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Planning and task checklists to assist Yellow Ribbon Reintegration Program event coordinators prepare and execute events.[footnoteRef:1] [1:  Adapted from TX ANG; Last Updated March 2013
] 

Event information
	YRRP Staff:
	[YRRP Event Coordinator Name]

	Date:
	[Event Date]

	Event #:
	[Event # from JSS]

	Event Location:
	[City, State]

	Wing:
	[Wing]

	Unit:
	[Unit]



Event Supplies
The below is a checklist of supplies needed during the event that Yellow Ribbon Reintegration Program coordinators should secure during the planning period.
	☐	Event Banner
	☐	1351-2 with Orders

	☐	Materials for Signage Set-up
	☐	Blank 1351-3

	☐	YRRP Table Cloths
	☐	Direct Deposit Forms

	☐	Name Tags & Lanyards
	☐	Tax Exempt Forms

	☐	Sign-in Sheets
	☐	Youth Support Kits

	☐	Agendas
	☐	YRRP FM & SM Portfolios

	☐	Pens
	☐	Behavioral Health Questionnaires

	☐	Pencils
	☐	Questionnaires

	☐	Highlighters
	☐	Surveys

	☐	YRRP Stickers
	☐	

	☐	YRRP Post-Its
	☐	

	☐	Event YRRP Giveaways
	☐	
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Hotel Tasks
The below is a checklist of hotel tasks for event coordinators to complete throughout the event planning period, leading up to and including the day of the event.
	☐	Secure event location

	☐	Prepare Letter of Intent

	☐	Submit Letter of Intent and obtain signature from hotel & YRRP office

	☐	Submit rooming list

	☐	Verify Banquet Event Orders (BEO) & Letters of Instruction (LOI)

	☐	Arrange rooms for breakout agenda

	☐	Establish one Point of Contact (POC) from YRRP to be in charge of rooming issues

	☐	Complete walk-through with hotel staff & YRRP Reps (1 day prior to event)

	☐	Set-up a registration table for early check-in at the front lobby from [TIME] – [TIME] (Manned by YRRP staff)

	☐	Set-up all A/V equipment prior to the event

	☐	Set-up registration for the following morning in front of the main general session rooms

	☐	Display all support kits & freebies that staff bring

	☐	Ensure all YRRP staff & Service Providers know the location of events and activities (e.g. lunch, youth rooms, breakout areas)

	☐	Secure counseling rooms

	☐	Ensure snacks are provided for children aged 0-5

	☐	Assign jobs to volunteers





Service Providers
The below checklist will assist YRRP event coordinators plan for Service Providers and resources to include at YRRP events. Detailed information on each resource may be found below.
	☐	TRICARE

	☐	TRICARE Dental Program (TDP)

	☐	Operational Stress Control (OCS)

	☐	Pre-Deployment Health Assessment (PDHA) Pre-Deployment Only

	☐	DEERS

	☐	CEI

	☐	Air National Guard website http://www.ang.af.mil/

	☐	Employer Support of the Guard and Reserve (ESGR)

	☐	Department of Labor (DOL)

	☐	Chaplain Programs

	☐	Local Faith-Based Organizations

	☐	Youth Programs

	☐	Financial and Mortgage Counseling

	☐	Savings Plan

	☐	SCRA

	☐	Small Business Administration (SBA)

