24 August 2009 – NGAUS Chief of Staff
[image: image1.png]S

e Nt ot At o h s s






ANNEX C TAB 1
Rock Drill 
Meeting Agenda & Follow on Reviews

Date:                         Time: 0800 - 1400

WELCOMING REMARKS; (__________________NGAUS CofS / Conference Coordinator)
· _________________________ – NGAUS President

· ______________________ – Tennessee Conference Committee Chairperson

INTRODUCTIONS: (NGAUS Chief of Staff
(Around the Room [Rank, Name, and Committee Assignment])
· NGAUS Staff

· Ms Pam Buckler – Finance Director 
· Mr John Goheen – Director of Communications
· Ms Hazell Booker – Director of Industry & Association Liaison
· Tennessee Guard Chairpersons

· Gaylord Opryland Hotel & Convention Center Staff

· Others

REVIEW PROCESS:

· NGAUS Chief of Staff will direct the meeting

· When you brief be concise but thorough

· If you have an impact on another’s committee – brief your responsibility 

· Ask questions for clarification
· The conference review will include a working lunch and end at 1400
· From 1400-1500 we will conduct a walkthrough of some key areas (Delta Ballroom, Exhibit Halls, Etc.)
· From 1500-1700 NGAUS staff and select TN Guard staff will meet individually with AV, IT, catering, security and anyone else the hotel thinks appropriate.
SCHEDULE OF EVENTS:(Current Schedule of Events As Published by NGAUS)
· Review of each day, event , by hour, from day one to travel out 
· Briefing info should include 
· Confirmation of nature of event

· Time of event

· Special considerations of the event

· Transportation 
· General Transportation 

· To and From Airports

· Special Events

· Distinguished Guests

· Other

· Drivers

· Identified

· Drivers’ License & DOB information provided to NGAUS

· Fueling

· Vehicle location

· Security of Vehicles

· On call vehicles and drivers

· Communication (IT) 
· Coordination w/each chairperson & NGAUS

· Final plan

· Audio/visual (NGAUS and Tennessee 

· Room setup requirement for event

· Confirmation of menus if a food event, 
· Security requirements for the event (Tennessee & NGAUS)

NOTE:  The object is to ensure that all Ts are crossed and Is are dotted. 
· MAJOR/MISC CONSIDERATIONS
· General Information

· Meal Plan

· Housing Plan

· Contact Information

· IT Chair to develop communication plan

· NGAUS Staff phone numbers

· Tennessee staff transportation – staging of personal vehicles 
· Concerns
· Have you identified what resources you need to satisfy the requirement?
· Have you identified and secured the services of personnel required?
· Make no assumes ask questions to eliminate them
· Think and plan in detail
· Ask all relevant questions (the only "dumb" question is the one not asked)
· Storage Areas for equipment
· Extraneous Committees

· Public Affairs 

· Distinguished Guests

· Tennessee Security 

· Sergeant of Arms

· Security

· Where/ when/ what level of security is required for each event?
· NGAUS staff (identified by badge) are allowed into all areas and events.
· Badge requirements
· Ticket requirements
· Chaplains, Parliamentarians (2), Band, Color Guard , 
Announcers (2) 
· CONFERENCE UPDATE BRIEFINGS
· Daily during conference

· 1500 hours

· All chairpersons required in attendance

· Brief will focus on 

· What has happened the last 24 hours

· What will happen in the next 24 hours
· What went well
· What did not go well
· Suggestions/Questions
· After Action Review 
· Plan NOW to write your After Action Report.
· Make notes during conference
· Be thorough and Critical 
· Finalize ASAP
· Due date to Tennessee Per COL Deering
· NGAUS Due Date (15 Nov 2009)
· QUESTIONS? ? ? 
· FINAL COMMENTS
· State Chairperson
· NGAUS President
· NGAUS Chief of Staff
· Final Pre-Con Meeting
· Date:  Usually second or third day of conference  
· 0900-1200  
· Attendance –  All committee chairs, NGAUS Staff, Convention Center Staff
Today’s meeting will be followed by a walkthrough of key areas and separate meetings with hotel staff and support vendors.
NOTES:
· Review the SOP!  Know your duties!!
· Are you registered?  
· Have you provided your team with all the info they need?
· Have you notified your fellow officers of the conference?
· What have you forgot?
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