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USCGR EVENT OPENING REMARKS CHECKLIST	
These topics are addressed by the event facilitator/emcee prior to the VIP speaker offering remarks.[footnoteRef:1] [1:  Adapted from USCGR (CG – 131); Last Updated July 2015] 


	☐
	Give A Warm Welcome and Introduce Yourself 

	☐	Welcome and Discuss Any Other Service Attendees

	☐	Discuss Any Travel Issues, Hotel Issues, or Special Needs Issues

	☐
	Discuss the Location of Emergency Exits

	☐
	Discuss the Location of Bathrooms

	☐
	Outline the Full Schedule 

	☐
	Notify of Timelines and Breaks

	☐
	Notify of Scanning and Attendance 

	☐
	Inform that They May Text Questions and Give Phone Number

	☐
	Inform of Comment/Question Box and the Location of Box

	☐
	Notify Parents to Pick Up Children BEFORE Lunch

	☐
	Discuss Cell Phones and Cell Phone Courtesy 

	☐
	Provide Wi-Fi Information

	☐
	Discuss CDs (If Applicable) 

	☐
	Discuss Surveys for Event 

	☐
	Discuss All Speakers and Provide Bios for Each 

	☐
	Inform that Surveys for Cadre Speakers Will Be Provided at Each Presentation

	☐
	Introduce Staff 

	☐
	Provide Time/Location for Panel Discussions

	☐
	Discuss Availabilities for Individual Appointments and Specify their Location

	☐
	Discuss Service Providers Space and Tables 

	☐
	Discuss Lunch Options – Reminder that Parents Pick Children Up BEFORE Lunch  

	☐
	Coast Guard Announcements – DA, Facebook, Other

	☐
	Define and Specify the Type of Event  

	☐
	Review Agenda 

	☐
	Remind Participants to “HAVE FUN!”

	☐
	Introduce Next Speaker
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