	☐	Legal Information

	☐	VA

	☐	American Red Cross

	☐	Community Programs

	☐	VA Vet Centers

	☐	Marriage Enrichment

	☐	Effective Communication Skills

	☐	SAPR

	☐	Suicide Prevention and Alcohol and Drug Abuse

	☐	Single Service Member Programs

	☐	Family Team-Building Programs

	☐	American Red Cross





Pre-Deployment Yellow Ribbon Reintegration Program Checklist
Each Service Member in attendance should complete the below form at the close of the YRRP event to provide needed personal information and to ensure all Airmen received necessary briefings and resources during the event.
Airmen Information and Event Requirements
Airmen are to complete the form below to provide YRRP staff with necessary information. Airmen should initial next to each briefing received.
	PRIVACY ACT STATEMENT:
AUTHORITY: 10 USC 8013, DoD 5400, 11-R, Department of Defense Privacy Program, Air Force Instruction 33-332, Privacy Act Program, 5 USC 522 of the Privacy Act of 1974.
INDIVDUALS COVERED BY NOTICE: All current Air Force civilian and Military employees who require regular, ongoing access to facilities, information technology systems, including applicants for employment or contracts, federal employees, contractors, students, interns, individuals authorized to perform or use services provided in Air Reserve Station facilities (e.g., Credit Union, Fitness Center, etc.), and individuals formerly in these positions.
The system does not apply to occasional visitors or short-term guests to who will issue temporary identification and credentials.
CATEGORIES OF RECORDS: Records relating to official travel including travel orders, per diem vouchers, transportation requests, itinerary, travel charge card, civilian employer, and supporting documentation. Necessary records for contractor to perform their duties under a contract at this facility. Records include name, address, Social Security Number, date of birth, employment information, telephone numbers, information needed for identification verification, charge card receipts, rank/grade, and any other related information.
ROUTINE USES: To disclose information to agency responsible for in/out processing of individuals in preparation for recall notices and network access. Information may be disclosed to individual’s employers to verify Military duty. To disclose information to the bank contractor providing issuance of government travel credit cards. To apply for employment, school quotas, and temporary duty travel (TDY).
DISCLOSURE IS VOLUNTARY: Disclosing this information is voluntary; however, not providing the requested information may slow processing. Your Social Security Number may be requested to identify your records because other people may have the same name or birth date.

	LAST NAME:
	FIRST NAME:
	RANK:
	DATE OF BIRTH:

	LAST 4 OF SSN:
	UNIT:
	ADDRESS:
	CITY, STATE, ZIP CODE:

	CELL PHONE:
	HOME PHONE:
	MARITAL STATUS:
MARRIED   SINGLE   DIVORCED
	PROJECTED DEPLOYMENT DATES:


	DEPLOYMENT LOCATION:
	EMAIL:
	SPOUSE NAME:
	SPOUSE CELL:






	Initials
	Briefing
	Detail

	
	TRICARE
	Ensure that TRICARE briefings provide explanations aimed at those who will be utilizing the system for the first time, as well as any updates or changes for those already enrolled. TRICARE brings together the healthcare resources of the Military components and supplements them with networks of civilian health care professionals to provide access and services while maintaining the capability to support Military operations. 

	
	TRICARE Dental Program (TDP)
	Ensure appropriate briefings on TDP, a voluntary dental insurance. While it offers comprehensive dental benefits, information should be provided on the differences between civilian dental providers and those who accept TDP.

	
	Operational Stress Control (OSC)
	Provide information on the OSC methodology to ensure the long-term understanding of how OSC affects Airmen and their families. OSC incorporates policies and programs to prevent, identify, and holistically treat mental injuries caused by combat operations or other experiences. The programs are designed for both Airmen and their families and serve to create resiliency.

	
	Pre-Deployment Health Assessment (PDHA)
	Ensure the completion of a PDHA. The DD Form 2795, “Pre-Deployment Health Assessment Questionnaire,” is available at: www.dtic.mil/whs/directives/infomgt/forms/formsprogram.htm.
This is a required form that allows Airmen to record information about their general health and concerns prior to deployment. It aids health care providers to identify issues and provide medical care before, during, and after deployment. Airmen shall complete DD Form 2795 within 60 days prior to deployment.

	
	DEERS
	Provide appropriate information and coordinate access and enrollment into DEERS, a database of record for eligibility.

	
	CEI
	Provide appropriate information and coordinate access for entry of CEI into Airmen’s service-specific system. The DoD database of record is the source for employer outreach programs.

	
	National Guard Bureau Component-Specific Website
	Air National Guard: http://www.ang.af.mil/


	
	Employer Support of the Guard and Reserve (ESGR)
	Provide information on ESGR’s mission to gain and maintain support for the National Guard and Reserve Components by recognizing outstanding support; increasing awareness of sections 4301-4335 of Title 38, United States Code (U.S.C.) (also known and hereafter referred to as “The Uniformed Services Employment and Reemployment Rights Act of 1994, as amended” (USERRA) (Reference (j))); and resolving conflict through mediation. ESGR’s mediation services are available and may be requested via the ESGR Website at http://www.esgr.mil or by calling 1-800-336-4590 for additional assistance.

	
	Department of Labor (DOL)
	Provide DOL related information regarding USERRA benefits and requirements for Airmen to ensure the ability to return to their appropriate positions upon return from deployment.

	
	Chaplain Programs
	Provide information on available Chaplain’s programs.

	
	Local Faith-Based Organizations
	Provide information on the many local churches and faith-based organizations that actively seek to aid families during deployments in order to ease stress during deployments.

	
	DOL
	Provide information on the multiple resources the DOL provides to returning Airmen.

	
	Youth Programs
	Provide information on youth programs and activities designed to involve children.

