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Event brief Checklist
This checklist outlines the process and talking points for an event brief with onsite service providers and participating contributors to maximize the success of events.[footnoteRef:1] [1:  Adapted from USCGR (CG – 131); Last Updated July 2015	
] 


	☐	Invite All Service Providers and Event Participating Contributors to Attend a 15-20 Minute Onsite Event Brief Prior to Breakfast

	☐	Conduct Onsite Brief with Service Providers and Event Participating Contributors Prior to Breakfast

	☐	Invite All Service Providers and Event Participating Contributors to Attend Breakfast and Sit With Participants 

	☐	Brief Service Providers and Event Participating on the Units, Members, and Families Attending the Event

	☐	Work with Unit Leaders to Provide Background, Sensitivities, and Any Specific Focus for the Event 

	☐	Discuss Any Additional Topics Specific to the Event or the Service Providers and Event Participating Contributors

	☐	Conclude Event Brief By Taking Questions and Reviewing Key Points
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