
 

TT&E EVENT CHECKLIST 

 
Event Title: _____________________ Primary Event POC: _________________ 
 

Event Date: _____________________ Alternate Event POC: ________________ 
 

No. Activity/Task Lead 

POC(s) 

Status/Remarks Completed 

(enter √ 

with date) 

or N/A 

Event Development and Planning 

1 Determ ine purpose, object ives, and 

concept  ( form at ) . 

   

2 Obtain m anagem ent  approval on 

concept  and schedule. 

   

3 Develop detailed schedule/ t imeline 

with m ilestones. 

   

4 Determ ine event  locat ion(s)  and 

reserve space, as appropr iate. 

   

5 Announce/ dist r ibute approved dates 

and locat ion(s)  to all personnel 

involved in effort . 

   

6 Draft  invitat ion/ event  announcem ent  

for part icipants and individuals 

involved in conduct  of event . 

 I nclude suspense date for  

at tendees’ nam es and required 

inform at ion (e.g., clearance 

status, Social Security num bers, 

and requirem ent  for 

t ransportat ion to the event  site) . 

 Provide direct ions/ m ap to 

t raining locat ion, if applicable. 

 Provide inform at ion on 

lodging/ billet ing and m eals, if 

applicable. 

 Provide any special security 

requirem ents or inst ruct ions, 

including nam e and fax num ber 

of security representat ive to 

whom  clearance inform at ion 

should be subm it ted, if 

necessary.  

   

 

 

1 

 



 

No. Activity/Task Lead 

POC(s) 

Status/Remarks Completed 

(enter √ 

with date) 

or N/A 

7 Obtain m anagem ent  approval of 

invitat ion/ event  announcem ent  and 

finalize announcem ent  at  least  1 

m onth before the event .  

   

8 Dist r ibute invitat ion/ event  

announcem ent  at  least  3 weeks 

before event .   

   

9 Develop docum entat ion/ m aterials 

required to support  event  in 

accordance with approved 

schedule:  

 Concept  & Object ives Paper 

 Event  Plan 

 Evaluat ion Plan 

 Agenda 

 Slides 

 Part icipant  Observat ion 

Form / Crit ique Form  

 Handouts/ Part icipant  Packets 

 Facilitator Books 

Add other docum ents/ m aterials as 

required based on nature of event . 

   

10 Coordinate with guest  speakers and 

presenters, if applicable. 

 Provide copy of approved 

agenda. 

 Advise them  of their allocated 

briefing/ presentat ion 

t im efram e. 

 Request  copies of their 

m aterials for inclusion in 

br iefing slides and part icipant  

packet  and indicate suspense 

date for these. 

 Request  list  of their equipm ent /  

supply requirements and 

indicate suspense date for  

these. 

 Provide lodging/ billet ing 

inform at ion, if applicable. 

 Provide direct ions/ m ap to 

t raining locat ion, if applicable. 

 Obtain speaker biography for 

int roduct ion at  the event .  
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No. Activity/Task Lead 

POC(s) 

Status/Remarks Completed 

(enter √ 

with date) 

or N/A 

11 Confirm  space and dates with 

t raining locat ion point  of contact  

(POC) .  

   

Administration 

12 Create at tendee list / roster. 

 Update list  as necessary. 

 Forward all updates to other 

applicable POCs for 

adm inist rat ion, event  site, 

t ransportat ion, security, and 

I T/ com m unicat ions, as 

applicable.  

   

13 Create list  of individuals requir ing 

lodging/ billet ing.  

   

14 Com plete and subm it  t ravel 

authorizat ions, if applicable.  

   

15 Make t ravel arrangem ents as 

necessary.  

   

16 Dist r ibute read-ahead m aterials to 

rostered at tendees according to 

approved concept  and/ or schedule.  

I nclude any site-specific inform at ion 

as necessary. 

   

17 Prepare/ obtain nametags and name 

tents, if applicable, for rostered 

at tendees.  (Prepare ext ra 

nam etags and tents to have on 

hand.)  

   

18 I dent ify and not ify individual(s)  to 

staff the adm inist rat ion desk/ sign- in 

table at  the beginning of each day 

of the event . 

 Provide individual(s)  with phone 

num bers of t raining site POCs 

(e.g., billet ing/ lodging, security, 

t ransportat ion, and 

I T/ com m unicat ions) .  

   

 

 

3 

 



 

No. Activity/Task Lead 

POC(s) 

Status/Remarks Completed 

(enter √ with 

date) or N/A 

19 Prepare and pre-posit ion sign- in 

sheet / at tendance roster for each 

day of the event . 

 Provide copy of the com pleted 

sign- in sheet  to the individuals 

preparing the After-Act ion 

Report .  

