	TASK
	ACTION 
	REMARKS (O = OPR ACTION, P = CP ACTION)

	
	
	Standard
	Advisory
	



	DV VISIT & EVENT CHECKLIST

	VISIT OF: 

	DATE(S):

	PART I  -  PLANNING

	TASK
	ACTION 

	REMARKS (O = OPR ACTION, P = CP ACTION)

	
	
	Standard
	Advisory
	

	EXECUTION MINUS -60 DAYS OR IMMEDIATELY

	Arrival
	_______Time________________________________________________
_______COMAIR     MILAIR    Bus    POV       GOV (circle one)
_______Arrival Location________________________________________
_______A/C type/Flt number_____________________________
_______Customs and Immigration required   Yes    No 
_______Uniform on arrival______________________________________
_______How is luggage loaded?
              _____Pallet______Loose_______Containerized (Airbus)

	O
	
	O
	
	Important note:  Provide 21st Space Wing Protocol via 21 SW Form DV Notification Form all DV info if mil air/flight line arrival and departure.  

	Departure
	_______Time________________________________________________
_______ COMAIR     MILAIR    Bus    POV      GOV 
_______A/C type/Flt number____________________________________
_______Departure Location_____________________________________
_______Customs and Immigration required  Yes   No

	O
	
	O
	
	Provide 21st Space Wing Protocol via 21 SW Form DV Notification Form all DV info if MilAir/flight line arrival and departure


	Visitor(s) Info
Needed
	_______DV Notification Form-- Obtain DV Notification Form from the 
              Protocol office or the Protocol Website
_______Special needs e.g. Dietary, disabilities______________________
_______Food preferences______________________________________
_______Visit Purpose

	O
	
	O
	
	- AO obtains information

- Prefer email receipt of DV Notification Forms
-  Sometimes CP receives DV Notification Form prior to tasker going out, recommend AO check with CP prior to sending.

	International Visitors

Country
__________
	_______Self Invited?   Yes      No
_______Counterpart Visit:  SECDEF     CJCS     CSAF
_______Interpreter required?   Language __________________
_______Notify CX of foreign language requirements for briefings 
              and briefers.  Note: Determine if translation will be done
              concurrently ( translation as they speak) or consecutively
              (translated after someone speaks)  Add additional time for 
              consecutive translation.
_______Advise NORAD Political Advisor
_______Advise AFSPC/XP of foreign visit 
	O
	
	O
	
	AO obtains information

	Foreign disclosure
request
	International visitors only
 _______Receive visit request from Foreign Disclosure Office
             - USSPACECOM: 4-6608
             - AFSPC: 4-5063/6910
Note:  AO needs to ensure the visiting OPR requests the specific level of information that they desire to be briefed through Foreign Disclosure – not just their security clearance level
	O
	
	O
	
	

	Check calendars
	_______Ensure event(s) is on the host’s calendar
              CC, UD, ND, CV, CCM

	O
	
	O
	
	Office Calls, Briefings, lunch, etc

	Tasking letter
	_______Prepared by Protocol Scheduling Officer
_______Sent to OPR/Host by N-SP/DS or AFSPC/DS 
_______OPR assigns AO/PO
	
	P
	
	P
	

	Reserve Rooms for Meals 
	_______Peterson AFB Officers’ Club: Catering: 574-4103
              Ballroom (330) Ozone Room (100); Ish Lowe Room (10) 
              Reception Lounge (60) Palmer Room (18); Main Lounge (100)
_______Enlisted Club - Catering: 597-7875
_______Argon Dining Facility – 6-4180
	
	P
	
	P
	


	Update database and slides
	For Protocol Office only
_______Input individuals into group visit or individual visit as applicable
_______Update slides NLT COB every Mon (as a minimum)
	
	P
	
	P
	Applies to Protocol database and staff meeting slides

	LODGING NOTE: The Protocol Office works all lodging requirements for DV visits.  All lodging (on-base and off-base) is reserved through the 21 SW Lodging Office.  Please check with your visitor to determine if they have already made lodging reservations off base before submitting a request for lodging. 

	Lodging:
On Base
	_______Single vs. Group bill - advise On-base Lodging (If group,
              remove credit card blanks from lodging packets)
_______Room keys: AO hands out room keys.
_______VQ room Inspection and set up - AO to coordinate
_______Notify lodging of the name of AO picking up keys
_______Obtain non-availability statements when lodging is not
              available on base for visitors whose orders have “Peterson AFB” 
              (Do  not need if orders say “Colorado Springs”)
_______Lodging NCO enters lodging reservation number in database
	O
	P
	O
	P
	- OPR must determine DV lodging requirements.  DV rooms are requested through AFSPC Protocol (4-5236).  For the remaining members of a group, contact Lodging Reservations at 



	Lodging:
Off Base:
	Hotel Name:______________________________________________
_______Single vs. Group bill - advise Lodging office
_______*Provide names of guests needing rooms NLT 2 weeks
              before arrival
_______Obtain non-availability statements  when lodging is not   
              available on base for visitors on orders that have “Peterson 
               AFB” (Do not need if orders say “Colorado Springs)
_______Lodging NCO enters lodging reservation number into
              database
	