	
	Financial and Mortgage Counseling
	Provide financial and mortgage counseling information on credit counseling and home mortgage counseling programs to prevent or forestall mortgage foreclosure according to section 2202 of Public Law 110-289 (Reference (k)). Financial and mortgage counseling should provide information on actions to be taken to prevent or forestall mortgage foreclosures including, but not limited to, credit counseling, home mortgage counseling, and provisions of sections 533 and 534 of title 50, U.S.C. (also known and hereafter referred to as “The Service Members Civil Relief Act,” (SCRA) (Reference(l))). All Airmen covered by this Instruction shall be advised on actions to forestall mortgage foreclosures in accordance with Reference (l).

	
	Savings Plan
	Provide information on savings plans to Airmen and their families in accordance with DoD 7000.14-R (Reference (m)).

	
	SCRA
	Provide written information on SCRA protections involving adverse civil actions (specifically including mortgage foreclosures) and other Military-related legal benefits contained in Reference (l).

	
	Small Business Administration (SBA)
	Provide information regarding SBA programs that maximize utilization of Federal, State, and local entrepreneurial resources and agencies, to include Reservist economic injury disaster loan and business counseling assistance. SBA works in concert with the DOL, transition assistance programs (TAPs), One Stop Work Force Investment Centers, local VA offices, VA Vocational Rehabilitation Employment Services offices, local or field committees of the National Committee for ESGR, DoD Procurement Technical Assistance Centers, State National Guard Adjutants General, State VA offices, and others.

	
	Legal Information
	Designated judge advocates and designated civilian attorneys shall provide information and coordination for general legal assistance regarding personal or civil matters to eligible persons regarding their legal rights and responsibilities. Those services may include, but are not limited to, power of attorney (POA), Family Care Plans, housing and leasing, marriage, separation, divorce, adoptions, name changes, estate planning (wills and trusts), landlord-tenant laws, and immigration matters. Legal assistance to create documents needed during deployment shall be available to the greatest extent possible.

	
	VA
	Provide VA representation, briefings, consultations, and/or reference materials.

	
	American Red Cross
	Provide information and services to include their capabilities and limitations and how those capabilities may be useful during the upcoming deployment.

	
	Community Programs
	Provide information on local and regional community programs which may provide key sources of integrated information. Participation of these organizations should be encouraged to the maximum extent after being registered through the State National Guard or Reserve Component Family Programs offices.

	
	VA Vet Centers
	Provide representation, briefings, or information on services available at the Vet Centers.

	
	Marriage Enrichment
	Provide information on marriage enrichment programs that enable married couples to strengthen relationships, enhance personal growth, and increase family wellness during all deployment phases. These programs may be through Service-related programs such as a Chaplain’s retreat or through various religious or community-based programs. This information given at this period of deployment as well as post-deployment will enable the spouse to research, gain guidance and feedback, and create a way forward that is best suited to their situation.

	
	Effective Communication Skills
	Provide information on effective communication skills and enabling methods that may be used during unexpected events or deployment in order to maintain positive connections with spouse, family, friends, and community. Effective communication skills encompass listening, nonverbal communication, effective feedback, and respect, and will provide positive tactics for avoiding or effectively confronting adverse situations.

	
	SAPR
	Provide SAPR information and resources in compliance with DoDD 6495.01 (Reference 9o0). The DoD has implemented a comprehensive policy that reinforces a culture of SAPR services that ensure the safety, dignity, and well-being of all Airmen. Response services are available for victims of sexual assault around the clock. More information on victim support and contact numbers is available on the DoD website at http://www.myduty.mil or by calling MOS at 1-800-342-9647 and the National Sexual Assault Hotline at 1-800-656-HOPE (Extension 4673).

	
	Suicide Prevention and Alcohol and Drug Abuse
	Provide suicide prevention and alcohol and drug abuse counseling information. Agencies such as MOS enable assistance in utilizing counseling hotlines or outreach during times of crisis. The hours of operation are 0800-1700, or 24-hour access is available at: http://www.MilitaryOneSource.com. 
The phone numbers are:
(a) Stateside: 1-800-342-9647
(b) Overseas: 00-800-3429-6477
(c) Overseas Collect: 1-484-530-5908

	
	Single Service Member Programs
	Provide information on programs tailored to unmarried Airmen.

	
	Family Team-Building Programs
	Provide information on family team-building programs and spouses organizations. Each Branch of Service has appropriate family programs and spouse organizations which should be promoted to create unity, resiliency, and support networks among the spouses.

	
	American Red Cross
	Provide information on available services that may be useful after deployment.





