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afR Planning CHecklist
[bookmark: _GoBack]This event planning checklist addressed the major considerations outlined throughout the AFR YRRP Handbook. Detailed planning actions are included along with roles and responsibilities in Chapters 4 and 5. The checklist can be used as a reminder for seasoned event planners and as a high-level entry point for less experienced members of the YRRP event team.[footnoteRef:1] [1:  Adapted from the AFR YRRP Handbook; Last Updated 3/13
] 

Determine type of event
	
	ACTION
	CRITERIA
	RESPONSIBILITY
	HANDBOOK REFERENCE

	☐	Obtain Unit (e.g. Wing) deployment list
	Pre-Deployment Event: two days, 30-60 days prior (outside commuting area)
During Deployment: one-day, while Member is deployed (local)
First Post Deployment (30-day): 2 days, 30-60 days after (outside commuting area)
Second Post Deployment (60-day): two days, 60-90 days after First Post (outside commuting area)
Third Post Deployment (90-day): one day, 90 days after Second Post (on base, Airmen only)
	Wing YRRP Planner
	Chapter 3

	☐	Determine Unit Training Assembly (UTA)
	
	Wing YRRP Planner
	Chapter 3
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	☒	De-conflict potential YRRP event dates with UTAs and other Unit events
	
	Wing YRRP Planner
	Chapter 3

	☐	Consolidate prospective YRRP events for multiple Units and Deployment Phases where possible
	Eligible for consolidation:
Pre
First Post (30 day)
Second Post (60 day)
	Wing YRRP Planner
	Chapter 3

	☐	Meet with Wing functional team
	Airman & Family Readiness
Finance Management
Sexual Assault Response
Public Affairs
Chaplain
Health Services
Military Personnel Flight
Services
Staff Judge Advocate
Wing Command Section
	Wing YRRP Planner
	Chapter 3





Determine attendees
	
	ACTION
	CRITERIA
	RESPONSIBILITY
	HANDBOOK REFERENCE

	☐	Identify Potential Attendees
	Reference deployment list obtained above
	Wing YRRP Planner
	Chapter 2

	☐	Obtain list from MPF quarterly (marital status and children)
	Identify marital status and number of dependent children
	Wing YRRP Planner
	Chapter 2

	☐	Confirm Eligibility for:
· Pre-deployment up to 120 days before orders
· Post deployment between 30 days and first day of seventh month
	Called to Active Duty excluding training and school tours
Accumulation of 90 days during 12 month period
Resulted in family separation
	Wing YRRP Planner
	Chapter 2, Attachment 6

	☐	Determine eligible guests
	Spouse
DEER eligible dependents (children, parents, grandparents, siblings)
Designated Individual (Note: a designated individual is “an individual 18 and older that does not meet family member definition and is designated in writing by the Member for the dates of the deployment cycle.”
Adults must have SSN or Taxpayer Identification Number (TIN)
	Wing YRRP Planner
	Chapter 2
Designation Memo, Attachment 16

	☐	Determine eligibility for Invitational Travel Orders (ITOs)
	
	Wing YRRP Planner
	Chapter 2
Travel Orders Worksheet, Attachment 17
ITA Template, Attachment 18 – 19 

	☐	Submit list of eligible registered attendees and supporting staff to Financial Management (FM)
	
	
	Chapter 2

	☐	Ensure orders are processed prior to the event
	Determine number outside commute area
	Military Personnel Flight (MPG)
	Chapter 2

	☐	Brief eligible guests on ITAs
	
	Wing YRRP Planner
	Chapter 2

	☐	Track all eligible Members on tracking workshop
	
	Wing YRRP Planner
	Chapter 2

	☐	Determine eligible attendees from other Services
	Add to event number and overall food and beverage. Do not add to RPA total.
	Wing YRRP Planner
	Chapter 2

	☐	Determine total number of attendees by type of event 
	Use 75% of projected totals for planning purposes.
	Wing YRRP Planner
	Chapter 2

	☐	Complete Event Facility Request Form
	Coordination and approval:
Chief, YRRP Branch
Regional Manager
YRRP Resource Advisor
	YRRP Event Manager
	Template: Attachment 25





Develop Agenda
	
	ACTION
	CRITERIA
	RESPONSIBILITY
	HANDBOOK REFERENCE

	☐	Confirm required topics depending on type of event
	DoD
AFR
	AFR Program Manager
	Attachment 3

	☐	Determine core event staff
	Liaison (Wing Rep)
Registrar (Wing Rep)
Agenda Coordinator (Wing Rep)
Resource Recruiter (Wing Rep)
Budget Coordinator (Wing Rep)
Youth Agenda Coordinator (Wing Rep)
HQ Event Manager (Wing Rep)
Communications (IT) Support (Wing Rep)
Contracting Officer Representation-COR (Wing Rep)
Supporting staff (greeters, room monitors, accountability, etc.)
	YRRP Event Manager
	Attachment 1