 Provide copy of the com pleted 

sign- in sheet  to the building 

POC if applicable.  

   

20 I dent ify individuals to serve as 

recorders ( i.e., note takers)  during 

the event . 

   

21 Determ ine requirem ents for 

escorts/ guides and designate 

personnel, as applicable. 

   

22 Prepare appropriate number of 

copies of event  m aterials and 

dist r ibute these at  event .  

   

23 Dist r ibute Part icipant  

Packets/ handouts on first  day of 

event .  

   

24 Collect  Part icipant  Observat ion 

Form s/ cr it ique form s at  the end of 

the event . 

 Provide box or container for 

collect ion purposes. 

 Provide copy of the com pleted 

form s to the individuals 

preparing the After-Act ion 

Report .  

   

25 Collect  notes/ com m ents from  

recorders at  the end of the event . 

 Forward these to the 

individual(s)  preparing the 

After-Act ion Report .  
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No. 

Activity/Task Lead 

POC(s) 

Status/Remarks Completed 

(enter √ with 

date) or N/A 

Site Logistics 

26 Coordinate with building POC at  

event  site/ visit  site before event . 

 Determ ine exist ing 

equipment  and resources. 

 I dent ify any addit ional 

equipment  and resources 

that  will be required.  

Provide list  of requirem ents 

and supplies to building 

POC.  

 Determ ine best  room  

layout / arrangement  based 

on agenda and num ber of 

at tendees. 

 Determ ine if locat ion is 

accessible to part icipants 

with disabilit ies if applicable. 

   

27 Coordinate with cafeteria/ food 

service POC at  the t raining site, 

if applicable. 

   

28 Coordinate with billet ing/ lodging 

POC at  event  site. 

 Forward copy of updated 

at tendee lists as received. 

 Obtain inform at ion (e.g., 

cost  and locat ion)  on 

alternat ive lodging opt ions, 

if necessary. 
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No. Activity/Task Lead 

POC(s) 

Status/Remarks Completed 

(enter √ with 

date) or N/A 

Transportation 

29 Determ ine if t ransportat ion to 

t raining site is required.  I f yes:  

 Determ ine number of 

personnel to be t ransported. 

 I dent ify any special access 

t ransportat ion needs. 

 Forward requirem ents to site 

t ransportat ion POC. 

 Devise t ransportat ion 

schedule ( i.e., m arshalling 

point , departure t im e from  

m arshalling point , return 

schedule)  in coordinat ion 

with site t ransportat ion POC. 

   

30 Determ ine if onsite 

t ransportat ion is required.  I f 

yes:  

 Determ ine when 

t ransportat ion will be 

required and num ber of 

personnel to be t ransported. 

 I dent ify any special access 

t ransportat ion needs. 

 Forward requirem ents to site 

t ransportat ion POC. 
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No. Activity/Task Lead 

POC(s) 

Status/Remarks Completed 

(enter √ with 

date) or N/A 

Information Technology/Communications 

31 Coordinate with I T/  

com m unicat ions POC at  event  

site. 

 Provide list  of I T/  

com m unicat ions 

requirements based on 

event  agenda and at tendee 

list . 

 Request  I T/ com m unicat ions 

specialist (s)  to be available 

throughout  the day to 

provide assistance as 

needed. 

   

32 Designate individual with 

responsibilit y for ensuring that  

I T and com m unicat ions 

equipm ent  is set  up and 

operat ional on day of event .  

 Advise individual of t ime to 

arr ive on site. 

 Provide individual with 

phone num ber of 

I T/ com m unicat ions POC at  

event  site. 

   

Security 

33 Coordinate with site security 

POC. 

 Advise of classificat ion level 

and locat ion (e.g., building 

and room )  of event . 

 Provide any at tendee 

informat ion needed by 

security staff. 

 Determ ine special security 

concerns associated with 

event  (e.g., special passes 

or badges, classified 

computer, classified 

m aterial, etc.) . 
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No. Activity/Task Lead 

POC(s) 

Status/Remarks Completed 

(enter √ with 

date) or N/A 

34 I dent ify individual who will 

courier classified event  

m aterials to the site, if 

necessary. 

   

35 Ensure appropriate m easures 

are in place during event  to 

protect  classified and “For 

Official Use Only”  (FOUO) 

inform at ion.  

Develop procedures for 

dissem inat ion and collect ion of 

m aterials and dist r ibute to staff 

m em bers who will part icipate in 

conduct  of event . 

 Coordinate storage for 

classified m aterials, for 

overnight  or tem porary 

storage.  

 Perform  security check of 

room (s)  at  conclusion of 

each day of event . 

   

 

 

 
 


