ANNEX B, ROADSHOW Timeline and Milestones to ROADSHOW Planning SOP
ANNEX C, Event Timeline, Financial Readiness Challenge Roadshow Planning Guideline

Draft


The goal is to schedule roadshow event early as possible or 120 days prior to execution (N Date).  If roadshow scheduling can not met 120 day planning period, events must be identified and completed during the reduced planning time period.  Intent of this timeline is to provide installation POC predictability and a sequential timeline/event list for a successful roadshow.  
	N-Days
	Events
	POC
	Status

	150-120
	Electronic questionnaire/request for roadshow event.
	Installation
	

	150-120
	Coordinate with Service PFM to schedule roadshow event.   (Annex B)
	OSD/Service PFM/ Installation
	

	150-120
	Installation POC updates leadership.  (Annex A)  
	Installation
	

	120
	Schedule commander approved date with DoD/MHN.   
	OSD/Service PFM/ Installation
	

	120-90
	Site visit and installation command in-brief.  Conduct initial coordination meeting and review Roadshow Planning Guidelines.  (Adjust timeline for NG/Reserve units).  

(Annex C)
	OSD/Service PFM/ Installation
	

	120
	Coordinate with tenant units’ leadership and family readiness groups to provide roadshow event information. 
	Installation
	

	120
	Reserve Facility with Capacity to hold approximately 400 personnel.  (Annexes G)
	Installation
	

	120
	Coordinate with DoDEA Schools (if applicable) for possible children and youth financial programs.  (Annexes E and F)
	Installation/OSD
	

	120
	Coordinate with support organization (local, state, and national).  (Annex D)
	Installation/MHN/OSD
	

	
	
	
	

	90
	Update with installation (conference call).  ID changes to timeline.  
	Installation/MHN/OSD/ Service PFM
	

	90
	Identify keynote speaker.  (Annex H)
	MHN/OSD
	

	90
	ID topics/workshops/outreach material.  Confirm roadshow location(s) to include outreach locations.  (Annexes E, F, I)
	Installation
	

	90
	Update installation leadership (quarterly training briefs) and recommend add roadshow date on unit’s training schedule.
	Installation
	

	90
	Draft agenda.  (Annex L)
	Installation/MHN/OSD
	

	
	
	
	

	60
	Update with installation (conference call).
	Installation/MHN/OSD/Service PFM
	

	60
	Confirm with support organization (local, state, and national). 
	Installation/MHN/OSD
	

	60
	Finalize Outreach/Promotion Plan.  (Annex K)
	Installation/MHN/OSD
	

	60
	ID roadshow material and shipment procedures.  ID booth set up/display material/handouts.  (Annex I)
	Installation/MHN/OSD
	

	60
	Installation reviews online registration questions.  
	Installation
	

	60
	Update agenda.
	Installation/MHN/OSD
	

	
	
	
	

	55
	Installation PA Announcement-announce online registration (Annex K)


	Installation
	

	N-Days
	Events
	POC
	Status

	45-30
	Promote the roadshow.  Open Online Registration. 
	Installation
	

	45
	Finalize support organization (local, state, and national).
	Installation/MHN/OSD
	

	45
	Decision Point to continue roadshow execution
	OSD/Installation
	

	30
	Initial participant confirmation list (installation).
	MHN/Installation
	

	30
	Update with Installation (conference call).  ID stay behind (financial counselors) requirement.
	Installation/MHN/OSD
	

	30
	Final Draft Agenda.
	Installation/MHN/OSD
	

	30
	Identify traveling teams including finance counselors and provide names to installation for access.
	Installation/MHN/OSD
	

	30
	Forward/ship Outreach/Press Kit to installation and roadshow material shipment.
	MHN/OSD 
	

	30
	Provide participant confirmation list.
	Installation
	

	30 
	Coordinate office visit between OSD rep and installation leadership 
	Installation
	

	
	
	
	

	14
	Guest speakers finalized.
	Installation/MHN/OSD
	

	14
	Update with installation (conference call).
	Installation/MHN/OSD
	

	14
	Finalize and publish agenda.
	Installation/MHN/OSD
	

	14
	Installation PA Announcement-installation email system/web site/newspaper.
	Installation
	

	14
	Update participant list (MHN updates website registration)
	MHN/Installation
	

	14
	Confirm roadshow material shipment.
	Installation
	

	
	
	
	

	7
	Update with Installation (conference call).  
	Installation/MHN/OSD/Service PFM
	

	7
	Update participant list (MHN updates website registration).
	Installation/MHN
	

	7
	Participant number forward to Service PFM.
	Installation
	

	7
	NLT time for installation to receive shipment.
	Installation
	

	3
	Final update with installation (conference call).  
	Installation/MHN/OSD
	

	2
	MHN Team begins event set up.
	Installation/MHN
	

	1
	Final participant list (installation).
	Installation
	

	1
	OSD rep visits with installation POC. 
	Installation/OSD
	

	
	
	
	

	N Day
	ROADSHOW Execution.  (Annex M)
	Installation/MHN/OSD
	

	
	Registration
	MHN
	

	
	Displays
	MHN
	

	
	Guest speakers
	MHN
	

	
	Workshops
	MHN
	

	
	Individual (one on one) counseling
	MHN
	

	
	Children and Youth Activities
	MHN
	

	
	One hour after completion - Hotwash/Installation Feedback.    

ID follow-on request, if requested:  on-demand events, special event, etc, to meet installation’s requirement.
	Installation/MHN/OSD
	

	
	
	
	

	N+3
	AAR Comments Completed.
	Installation/MHN/OSD
	

	N+5
	AAR forward to installation leadership.  
	Installation
	

	N+14
	Provide feedback to installation and Service PFMs.
	OSD/MHN
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