	P
	
	P
	*Names of guests are needed by local hotels 14 days prior to visit in order to maintain the reservation
- A credit card is needed to hold room for late check-in



	Reserve meeting/ conference room
	_______Hartinger Bldg  - AFSPC Presentation (4-3093) 
              - Auditorium (204)
              - Large Conference Rm (55)
              - Small Conference Rm (35)
_______Ent Bldg - NORAD/USSPACECOM Presentations (4-6951)
              - Large Conference Rm (52 ) 
              - Small Conference Rm (18)
_______Leadership Development Center – 6-1888
              - Large Conference Rm (75)
              - Small Conference Rm (22)
              -  VTC (12)
_______Peterson AFB Officers’ Club –  574-4103
              Ask for number the room with seat based on your 
              configuration for seating

_______Peterson AFB Auditorium—(


	 O
	
	O
	
	Take care to account for the number of attendees given the size of particular conference rooms.

	Tour Cheyenne Mountain Air Station
	_______Coordinate.  Presentations 2-2243

Note:  The requirements for ID for persons coming to Cheyenne Mountain:  ALL visitors ages 16 and up MUST have photo ID WITH signature.  Please ensure groups coming here are notified of both requirements - photo & signature, prior to visiting CMOC.


	O
	
	O
	
	

	Tour 50th Space Wing
	_______Coordinate.  50 SW Protocol 7-5048
	O
	
	O
	
	

	Tour Joint National Integration Center (JNIC)
	_______Coordinate.  JNIC Protocol 7-9202
	O
	
	O
	
	

	Tour Space Warfare Center (SWV)
	_______Coordinate.  SWC Protocol 7-8094


	O
	
	O
	
	


	Photos

	2-star and below:  Base Photo Lab, 6-4153
Note:  Base photographers do not have same clearances as the CINC photographers--be sure photographer either has the right clearances or have an escort with the right clearances for the photographer.
3-star and above:  AFSPC Photographer 4-9945/6032
_______Request support using AF Form 833
_______Provide photographer an Itinerary
_______Determine processing requirements 
_______Dress for photographer
_______Posed Stills of Farewell – preferred shot has Pike’s Peak in
              backdrop.  If setting sun precludes Pikes Peak shot, shot with
              Base Ops welcome sign is an alternative
	O
	
	O
	
	To determine need for photographic support ask the question, “For what will the photos be used?  Has a photographer been requested by the visitor (counterpart visits)?

	Tour USAFA
	_______Coordinate.  USAFA Protocol 333-3540

.
	O
	
	O
	
	Note:  Visiting official/group should request USAFA tours by directly contacting USAFA

	Funding
	_______ Executive Agent traveling with DV party?

_______Determine which funds will be used to pay for meals and/or gifts 
              - Appropriated Funds (APF): Light refreshment for 
              conference/meetings; 51% of attendees are not assign at 
              Peterson AFB               
              - *Special Morale and Welfare (mementos; welcome baskets)
_______- *Official representation funds: CINC/CC approval
_______Submit SSS for approval of funds ASAP
_______Identify person to pay and payment method______________
	O
	*P
	O
	*P
	- For sponsored visits, an “Executive Agent” is responsible for the expenses associated with the visit

 * For SM&W or ORF funding, SSS completed by protocol officer and approved by CC/CINC
 




	Social aspects of visit
*Decision info item
	_______Breakfast _______Hosted Breakfast   _______Golf
_______Lunch      _______Hosted Lunch
_______Dinner      ______ Hosted Dinner 
_______Quarters One Dinner
	
	P
	O
	
	Determine which events will be included in the visit

	Request Band support
*(Decision info item)
	_______Set up Location_______________________________
______  Set-up Time__________________________________
_______Performance time(s)___________________________
	
	P
	O
	
	

	Quarters One event
*(Decision info item)
	_______Use Quarters One Checklist –Protocol event only
	
	P
	
	
	- See Protocol to obtain this
Checklist 

	Determine dress for event
*(Decision info item)
	_______Determine uniform for event(s) 
_______Determine sister services equivalents and civilians
 ______ Outside event: Which cover? ____Flight Cap____Wheel Hat
	O
	
	O
	
	

	Golf/Golf Tourney


*(Decision info item)
	_______Obtain Golf Checklist from Protocol office
_______Contact Golf Course for reservation
              - Silver Spruce Golf Course (PAFB): 556-7414
              - Eisenhower Golf Club (USAFA): 333.2606
_______Check DV calendars and Protocol Ops Officer to insure no 
              conflicts
	O
	
	O
	
	- Highly recommend appoint a separate POC for planning and execution of this event 
- OPR should consult Protocol for advice.
- Consultation mandatory for CINC-involved golf events. Protocol shared drive: 

	Helicopter
Ops
	_______AF assets, AFSPC/ DOMH,  4-5121
_______Contact: G-3 Air Section, Ft Carson, 526-3635 or 9858
_______Submit memo requesting helicopter support 

	O
	
	O
	
	- Discuss with Squadron POC how flight will be conducted; 
especially Safety issues i.e. Approach to/from helo, hats, 
clothing, etc. A crewmember should conduct all safety 
briefings.

