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USNR Planning TimelinE
The planning and task timeline serves to assist YRRP event coordinators with preparation and execution of Deployment Readiness Training (DRT).[footnoteRef:1] [1:  Adapted from USNR Northwest Region; Last Updated March 2013] 

ANNUAL requirements
The below tasks are to be completed on an annual basis to ensure ability to host and plan DRT events.
	Timeframe
	Task Required

	October
	Submit the DRT date for the new Fiscal Year (FY) and include event information. Go to: http://www.yellowribbonevents.org


Prior to Planning
Complete the below tasks immediately, prior to planning the DRT.
	Timeframe
	Task Required

	Immediately
	Use COMNAVRESFORINST 1342.1A as primary reference.

	Immediately
	Become a user on EventPlus through the Yellow Ribbon Reintegration Program website and post DRT events on EventPlus.

	Immediately
	Research DRT venue options and availability.



Commence Planning
Begin planning the DRT 6 months prior to the event date.
	Timeframe
	Task Required

	6 months
	Develop target population for receiving DRT. Minimum requirement is to include Members on the Ready Mobilization Pool (RMP) list and volunteers and all imminent deployers.

	6 month
	Create a team to plan the DRT. Recommended team members include the hosting Command’s CO, Ombudsman, supply representative, operations representative, CIAC, and a designated event planner.
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	Timeframe
	Task Required

	6 months
	Create an initial working agenda. COMNAVRESFORINST 1342.1A Enclosure (1) contains a sample agenda.

	6 months
	Select venue.
If the NOSC is insufficient or unavailable, submit a request through the Echelon III/IV chain of command to use an alternative Military facility. Requests should provide justification as to why the NOSC is not utilized, the Military facility to be used and which organization will be receiving the funds. If Military facilities are insufficient or unavailable, submit a request through the Echelon III/IV chain of command to use an alternative venue. Request should provide justification for not using a Military facility and three alternate sites including cost information that will accommodate the event.
If over $2,500, a request will need to be submitted to FLC.

*NOTE: Only hosting Commands whose organic facilities are not big enough to accommodate DRT attendees will be authorized to rent an alternate facility.

	6 months
	Invite Sailors in the Ready Mob Pool, all imminent deployers and volunteers, as well as family members and guests of both attendees and deployed Sailors. Invitations should include the following event information: dates, times, and location. Guests may include: spouses, children, parents, and other designated individuals.

	6 months
	Where applicable, invite additional Service Members from other communities and Units associated with the hosting Command (e.g. Intel, JAG, etc.).

	6 months
	Create marketing and outreach material for the DRT (flyers, email notices, and other advertisements).
Advertising material should include the following event information: dates, times, and location.

	6 months
	Identify lodging for Sailors and guests within local per diem rate. 
Sailors and other Service Members that do not bring guests will stay in regular drill weekend lodging (supported by OPTAR funds).

	6 months
	Post event information on EventPlus and begin accepting registrations.





Ongoing tasks
Once DRT planning has begun, the following tasks are to be completed on a monthly basis.
	Timeframe
	Task Required

	Ongoing
	Event marketing and advertisement.

	Ongoing
	Send reminders to Sailors, Service Members, and families about the upcoming DRT. Ensure families get DRT event invitation and information. Request that participants submit registration forms as soon as possible to ensure their inclusion in the event budget and planning.

	Ongoing
	Send deployers’ families a Pre-Deployment Resource Workbook (PDRW). Be sure to include Power of Attorney and wills forms for submission to the JAG representative at the DRT.

	Ongoing
	Monitor registration to ensure adequate venue and accommodations.
Re-evaluate space, childcare, marketing efforts, etc. as the event fills up.





[bookmark: _GoBack]Continue planning
The below tasks are to be completed during DRT planning up to the few months before the event.
	Timeframe
	Task Required

	5 months
	Order informational materials that are needed for the event. If YRRP funds are needed to purchase materials or resource, please first provide your wish list to the Reserve Component Command (RCC) YRPS or WFSPS. If the order is over $3,000 it will need to go through FLC. 

	5 months
	Research childcare facilities and educational child development programs, and then receive quotes.

