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2015 Advance Tour Checklist


	
BASE/SITE
	
	
SHOW DATE
	
	
SHOW TIME
	

	
VENUE
	
	
OUTSIDE/INSIDE?
	
	
TIB STAGE?
	

	
LOAD-IN/SETUP DATE
	
	
LOAD-IN/SETUP TIME
	
	
NUMBER OF VOLUNTEERS FOR LOAD-IN/SETUP
	
	ARRIVAL TIME FOR LOAD-IN/SETUP VOLUNTEERS
	

	
TEARDOWN/
LOAD-OUT DATE
	
	
TEARDOWN/
LOAD-OUT TIME
	
	
NUMBER OF VOLUNTEERS FOR TEARDOWN/LOAD-OUT
	
	ARRIVAL TIME FOR TEARDOWN/
LOAD-OUT VOLUNTEERS
	

	TOPS IN BLUE TEAM ARRIVAL

	
ARRIVAL DATE OF TIB TEAM

	
	
ARRIVAL TIME (ETA)
	

	
TEAM IS DEPARTING FROM: (PREVIOUS VENUE)

	
	
DEPARTING AT (TIME)
	

	
DISTANCE FROM DEPARTING LOCATION TO YOUR LOCATION:

	
	
TRAVELHOURS:
	

	
VIA (CHECK ONE)
	
[bookmark: Check36]|_| AIR                          |_|GROUND TRANSPORTATION

	
WHAT IS THE NEAREST CITY TO ARRIVAL LOCATION?
	 

	
MEETING POINT LOCATION
	 
	
PHONE AT MEETING LOCATION

	 

	
MET BY

	 

	
STREET 
ADDRESS
	

	
REFRESHMENT/LUNCH UPON ARRIVAL?
(CHECK ONE)
	
[bookmark: Check35]|_|YES    |_|NO
	
IF “YES,” WHAT FOOD WILL BE PROVIDED?
	

	
NUMBER OF U-DRIVE-IT (UDI) VEHICLES PROVIDED:
	 
	
TYPE OF VEHICLES PROVIDED (15-PAX VANS, 7 PAX VANS, ETC.):
	  

	
DATE TEAM IS DEPARTING YOUR LOCATION
	 

	
BASE/SITE
	
	
SHOW DATE/TIME
	

	

	
PROJECT OFFICER NAME

	
	
DSN DUTY PHONE
	
	
DSN FAX
	

	
RANK

	
	
COMM PHONE

	
	
COMM FAX

	

	
POSITION

	
	
HOME PHONE
	
	
MOBILE PHONE
	

	
OFFICE MAILING ADDRESS
	
	
EMAIL ADDRESS
	

	
ALTERNATE PROJECT OFFICER

	
	
DSN DUTY PHONE
	
	
DSN FAX
	

	
POSITION

	
	
HOME PHONE
	
	
MOBILE PHONE
	



	LODGING INFORMATION

	
TEAM LODGED AT:

	
	
[bookmark: Check38][bookmark: Check39]|_|ON BASE    |_|OFF BASE

	
LODGING COMPLETE STREET ADDRESS
(NOT P.O. BOX OR APO)

	
	
DSN PHONE
	
	
DSN FAX
	

	
	
	
COMM PHONE
	
	
COMM FAX
	

	
CHECK IN DATE

	
	
CHECK OUT DATE
	
	
TOTAL NIGHTS
	

	
NUMBER OF ROOMS-MALE

	
	
SINGLES-MALE
	
	
DOUBLES –MALE
	

	
NUMBER OF 
ROOMS-FEMALES

	
	
SINGLES-FEMALE
	
	
DOUBLES-FEMALE
	

	
KEYS  AVAILABLE UPON ARRIVAL?
	
	
ROOM RATES:
	

	

LODGING NOTES:
	



	
BASE/SITE
	
	
SHOW DATE/TIME
	

	SHOW INFORMATION

	
SET UP DATE

	
	
SET UP TIME
	

	
VENUE

	
	
ON OR OFF BASE?

	
	
SEATING CAPACITY
	

	
VENUE STREET MAILING ADDRESS

	
	
VENUE TECH DIRECTOR

	
	
PHONE
	

	
	
	
ARE TICKETS BEING USED? (MUST BE APPROVED BY AFE)

	
|_|YES             |_|NOx


	
LODGING TO VENUE DIRECTIONS

	

	
LOAD IN/OUT:

	
[bookmark: Check29][bookmark: Check30][bookmark: Check31]|_|LOADING DOCK                |_| RAMP                     |_| ELEVATOR


	
ENOUGH ROOM FOR 53 FT TRACTOR/TRAILER TO BACK UP TO LOADING AREA?
	
