__________________ Change of Command

Initial Contact:______

Date/Time of Ceremony:


Location of Ceremony:

Project Officer:


Phone:


fax:

Beeper:

	CCP
	PO
	Task Item
	Remarks

	
	
	Supporting Events (Pre,Dinner)
	

	
	
	Reception (Rec Line)
	Coord w/ Club

	
	
	Invitations (Inserts?)


	

	
	
	    Handling RSVPs
	Call back date:               List to Vst Cntrl(fax:6-5094):

	
	
	    Seating
	CCP Smart cards to seat    

Seating Labels      

	
	
	Attending DVs/Family


	

	
	
	     Itineraries/Escorts


	

	
	
	     Billeting
	

	
	
	      Transportation
	

	
	
	     Welcome Letters
	

	
	
	     Greet/Farewell (MilAir?)
	

	
	
	Ceremony Site Reserved
	Sprinklers? (

	
	
	Foul Weather plan
	

	
	
	Rehersals (Key Part?)


	1st                                            2nd                                             Full



	
	
	Medal/Citation /Flowers (Spouses)
	Proffer Board

Incoming             Outgoing    

	
	
	Photo(6-6359) /Video/Comm (6-4043)


	

	
	
	Honor Guard---Sideboys

(6-3654)
	

	
	
	Any Transportation Needs (6-3088)
	 

	
	
	Flags
	

	
	
	Funding of any Kind
	

	
	
	Script


	Review of Draft    



	
	
	      Introductions
	

	
	
	Music/Singer
	NatAnth:              AF:



	
	
	Arrange for Chaplain
	

	
	
	Program   (Bios)


	

	
	
	Marquee
	

	
	
	Arrange for Ushers and Escorts
	

	
	
	Parking Plan/Signs
	


