Host Checklist

Please fill out the information below to the best of your ability.  You may email or print the checklist and send it via fax or US Mail. 

1.
Conference Name:  
2.
Conference Start Date:       
3.
Conference End Date:       
4.
Conference Location:       
5.
Primary POC: 

Rank:       
Name:
     
Squadron:       
Duty Phone:       
Fax:       
Email:       
6.
Alternate POC:

Rank:       
Name:       
Squadron:       
Duty Phone:       
Fax:       
Email:       
7.
Names of general officer's who will be in attendance:


     
8.
How many officers (O-6 and below) will be in attendance?       
9.
How many enlisted members will be in attendance?       
10.
How many attendees will be supervisors of reservists?       
11.
How many total attendees are you expecting?         A minimum of 75 non-briefer attendees is required for ARPC to support with a briefer(s). 

12. Is AF/RE Invited?     
13. Is AF/RE Attending?     
14. Are IMAs from other commands attending?     

Insert commands here:       
15. Are there any other conferences being held in your area that you could combine with?
   
16. Do you plan to have an officer/enlisted breakout session?     
17. Check the topics you would like briefed:

	 FORMCHECKBOX 
 ARPC Mission Brief (30 minutes)
	 FORMCHECKBOX 
 Medical Issues (20 minutes)

	 FORMCHECKBOX 
 ARPC Website (5 minutes)
	 FORMCHECKBOX 
 Mobilization (15 minutes)

	 FORMCHECKBOX 
 Career Opportunities (30 minutes)
	 FORMCHECKBOX 
 Officer Evaluations, Promotions, and PME(60 minutes)

	 FORMCHECKBOX 
 Educational Programs (15 minutes)
	 FORMCHECKBOX 
 Participation (20 minutes)

	 FORMCHECKBOX 
 Enlisted Evaluations, Promotions, PME, and Specialty, Incentives Training (45 minutes)
	 FORMCHECKBOX 
 Retirements (30 minutes)

	 FORMCHECKBOX 
 Entitlements, USERRA and SCRA (45 minutes)
	 FORMCHECKBOX 
 Pay Issues (ARPC will make request for AFRC for brief) (30 minutes)

	 FORMCHECKBOX 
 Hot Topics (10 minutes


	


18. Will the BIMAA or Program Manager be providing briefings on any of the above listed topics?       If yes, which ones?       
19. What briefing format will be used?

 FORMCHECKBOX 
 PowerPoint 4.0 

 FORMCHECKBOX 
 PowerPoint 7.0

20. Can you accommodate briefings provided on a CD-ROM?     
21. Please provide us with your audiovisual POC so that we my send the briefings in advance.  Provide Rank, Name, DSN, and email address.


     
22. Additional Information, you think we need:        

23. Agenda:  A copy of the agenda (draft is fine) is required one month prior to the conference start date (this helps us determine the times for the flights there and back for our briefers).

24. Event Support has limited TDY funds and will give priority consideration to organizations that are able to fund travel and perdiem for one of our two briefers normally sent to support the conference.

27. ARPC requires at least 4 hours on the agenda to justify the cost of sending out briefer(s).

28. Maps and/or directions to the conference site are required NLT 5 working days prior to the conference start date.

29. Pay Issues:  If you would like to have any pay issues (including travel pay, billeting, uniforms, etc.) briefed, contact Financial Services at DSN 497-1429 or the Reserve Pay Office at DSN 926-6727.  ARPC does not brief these issues.

30. Conference Fee:  We request that you do not charge ARPC briefers’ a conference fee.

31. ARPC Point of Contact:  If you have any questions regarding support for your event, we can be reached at:

HQ ARPC/CCR  

6760 E IRVINGTON PL #1000
DENVER CO 80280-1000 
Voice DSN:  926-6314
Voice Commercial:  303-676-6314, 800-525-0102, x71202
Fax DSN:  926-
8188
Fax Commercial:  303-676-8188
Email:  ARPC.EventSupport@ARPC.DENVER.AF.MIL

