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ANG Planning Timeline
[bookmark: _GoBack]Planning and task timelines to assist Yellow Ribbon Reintegration Program event coordinators prepare and execute events.[footnoteRef:1] [1:  Adapted from TX ANG; Last Updated March 2013
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Event Planning Tasks
The below timeline includes tasks for 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:
	Timeframe 
	Task

	As soon as known
	As soon as event location is determined, enter this information into JSS event planner and estimate number of attendees as best as you can 

	2 months prior
	Confirm event location with Units

	5 weeks prior
	Assess whether the Unit and all required participants are going to make the registration deadline

	5 weeks prior
	Secure a Chaplain and/or Behavioral Health Rep

	5 weeks prior
	Secure State Family Program Rep for exhibitor table

	5 weeks prior
	Follow-up with Subject Matter Experts (SME’s)

	4 weeks prior
	Engage Unit leadership to ensure accurate registration

	4 weeks prior
	Request Military Family Life Coordinator (MFLC)

	4 weeks prior
	Send attendance numbers to point of contact 30 days prior to the event

	4 weeks prior
	Keep Unit leadership informed and maintain good communication

	4 weeks prior
	Acquire necessary information and/or airline tickets for Orders

	4 weeks prior
	Contact and notify all speakers

	4 weeks prior
	Contact local exhibitors & Service Providers

	4 weeks prior
	Create registration spreadsheet with orders information & age breakdown of children attendees (i.e. 0-5 & 6-17)

	4 weeks prior
	Make YRRP Event Book/program

	4 weeks prior
	Complete Supply Request form for A/V equipment
(1 month prior)
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	4 weeks prior
	Complete Supply Request form for Supply
(1 month prior)

	
3 weeks prior
	Registration cut-off (follow-up with Unit)

	3 weeks prior
	Finalize registration spreadsheet

	3 weeks prior
	Begin preparing spreadsheet for budget

	3 weeks prior
	Obtain Social Security Numbers for JSS

	2 weeks prior
	Ensure that travel agency was provided flight information

	2 weeks prior
	Turn in spreadsheet for budget

	2 weeks prior
	Submit spreadsheet for orders to finance

	2 weeks prior
	Submit a rooming list to hotels

	2 weeks prior
	Obtain names of unaccompanied Airmen and 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
	Print JSS event surveys

	1 week prior
	Make sign-in sheets for youth

	1 week prior
	Make sign-in sheets for attendees

	1 week prior
	Make sign-in sheets for childcare

	1 week prior
	Make sign-in sheets for SMEs



To Complete Following the Event:
	Timeframe 
	Task

	Immediately
	Obtain event receipts from the hotel, catering, and A/V

	Immediately
	Make any corrections to 1351-2

	2 days following
	Submit 1351-2 to budget (2.5 day turn-around)

	1 week following
	Complete Event Book

	2 weeks following
	Complete After Action Report (AAR)

	2 weeks following
	Compile event surveys

	2 weeks following
	Submit all orders that need to be revoked to finance

	3 weeks following
	Upload final event surveys, event AAR, and final numbers to JSS
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