	Office calls
	_______Coordinate with secretary or executive officer
_______Ensure in database
_______Ensure protocol light refreshment set up
_______Set up with coffee/water and juice for mornings
_______Set up with coffee/water and soda for afternoons
_______Determine what the drink choice is for the visitor(s)
_______Determine funding
_______Determine # of attendees for set up
	O
	P
	O
	P
	- OPR schedules with appropriate secretary or XO. 
- Protocol  prepares office call set-up

	Honor guard
Cordon
	High Frontier Honor Guard: 6-8226
_______DV 2s and above. Ask if they desire. Advise Protocol 
              Note:  Requirement is for a 18-person cordon
	O
	
	O
	
	- OPR determines requirement  - CP assists with execution

	Review after action report
	_______Protocol brief AO on applicable findings.
	O
	P
	O
	P
	


	EXECUTION MINUS -45 DAYS

	Dietary Restrictions
	_______Provide dietary and/or cultural restrictions to caterer or dining 
              establishment
	
	P
	
	P
	Preferences for Tri-Command Staff may be obtained from Protocol Database

	Determine Bill Payment
	. _______Payment Plan:
              _____Pay as you go – collect prior to event (pro-rata sheet)
              _____Bagman – coord payment with dining facility
              _____Verify mode of payment, i.e. credit card, check, cash
              _____Determine cost per person
_______SM&W/ORF/O&M: determine status through Protocol Budget
	
	P
	
	P
	AO to coordinate bill payment if required

	Menu Approved By Host

*(Decision Info Item)
	________Provide 3 Menu Options
________Include Dessert and cost
________Include with wine options and costs
	
	P
	
	P
	

	Room Set Up for Meal(s)
	_______Facility to provide diagram of set-up
_______Room set-up confirmed with facility (including off base)
	
	P
	
	P
	

	Mementos
(At discretion of CINC/CC only)

*Decision info item
	_______Ask visitors their intentions. CINC determines memento. 
              (Ensure memento we give is of comparable value as memento
              we expect to receive).
_______Determine funding source. Submit SSS.
_______Determine where, when and by whom for exchange. Include
               in itinerary.
	
	P
	
	P
	CINC/CC mementos are decision of CINC/CC only (this includes coins)

	Band Request Letter
	Band Coordinator:  6-9917
_________Send (email) request letter for Band of the Rockies
	
	P
	
	P
	

	Inclement weather plan
* (decision info item)
	_______Develop plan for all outdoor activities in the itinerary in 
              case of inclement weather.
	O
	
	O
	
	

	Trans

*(Decision Info item)
	_______Submit Form 7. Be precise. (phone 6-4307, fax 6-4717)
                   Vehicles with Drivers:
                        CINC’s Sedan (3 passengers)(pax)
                        DV Van (7 pax) 
                        DV Surrey (13 pax – row seating, 13 pax – u-shaped 
                          seating, 
                       23 pax – u-shaped seating)
                       Coach/bus (49/45 pax)
                       Vans (12/15 pax)
                   UDI (You Drive It) Vehicles:
                        Sedan
                        Mini-van
                        Van (12/15 pax)
	
	P
	
	P
	- CP coordinates DV transportation.  OPR assists in determining trans requirements.
- Rent sedan for 4-star and above using IMPAC card

 - TDY Funded Rental cars arranged by visiting party
- Delivery of rental vehicles on base can be arranged by the Rental Agency located in Peterson AFB Community Center


	Rental Car
	______ Rent sedan for 4-star or 4-star equivalents 
	
	P
	
	P
	Vehicles reserved through base transportation 


	EXECUTION MINUS-30 DAYS

	21 SW
Protocol DV worksheet
	_______Email/Fax worksheet to 21 SW Protocol with all applicable
             information.  (Voice: 6-7159)
	
	P
	
	P
	Fax: 556-7605

	Escorts
	_______Develop an escort plans using Protocol Escort Guide.
_______Brief Project & Protocol Officer on intended escort plan.
	O
	
	O
	
	OPR provides escorts.  CP can assist with training/briefing.

	Staff preferences
	_______Obtain same titled report from the Protocol database to obtain 
              any dietary restrictions or preferences when determining the
              menu for events or refreshments for meetings
	
	P
	
	P
	CP has database with preferences recorded

	Emergency care plan
	_______Duty hours:  Flt Surgeon 6-1260  Dental 6-1334
_______After hours:  Flt Surgeon on call pager 327-4468  Dental at   
                                   USAFA Emergency Room 333-5000
	O
	
	O
	
	

	Greeter
	_______GO arriving MILAIR=GO greeter
_______GO arriving COMAIR= 0-6 greeter
	O
	
	O
	
	OPR provides command greeter

	Fareweller
	_______GO departing MILAIR=GO fareweller
_______GO departing COMAIR= 0-6 fareweller
	O
	
	O
	
	OPR provides command farewellers 

	Itinerary 

* (decision info item)
	_______AO builds/creates DV itinerary 
_______*Send draft itinerary ASAP through deputies first, then to director 
	O
	
	O
	
	- Itinerary development is the responsibility of the OPR.  

