Installation Presentation Planning Check List


Vitals

	Dates of visit: 
	Installation name: 

	Military OneSource POC and contact information


Timing Check-list

	Timing
	Activity
	Status
	Notes

	6 weeks out
	Schedule visit and identify key personnel to attend
	
	

	6 weeks out
	Contact Mr. Bob Bransford (617-270-8468 or 781-756-0173) at Military OneSource and request briefing/visit. Provide with details and goals of visit.
	
	

	3 weeks out
	Follow-up with Mr. Bransford to provide any changes, issues etc. 
	
	

	2 weeks out 
	Receive marketing materials
	
	

	1 week out
	Call Military OneSource contact (Mr. Bransford or his alternate) to discuss visit
	
	· Review goals of visit

· Discuss scheduling and agenda
· Have materials arrived

· Document who has materials and where they are

· Coordinate audio visual equipment


Sample locations and agenda 
	Name/Organization
	Status
	Name/Organization
	Status

	Garrison GC
	
	Garrison CSM
	

	Tactical Command officer 
	
	Tactical Command CSM
	

	ACS staff
	
	TriCare
	

	MEDDAC/social work services
	
	Chaplin
	

	PAO
	
	Town Hall Mgt
	

	FRG leaders/senior spouses
	
	Senior NCOs
	

	Company commanders
	
	Installation volunteer coordinator
	

	Child care center/s
	
	BOSS program manager
	

	Military police
	
	Youth Centers
	

	Legal
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Meeting Schedule

Please allow 15 minutes between each meeting for travel and note taking

	Day
	Time
	Organization
	POC 
	Phone
	Location

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Contact details to provide to Military OneSource team 

	Name of key personnel
	Work phone
	Mobile phone
	Email

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


