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1.1  ORGANIZATION PURPOSE 

1.1.1  Purpose  

The vision of Revere’s Riders is:  “Every American Choosing Liberty – Every Day!” 

The purpose and mission areas of Revere’s Riders are:  “To educate the public in American history, 

support marksmanship, and promote civic engagement.” 

1.1.2  Goals  

The goals of this organization shall be as follows: 

1. Educate the general public in marksmanship. 

a. Educate the general public on pro-firearms issues by providing visible leadership by example and 

through the dissemination of pertinent information. 

b. Promote the safe and responsible use of all types of firearms and range equipment by facilitating 

formal and informal classes. 

c. Promote the safe enjoyment of all areas of shooting sports by facilitating formal and informal 

shooting activities. 

d. Gain and maintain affiliations with nationally-recognized shooting sports associations. 

2. Educate the general public in American history. 

a. Promote awareness of American history, with a focus on the colonial period, Revolutionary War, and 

early Republic. 

b. Cultivate an appreciation for American heritage and of the sacrifices made by earlier generations of 

Americans on behalf of liberty and freedom. 

3. Promote responsible non-partisan civic involvement. 

a. Encourage the general public to participate in civic life. 

b. Educate the general public on civic participation. 

c. Foster an appreciation for the freedoms and liberties provided by American civic life. 

d. Provide an environments for club members to practice leadership in traditional organizational 

governance roles and skills 

e. Comply with all regulations and requirements to maintain 501(C)3 status.  Bias favoring or opposing 

one candidate or political party over another is strictly prohibited. 
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1.2  FOREWORD 

Thank you for your interest in our organization!  This manual of Standard Operating Procedures is 

intended as a reference guide.  It is not intended to be read from cover to cover; instead, use the Table of 

Contents to jump to the relevant sections as needed. 

No manual can replace passion or mentorship.  All RR members are encouraged to work as part of a team 

to grow and move towards our shared objective. 

This is Volume One of the SOP.  It contains our core basic procedures in all three of our key mission areas:  

Civic Engagement, Marksmanship, and History.  Additionally, it includes key information regarding basic 

event administration and the training progression for Basic Instructor Training. 

There are other volumes for each of our specialized areas:  Event Administration for Event Directors, 

Shooting Sports by discipline for instructors, History for storytellers, and so on.  Please refer to those 

volumes for greater details on each topic. 
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1.3  EDITION INFORMATION 

1.3.1  REVISION NOTES 

This is Edition 3.0.  The primary change for this edition is a reorganization.  Volunteers will find all core 

information that is of broad interest in the first volume.  Separate volumes will include information 

needed to run events in different disciplines, and is of interest only to volunteers working in those 

disciplines. 

Additionally, a number of items specific to various disciplines have been tweaked and streamlined based 

on inputs from volunteers and experience in the field. 

1.3.2  ACKNOWLEDGMENTS 

Many individuals contributed to this manual, and not all can be individually named.  We are especially 

appreciative of the following key contributors: 

 John Lee, who adapted CMP and NRA procedures for use in our range procedures 

 Ben Edman, who drafted much of the Basic Rifle instructional tips 

 Heather Seidler, who compiled the initial history materials 

 Sharon Sabo, who compiled the initial civic engagement materials 

 Phil “V” who executed a major formatting cleanup in Version 2.0 

Any errors are those of the editor (i.e. myself). 

1.3.3  REVISIONS AND CHANGES 

This manual will be revised on a periodic basis.  Please identify changes to the appropriate Officers. 

Version 1.1 adds additional detail on skill challenge scoring. 

Version 1.2 fixes several typographical errors, removes blank pages, and updates the Qualification Test 

descriptions for clarity. 

Version 2.0 fixes some hierarchy numbering of sections and converts to LibreOffice to auto-generate 

cross-references etc. Replaces old MRM references with Revere's Riders. No substantive changes to 

content. 
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1.4  SOP APPROVAL 

26 April 15 

Revere's Riders 

PO Box 9571 

Las Vegas, NV  89191 

MEMORANDUM FOR  RR CLUB MEMBERS 

The enclosed Standard Operating Procedures address typical activities.  On 25 April 2015, the RR Board of 

Directors reviewed the SOPs and passed the following resolution: 

WHEREAS, the board of directors has reviewed the proposed Standard Operating Procedures (SOP),  

WHEREAS, the SOP are based upon best practices in our field, 

RESOLVED, that the proposed SOP are approved and in effect, 

RESOLVED FURTHER, that the board shall review the SOP annually, 

RESOLVED FURTHER, that the President or Vice President may approve additions, subtractions, or other 

changes to the SOP from time to time, except that neither shall remove any safety precautions. 

The SOPs is approved / rejected.  It will go into effect immediately and be reviewed on at least an annual 

basis.  It supersedes any previous versions. 

The primary points of contact for any issues with the branding usage policy will be the appropriate club 

officer, but I am always happy to field questions or concerns.  This SOP is not perfect, but should serve 

through our launch. 

Respectfully, 

Christopher M. Seidler 

//SIGNED-CMS5MAR16// 

UPDATE 
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2  ADMINISTRATION 
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2.1  REVERE'S RIDER EVENT SCHEDULING 

2.1.1  BASIC EVENT ADMINISTRATION 

When you volunteer at a RR event you may be asked to help with some basic administration.  This SOP 

details some of the key procedures. 