- Protocol officer will provide format and assist with the coordination through the protocol chief

* Itinerary skeleton is format needed to prepare decision book 

	Invitation list
	______List of invitees
______Addresses of invitees
______Obtain ”Protocol List” from protocol office, if desired, (This is the list
            of the directors, flag officers and flag officer equivalents from each of 
            the three commands—recommended but not obligated to invite any
            from the list.)
	
	P
	
	P
	- The list of invitees and addresses is usually the item that takes the longest to obtain—sooner is better

	Invitations prepared 
	_____Obtain sample invitation from protocol office
_____Draft Invitation for review by Protocol Chief (All invitations reviewed 
          by protocol chief if CINC/CC, ND, UD, CV are hosting)
	O
	P
	O
	P
	- Protocol office will provide AF 3 or 4-star stationery and command emblem stationery if appropriate.  



	Information Security 
	_______Coordinate through Foreign Disclosure Office for notification and 
              clearances of foreign visitors.    
              USSPACECOM 4-6068, AFSPC 4-5063/6910
	O
	
	O
	
	

	Bag drag
	_______Advise visitors bags need to be clearly marked.  Take
              baggage tags to mark bags clearly—1 of 2, 2 of 2, etc.
_______On base arrival - request from 21 SW Protocol (6-7159).

              Plane to curbside/lobby. (21 SW Protocol does not deliver
              bags to rooms) Provide lodging diagram to 21 SW Protocol and AO
              (as required).  Also provide 21 SW Protocol  with show time, drag
              time, and a NLT load time
_______Off-base - provide extra vehicle, if required.
_______AO oversees bag drag.
	O
	
	O
	
	OPR provides additional personnel to conduct bag drag as needed


	Physical Security
	_______SF Escorts as required. Coordinate thru OSI.
_______Gates notified. - vehicle type, lights on. Placard displayed.
_______Bldg SF guards notified.
_______DV badges worn.
_______DV bodyguards - weapon coordination. (SF desk – 6-4000)
_______Restricted/ Controlled Area access - coordinate.
	O
	
	O
	
	- This is strictly and OPR requirement.
- Protocol does not have the capability to store or process classified information or clearances.  

	Decision Information
  
* insure all asterisk items are included in decision info book
	_______Prepare Decision Book 3-ring ¾ binder with tabs for review as soon 
              as possible  before event.  Include the following tabs (if applicable):
              _____Sequence of Events
                        _____Dress for events
                        _____Transport of CINC/CC via LHS or other
              _____Attendees for various parts of the visit
                        _____Briefings
                        _____Meals
                        _____Tours
              _____Menu choices
                        _____Costs
                        _____Funding
              _____Entertainment song list for approval
              _____Seating 
                        _____Conference Room
                        _____Meals
              _____ Memento options/recommendations
              _____Spouse’s Program
	O
	
	O
	
	- Decision information is prepared by AO, reviewed/coord by the protocol officer and signed by OPR director.
- All decision books for CINC/CC are coord through DS/ND/UD/CV (as appropriate).

Final review of decision book by the protocol chief must occur prior to presentation to CINC/CC.



	Review responses from Decision Information
	_______Review with Protocol Chief/Deputy
_______Review with Project officer/Action officer
	O
	P
	O
	P
	


	EXECUTION MINUS-15 DAYS

	Complete Catering Worksheet
	_______Fill out catering worksheet for clubs (colors, table  
             decorations, estimated number of people, type and
             number of tables, menu, vegetarian requests, cost per
             person, room table layout)
_______Decide if coat check person is needed
	
	P
	
	P
	

	Clear path
	_______Requires CINC approval. Very disruptive of traffic.
	O
	
	O
	
	

	Movement plan
	_______Security gate to parking in front of Ent Bldg-(Protocol has 
              code)
_______Entrance into Ent Bldg-Protocol has code
_______Elevator use plan in Ent Bldg-Protocol has key to lock elevator
_______Elevator use plan in Hartinger Bldg- Get another person to help
                hold elevator
	O
	P
	O
	P
	OPR provides additional personnel to man other locations.

	Bomb sweep
	_______Required if vehicle will enter Cheyenne Mountain. 
              Arrange and confirm. 
              Phone  6-4600/7333
              Include info on Form 7 to Transportation.
_______Required on rentals for DV2s and above
	
	P
	
	P
	

	Welcome basket
*(decision info item)
	_______Protocol provides if indicated in database. (Obtain added 
              items from Quarters One, if applicable.) 
_______Determine funding source. 
_______Protocol officer delivers to room.
	
