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Multi-service Facilities Planner
A variety of elements to be considered by Event Planners and Managers when selecting a venue for a Yellow Ribbon Reintegration Program event, as well as tasks to be completed and by whom.[footnoteRef:1] [1:  Adapted from the AFR Yellow Ribbon Reintegration Program Handbook; Last Updated March 2013] 

	
	ACTION
	CRITERIA
	RESPONSIBILITY

	☐	Determine attendees
	Number by Event Type (Pre, During, Post 30, 60, 90 Deployment)
Number by category
· Service Members
· Spouses
· Children by age
· Sorted by Component
Designated Individuals
	 Event Manager

	☐	Determine facility size and number of breakout rooms
	Total number of guest rooms available
Total number of adult attendees
Total number of children by age
Ensure there is a large enough space for the General Session
Breakout sessions should be sized so that they facilitate small group activities; using banquet seating (round tables) creates a more interactive setting than classroom seating and allows more people per room
Conference/breakout rooms should be free of pillars when possible
Standard breakouts are 50 minutes 
Forum breakouts (greater facilitation) are 60 minutes long and are typically scheduled for the second day (Sunday)
Ensure break times are adequate to allow time with resource providers
Mid-morning break on last day (Sunday) is longer to enable checkout; determined by number of attendees
	Event Manager
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	ACTION
	CRITERIA
	RESPONSIBILITY

	☐	Determine meal plans and numbers
	Typical Plans (varies by Component):
Saturday: breakfast, lunch and dinner
Order breakfasts and lunch at 100% of total attendee numbers
[bookmark: _GoBack]Order Saturday dinner at 75% of total attendee numbers since many will choose to venture outside the facility; this eliminates waste and cuts cost
Sunday: breakfast
Light refreshments/coffee service where applicable: Friday PM, Saturday AM and PM, Sunday AM
	Event Manager

	☐	Determine Audio/Visual needs
	Does facility have in-house audio/visual?
Are there other local resources available?
	Event Manager

	☐	Determine parking or transportation needs
	Does the facility have adequate parking? Free or at what cost?
Does facility have an available airport shuttle or is a commercial shuttle need to be contacted?
	Event Manager

	☐	Determine additional support items needed
	Does the facility have a copy center or is there a copy machine available and dedicated for staff use?
	Event Manager 
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