2.1.1.1  PARKING LOT GREETER 

Welcome students to the event.  Help them find parking.  Tell them to unload their gear but please leave 

all firearms in the vehicle until after the safety briefing. 

2.1.1.2  SETUP TEAM 

You may be asked to help setup tables, a target line, or other instructional ares. 

2.1.1.3  PAPERWORK 

When shooters check in, they should sign several releases.  The Event Director may ask you to review and 

file these waivers.  Ensure all waivers are properly signed by an adult. 

 Liability Waiver (mandatory) 

 Model Release for photos (suggested) 

 Physical Contact Authorization (suggested) 

 Loaner Equipment Liability Release (required if using loaner equipment) 

The Event Director should have a roster of pre-paid students.  Check off students as they arrive. 

Help students with name tags. 

2.1.1.4  IF SOMETHING GOES VERY WRONG… 

The Event Director is fully authorized and expected to take immediate actions if there is a safety or 

medical emergency.  Other volunteers are expected to assist and apply sound judgement.  Resolve the 

situation per SOP and with good judgment.  After the immediate situation is controlled, contact the RR 

Officers and inform them of what happened.  Do not make any statements admitting guilt, promising 

specific restitution, or so on until RR Officers have coordinated with the insurance company and legal 

counsel. 

If a participant is dissatisfied with their experience but there is no safety or liability issue, refer them to 

the event director for further discussion. 
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2.2  REIMBURSEMENT POLICY 

2.2.1  PHILOSOPHY 

The RR reimbursement policy is intended to ensure that volunteers are reimbursed for their legitimate 

business expenses, comply with IRS regulations governing non-profits, ensure volunteers do not lose 

liability protections, minimize the reporting burden on the RR and on volunteers, and maximize the 

efficiency of limited resources. 

Deviations from this policy could have undesirable effects such as tax liability for the volunteer or for RR 

or the inadvertent conversion of a volunteer member (with liability protection) into an independent 

contractor employee. 

2.2.2  FEES, AND MONEY 

To the maximum extent possible students should use online sign-up to minimize the need for handling 

cash at events.  Event Directors may choose to collect cash to cover range fees at the event. 

After events, the event director can fill out an event an Event Reimbursement Form to ensure all costs are 

reimbursed.  Any cash collected on site must be mailed to the treasurer.  If alternate arrangements are 

required please work with the treasurer before the event occurs. 

Each individual volunteer at the event can file an Individual Reimbursement Form for their personal 

expenses. 

2.2.3  REIMBURSEMENT POLICY 

Volunteers working at a sanctioned RR event may be eligible for reimbursement for certain expenses.  RR 

runs what is called an “accountable reimbursements plan.”  In order to comply with IRS regulations, 

volunteers must ensure that: 

 Any expenses being claimed are incurred for a nonprofit business purpose.  The expenses being 

reimbursed must be directly related to the work or services provided by the volunteer. 

 The volunteer adequately accounts for the expenses within a reasonable period of time—no more 60 days 

after the expense was incurred. 

 The volunteer returns any amounts received in excess of the actual expenses incurred within a reasonable 

period of time—no more than 120 days after receipt of the excess money. 

 Every expense should be supported by documentation showing:  What was purchased, how much was 
paid for it, and who (or what company) it was purchased from.  Certain expenses including all expenses 
over $75 require receipts. 

 Every expense must be connected to a sanctioned RR event or other RR business purpose. 

 Expenses claimed must be in accordance with this policy.  Exceptions are at the discretion of the 
treasurer. 

 

Noncompliance with any of the above may result in your expenses not being reimbursed! 
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2.2.3.1  INDIVIDUAL REIMBURSEMENT (NO OVERNIGHT TRAVEL)  

 Travel Mileage:  $0.14/mile (current IRS charitable reimbursement rate) 

 Lunch:  Actual cost not to exceed $5.50 (50% of $11 GSA per diem rate)* 

 Dinner:  Actual cost not to exceed $11.50 (50% of $23 GSA per diem rate)* 

 Incidental Expenses:  $5/day or actual cost (whichever is less) per volunteer.  All incidental expenses must 
include a brief written justification statement explaining how they relate to a valid non-profit business 
purpose and accounting for the “who/what/where/why.” 

 Other expenses:  Approved on a case by case basis by the treasurer. 

 

MEALS WHEN NOT TRAVELING OVERNIGHT 

*Claims for meals are only valid if they are (1) consumed on the premises of the event and (2) if 
reimbursement of the meal is required to conduct a RR event.  The IRS has strict interpretations of 
“valid business purpose” with regard to covering meal expenses. 

Example #1:  A volunteer worker is required to stay at the range during lunch because instruction is 
occurring through the lunch break and incurs costs.  Lunch is a reimbursable expense. 

Example #2:  The event director decides that during a two day weekend event, on Saturday evening the 
volunteer workers all be required to stay at the range “after hours” in order to conduct an after action 
review, plan the next day’s activities, and prepare supplies for the next morning.  Everyone chips in for 
pizza delivered to the premises so the volunteers can continue working.  This expense is reimbursable up 
to $11.50/person. 