	P
	
	P
	- CINC/CC authorized only 

	Welcome plates
	_______Protocol updates database
_______Coordinate with enlisted aide(s) for pick up time
_______Delivered to lodging 
	
	P
	
	P
	Welcome plates are welcome gifts personally funded by the CINC/CC.

	Welcome cards/ letters
	_______Required for all CINC-hosted visits
_______Welcome or welcome back.
_______Provide visitor’s go by and official title, include in letter
_______Letter reviewed/coordinated with CX
_______Prepare final for signature
	
	P
	
	P
	Requires CX review and approval for CINC/CC welcome cards/letters.

	Marquees
	_______Request through 21 SW/PA for PAFB, 6-4696; They will 
              request e-mail to 21 Net POC)
_______Request through HQ AFSPC Presentations for Hartinger
              Bldg (4-3093)
_______Request through 21 SW/CCP for flight line (6-7159).  If you
              want anything specific, put on initial 21 SW/CCP DV
              notification worksheet 
	 O
	
	O
	
	- OPR responsible, CP will  assist.
- Marquees: 21 SW/PA, CMAS Presentations & Schriever Protocol arrange to display a welcome messages at their installations.  
- For PAFB, suggest reminding 21 SW/PA the day before the visit.

	Seating Charts

( Event Book Item
	_______Protocol Director/Deputy for review/approve
_______Project seating chart onto projection screen (if applicable)
              in conf rooms
_______For large social events, use room table diagrams to show
              where tables are located, along with YASA cards/boards
	O
	P
	O
	P
	- OPR prepares.  CP reviews for protocol input.
- When seating CINC/CV and ND, UD, CV, place them side-by-side at the top of the table with CC/CINC to the left

	Refreshments


	_______Catered by _______________________________________
              _____Set up time
              _____Set up location
_______Guidance:
              _____Keep portions bite size
              _____Make sure bagels are pre-sliced
              _____Add variety by adding yogurt and fruit bars (for
                        breakfast)
              _____Purchase fruit trays with fruit already sliced versus
                        whole
                        fruit; 
              _____Have liquid creamer on hand 
              _____Coffee 
              _____Do not forget Tea
	O
	P
	O
	P
	- OPR responsible for action. CP advise and assist. 
- Light refreshments:  May be paid for using appropriated funds.  Must meet the “51% rule, ” i.e., 51% of the attendees must be TDY personnel

	Reserve Flags  And Flag Stands
	_______If Canadian Flag is used, the Canadian National Anthem 
              should also be played/sung
_______Ceremonies hosted by NORAD offices should have both 
              American and Canadian flags present and both national 
              anthems should be performed
_______Make sure all flags are approximately the same size and on 
              the same size poles with the same spade on top
_______Flags and flag stands need to be in place at the ceremony 
              site 30 minutes prior to start of the ceremony –    
              
	
	P
	
	P
	- When lining up the flags, ensure all are standing straight; not leaning forward and backward.  
- May need to use a small piece of paper to “stabilize” the flags in the stand  

- Recommend assigning task to one person

	Book Plate
(For Book Memento)
*(Decision info Item)
	_______Read “To (individual) from “Name of CINC/CC” on behalf of 
              the men and women of (command) (date)”  
_______Request from graphics shop
	
	P
	
	P
	- Graphics prepares
- Protocol office has sample

	Cell Phones and Radios
	21 CS, 6-4252
_______Cell phones--AO needs one 
_______Radios [what type]
_______Radio Channel:____________________________________
	O
	
	O
	
	

	EXECUTION MINUS-7 DAYS

	N/SP/DS
AFSPC/DS visit Prebrief 
	_______Date of Prebrief:___________________________________
_______AO/PO confirms scheduled date
_______Coord for CP attendance
	0
	
	0
	
	- Typically scheduled and annotated on the initial tasking letter.  
- PO/AO responsible for confirming appointment and inviting Protocol officer

	Pre-Event Briefing To Host
	_______Host: ____________________________________________
_______Date of Briefing____________________________________ 
_______Location:_________________________________________
_______Briefer:__________________________________________
              _____Brief using PowerPoint /Tabletop slides as appropriate
                        _____Sequence of the event
                        _____Official party actions
	O
	
	O
	
	Large, high-level events are formerly briefed to the host and applicable staff

	Confirm Reservations
	_______Confirm reservations for dinner, lodging, transportation, etc.  

	
	P
	
	P
	

	Early/Late
Check In/Out
	_______Coordinate through Protocol lodging NCO.
	
