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AFR Facilities Planner
A checklist to ensure that all elements of securing and preparing facilities are completed.[footnoteRef:1] [1:  Adapted from the AFR YRRP Handbook; Last Updated March 2013
] 

	
	Action
	Criteria
	Responsibility

	☐	Determine attendees
	Number by Event Type (Deployment Phase)
Number by category
· Airmen/Service Members
· Spouses
· Children by age
Designated Individuals

Note: Planning increments typically are 100 attendees after the first 350 total attendees.
	AFR Event Manager

	☐	Determine facility  size and number of breakout rooms
	Total number of adult attendees
Total number of children by age
Half of breakouts will accommodate 30 seats (at tables); other half will accommodate 50
Standard breakouts are 50 minutes 
Forum breakouts (greater facilitation) are 60 minutes long and are typically scheduled for the second day (Sunday)
	AFR Event Manager



[image: ]
[image: ]


Yellow Ribbon Reintegration Program		Page 3 of 3
	
	
	Standard breaks are 15 minutes to allow time with resource providers
Mid-morning and Mid-afternoon breaks include snacks
Mid-morning break on last day (Sunday) is 30 minutes to enable checkout

Note: Rooms are set in round tables to facilitate discussion among attendees.
	

	☐	Plan childcare facilities
	Areas must be separated by three age groups
Up to 5 years old
6-12 years old
13 years old and up
Rooms will not be near building exits
Rooms will be available 30 minutes before and after the main agenda
Minimum room requirements:
· VCR/DVD/TV
· 2 round tables with 8 chairs
· One 8 ft. table along wall
2 cribs and high chairs in 0-5 room
	AFR Event Manager

	☐	Determine meal plans and numbers
	Typical Plans:
Saturday: breakfast and lunch
Sunday: breakfast
Light refreshments: Friday PM, Saturday AM and PM, Sunday AM
	AFR Event Manager
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