Example #3:  After concluding an event, the volunteer workers depart the premises and go out to dinner 
together.  They discuss the day’s events and lessons learned.  Because they have departed the premises, 
the meal is not directly connected to a business purpose and is thus not reimbursable under our 
accountable plan. 

Table 1: Non Traveling Meal Reimbursement Examples 

 

2.2.3.2  INDIVIDUAL REIMBURSEMENT (OVERNIGHT TRAVEL REQUIRED) 

Reimbursement for overnight travel requires pre-approval from the treasurer.  If the overnight travel is 
not pre-approved, then reimbursement may be limited to the standard (lower) rates. 

 Lodging:  Actual cost, not to exceed $41.50/night per volunteer (50% of GSA $83 rate). 
**Receipts are required for all lodging expenses, even if they do not exceed $75** 

 Meals and incidental expenses:  $23/day per diem (50% of GSA M&IE $46 rate) 

 Travel Mileage:  $0.14/mile (current IRS charitable reimbursement rate) 

 Other travel expenses (air fare, rental car, etc):  Approved on a case by case basis by the treasurer 

The IRS has rules about overnight travel and per diem usage.  To be eligible for per diem reimbursements, 
the volunteer must travel away from their “tax home” (i.e.  outside the metropolitan area) and also have 
a bona fide overnight rest stop. 

In certain high cost areas, the treasurer may authorize higher reimbursement rates.  In no case will the 
treasurer authorize reimbursement that exceeds 50% of the GSA per diem rate. 
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2.2.3.3  EVENT DIRECTOR REIMBURSEMENT 

Refer to Event Director Annex for details. 

2.2.3.4  OTHER REIMBURSEMENTS 

The treasurer may authorize other expenses on a case by case basis.  For example, if a volunteer agrees to 
do a bulk order of supplies at a lower price and then ship those supplies to others, the treasurer may 
reimburse the costs and postage.  Another example might include a promotional project, or unique 
expenses required to get essential personnel to an understaffed event.  Any such reimbursement must be 
done on an accountable basis, and authorization should be sought in advance prior to obligating any 
funds. 

2.2.4  HOW TO FILE FOR REIMBURSEMENT 

1. Navigate to the Online Form linked via Rider’s Resources:  http://www.reveresriders.org/about-

us/membership-information/riders-resources/ 

2. Fill out the form completely. 

3. E-Mail any required receipts to the treasurer. 

4. Please allow up to 45 days for payment; if you have not been paid within 45 days, contact the 

treasurer. 

Routine reimbursements must use the online form.  Contact the treasurer if using the online form is 

impossible or if you have any special circumstances. 

2.2.5  ADVANCES 

In special circumstances, the club officers may authorize in advance to cover expected expenses.  
Advances must comply with specific IRS rules and thus prior coordination is required.  Advances will not 
be available more than 30 days in advance of an event due to IRS rules.  If actual expenses are less than 
the advance, any excess must be returned. 
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2.2.6  DIRECT CORPORATE PAYMENT 

Some expenses may be paid for directly by RR with prior coordination through the Treasurer.  For 
example, it may be possible to have RR directly pay for shirts which are then shipped straight to an Event 
Director.  This method is preferable to an advance payment. 

This method is preferred for “one time” purchases of non-consumable supplies such as steel targets, 
promotional banners, and so on. 

2.2.7  LIMITATIONS ON REIMBURSEMENT 

Reimbursement is at the discretion of the Treasurer based on the current state of finances.  If 

reimbursement is an issue, check with the Treasurer before the event. 

All expense forms should be filed within 14 days of the events.  Late forms may be accepted up to 60 days 

after the event but are a lower priority for reimbursement. 

Break-Even Events.  In general, RR events should be run on a break-even basis.  RR has limited resources, 

and we urge our members to be good stewards.  It is the event director’s responsibility to monitor the 

financial status of their event. 

The treasurer will work directly with event directors if it appears that there are events with excessive 

costs.  As a general rule of thumb, event directors should ensure that they have one paying student for 

each local RR member who intends to seek reimbursement at an event, and two or three students for each 

instructor who requires overnight travel. 

The treasurer has the discretion to limit the reimbursement for very poorly attended events.  If this is 

necessary, the treasurer should inform members at least 48 hours before travel costs or other expenses 

are incurred. 

$500 Cap.  In no circumstance can non-accountable reimbursement to any volunteer exceed $500 in any 
calendar year without approval of the Board of Directors.  This cap only applies to any payments which 
are not part of an accountable plan payment.  Payments which are part of an accountable plan where 
each expense is substantiated (i.e.  almost all normal reimbursements) are not considered on the annual 
$500 cap. 

Non-accountable payments in excess of $500 may compromise the volunteer’s liability protection under 
the Federal Volunteer Protection Act.  Payments in excess of $600 may require additional IRS paperwork 
to be filed.  This also ensures that volunteer workers do not inadvertently become considered 
independent contractors or employees, which could compromise the club insurance and cause significant 
financial publications for the club and the volunteer. 
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3  CIVIC ENGAGEMENT 
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3.1  THE CALL TO ACTION 

The purpose of the Call to Action is to encourage attendees to get involved in civic life.  It is a critical 

opportunity to reach the core of our purpose. 

