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A guide of the tasks and responsibilities to be addressed at YRRP events.[footnoteRef:2] [2:  Adapted from USAR 63rd RSC; Last Updated March 2013] 

	Pre-Event
	Notes

	☐	Hotel Layout Sheet
	

	☐	Agenda
	

	☐	· Instructors
	

	☐	· Classrooms
	

	☐	Staff Schedule
	

	☐	Shipping
	

	☐	Packing
	

	During Event
	

	☐	Admin Keys Sign Out
	

	☐	After Hours Check-In Procedures
	

	☐	Attendee Name Tag Roster
	

	☐	Attendee Name Tags
	

	☐	Attendee Welcome Letter
	

	☐	Banners
	

	☐	Certificate List
	

	☐	Certificates
	

	☐	Child/Youth Space
	

	☐	Collect Evaluations
	

	☐	Collect Historical Documents
	

	☐	Emergency Procedures
	

	☐	Evaluations
	

	☐	Hotel Map
	

	☐	Overnight Procedures
	

	☐	Request for Additional Rooms
	

	☐	Set up Administration Office
	

	☐	Signs
	

	☐	Staff Name Tag Roster
	

	☐	Staff Name Tags
	

	☐	Staff Notes
	

	☐	Concierge Flyer
	

	☐	Emergency Vehicles
	

	Post Event
	Notes

	☐	Pack Supplies
	

	☐	Inventory Supplies
	

	☐	Transcribe Evaluations
	

	
	Ship Supplies
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