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yrrp event planning checklist
This checklist will guide a YRRP event planner in designing an event.[footnoteRef:2] [2:  Last updated August 2015] 

☐ Identify the requirement
☐ Type of event (Combat/Non-Combat)
☐ Pre-Deployment
☐ Mid-Deployment
☐ Post Deployment (30)
☐ Post Deployment (60)
☐ Post Deployment (30-60)
☐ Post Deployment (90)
[bookmark: _GoBack]☐ Identify participants (Service Members and families)
☐ Service Member Estimate: _______
☐ Family Member Estimate: ________
☐ Child Estimate (under 18): _______
☐ Compile Billeting Roster
☐ Compile Working lunch Roster
☐ Develop cost estimates (based off needs—Conference Request/Funding Request)
☐ Personnel costs (ADOS/O&M)
☐ Venue (If Needed)
☐ Billeting (When Required)
☐ Audio Visual
☐ Childcare
☐ Transportation of Things (Event Loaner Kit)
☐ Transportation of Personnel (3 quotes)
☐ Meals (Working Meals to include counsel approval)
☐ Supplies
☐ Miscellaneous
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☐ Develop agenda per deployment/participant needs
☐ Recruit Resource Providers 
Name/Phone/Email: ________________________________
Name/Phone/Email: ________________________________
☐ Request YRRP Cadre of Speakers Support
☐ Compile Conference Request/Funds request concurrently
☐ Submit Conference Request/Funds request concurrently
☐ Include Attendee Roster (As applicable—MFS)
☐ Include Billeting Quote
☐ Working Meals Quote (Include Counsel Approval)
☐ Event Agenda
☐ Childcare
☐ Supplies
☐ Transportation
☐ Ensure vendors are advised of:
☐ USMC is a federal entity with tax exempt status
☐ Payment will be made with a credit card
☐ Payment will be made after services are rendered and a final invoice is provided
☐ (FRO) Submit completed PRD for supplies to S4
☐ Unit S4’s must:
☐ Create YRRP LOA’s
☐ Perform Budget Required Line Items (BRLI) Maintenance
☐ (Must reflect cost of event, minus reserve figures such as ADOS.)
☐ Induct billeting requests into MFS
☐ Induct working meals requests into MFS
☐ Unit S1’s must:
☐ Create ADOS/TAD Orders (USMC/USMCR/USN/USNR)
☐ Create DTS profiles for family members in DTS
☐ Create ITO’s for family members in DTS
☐ Conduct event
☐ Ensure participants:
☐ Complete daily sign-in roster
☐ Complete billeting roster
☐ Complete working meals rosters
☐ Review Final Invoices
☐ Confirm Final payments
☐ Compile zero balance invoices for your records
☐ Compile YRRP reporting data
☐ Complete event AAR


Enter Event Location/dates below:









Enter Supplies below:







Enter Miscellaneous Items below:
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