Post Deployment Yellow Ribbon Reintegration program Checklist
Each Airman in attendance should complete the below form at the close of the YRRP event to ensure all Airmen and Service Members received necessary briefings and resources and to provide YRRP coordinators with needed information from each participant.
Airmen Information and Event Requirements
Airmen are to complete the below form to provide YRRP staff with necessary information. Airmen should initial next to each briefing received.
	PRIVACY ACT STATEMENT:
AUTHORITY: 10 USC 8013, DoD 5400, 11-R, Department of Defense Privacy Program, Air Force Instruction 33-332, Privacy Act Program, 5 USC 522 of the Privacy Act of 1974.
INDIVIDUALS COVERED BY NOTICE: All current Air Force civilian and Military employees who require regular, ongoing access to facilities, information technology systems, including applicants for employment or contracts, federal employees, contractors, students, interns, individuals authorized to perform or use services provided in Air Reserve Station facilities (e.g., Credit Union, Fitness Center, etc.), and individuals formerly in these positions.
The system does not apply to occasional visitors or short-term guests to who will issue temporary identification and credentials.
CATEGORIES OF RECORDS: Records relating to official travel including travel orders, per diem vouchers, transportation requests, itinerary, travel charge card, civilian employer, and supporting documentation. Necessary records for contractor to perform their duties under a contract at this facility. Records include name, address, Social Security Number, date of birth, employment information, telephone numbers, information needed for identification verification, charge card receipts, rank/grade, and any other related information.
ROUTINE USES: To disclose information to agency responsible for in/out processing of individuals in preparation for recall notices and network access. Information may be disclosed to individual’s employers to verify Military duty. To disclose information to the bank contractor providing issuance of government travel credit cards. To apply for employment, school quotas, and temporary duty travel (TDY).
DISCLOSURE IS VOLUNTARY: Disclosing this information is voluntary; however, not providing the requested information may slow processing. Your Social Security Number may be requested to identify your records because other people may have the same name or birth date.

	LAST NAME:
	FIRST NAME:
	RANK:
	DATE OF BIRTH:

	LAST 4 OF SSN:
	UNIT:
	ADDRESS:
	CITY, STATE, ZIP CODE:

	CELL PHONE:
	HOME PHONE:
	MARITAL STATUS:
MARRIED   SINGLE   DIVORCED
	PROJECTED DEPLOYMENT DATES:


	DEPLOYMENT LOCATION:
	EMAIL:
	SPOUSE NAME:
	SPOUSE CELL:






	Initials
	Briefing
	Detail

	
	TRICARE
	Ensure TRICARE briefings provide explanations aimed at those who will be utilizing the system for the first time, as well as any updates or changes for those already enrolled. TRICARE brings together the health care resources of the Military components and supplements them with networks of civilian healthcare professionals to provide access and services while maintaining the capability to support Military operations.

	
	TRICARE Dental Program (TDP)
	Ensure appropriate briefings on TDP, a voluntary dental insurance. While it offers comprehensive dental benefits, information should be provided on the differences between civilian dental providers and those who accept TDP.

	
	Operational Stress Control (OSC)
	Provide information on the OSC methodology to ensure the long-term understanding of how OSC affects Airmen and their families. OSC incorporates policies and programs to prevent, identify, and holistically treat mental injuries caused by combat operations or other experiences. The programs are designed for both Airmen and their families and serve to create resiliency.

	
	DEERS
	Provide appropriate information and coordinate access and enrollment into DEERS, a database of record for eligibility.

	
	CEI
	Provide appropriate information and coordinate access for entry of CEI into Airmen’s service-specific system. The DoD database of record is the source for employer outreach programs.

	
	National Guard Bureau Component Website
	Air National Guard: http://www.ang.af.mil/


	
	Employer Support of the Guard and Reserve (ESGR)
	Provide information on ESGR’s mission to gain and maintain support for the National Guard and Reserve Components by recognizing outstanding support; increasing awareness of sections 4301-4335 of Title 38, United States Code (U.S.C.) (also known and hereafter referred to as “The Uniformed Services Employment and Reemployment Rights Act of 1994, as amended” (USERRA) (Reference (j))); and resolving conflict through mediation. ESGR’s mediation services are available and may be requested via the ESGR Website at http://www.esgr.mil or by calling 1-800-336-4590 for additional assistance.

	
	Department of Labor (DOL)
	Provide DOL related information regarding USERRA benefits and requirements for Airmen to ensure their ability to return to their appropriate positions upon return from deployment.

	
	Chaplain Programs
	Provide information on available Chaplain’s programs.

	
	Youth Programs
	Provide information on youth programs and activities designed to involve children.

