 
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PHONE NUMBERS INFLIGHT KITCHEN ITEMS POST MISSION 
PAX TERMINAL (FAX) CREW PAX MISSION DEBRIEF 
PAX TERMINAL NONFAT MILK DISPOSE OF LEFTOVERS 
FLEET SUPPLY CHOCOLATE MILK CHECK V-FILE 
FLEET SERVICE BREWED COFFEE LOG SORTIES 
COMMAND POST WET ICE CLEAN KITCHEN/STORAGE 
INFLIGHT KITCHEN DRY ICE RELEASE FA 
COMMISSARY TURN-IN PAPERWORK 
COMMISSARY MEAT TRIP REPORT (IF APPLICABLE) 
COMMISSARY DELI BEVERAGE ITEMS 
COMMISSARY BAKERY 
COMMISSARY PRODUCE SPIRITS 
INFLIGHT FUND LIQUEURS 
SECURITY (DOGS) BEER 

WINE 
SOFT DRINKS 

1ST FA DUTIES MIXERS 
NOTIFICATION LEMONS/LIMES 
NOTIFY INSTRUCTOR/FAs CHERRIES/ORANGES 
REVIEW ITINERARY OLIVES/ONIONS 
CONTACT AC 
REVIEW FCG 
MENU PROPOSALS FA BRIEFING 
ICE REQUIREMENTS FCIF 
CONTACT POC V-FILE 
CHECK-OUT FUNDS AFORMS 

ASSIGN FA DUTIES TRAINING RECORDS 

PULL FLEET SUPPLIES CHECKLIST 

SHOPPING PUBLICATIONS 

SORT & STORE FOODSTUFFS FLIGHTLINE BADGE 

FOOD PREPARATION ID CARD 

ASSIGN SHOW TIME ID TAGS 

ATTEND CREW BRIEF FLASHLIGHT 

PRINT MENU CARDS PERSONAL FUNDS 
CREW POSITIONS 
EMERGENCY PROCEDURES 
SAFETY 
PROFESSIONALISM 
APPEARANCE 
GOVERNMENT TRAVEL CARD 

MISSION ITEMS 
INFLIGHT KITCHEN ITEMS FORMS 

CREW PAX BEVERAGES 
COFFEE POUCHES DRY GOODS 
TEA REFRIGERATOR ITEMS 
SANKA FREEZER ITEMS 
SUGAR LINEN SUPPLIES 
CREAM EXPENDABLES 
ARTIFICIAL SWEETENER NEWSPAPERS 
CATSUP MAGAZINES 
MUSTARD TRIP FUNDS 
MAYONNAISE SMALL CHANGE 
SYRUP CHECK KITCHEN 
JELLY 
PEANUTS 
BUTTER 
WHOLE MILK 
2% MILK 
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