	4 months
	Finalize event agenda.

	4 months
	Identify and invite Service Providers and resources requesting their support.

	4 months
	Request YRRP State Representative resource POCs in your area to meet instruction requirements.

	4 months
	Request event support from Military OneSource (MOS), Military Family Life Consultant (MFLC), Personal Finance Counselor (PFC), and Employer Support of the Guard and Reserve (ESGR).

Go to the following webpage to request your MOS, MFLC, and PFC Representative attendance: http://jfsap.mhf.dod.mil/pls/psgprod/f?p=310:1:1164966314471702 
or http://Jfsap.militaryonesource.mil 

	4 months
	Ask JAG to provide paperwork needed for Power of Attorney (POA) and wills that will be passed out to Sailors and other Service Members prior to the event to bring with them to the DRT.

	4 months
	Identify and invite all necessary DRT speakers. Invite any VIP speakers.

	3.5 months
	Begin working on estimated event budget.

	3.5 months
	Contact speakers that have accepted the invitation to discuss presentations.

	3.5 months
	Determine and track specific technology and/or supplies needed.
Potential needs include: AV, microphones, projectors, wireless internet, flip charts, paper, pens, tables, chairs, breakout rooms, etc.

	3 months
	Add VIPs and other visitors to the POC spreadsheet.

	3 months
	Hosting commands must submit estimated event budget a minimum of seventy days prior to the event.

	3 months
	Begin setting appointments for Sailors and Service Members with JAG and financial planning.





Leading up to the event
The below tasks are to be completed during the last few months leading up to the event.
	Timeframe
	Task Required

	2.5 months
	DEADLINE for event budget submission.

	2.5 months
	Submit DRT agenda.

	Ongoing
	Send reminders to Sailors and families about the upcoming DRT.

	2.5 months
	Arrange lunch for the event.
Determine who will provide meals and how it will be provided. The maximum lunch allowance per participant is $8, unless a waiver has been submitted and approved by CNRFC N55 authorizing a greater amount. If a waiver is needed, get three quotes to start waiver process through the Echelon III/IV representative. Contact the venue and/or other appropriate meal vendors to solicit a proposed meal plan and budget based on the number of expected participants. A meal estimate is needed for the event budget.

	2 months
	Arrange childcare and child programs for the different age groups in attendance.

	1 month
	Finalize numbers for meals, childcare, and educational child development.

	1 month
	Adjust event budget based on the registration numbers.

	1 month
	Optional: assign tables to Service Providers for resource distribution. Create a map to provide to Service Providers.
Complete only if it is preferable to assign specific tables to each Service Provider for resources.

	1 month
	Email final details to all Service Providers and speakers and confirm attendance.

	1 month prior
	Finalize list of participant appointments.

	2 weeks
	Prepare thank you letters to send after the DRT takes place. Request Service Provider and speakers’ mailing address at the DRT to ensure that the letters are sent to the individuals that represented the organization during the event. 

	1 week
	Print name tags for staff.





The Event has Arrived
A number of tasks will take place the day before and during the event that will ensure smooth event execution and follow-up.
	Timeframe
	Task Required

	Day before
	Ensure the event venue is prepared to accommodate event participants and Service Providers. Ensure venue is clean and set up properly for the DRT. Adequate space should be provided for all event participants and service providers. If using a venue other than the NOSC, contact venue to ensure location is adequately prepared.

	Day of
	Check that IT equipment is set-up and working.

	Day of
	Greet Service Providers and speakers upon arrival and communicate the event set-up and structure.
Provide information on where/how tables are arranged and explain the event timeline.

	Day of
	Require all event participants to sign a 3500 at a registration table or utilize EventPlus scanners for registration.

	Day of
	Distribute Post-Event Evaluations to event participants.



Follow-up
The following documentation and tasks are to be concluded following the DRT.
	Timeframe
	Task Required

	Within 20 calendar days
	Complete and submit the After Action Report (AAR).

	Within 2 weeks
	Email a copy of the event attendance list to the Navy Reserve YRPS/WFSPS.

	Within 2 weeks
	Complete and mail thank you letters.

	Within 2 weeks
	Compile information from Post-Event Evaluation.
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