[bookmark: Check32][bookmark: Check33]|_|YES             |_| NO

	
LOAD IN/OUT NOTES:

	

	
STAGE WIDTH:

	
	
STAGE DEPTH:
	

	
DISTANCE TO CEILING FROM STAGE FLOOR:

	
	
NUMBER OF STAIRS:
	

	
STAGE
CONSTRUCTION

	
[bookmark: Check40][bookmark: Check41][bookmark: Check42][bookmark: Check43][bookmark: Check45]|_|INDOOR  |_|OUTDOOR |_|PORTABLE |_|BUILT-IN |_|TIB STAGE |_|FLATBED

	
DRESSING ROOMS

	
[bookmark: Check13][bookmark: Check15][bookmark: Check16][bookmark: Check17]|_|INDOOR   |_|OUTDOOR   |_|PORTABLE   |_|PERMANENT    |_|OFFICES  
[bookmark: Check18]|_|OTHER (EXPLAIN): 

	
PRIMARY  SOURCE OF POWER

	
[bookmark: Check19]|_|HOUSE POWER               |_|TIB GENERATOR                |_|CE GENERATOR
[bookmark: Check22]|_|OTHER (EXPLAIN): 

	
POWER
(CHECK)

	
[bookmark: Check23]|_|110 VOLTS
[bookmark: Check24]|_|220 VOLTS
	
[bookmark: Check25]|_|SINGLE PHASE
[bookmark: Check26]|_|THREE PHASE
	
NUMBER OF AMPS:
	
	
DISTANCE TO POWER:
	

	
WILL THE ELECTRICIAN BE ON SITE AT THE VENUE AT SETUP TIME?
	
|_|YES |_| NO

	
STAGE, DRESSING ROOM OR POWER NOTES:
	

	
BASE/SITE
	
	
SHOW DATE/TIME
	

	ADDITIONAL SHOW INFORMATION

	
NAME AND RANK OF DV OPENING THE SHOW:

	

	

POSITION ON BASE:
	

	

ADDITIONAL DVs ATTENDING:
	NAME & RANK
	TITLE

	
	
	

	
	
	

	
	
	

	
	
	

	

SPONSORS ATTENDING:
	NAME & COMPANY
	NUMBER OF GUESTS

	
	
	

	
	
	

	
	
	

	
MEAL AFTER THE SHOW?
(NOT A REQUIREMENT)
	
[bookmark: Check27]|_|YES
[bookmark: Check28]|_|NO
	
IF YES, GIVE DETAILS:
	

	
IF NO MEAL PROVIDED, PLEASE LIST AVAILABLE MEAL LOCATIONS:

	

	
OFF-BASE PRESS PLANNED?

	
	
BASE PHOTOGRAPHER ARRIVAL TIME

	

	
ARRIVAL TIME OF 2 BACKSTAGE VOLUNTEERS

	
	
ADVERTISED TIME DOORS OPEN (SHOULD BE NO MORE THAN 45 MIN BEFORE SHOW TIME)

	

	
ESTIMATED SEATS NEEDED FOR TIB GUESTS (PROVIDED BY AIR FORCE ENTERTAINMENT)

	


	LOCAL LEADERSHIP INFORMATION

	
WING NAME:

	
	
WING COMMANDER:
	

	
WING HQ PHONE:

	
	
COMMAND CMSGT:
	

	
MISSION SUPPORT GROUP NAME:

	
	
MISSION SUPPORT GROUP COMMANDER:
	

	
FORCE SUPPORT SQUADRON (FSS) NAME:

	
	
FSS  COMMANDER/DIRECTOR:
	

	
FSSSTREET ADDRESS:
	
	
FSS DEPUTY COMMANDER/DIRECTOR:
	

	
FSS DSN PHONE:

	
	
FSSCOMM PHONE:
	

	
BASE/SITE
	
	
SHOW DATE/TIME
	

	OTHER INFORMATION

	Enter any notes you think might help this year’s tour run smoothly (receptions, potential load-in concerns, current 2015 TOPS IN BLUE member from your base, etc.)
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