
SQUADRON SPONSORING COMMITTEE 
ANNUAL CEREMONIAL REVIEW CHECKLIST 
(Template may be changed based on SSC/SQN needs)
	
	PRE-PLANNING
	ASSIGNED
TO
	DUE
BY

	SEPTEMBER

1
	In the beginning of the training year, the SSC Chair and the CO should meet and decide the date of the ACR.
	
	

	2
	Once date has been established, the SSC Chair should forward ACR form (BCF207) to the League/Rep &/or Wing Chair & BCPC Office.  The CO will forward the ACR info to RCSU (PAC) Region.
	
	

	

	JANUARY
1
	Meet with CO or designated Officer to establish guest list (should include military officials, city dignitaries, BCPC members (not all BCPC members need invitations - one blanket invite to BCPC office is sufficient), presenters of awards, etc.
	
	

	2
	Identify ACR location and book facility – appoint facility coordinator/ liaison 
	
	

	3
	Discuss with CO or Designate Officer information for the ACR Invitation.
	
	

	4
	Identify and assign MC for ACR – ensure the MC is aware of the BCPC ACR Observation Form BCF502 Suggestion: Ask the Squadron’s Effective Speaking winner to assist the MC.
	
	

	

	FEBRUARY
	Meet with CO to discuss names of Cadets who will be receiving awards (ie. Lord Strathcona, Legion Medal of Excellence, etc.) and initiate application process.
	
	

	


	MARCH 

1 
	Create a Sign-Up Document for SSC members to assist with various duties (i.e. front reception, parking, servers, etc.).
	
	

	2
	Format Food request form for all parents. (Note: asking for food donations for the reception can cut costs considerably.) Send out to all cadet parents.
	
	

	3
	Liaise with CO or designate Officer to have trophies and keeper plaques engraved with names of recipients.
	
	

	4
	If SSC has presented an award in the past assign a non-biased sub committee to determine the cadet recipient of the award. This may require a request for information from the CO.
	
	

	5
	DRAFT ACR PROGRAM: Request a narrative from CO and SSC Chair, see email from the BCPC Office to confirm updated information & required program info. 
	
	

	6
	Ensure you have adequate parking for dignitaries (RO, BCPC League Inspector, Legion Members, City Officials etc.) parents and guests. 
	
	

	7
	Chairs, Podium & Dias – ensure that sufficient chairs will be available; order or book now if required.
	
	

	

	APRIL
1
	Establish and obtain equipment that may be required for reception (cutlery, tablecloths, cups, plates, kettle, coffee urn, and teapot etc.) 
	
	

	2
	Establish reception room for RO, BCPC League Inspector and other Dignitaries.
	
	

	3
	ACR PROGRAM – Finalize the Program, print for Dignitaries and have a QR code for the guests.
	
	

	4
	Remind CO or designated Officer to assign cadet(s) to be in charge of archives, displays, etc..
	
	

	5
	Request a photographer to take photos during the ACR including all the Awards. Print and display Media Consent to all visitors.
	
	

	

	MAY
1
	The SSC Chair Annual Report (BCF202) to be completed by the Chair is due May 15th.
	CHAIR
	

	2
	Assign members of SSC to meet dignitaries & parents, hand out ACR Programs, etc.
Possibly print out pics of Dignitaries for SSC to view.
	
	

	NOTES: 




	DAY OF ACR

	1
	Place name signs on chairs reserved for Reviewing Party, Dignitaries, Officers and SSC Members
	
	

	2
	Set up food tables to receive food from parents or purchased food.
	
	

	3
	Set up and test Sound equipment for MC
	
	

	4
	Set up a small tray of refreshments, have bottled water ready for Reviewing Party & Dignitaries
	
	

	5
	Make sure all trophies are on “trophy” table and secured in an appropriate location.
	
	

	6
	GREETING DIGNITARIES:  Chair or Executive Members, SSC Members handing out programs… etc.
	
	

	EQUIPMENT REQUIRED (Suggested) use this space to format your own list

	Podium – PA System- Tables, chairs, tablecloths (vinyl/paper) drape cloth for awards table, coffee urns, hot water urn, tea pot, water, drinks, garbage bags, ice, napkins, paper plates, serving plates, serving spoons/forks. 

	


NOTES:  
1. ACR Invitations and Programs do not need to be professionally produced.  Be cognisant of the cost, this will vary from SSC to SSC. After the BCPC League Office informs you who your League Inspector will be, email the League Inspector directly with the invitation. 
2. Emailing one invitation to the BCPC League Office is sufficient; this invitation is often sent out via email to BCPC Directors for their information and attendance, if any additional BCPC member can attend, they will contact you. 
3. BCPC office will send out notification of the League Inspector and their BIO.
4. BCPC will email out the Program information in March/April. It is more important to have the right information in the ACR Program. 
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