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Multi-service Event Planning Checklist
This checklist provides details in a variety of areas, such as operations, training, registration, etc. Tasks are broken down into organizational areas so that the list can be divided and distributed to the appropriate tasking area, for easier planning for Event Planners.[footnoteRef:1] [1:  Adapted from USAR 88th Regional Support Command; Last Updated March 2013] 

Operations 
	
	PRE-EVENT TASKS
	STATUS

	☐	Group Detail Report (GDR) – Hotel Rooming List from conference site – Review final version
	

	☐	Service Provider inserts or handouts
	

	☐	Finalize floor plans
	

	☐	Signage updates
	

	☐	Welcome Packet/Welcome Letter revisions
	

	☐	Reservation lists (check against hotel list)
	

	☐	Staff travel
	

	☐	VIP packets
	

	☐	Shuttle reservation plans – if any
	

	
	EVENT EXECUTION TASKS
	NOTES

	
☐
	Monday – 
Deliver reservation roster to hotel
	

	
☐
	NLT Wednesday –
Provide final meal count to hotel
	

	
☐
☐
☐
 ☐
	Thursday/Friday – 
Travel to event site
Pre-Conference meeting at [time] hours
Registration In-Brief
Support Staff In-Brief
Attendee folder assembly
	

	
☐
☐
☐
	Friday/Saturday – 
Registration set-up
Hotel room assignments
Info boards
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	EVENT EXECUTION TASKS
	NOTES

	
☐
☐
☐
☐
☐
	Saturday – 
Meeting space set-up
Facilitator – Announcements AM/PM
Registration sign-in/rosters
Elective sessions
Dinner (where applicable)
	

	
☐
☐
☐
☐
☐
☐
	Sunday (For two-day events) – 
Meeting space set-up
Facilitator announcements
Head count for lunch if provided
Sign-in rosters
Coordinate shuttle departure
Late departure table
	

	
	POST-EVENT EXECUTION TASKS
	NOTES

	☐	Final rooming lists
	

	☐	Incidental expenses
	

	☐	Pallet pick-up/sign shipping invoice
	

	☐	Invoice review/approval
	

	
	PRODUCTS
	NOTES

	☐	Welcome packets
	

	☐	Group Detail Report/Hotel Rooming List
	

	☐	Floor plans
	

	☐	Staff schedules
	

	☐	VIP packets
	

	☐	Print Service Provider handouts if applicable
	


	
	SUPPLIES ON-HAND
	NOTES

	☐	Ink cartridges
	

	☐	Print paper
	

	☐	VIP folders
	

	☐	CAT cables
	

	☐	Network switch
	

	☐	Wireless router
	

	☐	Tape
	




Training 
	
	PRE-EVENT TASKS
	STATUS

	☐	Print order
	

	☐	Rental Truck
	

	☐	Pallets
	

	☐	Agendas
	

	☐	Presenter training
	

	☐	MFLC Agenda
	

	☐	Sign-in rosters
	

	☐	Facilitator in-brief
	

	☐	Facilitator folders
	

	
	EVENT EXECUTION TASKS
	NOTES

	☐	Presentation laptops updated 
	

	☐	Private session rooms open
	

	☐	Extra handouts available
	

	
	POST-EVENT EXECUTION TASKS
	NOTES

	☐	MFLC and Cadre Evaluations
	

	☐	Review session surveys
	

	☐	Send out session surveys
	

	
	FACILITATORS/PRESENTERS
	NOTES

	☐	Coordinate with each facilitator/presenter 
	

	☐	[Insert facilitator/presenter name]
	

	☐	[Insert facilitator/presenter name]
	



Registration 
	
	PRE-EVENT TASKS
	STATUS

	☐	Laptop checks
	

	☐	Distribute Welcome Packet/Letter
	

	☐	Attendee reservation rosters
	

	☐	Print attendee event certificates
	

	☐	Print spouse/guest event certificates
	

	☐	Attendee call roster
	

	☐	Call lists
	

	
	EVENT EXECUTION TASKS
	NOTES

	
☐
	Thursday – 
Set-up In-Brief
	

	☐	Place welcome signs and maps in foyer
	

	
☐
☐
☐
	Friday/Saturday – 
Help and travel desk set-up
Registration set-up plan 
Verify attendees (call roster)
	

