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ARNG planning checklist
A list of tasks to be complete to ensure that an event is well-executed.[footnoteRef:1] [1:  Adapted from AFRC South Region; Last Updated March 2013
] 

Prior to Day 1 of event
	☐	Pre-Registration

	☐	Recon event location

	☐	Set-Up

	☐	A/V


Day 1 or day of the event
	☐	OIC assigned (should be identified prior to day 1 of event or day of event)

	☐	Any breakout groups  identified (preferably on the name tags)

	☐	Registration

	☐	VIP POC

	☐	Briefing rooms clearly labeled

	☐	Resource Tables set up and vendors briefed

	☐	Q&A procedures established

	☐	Pictures/Video that are to be displayed checked and ready

	☐	Chaplain Service established

	☐	FAC for Unit available and briefed 

	☐	DTS for families’ procedures clear and forms available

	☐	Session and Soldier accountability outlined (examples in Event Enhancement Toolkit) 

	☐	Event Administration

	☐	NCOIC identified and on early set-up team

	☐	General Session talking points and timers prepared for opening

	☐	Hotel staff timeline double checked and covered with hotel staff

	☐	Briefers aware of location of assigned room

	☐	Logistics for all staff and or attendees available, e.g. pens, pencils, paper

	☐	VIP POC/ Logistics

	☐	Youth program room cleared, checked, and signs well posted

	☐	Q&A
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General responsibilities 
	☐	Time Keeper can be assigned to each briefing keep event on target

	☐	Event restrooms identified

	☐	Registration Tables – staffed, table clothes, signs 

	☐	Hotel Check-In – rooms, baggage hold, check out time

	☐	A/V Set-Up and Troubleshoot

	☐	OIC/NCOIC established and connected with attending Unit Commands (should be identified prior to day 1 of event or day of event

	☐	Transportation of Equipment to and from loading and unloading 

	☐	Outreach for any Soldier during event rooms available and staff on hand

	☐	Hotel Coordination

	☐	Resource Tables identified and available – area well signed

	☐	Youth Program Director and Assistant prepared to meet parents as needed

	☐	Volunteers from Contracted Agency to assist with youth briefed on Unit and event particulars

	☐	Runners established – A/V needs, accountability, logistics 

	☐	DET Payment for Soldiers’ family, DTS for all Soldiers working the event


General Materials
	☐	Signs – entry of event, registration, general session and breakout rooms, youth programming and childcare rooms, resource room

	☐	Water

	☐	Time Keepers

	☐	ELK kit ordered off of OSD website

	☐	Food – according to contract, and if allowable, coffee and tea available

	☐	A/V Equipment

	☐	Tables 

	☐	Youth Program Space – youth coordinator identifies needs 

	☐	Youth Paperwork – any liability sign-off sheets 

	☐	Resource Tables if not provided by event location

	☐	Youth Program Director and Assistant

	☐	Volunteers from Contracted Agency to assist with youth screened prior to event

	☐	Runners

	☐	DTS Payment for Soldiers’ family, DTS for all Soldiers working the event
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