	P
	
	P
	- Late checkout may incur an additional day of lodging expense

	Conference Room Set Up
	_______Name plates on the table; in the right order
_______Water set up (1 carafe for every two people at the table)
              _____Include:
                       Coasters
                       Glasses
                       Napkins
              _____Coffee/Tea set up
                        _____Carafe of coffee for every two people at the table
                        _____Coffee cup and saucer
                        _____Spoon 
                        _____Container with sugar, equal,  & sweet-n-low
                        _____Creamer or liquid as appropriate
________Refreshments set up:  
                In the room?______            Outside room_______
	O
	P
	O
	P
	- OPR responsible to coordinate and execute set-up.  CP can advise and assist. 
- If CC and CV hosting, they are seated at the head of the table
 side-by-side
- Presentations provides only water set up.  Coffee and refreshments are set up by the OPR and of Protocol as required

- LDC Set up: Discuss with LDC staff

	Conference Room Roll Call
	_______Check conference room set up
_______On the table:  Coffee? _________Water_________
_______Name plates on the table; in the right order
_______Attendee roll call (who is suppose to be in attendance but has                         

              not arrived for the briefing)
_______Have list of attendees’ phone numbers for quick calls to their 
              offices
	O
	P
	O
	P
	- AO is responsible for briefers and attendees to the conference room

	Flight Meals
(Box Lunches)
	_______Determine requirement.  Order from 21st SW/CP (6-7159).                    

 Notes:  Visitors need to pay on arrival. $2.65 if on official orders, $3.00 if not on official orders. Provide 48 hrs. advance notice for large groups.  Cash or check to:  DSSN 5257, DAO/DE Peterson AFB
	O
	P
	O
	P
	- OPR responsible for action. CP advise and assist.
- Put on initial 21 SW/CCP DV Notification worksheet.
 


	Ground Meals
(Meals to go)
	______Number of meals required
______Any dietary restrictions?_______________________________
______Place order for meals:  Argon Dining Facility – 6-4180
	
	P
	
	P
	- Determine requirement

	Personal Colors
	_______Request visitor brings own colors, if applicable. 

Note:  CP does not have the personal colors of specific officers—Service Secretaries, Service Chiefs, CJSC, have specific personal colors.  Need to ask to bring with them if needed.
	O
	
	O
	
	- Limited number of flags available from CP
 

	Reserved Parking Signs
	_______Ent & Hartinger Bldgs:  Protocol slots reserve through
              Protocol office. 
_______Other parking arranged through bldg managers for the
              respective bldg. (Hart bldg 4-3145, Ent 4-5555)
_______LDC:  Reserved through LDC staff (6-1876/1888)
	O
	P
	O
	P
	- OPR identifies requirements. CP assigns DV parking and places parking signs for protocol slots and Bldg 1 (4-5236) and Bldg 1470. (4-3278)
- OPR coords for additional stanchions as needed.

	EXECUTION MINUS-3 DAYS

	Spanish House
(3-4 Star Visitors)
	_______Assign Greeter____________________________________
              _____Keys in hand—One key for each person 
              _____Lights on
              _____Fireplace on (if weather is appropriate)
	
	P
	
	P
	Chief of Protocol approves all use of the Spanish House.

	STU III
	_______Coordinate thru 21 SW CS, 6-9188
	O
	
	O
	
	Spanish House and Ponderosa Suite and have STU IIIs

	Vehicle Placard/
Windshield Placard
	_______Match service and rank_____________________________
_______Request through Trans via Form 7 or Protocol office
	O
	P
	O
	P
	- OPR identifies requirements. 
- CP provides/coordinates placards and placement.

	Base Entry
	______ Fax/E-mail request to Visitor Center , 6-6406, Fax 6-6659)
             E-mail:  21SFS/VC@Peterson.af.mil
 ______Include DV pass in invitation if applicable.  Is often included
             on reverse side of directions or a map.
	O
	
	O
	
	Sample letter available from Protocol

	Meals
	_______Room ready 30 minutes before start time of event
               _____Prepare Room Table Diagram, if required
               _____You Are Seated At (YASA) cards/board in place
               _____Prepare Menu cards, as required
               _____Prepare Place cards as required
_______Confirm dietary restrictions
_______AO to coordinate bill payment if required. Don’t let DV be 
              confronted with a bill.
_______*Ops Check nametag kit, as applicable
_______YASA card/Nametag Distribution
              _____Divide YASA cards and nametags among two or 
                        three tables (A-I, M-Z, etc.)
              _____Space table to avoid bottleneck during check-in
              _____Make appropriately-sized signs (A-L, M-Z, etc.) for
                        the tables
              _____May need to have a person at the first table to direct 
                        others if alphabet is divided among tables
              _____Have at least one person at each table to assist 
                        giving out YASA cards and nametags
	
	P
	
	P
	- Table diagram DOES NOT have names at tables—just the arrangement of the tables in the room; Use YASA cards to let guests know at which table they are seated 
* Nametag kit is a laptop and portable printer that has the templates of your nametags, and place cards.  Gives you the ability to correct names tags on the spot

	Team Meeting

	_______Determine where and when you need help with your visit
_______Confirm availability of others and works out conflicts
              _____Coordinate all actions prior to meeting
_______Schedule meeting with entire staff – mandatory for at least
              Team chief (two days before event)
              ______________Date
              ______________Time
              ______________Location
	
	P
	
	P
	- Protocol Office task
- OPR attends when possible
- Check with deputies to determine if visit requires a meeting

	Building Entry Badges 
	- AFSPC Building Security Manager, Mr. Carl Johns 4-2684

For escorted entry
_______ Obtain red badge from AFSPC security manager or yellow DV 
               badge from protocol office—With either badge, visitor(s) are 
               escorted at all times
For unescorted entry (for both buildings)
_______GOs in uniform are not required to wear a badge, but will be 
              asked  to show ID
_______GOs not in uniform will be asked to wear a “V” or “T” badge.    
_______All others – send security paperwork through building security
              manager
_______Recover post-visit and return to appropriate office. 
	O
	
	O
	
	- OPR identifies requirements 
- Badges  (V, T, and red ) obtained from  AFSPC security manager



	Classified
Storage
	_______Determine requirement. Coordinate as required.
_______POC: ___________________________________________
_______Telephone number:________________________________
_______Location _________________________________________
	O
	
	O
	
	OPR responsible for handling/processing all classified materials.