From the moment you earn a hat, your RR story begins. Using another individual's vision won't work: their 

past is not yours. Historically the “Benediction” has been reserved for the “Shoot Boss” which limits 

delivery of message to end of the day Saturday or Sunday. Every Volunteer on the line has the 

opportunity from the very first to hold a concept which can be delivered at a moment's notice. This is 

entirely beneficial as new Instructors often have a closer tie to the Attendees as they have just “stepped 

out” of those shoes. Let's breakdown the concept of “Find, Filter, Follow Up & Finale”. 

3.1.1  FIND 

Choose one point in the History that “called” you. 

Example:  Menotomy 

3.1.2  FILTER 

Entire books have been written about Menotomy.  There is a lot of material to select from!  Choose one 

example (with documentation) and craft a short message as to how it applies to one of the values RR 

honors. 

Example:  Jason Russell : Valor, Faith, Courage. 59/Lame; escorted his wife/children to safety – returned 

- http://www.arlingtonhistorical.org/learn/the-battle-of-menotomy/) 

3.1.3  FOLLOW UP 

Who is your audience? Tailor the “Call to Action” to them before you meet if possible. 

Examples: 

Farm store?  Jason Russell was a mid-level farmer whose orchard kept most of the surrounding area in 

Vinegar and Cider. These were important to preserving foods or as a substitute for water. 

Family Oriented Group?  Jason Russell realized that through his sacrifice his family might survive to see 

the Liberty he desired for them. 

Military/”Tough Guys”?   Tactically speaking, Jason Russell and those in Menotomy were outnumbered 

– but Courage shown through their understanding that subjugation of the populace must never happen 

or enslavement would ensure. 

3.1.4  FINALE 

What actions specifically can the listener(s) do today? A week from now? In the long term? If we provide 

“...go forth and bring more people what result do we know happens? Encourage Letters to the Editor 

http://www.arlingtonhistorical.org/learn/the-battle-of-menotomy/
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(about this Event or specific History moments), present Bills/Ordinances that are Local and without 

presenting opinions encourage Civic Engagement through action, exhilarate your audience to   feel 

compelled to rouse others to become involved in their community choices, etc. 

This becomes the initial starting point of your eventual Call to Action. Creating vs copying instills part of 

“you” into History instead of reciting another person’s experience. Reach out to others involved in RR that 

you've worked with if you feel confident – send them your ideas and accept input. Eventually when the 

muscle fatigue and adrenalin combine at the end of your event and facing you are a group of folks 

inspired and waiting for direction – the Find, Filter, Follow Up, Finale will shine forth with little effort on 

your part. 

Calls to Action aren't memorized – they are born from the very ideas that inspired you to give the golden 

gift of time to fellow Americans. 
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3.2  INSTRUCTOR FUNDAMENTALS FOR WINNING HEARTS AND 

CHANGING MINDS 

3.2.1  LEARNING THEORY 

A key part of civic engagement is winning hearts and minds.  This is what educational theorists have 

classified as the “affective domain” and is concerned with feelings and emotions.  The domain is 

organized like a ladder, with simple feelings that are relatively easily tapped on the bottom rungs up to 

more complex feelings at the top.  When trying to reach hearts and minds, you have to start at the base of 

the ladder and work up it. 

THE AFFECTIVE LADDER:  RECEIVING RESPONDING  VALUING  ORGANIZATION  

CHARACTERIZATION 

For more reading:  Krathwohl, D.R., Bloom,B.S. and  Masia, B. B. (1964).Taxonomy of educational 

objectives, Book II. Affective domain. New York, NY. David McKay Company, Inc. 

It is critical to realize where your audience is on this spectrum in the affective domain.  You should tailor 

your presentations to persuade the audience to move up a rung or two on the ladder.  Before conducting 

a deliberate civic engagement event, ask yourself (1) where is my audience before we start? and (2) 

where should they be when we finish?  In labeling objectives using this domain there has to be a very 

clear instructional intention for growth in this area specified in the learning objective(s). 

3.2.2  THE AFFECTIVE DOMAIN 

3.2.2.1  RECEIVING 

This refers to the learner’s sensitivity to the existence of stimuli – awareness, willingness to receive, or 

selected attention. 

This is a critical first step:  if the audience is not receptive to your ideas then you will be ineffective at 

reaching any hearts or minds.  You must capture their awareness and attention, and remove any barriers 

to communication.  Marketing efforts assist with this, but the initial first welcoming contacts at an event 

are key for creating a receptive atmosphere. 

KEY WORDS:  FEEL, SENSE, CAPTURE, EXPERIENCE, PURSUE, ATTEND, PERCEIVE 

3.2.2.2  RESPONDING 

This refers to the learners’ active attention to stimuli and his/her motivation to learn – acquiescence, 

willing responses, or feelings of satisfaction. 

At this level, the student is willing to engage with the ideas.  They may be willing to discuss the ideas, try 

some exercises or work with others.  This may be the only level you can get to at a shorter event with a 

“cold” audience. 

KEY WORDS:  CONFORM, ALLOW, COOPERATE, CONTRIBUTE, ENJOY, SATISFY 
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3.2.2.3  VALUING 

This refers to the learner’s beliefs and attitudes of worth – acceptance, preference, or commitment. An 

acceptance, preference, or commitment to a value. 

This is the desired level for our students to attain at the conclusion of an event.  We would like them to 

respect the values that we discuss and start searching on their own for more meaning. 