	☐	Determine required support staff
	One per event unless otherwise identified
Airmen and Family Readiness
Chaplain (2 for 350 and one additional chaplain for each 100)
Chaplain Assistant
Force Support Squadron for DEERS
Education and Training
Financial Management (FM) – Order Writing System (AOWS) (if 350 or more)
FM Defense Travel System (2 or 350)
JAG Paralegal/JAG Assistant (2/350)
Medical
Psychological Health Advocacy Program (PHAP) (2)
PHAP COR
Public Affairs
Sexual Assault Prevention Response (SAPR) Coordinator
Security Forces (2/350)
Security Forces (ATO Level 2)
Key Spouse Representative
Squadron Command/First Sergeant (when >5 Members)
Wing Command Section – always invited
	YRRP Event Manager
	Attachment 1

	☐	Complete and submit Reserve Personnel Appropriation (RPA) Request Form for support
	Approval authority: AFR/A1S
	YRRP Event Manager
	Attachment 15

	☐	Identify resource providers
	Breakout sessions
Resource tables
	Resource recruiter
	Chapter 10

	☐	Determine Phase-independent sessions
	General
Breakouts
	Agenda Planner
	Chapter 11

	☐	Determine Phase-dependent sessions
	General
Breakouts
	Agenda Planner
	Chapter 11

	☐	Collect inputs and recommendations from Unit (Wing) YRRP representatives
	
	Agenda Planner
	Chapter 11

	☐	Complete the agenda grid
	
	Agenda Planner
	Chapter 11

	☐	Gain approval of agenda grid 
	Approval authority: YRRP Program Manager
	Agenda Planner
	Chapter 11

	☐	Insert approved agenda into corresponding style agenda
	Attendee style (by deployment phase)
Leadership and staff  consolidated agenda
	Agenda Planner
	Chapter 11,
Attachments 11 – 14 

	☐	Forward final agendas for approval
	Approval authority: AFR Yellow Ribbon Reintegration Program Staff (AFR/A1R)
	Agenda Planner
	Chapter 11

	☐	Coordinate agenda printing
	
	Event Manager
	Chapter 11





planning for childcare
	
	ACTION
	CRITERIA
	RESPONSIBILITY
	HANDBOOK REFERENCE

	☐	Become thoroughly familiar with governing directives
	Section 582, Public Law 110-181 (National Defense Authorization Act for FY 2008) 
DoD Instruction (DoDI) 1342.28, DoD Yellow Ribbon Reintegration Program, March 30, 2011, and AFI 34-276, family childcare
	Resource Recruiter
	Chapter 12

	☐	Determine children requirements for the event
	Required for all children 0-5 years old and 6-10 years old, by group
Adult supervised activities required for youth 13 years old and above
	Registrar
	Chapter 12

	☐	Confirm provider criteria
	At least 18 years old
Able to read, write, and speak English
Licensed to operating childcare business
Current (every 3 years) physical exam, TB test, and immunizations
Satisfactory background screenings
Current certification in Infant/Child CPR and First Aid
Childcare liability insurance (minimum: $300,000)
Provider to child ratios:
· 1:4 infants (0-12 months)
· 1:5 (12-23 months)
· 1:7 (24-35 months)
· 1:12 (3 years and up)
	Event Manager
	Attachment 7

	☐	Identify local childcare provider 
	Contact AFR/A1SY to determine availability of local contract providers. Note: Activities shall be provided through local 4-H when available
If on an Active Duty Base, coordinate with Force Support
If not in place, contact civilian licensed provider
	Event Manager
	Chapter 12

	☐	Determine support activities options
	If 4-H or Operation Military Kids (OMK) is not available, contract AFR/A1R
	Resource Recruiter
	Chapter 12

	☐	Gain approval of all childcare providers
	Approval authority: AFR/A1R
	Resource Recruiter
	Chapter 12

	☐	Develop contract with approved childcare service provider
	If using a Government Purchase Card, coordinate with A/OPC and ensure compliance with AFI 64-117, Para 3.3
If dedicated GPC cannot be used, prepare Journal Voucher or set up an alternative line of accounting
	Event Manager
	Chapter 12

	☐	Performed required AFR actions for combined YRRP event
	Ensure childcare will be provided as required
Provide registration links to register children
Provide confirmed numbers and ages of children
Assign Youth Agenda Role to the YRRP representative
	Event Manager with input from Registrar and Resource Recruiter
	Chapter 12
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