	Staff Show Time
(Socials)
	_______Send notice to staff to arrive 10 minutes early if guest of 
              honor is not a staff member
	
	P
	
	P
	

	Cross Check Paper Products
	_______Have a deputy or another team (someone other than your team
              member) cross check the following:
              _____Place cards
              _____Name tags
              _____Menu cards
              _____YASA cards
              _____Seating charts
	
	P
	
	P
	


	EXECUTION MINUS -2 DAY

	Event Book For Command Section

(CC/CINC, ND, UD, CV, CCC)
	_______Hard copies to aide/exec/and secretary of each office 48 hours 
              before event.  
_______Hard copy to protocol chief and both deputies  
_______Send electronic version to: N-SP/DS and AFSPC/DS.
              Include the following applicable tabs:
               _____Copy of the Invitation
               _____Attendees/Invitees/Bios
               _____Sequence of Events/Itinerary
               _____Breakfast, lunch, and/or dinner attendees
               _____Menu
               _____Table seating
               _____Conference Room seating, attendees, etc
               _____CC Remarks/Toasts (Have CX include the statement 
                         “Please charge your glasses” if wine will NOT be
                         pre poured at the tables
               _____Entertainment
               _____Memento/Presentation
	O
	P
	O
	P
	Delivered to Command section first duty hour, two duty days before the event

- For CINC/CC & all three-stars, if participating in event and command chief (ND, UD, CV, CCM)

- 3-ring ¾ binder with tabs; signed OPR director or deputy


	EXECUTION MINUS -1 DAY

	Coat Check
	_______Borrow coat rack from Base Exchange (Clothing
              department manager (596-7270)
              _____Hangers
              _____Coat check tags
              _____If using club, decide if coat check person is needed
	O
	
	O
	
	

	Itinerary

Distribution
	_______Soft copy of final itinerary forwarded to tri-command directors
_______Visit on Peterson AFB Include 21 SPTG/SVS/CC and 21SW/CCP
              in your distribution
	O
	
	O
	
	

	After-Hours
POC
	_______Name and phone number(s) of person to contact after duty
              hours to answer questions or concerns about the visit/event
_______Annotate “After-Hours POC” with an asterisk and comment 
              after on itinerary cover beneath the List of POCs
	O
	
	O
	
	

	DV Brochure
	_______Protocol and AO produce copies for visitors
_______Distribute itinerary with welcome card/letter, bios, map, etc.
_______Color covers for visiting DVs only
_______Hand carry to local generals
_______Pass to visitors
	O
	P
	O
	P
	- OPR has overall responsibility.  CP assists and advises. 
- Items to include in DV brochures:
   -- For visitors:  
      --- Host bios
      --- Lodging Diagram
   -- For Internal Offices:  
      --- Visitor(s) bio
      --- Lodging Diagram

	Police Entrance to
Buildings

	               Advise of visitors to the building

_______Hartinger Building:  Advise Deputy Director of Staff, 4-5608

_______Ent Building
	O
	P
	O
	P
	Front entrance should be clean, free of leaves and that rugs are clean and straightened

	Airlift
	_______Confirm ETA._______________________________________
_______Notify all especially transportation
_______Confirm bag-drag.

	O
	
	O
	
	

	Event Cards (3X5) 
	Provided to host at start of event
_______Card 1: Sequence of events
_______Card 2
              _____Side 1: Head table seating diagram
              _____Side 2: Names of guests and titles
_______Card 3: Other GOs at other tables (if applicable)
_______Card 4: Entertainment
              _____Side 1: Band members’ names, go by and instrument
                                    Played
              _____Side 2: Song list with encores
_______Card 5: Memento (if applicable)
              _____What is it
              _____When to present it
	
	P
	
	P
	- Required:  3 Sets: Host, Protocol Chief, extra
- Protocol has a template for this item

	Base Support
	_______Parade Grounds: grass cut, leaves raked, area policed-
              21 SW/CEO—6-1430
_______Parking Lots - snow cleared, litter not present: 
              21 SW/CEO—6-1430
_______Entrance gates - open, presentable, welcome signs
_______Sprinklers - timing reset as required: 21 SW/CEOE, 6-4814
_______Bleachers clean and dry:  21 SW/CEO—6-1430
	O
	
	O
	
	

	U-Drive It
Vehicles
	_______Number of vehicles requested__________________________
_______Type of Vehicles: ___________________________________
              _________________________________________________
              _________________________________________________
_______Delivery Location:___________________________________
_______Time in Place:______________________________________
	
	P
	
	P
	

	Driver Coord
	_______Ensure you and driver use same routes and that driver is
             familiar with destinations 
             _____Provide itinerary
             _____Window placard(s)
             _____Review the route
             _____Map on hand
             _____Area familiarization
	
	P
	
	P
	

	EXECUTION DAY

	Entertainment
	_______Confirm performers will be on time, in location, program will be as 
              previously planned. 
	