KEY WORDS:  BELIEVE, SEEK, JUSTIFY, RESPECT, SEARCH, PERSUADE 

3.2.2.4  ORGANIZATION 

This refers to the learner’s internalization of values and beliefs involving (1) the conceptualization of 

values; and (2) the organization of a value system.   As values or beliefs become internalized, the learner 

organizes them according to priority. 

This level is one that prospective RR members often reach.  At this stage, RR members have carefully 

considered values and ordered them into their existing priorities.  For example, a RR member might 

decide how the civic values we discuss compare with their duties to friends, family, faith, work, or other 

obligations. 

KEY WORDS:  EXAMINE, CLARIFY, SYSTEMATIZE, CREATE, INTEGRATE 

3.2.2.5  CHARACTERIZATION – THE INTERNALIZATION OF VALUES 

This refers to the learner’s highest of internalization and relates to behavior that reflects (1) a generalized 

set of values; and (2) a characterization or a philosophy about life. At this level the learner is capable of 

practicing and acting on their values or beliefs. 

Seasoned and dedicated RR members reach this level where they fully incorporate civic engagement into 

their value system and way of life. 

KEY WORDS:  INTERNALIZE, REVIEW, CONCLUDE, RESOLVE, JUDGE 
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3.3  POLITICAL POSITIONS 

Our Articles of Incorporation limit us to purposes compatible with Section 501C3 of the IRS Code.  In order 

to maintain tax-exempt status, 501(c)(3) nonprofit organizations cannot engage in political campaigning.   

The bottom line is that you cannot take a partisan stance on an issue or candidate in an official capacity as 

a RR member.  You can absolutely support civil engagement, take stances on non-partisan issues such as 

ballot initiatives, or educate the public in accordance with our purposes.  The following is adapted from 

NOLO: 

3.3.1  WHAT DOES "PARTICIPATING IN A POLITICAL CAMPAIGN" MEAN? 

In general, the IRS rule refers to campaigns between people who are running for offices in public 

elections. These can include: candidates running for president of the U.S.; candidates running for 

governor; candidates running for mayor; and also candidates for lower elected offices such as school 

board officials, city supervisors, and county trustees. 

What is "participating?" Your organization cannot participate in a campaign, directly or indirectly, on 

behalf of or in opposition to a candidate. If your organization takes a stand in any campaign, supporting or 

opposing one or another candidate, this violates the prohibition. 

3.3.1.1  ACTIVITIES THAT VIOLATE THE PROHIBITION ON POLITICAL CAMPAIGNING  

Some activities that the IRS has found to violate the prohibition on political campaigning include: 

 Inviting a political candidate to make a campaign speech at an event hosted by the organization 

 Using the organization's funds to publish materials that support (or oppose) a candidate 

 Donating money from the organization to a political candidate 

 Inviting one candidate to speak at a well-publicized and well-attended event, and inviting the other 

candidate to speak at a lesser function;  arranging the speaking event or choosing the questions in such a 

way that it is obvious that the organization favors one candidate over the others 

 Conducting a "get out the vote" telephone drive in a partisan manner by selecting caller responses for 

further follow-up based on candidate preference 

3.3.1.2  WHAT POLITICAL ACTIVITIES CAN A 501(C)(3) NONPROFIT ENGAGE IN? 

A 501(c)(3) organization can engage in the following activities without violating the IRS rule: 

Non-partisan activities. Your organization may engage in non-partisan activities such as non-partisan voter 

registration drives, non-partisan candidate debates, and non-partisan voter education, as long as these 

activities fulfill your exempt purposes. 

Legislative or issue advocacy. Your organization can engage in legislative advocacy and issue-related 

advocacy, as long as it follows certain rules and steers clear of political campaigning. (If your organization 

is contemplating such activities, it's a good idea to get advice from a qualified attorney.) To learn more, 

see Nolo's article, How Much Lobbying Can a Nonprofit Do? 

http://www.nolo.com/legal-encyclopedia/limits-political-campaigning-501c3-nonprofits-29982.html
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Don't forget that any individuals associated with a 501(c)(3) organization are entitled to voice their 

opinions and participate in a political campaign, as long as they are not speaking for the organization. 

3.3.2  TAKING A POSITION 

In addition to the IRS limitations, be careful when speaking on behalf of RR in an official capacity.  RR has 

many members of diverse views.  No one person can claim to speak for all of us. 

In general you may take a position if it is one endorsed by our Board, if it is one endorsed by the 

members, one supported by an organization we are affiliated with (such as the NRA, CMP, or Youth 

Shooting Sports Foundation), or one which is compatible with our purposes.  As a Member of RR, you can 

and should bring up positions to the Officers or at the Member’s meetings for consideration. 

Bear in mind that the NRA-ILA is a 501C4.  You may not echo NRA-ILA positions as they may be partisan in 

nature.  Stick to the main NRA discussion points from places such as the training division. 

You can also make it clear that you are speaking individually and not as a member of the club, or just steer 

clear of controversial topics which do not relate to our purposes. 

