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Multi-service event Planning Timeline
A broad overview of planning and task timelines to assist Yellow Ribbon Reintegration Program (YRRP) Event coordinators prepare and execute Yellow Ribbon Reintegration Program Events.[footnoteRef:1] [1:  Adapted from TX ANG; Last Updated March 2013] 

YRRP Event Planning Tasks
The below timeline includes tasks for YRRP event coordinators to complete throughout the event planning period, leading up to, and including the day of the event, as well as after the event is complete.
To Complete Prior to the Event:
	Time frame 
	Task

	Entire Mobilization Cycle
	Contact Unit Leadership and develop a working relationship

	Entire Mobilization Cycle
	Determine need for multiple-component involvement and contact other Component POC’s for scheduling and planning purposes

	4-6 months prior
	Scout suggested location of event/conduct market analysis

	5 months prior
	Submit Yellow Ribbon Conference Requests/contracts for consideration/approval to USPFO/contracting

	5 months prior
	Coordinate childcare/youth programming if applicable

	4 months prior
	Coordinate Awards Dinner/Banquet of Honor/Freedom Salute (if applicable) and make sure to check with all included Components for their applicable award or certificate

	2-3 months prior
	Make initial contact with and reserve Military Family Life Consultants (MFLCs), Chaplains, Behavioral Health Reps, State Specific Resources and Speakers, as well as Office of the Secretary of Defense (OSD) Resources/Speakers as needed

	2 months prior
	Confirm potential event location

	5 weeks prior, with updates as they occur
	Assess whether the Units and all required participants are going to make the registration deadline

	5 weeks prior
	Confirm MFLC’s, Chaplains, Behavioral Health Reps, State Specific Resources, and Speakers as well as OSD Resources/Speakers as needed
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	Time frame 
	Task

	5 weeks prior
	Confirm childcare/youth programming 

	4 weeks prior
	Engage Unit Leadership and family POCs to ensure accurate registration numbers

	4 weeks prior, with updates as they occur
	Coordinate with Units for travel orders and reservations

	4 weeks prior
	Send attendance numbers to POCs 30 days prior to the event

	4 weeks prior
	[bookmark: _GoBack]Create registration spreadsheet with orders information, Component breakdown, and age breakdown of children attendees (i.e. 0-5 & 6-17)

	4 weeks prior
	Make Welcome Packet/Program

	4 weeks prior
	Determine A/V needs and complete supply request form if needed

	4 weeks prior
	Determine additional supplies needed and complete supply request form if needed

	3 weeks prior, with updates as they occur
	Identify anticipated VIPs/media and provide listing to YRRP staff

	3 weeks prior
	Registration cut-off (if possible); follow-up with Units/Components

	3 weeks prior
	Finalize registration spreadsheet

	2 weeks prior
	Ensure that each Component travel contractor was provided flight information if applicable

	2 weeks prior
	Turn in spreadsheet reflecting actual numbers of attendees

	2 weeks prior
	Submit spreadsheet for Orders to finance

	2 weeks prior
	Submit a rooming list to hotels

	2 weeks prior
	Obtain names of Service Members for the hotel

	1 week prior
	Confirm speakers

	1 week prior
	Confirm Service Providers and exhibitors

	1 week prior
	Finalize Agenda

	1 week prior
	Make sign-in sheets for youth

	1 week prior
	Make class sign-in sheets for attendees

	1 week prior
	Make sign-in sheets for childcare

	1 week prior
	Make sign-in sheets for speakers
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