	P
	
	P
	

	Photographer
	_______Confirm photographer present and has a copy of program.
	O
	
	O
	
	

	Honor guard
	_______Confirm ready.
_______In place time
	
	P
	
	P
	

	Flags
	_______Confirm ready
_______In-place NLT 30 minutes before start of event
	
	P
	
	P
	

	Leadership Development Center (LDC) Set-Up
	_______If CINC/CC attending 
              _____Coffee set up in office suite 
              _____Liquid creamer
              _____Greet CC at front entrance
_______Conference Room
              _____Seating chart on one screen, agenda on the other
              _____Guest of honor to host’s right
                        _____Guests alternately seated between the staff
              _____Seats for CCE, CX, CCA, CCM
	O
	P
	O
	P
	OPR responsible to coordinate and execute set-up.  CP advise and assist.

	Meals
	_______Confirm room ready 30 minutes before start time of event
               _____Room Table Diagram in place, if required
               _____YASA cards/board in place
               _____Table numbers on table
               _____Menu cards on table, as required
               _____Place cards on table
_______Confirm dietary restrictions have been honored.
_______Confirm service staff is ready.
_______Ensure host is aware of sequence of events - before and 
              after meal.
_______AO to collect gifts if required.
_______AO to coordinate bill payment if required. Don’t let DV be 
             confronted with a bill.
_______*Nametag Kit, as applicable
_______YASA card/Nametag Distribution
              _____Divide YASA cards and nametags among two or 
                        three tables (A-I, M-Z, etc.)
              _____Space table to avoid bottleneck during check-in
              _____Make appropriately-sized signs (A-L, M-Z, etc.) for
                        the tables
              _____May need to have a person at the first table to direct 
                        others if alphabet is divided among tables
              _____Have at least one person at each table to assist 
                        giving out  YASA cards and nametags
	O
	P
	O
	P
	- Table diagram DOES NOT have names; Use YASA cards to let guests know at which table they are seated 
-* Nametag kit is a laptop and portable printer that has the templates of your nametags, and place cards.  Gives you the ability to correct names tags on the spot

	Phones/Radios
	_______Do comm check.  Radios, phones, PA.
	O
	
	O
	
	

	Security
	_______Confirm SFs present as required.
_______Confirm vehicle checks completed.
_______Confirm base & bldg guards have been informed.
_______Confirm gate guards have list of visitors
	O
	
	O
	
	

	Ushers
	_______Confirm ready
	O
	
	O
	
	

	Take With You
	_______Itinerary Brochure [bring spares]
_______DV badges
_______Cell phone + phone numbers, including restaurants
_______Extra copy of security clearance
_______Phone numbers of local invited guests (in case they don’t show
              when supposed to)
_______Basket to collect name tags
_______Nametag kit 
_______Nametag chains
	O
	P
	O
	P
	

	Airlift
	_______Confirm ETA. 
_______Confirm bag-drag ready.
_______Confirm DV lounge presentable.
_______Confirm SF positioned if required.
	O
	
	O
	
	

	Trans
	_______Confirm driver has latest plan
_______Placards are present in the vehicle .
	
	P
	
	P
	

	Lodging
	_______Confirm AO coordinating keys
_______Welcome packages in place time_______________________
_______Welcome baskets in place time:  _______________________
_______Itinerary Brochures, as applicable.
	O
	P
	O
	P
	

	Escorts
	_______Confirm briefed and ready.
	O
	P
	O
	P
	

	PART 3 – POST VISIT

	Thank You Letters
	_______Draft; forward to 2-letter for review/ signature (as appropriate)
_______For CINC-Hosted events:  Provide CX with names for letters and
              information on any memento exchanges 
_______Submit for signature
	O
	
	O
	
	

	Photos
	_______Send out as required.
	O
	
	O
	
	

	Honor Guard
	_______Flags returned
	
	P
	
	P
	

	Comms
	_______Radios, cell-phones, STU III s returned.
	O
	
	O
	
	

	Visit Completion
	_______Complete, update database
              _____Number of visitors
              _____Number of local attendees
              _____Mementos given/received
_______Close out folder to include itinerary and event book
_______Submit receipts and budget worksheet to person with GPC card
              and to budget officer.
_______Complete After Action Report.  Forward to appropriate deputy and 
              Protocol Chief
_______Pick up reserved parking signs.
_______Return surplus mementos to Protocol Memento Custodian.
	
	P
	
	P
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