  



Shooting Sports – American History – Civic Engagement 

 COPYRIGHT 2016, RR.  ALL RIGHTS RESERVED 21 

4  MARKSMANSHIP & SHOOTING SPORTS 
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4.1  REVERE'S RIDERS RANGE OPERATIONS 

4.1.1  AUTHORIZED PROCEDURES 

RR Members may utilize any of the following Range Operations procedures: 

 NRA Procedures as outlined in competition rule books or instructor materials 

 CMP Procedures as outlined in competition rule books or instructor materials 

 RR Procedures as detailed below 

Event Directors may approve minor modifications to procedures to conform with local conditions so long 

as safety is not negatively impacted.  When possible, procedures should remain standardized to allow a 

consistent participant experience, simplify crew training, and ensure consistent safety measures are 

executed. 

The word “gun” is used throughout these procedures to conform with NRA terminology.  Feel free to 

substitute “rifle,” “pistol,” “firearm,” etc. 

4.1.2  SAFETY PROCEDURES 

4.1.2.1  RULES FOR SAFE FIREARMS HANDLING 

The following safety rules will be taught verbatim.  All attendees must be familiar with and strictly adhere 

to these core rules. Encourage all participants to watch themselves and others for compliance with the 

safety rules. 

1. Always Keep The Gun Pointed in a Safe Direction 

a. A safe direction means that the gun is pointed so that even if it were to go off it would not cause 

injury or damage.  The key to this rule is to control where the muzzle of the barrel is pointed at 

all times. 

b. Common sense dictates the safest direction, depending on different circumstances. 

2. Always Keep Your Finger Off The Trigger Until You Are Ready to Shoot 

a. When holding a gun, rest your trigger finger outside the trigger guard alongside the gun. 

b. Until you are actually ready to fire, do not touch the trigger. 

3. Always Keep The Gun Unloaded Until Ready to Use 

a. Whenever you pick up a gun, always keep the gun pointed in a safe direction, keep your finger 

off the trigger, engage the safety, and remove the ammunition source (magazine and 

ammunition from chamber). 

b. At RR events, students will only load firearms when specifically directed using the “LOAD” 

command.  At all other times, the line will be “cold” with no ammunition in the guns. 

4.1.2.2  MEDICAL EMERGENCY PLAN 

1. Determine if anyone has First Responder, Medical, or CPR training. You should offer for them to let the 

Event Director know privately. Designate those people. 

2. Designate a person to call 911. Make sure they know the address of the range. 
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3. Designate a rally point for everyone else. 

4. Designate staff to direct everyone else to that rally point.  

4.1.2.3  ADDITIONAL RULES & PROCEDURES FOR SAFE FIREARMS USE AND STORAGE 

The following safety procedures will be followed at RR events.  They are based on NRA rules, and while 

participants should be familiar with them they do not need to be taught verbatim. 

1. Know your target and what is beyond.  The Event Director is responsible for surveying the range before 

use.  During firing, the Range Officer(s) must maintain awareness of any changing conditions downrange. 

2. Know how to safely use the gun.  Students may need familiarization with their gun’s basic parts, how to 

open and close the action, and how to remove ammunition from the gun. 

3. Be sure the gun is safe to operate.  Regular cleaning and proper storage are a part of a gun’s general 

upkeep.  If there is any question regarding a gun’s ability to function, a competent gunsmith should look 

at it. 

a. RR instructors are authorized to assist with attaching slings, building up cheek rests on stocks, 

making sight adjustments, and other minor alterations which do not affect the action of the gun.  

RR instructors may also assist students in field stripping and cleaning a fouled gun. 

b. RR instructors are neither armorers nor gunsmiths.  RR instructors may not perform any 

substantive modifications to a gun’s fire control group, action, or other parts.  Any actions as an 

armorer or gunsmith are NOT covered as part of a member’s official duties and may not be 

covered by club insurance. 

4. Use only the correct ammunition for your gun.  Most guns have the proper ammunition type stamped on 

the barrel.  Do not shoot without the proper ammunition.  RR strongly suggests the use of factory 

ammunition. 

5. Wear eye and ear protection.  Safety glasses and ear protection are required.  RR club insurance may not 

cover individuals who choose not to wear personal protective equipment. 

a. All personnel, attendees, guests, and observers of any shooting event will wear eye protection 

while on the range before live fire commences, during live fire, and until after firing has ceased.  

Shooting glasses, sunglasses, and prescription glasses are permitted. 

b. All personnel, attendees, guests, and observers of any shooting event will wear ear protection 

while on or within earshot of the range before live fire commences, during live fire, and until 

after firing has ceased.  Ear plugs of appropriate rating, shooting earmuffs, and electronic 

shooting earmuffs are permitted. 

6. Never use alcohol or drugs before or while shooting.  Alcohol, as well as any other substance likely to 

impair normal mental or physical bodily functions must not be used before or while handling or shooting 

guns. 

7. Store guns so that they are not accessible to unauthorized persons.  Safe and secure storage requires 

that untrained individuals (especially children) be denied unsupervised access to guns.  At RR events, 

firearms will either be secured in a closed container or under the supervision of a certified RR member. 

8. Sidearms.  Sidearms are not permitted to be worn by students who will be in the prone or sitting 

positions on the line.  Exceptions to this policy for events requiring holstered sidearms may be approved 

by the President, Vice President, or Executive Officer for Marksmanship. 
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4.1.2.4  UNLOADING FIREARMS 

Safed Gun. This procedure will be followed to make a gun safe so that participants and instructors can go 

downrange to the target line. 