	
☐
	Saturday – 
Conference Registration set-up
	

	☐	Process surveys
	

	☐	Attendance rosters
	

	☐	Early registration/departures roster
	

	
☐
☐
	Training certificates/orders
Service Member orders when applicable
Family member orders when applicable
	

	
	POST-EVENT EXECUTION TASKS
	NOTES

	☐	Alpha roster of attendees sent to Commands
	

	☐	Presentation survey
	

	☐	Overall survey
	

	
	PRODUCTS
	NOTES

	☐	Consolidated numbers
	

	☐	Reservation numbers
	

	☐	Special needs/concerns roster
	

	☐	Presenter surveys
	

	☐	Feedback surveys
	

	☐	Attendance rosters
	

	☐	Sign-in support staff and in-brief
	

	☐	Attendee event certificates
	

	
	LOGISTICS
	NOTES

	☐	Registration laptops
	

	
☐
☐
☐
	Event folders
Pre-Deployment
During Deployment
30, 60, 90 Day Post-Deployment
	

	☐	Name badges
	

	☐	Lanyards
	

	
☐
☐
☐
	Printers – 
Ink cartridges
Toner cartridges
Printer paper
	




Resource Providers 
	
	PRE-EVENT TASKS
	STATUS

	☐	Service Providers/resources/vendors/community partners roster
	

	☐	Floor plan distributed
	

	☐	Table assignments given out
	

	☐	Table tents (placeholders)
	

	☐	Certificates of Appreciation
	

	☐	Service Providers/resources/vendors/community partners reservation list
	

	☐	IT requirements of Service Providers/resources/vendors/community partners
	

	
	EVENT EXECUTION TASKS
	NOTES

	☐
	Parking vouchers for Service Providers 
(40 per day) if applicable
	

	☐	PPT slides for panel brief
	

	☐
	Service Providers/resources/vendors/community partners check-in and welcome
	

	☐
	Elective sessions/rooms
	

	☐	A/V and internet
	

	
	POST-EVENT EXECUTION TASKS
	NOTES

	☐	Registration reports
	

	☐	AAR evaluations
	

	
	PRODUCTS
	NOTES

	☐	Service Providers/resources/vendors/community partners welcome packet
	

	☐	Service Providers/resources/vendors/community partners folders
	

	☐	Table tents
	

	☐	Certificates
	

	☐	Floor plan/table assignment plan
	

	☐	Intro brief/panel brief PPT slides
	

	☐	Elective sessions announcement
	

	
	SUPPLIES ON HAND
	NOTES

	☐	Welcome signs
	

	☐	Service Providers/resources/vendors/community partners welcome folders
	

	☐
	Travel case
	



logistics 
	
	PRE-EVENT TASKS
	STATUS

	☐	Government Purchase Card (GPC) purchases, if any
	

	☐	Printer order packed
	

	☐	Resource resupply
	

	☐	Process CBLs (Commercial Bill of Lading)
	

	☐	Confirm shipments
	

	
	EVENT EXECUTION TASKS
	NOTES

	☐
	Pick-up rental truck
	

	☐	Load pallets
	

	☐
	Deliver supplies to hotel
	

	☐
	Coordinate with shipper for pallet pick-up
	

	
	POST-EVENT EXECUTION TASKS
	NOTES

	☐	Inventory and pack pallets
	

	☐	Return rental truck 
	

	
	PRODUCTS
	NOTES

	☐	Folders for all events
	

	☐	Lanyards
	

	☐	Training materials
	

	☐	Signs
	

	☐	Name badges
	

	☐	Printer paper
	

	
☐
☐
☐
☐
	A/V equipment 
Laptops
Projectors
Printers
Remote
	





IT Support 
	
	PRE-EVENT TASKS
	STATUS

	☐	Check laptops
	

	☐	Run through presentation materials
	

	☐	Review video presentations
	

	☐
	Review contact for A/V support
	

	☐	Review A/V room set-up (projectors, audio)
	

	☐
	Check internet access
	

	☐
	Run through event and room 
	

	☐	Set-up help/travel desk
	

	☐	Set-up Operations room and printers
	

	☐	Check presentation remotes
	

	☐	Extra batteries on hand
	

	
	POST-EVENT EXECUTION TASKS
	NOTES

	☐	Pack tech equipment
	




Yellow Ribbon Reintegration Program		Page 2 of 7
image2.jpg
Yellow Ribbon
Reintegration Program
For Those Who Serve and Those Who Support**





image1.jpg




