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WELCOME Letter
To welcome Service Members and families to an event.[footnoteRef:1] [1:  Adapted from AFR South Region; Last Updated March 2013
] 

[City, State]
[Day Month Year] 
Hotel, Travel, and Orders Information
Welcome to the [location] yellow ribbon Reintegration Program event!
A detailed agenda will be provided upon your check-in at the Yellow Ribbon Reintegration Program Event. Please use the following information to plan your arrival and departure.
Travel Dates for Yellow Ribbon Reintegration Program Event
Arrival Date: [day month year]
Return and Travel Date: [day month year]
Report Time
Registration for the Event will be [insert weekday, day month year] from [insert time] to [insert time].
	
	
	

	Core YRRP Staff: 
	[time]
	[day month year]

	Communications Staff:
	[time]
	[day month year]

	Security Staff: 
	[time]
	[day month year]

	Attendees:
	[time]
	[day month year]

	Leadership:
	[time]
	[day month year]

	Support Staff:
	[time]
	[day month year]



The event will end on [weekday, day month year] at [time]. At this time, your YRRP Rep will sign your orders. Please schedule your departure from the event after [time]. If this is not possible, please contact your YRRP Rep.
If any guests or children have special needs, please notify us as soon as possible so we can make appropriate accommodations.
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Youth & Teen programs and childcare (free):
ACCENT is our licensed childcare provider for children 12 years and under. Project YES will be onsite to assist in organized Youth Activities for ages 13 – 17 years old. In addition, if your child or teen is attending the event on Invitational Travel Authorization (ITA), registration for Accent or Project YES is necessary. Please contact your YRRP Rep with questions pertaining to Accent or Project YES activities. Both services are provided FREE of charge and include meals.
You can register here: [registration link]
Accountability
An accountability system will be in place for the duration of the event. Please remember you and your family members are on official Orders or Invitational Travel Authorizations, and will be expected to attend all sessions. We know that emergencies happen and if you or your family has an emergency, please let your Yellow Ribbon Reintegration Program Rep know for accountability and/or assistance.
Hotel information
[Hotel Name]
[Hotel address]
[Hotel phone number]

Making Reservations
To make your reservations, call [phone number] and use the group name [group name] or the group code [group code]. Reservations can also be made online by clicking on the link below. All reservations must be made by [day month year].
[Reservations link]
*Please note: if guests book via the website, they must make all subsequent changes, cancellations, and modifications via the website. Our Center Reservations Office will not have access to complete these requests over the phone. In addition, if reservations are booked via phone, all subsequent changes, cancellations, and modifications must be made over the phone.
If you have difficulty making your hotel reservation at the government per diem rate, please contact your YRRP Rep immediately. Confirmed room rate is [dollar amount].
Attendees are responsible for making their own hotel reservations, to include cancellations or date changes. You must adhere to the hotel’s cancellation policy in order to avoid “no show” fees.


Parking Information
Self-parking cost is [dollar amount] in the hotel parking garage. This is based on a 24-hour period and includes in and out privileges. 
It is advisable that you call for a late checkout, if available, 
or pack prior to the Sunday activities.
Flight reservations and Transportation
Travel days are [days month year], unless your YRRP representative approves other dates. Service Members are authorized to stay additional days before or after with the YRRP Rep’s approval and the understanding that all costs will be the Service Member’s responsibility and are not reimbursable. Return flights are not to be scheduled earlier than 1400 hours [day month year].
Make reservations for Service Members and family through your Base Commercial Travel Office (CTO). Charge the Military Member’s ticket only to the Government Travel Card. When making reservations for your family, inform CTO that your family will be traveling on Invitational Travel Authorization (ITA).
Airport Information
[Airport name and code (e.g. BOS or LAX)]
Transportation Information
Taxi and Shuttle transportation is available and directed. Rental cars are NOT authorized for attendees or support staff flying to the event unless otherwise approved by your Wing YRRP Rep or the AFR Event Planner. There are several transportation alternatives from the [Airport name] to the hotel and vice versa. Taxi service from the airport is [dollar amount] one-way (per family of four). [Shuttle service name and information] offers transportation from the airport as well, for [insert dollar amount] per person (round trip) and [dollar amount] per person one-way.
Attire
[bookmark: _GoBack]Service Member and guest attire for the event is civilian clothing, “smart casual” per IAW AFI 36-2903, Para. 1.2.3. Uniforms are not required.
Yellow Ribbon Reintegration Program Support Staff, please contact your Yellow Ribbon Reintegration Program Rep for special dress instructions.
Cancellations
If you need to cancel your event registration for any reason, contact your YRRP Rep. As a reminder, it is your responsibility to cancel your hotel reservation to avoid “no show” fees. The hotel has a cancellation policy you must adhere to.

Provided Meals
All Attendees (Military and family members), Support Staff, and Command/Leadership will receive the following meals: 
	Date:
	Meals:
	Times:

	[Date] 
	[Meal/s]
	[Time/s]

	[Date]
	[Meal/s]
	[Time/s]

	[Date]
	[Meal/s]
	[Time/s]



All attendees are on partial per diem. Yellow Ribbon Reintegration Program staff members will claim meals accordingly. These meals must be claimed on their travel vouchers.
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