1. Unload 

a. Remove All Ammunition and Detachable Magazines from the gun. 

b. Tube fed rifles should cycle the action to unload, then extend the plunger a few inches. 

2. Bolts Open 

a. Open the bolt of the gun and verify that the chamber is clear. 

b. Lock the bolt back if the gun is capable, otherwise leave fully open (manual actions) or close on 

chamber flag (AKs and similar.) 

3. Safety On 

a. If the gun has a safety that can be accessed and engaged with the bolt open, do so.  

4. Insert Empty Chamber Indicator (Chamber Flag) 

a. Place the chamber flag fully into the chamber of the gun. 

5. Ground and Clear, or Present and Sling/Holster* 

a. Place the gun with the muzzle across the firing line, pointed downrange. 

b. Remove any items which obstruct view of the gun or which will be needed at the equipment line. 

c. Leave the firing line and return to the equipment line. 

d. Nobody may touch firearms after they have been cleared and grounded. 

*Alternatively, firearms may be presented for inspection by an RSO.  Once checked, the firearm 

may be slung or holstered once the “range is cold” command is given.  This procedure is used at 

carbine, field rifle, and advanced pistol events where the line must be moved from point to point. 

4.1.2.5  AMMUNITION DIFFICULTIES 

These are problems that can occur with ammunition and how to deal with them. Always listen for the 

sound of a normal report and the feel of a normal recoil from your gun. If these are not present, stop and 

find out why.  

4.1.2.5.1  HANGFIRES & MISFIRES 

1. Recognize:  A misfire will sound like a dryfire but never fires.  A hangfire will initially sound like a dryfire as 

well, followed by a normal sounding report when the round does fire.  When a cartridge fails to fire 

immediately, it will not be known at first if the problem is a misfire or a hangfire. 

2. Understand:  A misfire is the failure of a cartridge to ignite when the primer or case rim has been struck.  

A hangfire is a perceptible delay in the ignition of a cartridge. This delay may last several seconds. 

3. Act:  Remain in position with the action closed for several seconds; the NRA suggests waiting at least 30 

seconds.  Keep the gun pointed in a safe direction.  After waiting, eject the cartridge and continue. 

4.1.2.5.2  SQUIB 

1. Recognize:  A squib will sound like a light load, or a pellet gun, and there will often be a lot of smoke.  

There may be a reduction in noise, muzzle flash, or recoil. 

2. Understand:  A squib occurs when the cartridge develops less than normal pressure or velocity; a bullet 

can fail to exit the muzzle and become lodged in the bore. 

3. Act:  The way to handle a squib is to stop firing, and call for an instructor to assist in determining that the 

barrel is clear, and removing the stuck round if not using a cleaning rod.  Removing a stuck round is 
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straightforward and safe to user and gun. Firing another round after the squib is dangerous and can hurt 

the user, fellow shooters, and the gun by breaking the barrel. You must clear squibs and not fire again 

when in doubt! 

4.1.2.6  OUT OF BATTERY DISCHARGES. 

1. Recognize:  If a gun is having issues cycling, or cycling abnormally, you should stop shooting and fix the 

problem before resuming. 

2. Understand:  An out-of-battery discharge is when the gun fires even with the bolt being not fully closed 

(in battery.)  An out-of-battery discharge is unsafe in all guns, and potentially catastrophic in centerfires. 

3. Act:  Check to see if the gun is fouled and in need of cleaning.  Always make sure that any detachable 

magazine is in the receiver before firing. Resolving this issue may require the services of a qualified 

gunsmith or armorer. 

RANGE LAYOUT  

This is the layout of the firing range for rifle events. Pistol events are the same, with modified distances to 

targets. 

TARGET LINE AND TARGETS 

The Target Line will hold the Targets and be square to the other Lines of the Range.  The Target Line must 

be in front of a suitable backstop berm or other earthworks or hill capable of absorbing all fire safely.  

Targets should be official event targets, or ad hoc targets as approved and devised by the Event Director. 

1. Multiple target lines addressed by one firing line shall be treated the same as a single target line in 

regards to construction and order. 

2. Target in pits are to be serviced by event personnel, scores recorded, sighters spiked and displayed, and 

communication observed with the firing line. Pits are to be sealed before a course of fire begins; see Line 

Commands section for detail. 

FIRING LINE LAYOUT 

The firing line, with the firing positions, is the line upon which all shooters orient themselves at the target 

line. 

1. The firing line shall be square to the target line 

a. Distance from target line to firing line to be 25 yards (75 ft) for the short course, or as designated 

for carbine, pistol, or other events. 

b. Longer courses of fire may be 100 yards or more; setup lines as appropriate for the facility and 

course of fire. 

c. Other distances may be necessary and may be used with appropriately scaled targets. 

d. Rimfire steel targets will be shot no closer than 25 yards, and centerfire rifle steel targets no 

closer than 100 yards. Pistol steel targets are to be no closer than 15 yards.  Inside of 50 yards, 

shooters must wear long sleeve shirt and pants; wraparound eye protection is suggested. 