	
	Financial and Mortgage Counseling
	Provide financial and mortgage counseling information on credit counseling and home mortgage counseling programs to prevent or forestall mortgage foreclosure according to section 2202 of Public Law 110-289 (Reference (k)). Financial and mortgage counseling should provide information on actions to be taken to prevent or forestall mortgage foreclosures including, but not limited to, credit counseling, home mortgage counseling, and provisions of sections 533 and 534 of title 50, U.S.C. (also known and hereafter referred to as “The Service Members Civil Relief Act,” (SCRA) (Reference(l))). All Airmen covered by this Instruction shall be advised on actions to forestall mortgage foreclosures in accordance with Reference (l).

	
	Savings Plan
	Provide information on savings plans to Airmen and their families in accordance with DoD 7000.14-R (Reference (m)).

	
	SCRA
	Provide written information on SCRA protections involving adverse civil actions (specifically including mortgage foreclosures) and other Military-related legal benefits contained in Reference (l).

	
	Small Business Administration (SBA)
	Provide information regarding SBA programs that maximize utilization of Federal, State, and local entrepreneurial resources and agencies, to include Reservist economic injury disaster loan and business counseling assistance. SBA works in concert with the DOL, transition assistance programs (TAPs), One Stop Work Force Investment Centers, local VA offices, VA Vocational Rehabilitation Employment Services offices, local or field committees of the National Committee for ESGR, DoD Procurement Technical Assistance Centers, State National Guard Adjutants General, State VA offices, and others.

	
	Legal Information
	Designated judge advocates and designated civilian attorneys shall provide information and coordination for general legal assistance regarding personal or civil matters to eligible persons regarding their legal rights and responsibilities. Those services may include, but are not limited to, power of attorney (POA), Family Care Plans, housing and leasing, marriage, separation, divorce, adoptions, name changes, estate planning (wills and trusts), landlord-tenant laws, and immigration matters. Legal assistance to create documents needed during deployment shall be available to the greatest extent possible.

	
	VA
	Provide VA representation, briefings, consultations, and/or reference materials.

	
	American Red Cross
	Provide information and services to include their capabilities and limitations and how those capabilities may be useful during the upcoming deployment.

	
	Community Programs
	Provide information on local and regional community programs which may provide key sources of integrated information. Participation of these organizations should be encouraged to the maximum extent after being registered through the State National Guard or Reserve Component Family Programs offices.

	
	VA Vet Centers
	Provide representation, briefings, or information on services available at the Vet Centers.

	
	Marriage Enrichment
	Provide information on marriage enrichment programs that enable married couples to strengthen relationships, enhance personal growth, and increase family wellness during all deployment phases. These programs may be through Service-related programs such as a Chaplain’s retreat or through various religious or community-based programs. This information given at this period of deployment as well as post-deployment will enable the spouse to research, gain guidance and feedback, and create a way forward that is best suited to their situation.

	
	Effective Communication Skills
	Provide information on effective communication skills and enabling methods that may be used during unexpected events or deployment in order to maintain positive connections with spouse, family, friends, and community. Effective communication skills encompass listening, nonverbal communication, effective feedback and respect, and will provide positive tactics for avoiding or effectively confronting adverse situations.

	
	SAPR
	Provide SAPR information and resources in compliance with DoDD 6495.01 (Reference 9o0). The DoD has implemented a comprehensive policy that reinforces a culture of SAPR services that ensure the safety, dignity, and well-being of all Airmen. Response services are available for victims of sexual assault around the clock. More information on victim support and contact numbers is available on the DoD website at http://www.myduty.mil or by calling MOS at 1-800-342-9647 and the National Sexual Assault Hotline at 1-800-656-HOPE (Extension 4673).

	
	Suicide Prevention and Alcohol and Drug Abuse
	Provide suicide prevention and alcohol and drug abuse counseling information. Agencies such as MOS enable assistance in utilizing counseling hotlines or outreach during times of crisis. The hours of operation are 0800-1700, or 24-hour access is available at: http://www.MilitaryOneSource.com. 
The phone numbers are:
(a) Stateside: 1-800-342-9647
(b) Overseas: 00-800-3429-6477
(c) Overseas Collect: 1-484-530-5908

	
	Single Service Member Programs
	Provide information on programs tailored to unmarried Airmen.

	
	Family Team-Building Programs
	Provide information on family team-building programs and spouses organizations. Each Branch of Service has appropriate family programs and spouse organizations which should be promoted to create unity, resiliency, and support networks among the spouses.

	
	American Red Cross
	Provide information on available services that may be useful after deployment.
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