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Fire Ops 101 Planning Checklist
International Association of Fire Fighters

· Choose date and location

· Gain approval from management

· Identify key decision makers to invite
· Hand deliver invitations to participants

· Send confirmation that includes event description and medical history form

· Follow up with participants in person to encourage participation
· Create a budget for the event 

· Decide which scenarios to run
· Gather equipment for the scenarios and for participants

· Create an agenda for the day, include talking points for each scenario 

· Discuss staffing (EMS, instructors, etc) with department

· Gather volunteer staff to work the event
· Market the event, contact media and create press passes

· Set up a Plan B in case inclement weather arises

· Decide which take-away items you will give away and place order
· Plan meals or hire caterer

· Meet with wranglers and instructors to discuss talking points

· Organize base camp staffing and supplies

· Purchase supplies for re-hydration stations

· Do a final run through and rehearsal the day before
