	Shoot Boss Event Actions

	When 
	What
	Why

	Delegate – Communicate – Educate – Time – Teach – Benediction – Learn

	ASAP
	Sign up to SB an event
	Save the country

	4 weeks prior to shoot
	Review copy of the host range agreement 
	Confirm club contacts, have emergency info available – especially for a range you have not SB-ed before

	
	Confirm event with LBOTG – meet at range if 1st time
	Stuff happens, people forget, builds relationship.  Determine type of setup/backers/etc., make sure to have the right supplies

	
	Check instructor list on TIPS forum - Contact local mentees
	Do you have enough instructors? Recruit if no. Encourage mentees to attend and to advance, counsel on what and how to prepare

	
	Contact SBIT (if applicable)
	Confirm roles / responsibilities 

	
	Start planning thread on forum
	Early notice to cadre, plan history, PCs – possible SBIT

	
	Order Shoot Box  – on Supply Request sub-forum
	Order only enough for sufficient supplies – possible SBIT

	
	7th Stepping / recruit
	Assign to instructors, LBOTG, recruit “affinity” groups, hang posters, social media  - delegate

	3 weeks prior to shoot
	Check number of shooters via TIPS, update planning thread
	Instructor / student ratio

	
	7th Stepping / recruit
	Instructors, LBOTG, “affinity” groups, physical, digital marketing  - delegate

	2 weeks prior to shoot
	Check shooters via TIPS
	Instructor / student ratio

	
	Identify set up time, instructor meeting time
	Early notice to cadre

	
	Plan IIT development at shoot
	Consult with Instructor Development lead – POIs, history

	
	Plan history
	Assign instructors if no volunteers 

	
	Update planning thread on forum
	Possible SBIT

	
	7th Stepping / recruit
	Instructors, LBOTG, “affinity” groups, physical, digital marketing - delegate

	
	Draft COF
	First cut at COF given to instructors – possible SBIT

	
	Check in with range LBOTG
	If necessary

	1 week prior to shoot
	Check shooters via TIPS
	Instructor / student ratio; student skill levels

	
	7th Stepping / recruit
	Instructors, LBOTG, “affinity” groups, physical, digital marketing - delegate

	
	Send out “final” COF and Instructor Info note
	May make slight changes up to day of shoot, but no major surgery  – possible SBIT

	
	Reach out - mentors, mentees, IITs
	One more chance to make sure they’re getting the support they need – understand POIs/history – delegate to mentors

	
	Send out Shooter Info note
	Try everything to make sure they come prepared

	
	Prepare Saturday benediction
	The 2nd most important thing all day

	
	Organize your own gear – inventory and restock supplies, loaners
	Ensure sufficient loaners, canopies, etc. from instructor corps.  Ammo?

	
	Confirm SBIT prep
	Make sure they understand roles/responsibilities

	
	AAR Placeholder
	Do it yourself or delegate

	Night prior to shoot
	Set-up at range
	If possible.  Get help from local instructors, LBOTG

	
	Print out key handouts for instructors
	911 emergency checklist, “thanks for coming” sheets, extra copies of COF, Student Check-In sheet, etc

	
	Load non-perishables in vehicle
	

	Shoot Day 1 morning
	Arrive early – final set up with instructors
	

	
	Assign admin
	Blue Hats are awesome, otherwise assign to instructor

	
	Instructor meeting
	Lay the groundwork and expectations for the weekend, assign Meet/Greet, Medical, Parking Lot Patrol, Firing Line Patrol

	During the Shoot
	Too much to detail, but at minimum:

· Welcome

· Ensure shoot is running safely

· Ensure shoot is running smoothly

· Resolve admin issues

· Make COF changes as necessary

· Provide quality control for instructors

· Benediction

· Collect admin info

· Marksmanship certificates

· “Thanks for coming” sheets
	· What if?

· How can I make this a better shoot and a more meaningful experience for students?

· How can I speed things up?



	
	Keep on lookout for potential IITs
	7th step – recruit Blue Hats, Orange Hats – consult instructor corps for ideas

	
	Host Instructor Dinner / Goods-Bads
	Capture what’s happening at shoots, mid-course corrections for shooters / instructors, any changes needed for event

	
	Administer PCs
	Typically Sunday during breaks

	
	Ask if other instructors need supplies
	Restock targets, admin forms, trifolds, chamber flags, etc. for instructor “SB mulligan” box 

	Within 1 week after Shoot
	Shoot Boss form
	Fill out/send #’s/$$ for RWVA records

	
	AAR
	Text and pictures

	
	IAAR
	Honest appraisal of what went right and wrong – use forum IAAR generator

	
	Initiate promotions
	Use forum – who you are, date, your “endorsement”, name of promoted, new job title 

	
	Post “welcome” messages on forum
	Recognize new AC / IIT, promotions to IT, SB

	
	Make note of supplies that are running low
	Don’t forget to replenish before next shoot

	Within 2 weeks after Shoot
	Instructor Evaluations and Mentorship
	Good practice to encourage good behavior, correct bad behavior - Pass along mentee performance info to mentors, help them know how to help

	
	Follow up with range / LBOTG
	Keep good relationships

	Delegate – Communicate – Educate – Time – Teach – Benediction – Learn


