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After Hours procedures
A template for event staff to insert after hours procedures and contact information for an event.[footnoteRef:1] [1:  Adapted from USAR 63rd RSC; Last Updated March 2013
] 

[Unit Name] Yellow Ribbon Reintegration Program
overnight Check-in Procedure
If Service Members check in after [time], please check them into their rooms and hand out a YRRP after-hours information sheet (below) along with their keys.

If any Yellow Ribbon Reintegration Program attendee comes to the front desk after [time] to check into the hotel and does not already have a room reservation, contact [YRRP Staff Name] at [contact information] or [YRRP Staff Name] at [contact information].
Please do not disseminate this contact information to anyone outside of Yellow Ribbon Reintegration Program attendees and staff.
Thank you for all your support and continued efforts to make this Yellow Ribbon Reintegration Program event a positive and productive experience for our Service Members and families.

[Insert signature]
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After-hours information sheet
Dear Service Member and Family,
Welcome to your Yellow Ribbon Reintegration Program! 
In the morning, please proceed to the registration desk at [location] between the hours of [time] and [time]. Be sure to obtain your name badge at this time, as it will be required for all meals throughout the weekend. Breakfast will be served between [time] and [time] in [location].
For after-hours emergencies, contact the hotel front desk from any hotel phone. The hotel staff will contact the appropriate YRRP staff. You must follow-up on any incidents with the YRRP staff upon the start of the event.
Attendance is mandatory for all classes during the weekend in order to ensure a complete and successful experience.

Thank you for your Service.

The Yellow Ribbon Reintegration Program Team
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