ANNEX B, Scheduling Protocol, Financial Readiness Challenge Roadshow Planning Guideline

The Service Headquarters Personal Financial Manager (PFM) must approve the installations’ roadshow event date prior to OSD confirming the event.  Once the date has been approved, the lead POCs (installation and MHN) will be identified for coordination, planning, and execution as per the timeline (Annex C).
1.  Installation POC coordinates with Regional and Service POC to request a roadshow at the installation.  The Service PFM/POCs are identified in Annex P.
2.  Installation POC completes the survey utilizing the following website:

https://www.surveymonkey.com/s.aspx?sm=9kq17nmKsha_2b4XtYov_2b2Pg_3d_3d. 
3.  If the installation POC calls JFRC regional coordinator, JFRC coordinator documents/tracks the call on the JFSAP Sharepoint Communication Log and forwards the request to Service PFM and OUSD POC.

4.  The roadshow request process is identified below:

a.  Installation POC coordinates with installation leadership for roadshow event date and contacts Regional and Service Headquarters to determine the event date.  

b.  The Service (PFM) Headquarters confirms the date with Regional and Installation Leadership.

c.  Installation completes Financial Readiness Challenge survey (Military Home-front web site).

d.  The Service PFM/POC coordinates with OUSD, MC&PF, the Office of the Finance and Transition. Once the Service PFM confirms a roadshow date, MHN POC will contact the installation POC and establish site survey date and begins coordination and planning.

e.  Installation utilizes Roadshow Planning Guidelines for planning and execution.  Prior to the site survey, installation POC needs to understand installation’s capability/limitations i.e. facilities, audio/visual, communication plan, etc, that are identified (annexes) in the guideline.   
5.  The roadshow are safe events with vetted and trusted resources/agencies supporting the events.  However, installations sponsoring roadshow events need to exercise appropriate diligence in screening potential sponsors. 
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