Dining-In Planning Checklist








EVENT TITLE_____________________________		EVENT DATE___________








1.  Approximately six weeks prior to the event:





	a.  Determine the event location.						_____





	b.  Reserve event location.							_____





	c.  Determine event time.							_____





	d.  Determine guest speaker; check for availability.				_____


     	If available, submit draft invitation to invite guest speaker.			_____


     	Get it on his/her calendar.							_____





	e.  Request biography and photograph of speaker.				_____





	f.  Coordinate billeting, transportation, airport pickup,


	as required, for guest speaker.							_____





	g.  Develop visit itinerary, if desired by speaker.					_____





	h.  Request speaker memento from Protocol.					_____





	i.  Develop a Distinguished Visitor guest list and RSVP sheet .			_____





	j.  Develop draft invitation.							_____





	k.  Develop working budget.							_____





	l.  Select menu.									_____





	m.  Develop room setup with head table placement/seating.			_____





	n.  Develop draft program to include sequence of events.			_____





	o.  Develop draft script.								_____





	p.  Develop suggested comments for President, if required.			_____





	q.  Submit speaker's photo to base graphics for enlargement of photograph for 	placement in club lobby, if desired.						_____





2. Approximately five weeks prior to the event:





 	Schedule the following:


	a.  Photographer.								_____


	b.  Color guard and crossed sword entry, if desired.				_____





	c.  Communications/audio-visual support, as required.				_____





	d.  Reserve flag set ups.							_____





	e.  Determine cost of event to members.					_____





	f.   Determine gift presentation, if required.					_____





	g.  Coordinate suitable centerpiece for the head table.				_____


		


	h.  Send approved invitation to printers.						_____





3.  Approximately four weeks prior to the event:





	a.  Mail out invitations.								_____





	b.  Identify prospective Escort Officers.						_____





	c.  Submit marquee request to Public Affairs, if desired.				_____





	d.  Submit newspaper request to Public Affairs, if desired.			_____





	e.  Submit base bulletin request to PDO, if desired.				_____





	f.   Sign party sheet contract.							_____





	g.  Distribute pro-rata sheets.							_____





	h.  Schedule Chaplain to deliver invocation.					_____





4.  Approximately three weeks prior to the event:


	


	a.  Reconfirm guest speaker.							_____





	b.  Prepare draft programs.							_____





	c.  Obtains mess accouterments such as gavel,


	dinner chimes and "grog bowl".							_____





5.  Approximately one week prior to the event:





	a.  Send approved program to printers


	(one per person plus 10%).							_____





	b.  Develop head table seating plan.						_____





	c.  Assign Escort Officers to guests.						_____


	d.  Develop name tags and/or place cards.					_____





	e.  Give final numbers of attendees to caterer.					_____





	f.   Organize seating chart/YASA cards.						_____





	g.  Receive RSVP's.  Set up billeting as required.				_____





	h.  Develop a Distinguished Visitor parking plan.


	Coordinate with Law Enforcement, as required.					_____





	i.  Order flower arrangements, if required.					_____





	j.  Arrange coat check at location, if required.					_____





	k.  Pickup gift, if required.							_____





	l.  Purchase cigars, if desired.							_____





6.  Event Day





	a.  Notify Law Enforcement Desk of guests entering base.


	Remind them to be especially sharp and courteous.				_____





 	b.  Lobby preparations.





		1.  Reservation table setup and manned.				_____





		2.  YASA/Seating board setup.						_____





		3.  Coat check personnel in place.					_____





		4.  Pass out name tags, if required.					_____





		5.  Cash box with change available, if required.				_____





	c.  Pick-up flowers and decorations.						_____





	d.  Room Preparation.





		1.  Check table arrangements, setup, cleanliness,


		and seating space.  Remove extra seats from the tables.		_____





		2.  Checkout and ensure the following are at the podium:


			a.  Script							_____





			b.  Memento, if required.  Ensure host


			is aware of memento's location.					_____


	


			c.  Light works; extra bulbs


			or secondary light available.					_____





			d.  Sound level of microphone is adequate.			_____





			e.  Water glasses full.						_____





			f.   No tripping hazards.						_____





			g.  Smart cards in place.					_____





	3.  Ensure flags are in place and in order, as required.				_____





	4.  Appropriate table linen and napkins in place.					_____





	5.  Centerpieces in place.							_____





	6.  Set tables.									_____





	7.  Set out place cards and programs.						_____





7.  One hour prior to the event:





	a.  Wine and water glasses full.


	


	b.  Turn off ice machines, overhead PA systems,


	phones, and other noise makers.						_____





	c.  Comfortable room temperature.						_____





	d.  Check the order of slides if slide presentation is used.


	Ensure replacement bulbs or backup system is in place.				_____





	e.  Host SMART cards in place.							_____





	f.   Ensure food servers are dressed appropriately.				_____





8.  Conduct the event.





9.  Post-Event Items.





	a.  Remove accouterments from mess.						_____





	b.  Prepare "Thank You" letters for signature.					_____





	c.  Lessons learned/ "Hot Wash".						_____





	d.  Forward photographs and "Thank You" letter to speaker.			_____
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