2. Construction 

a. The firing line will be a marked line, for example, with bright spray paint or taut cord. 

b. The firing positions will be built behind it by the shooters according to their preference. Shooting 

mats are encouraged. Loose materials should be secured to avoid distractions. 
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c. Space between firing points: 

i. Small Bore Shooters:  5 feet per firing position 

ii. High Power Shooters:  6 feet per firing position 

3. Muzzles Only 

a. The only thing to cross a hot or in preparation firing line is the muzzle of the guns. The muzzles 

should always be across the firing line. 

b. No hands, heads, feet, or other body parts should ever cross a hot or in preparation firing line. 

c. If something is dropped across the firing line, alert the Chief Range Officer, and it will be 

retrieved after the line is cleared.  

d. If someone falls across the firing line (when hot or in prep), call Cease Fire. 

4. Firing Line Conditions 

a. Hot:  The firing line may be hot, which is when the command to fire has been given. Alternately, 

the line may be declared hot, which grants the shooters permission to fire at their discretion until 

told otherwise. Guns may be brought to and removed from the line while hot. 

b. Prep:  The firing line may be in preparation, or prep, which is after the command “Your 

preparation period begins now” has been given. The shooters may handle guns, sling up, get into 

and out of position, remove flags, close bolts, turn safeties off, dry fire, cycle actions, handle 

magazines, and do everything BUT load the magazine into the receiver. Guns may be brought to 

and removed from the line while in prep, and should be brought to the line and removed from 

the line in cases with muzzles in a safe direction (up). 

c. Cold:  After the line has been cleared by the Range Officers, rifles or carbines may be slung with 

an empty chamber indicator inserted with the muzzle pointed in a safe direction while the range 

is cold.  At advanced pistol events, pistols may be holstered, typically with hammer down on an 

empty chamber with no magazine inserted.  Firearms may not be handled or manipulated while 

the range is cold and must remain slung or holstered. 

d. Cold & Secured:  After the line has been cleared by the Range Officers. Shooters and shoot 

personnel are allowed to cross the firing line to travel to the target line. No one is allowed to 

touch, address, or bend over to address, any gun on the firing line when the line is cold and 

secured. People should not stand on the firing line when cold, but be moving to or from the 

target line or equipment line. Guns are not to be brought to the firing line while the line is cold 

and secured (and obviously not removed, either.)  This is typically the procedure used at basic 

events. 

5. Location of Key Personnel 

a. The Chief Range Officer will stand behind the firing line, at least somewhat centered, where they 

can clearly see the target line, and the entire firing line, and the Range Officers.  

b. The Range Officers shall stand on their side of the line, and move as necessary to instruct during 

stages of fire. The Range Officers shall stand on their end of the line during the commands 

leading to fire, and will return there after clearing their side of the line. 

c. Multiple Range Officers per side will split the distance between themselves, and report to the 

main Range Officer on their side, who will report to the CRO. 

d. The firing line is to be under the supervision of a qualified Chief Range Officer during all courses 

of fire, and a Range Officer during times when the shooters are elsewhere. 

6. Clearing the Line 

a. Once the command “Unload and Make Safe” is given by the CRO, participants will clear their 

firearms and step back to the equipment line.  The Range Officers will meet at the designated 
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“center gun,” clear it, and proceed towards their end of the line.  The CRO will watch the guns 

that have just cleared as they move. 

b. Once the RO reaches their end of the line, they will stand and watch the CRO, who will question 

“Is the Line Clear?” The RO will answer with a thumbs up or thumbs down or other arranged 

signal (flags, paddles, verbal, etc). 

c. If a RO needs to wait for a shooter to leave a position, he or she should do so patiently, with 

respect, and flag another instructor to assist if needed, then resume the clearing.  

d. Once the CRO has received both thumbs up from the ROs, the command “The line is clear” will 

be given, followed by further instruction. 

e. Long lines with multiple ROs clearing will have each RO report outwards to the main RO on that 

side, who will report to the CRO.  

f. A cleared gun meets the rules for a safed gun (Section I,3) and has no other items present in the 

firing position besides a shooting mat and any necessary shooting aids (rests). A sling is part of 

the gun and can be left, even if detached. A scope cover may be left, even if detached.  

g. All tools, magazines, writing implements and paper, food and drink, eye or ear protection, loose 

ammunition (live, dud, or dummy) and clothing should be retrieved and removed by the shooter 

as they leave the firing line after making their gun safe.  

h. Multiple guns per shooter are permitted if necessary for a good reason and space permits. Each 

gun is subject to being made safe at each clearing of the line. 

4.1.2.7  EQUIPMENT LINE 

1. The equipment line will be square to the rest of the lines 

a. The equipment line should be ten feet, minimum, behind the firing line. 

2. The shooters should keep all their gear here. 

a. Encourage shooters to keep their ammo, mags, writing gear, water, and other items that they 

need readily accessible on the equipment line. 

b. Long Range and other events with a moving firing and equipment line will necessitate a limited 

amount of equipment, and shooters should be encouraged to only bring what they need. 

3. The shooters will return to the equipment line after a course of fire, and should be encouraged to stay 

behind it except when entering prep or going to the target line. 

4. Spectators must remain in a designated area behind the equipment line. 

4.1.2.8  OTHER AREAS 

1. The Admin area, where shooters are signed in and initially briefed, should be behind the equipment line 

at a convenient location. 

2. Meals and long instruction points should be given away from the firing line at some area with shelter. 

4.1.3  CERTAIN TYPES OF GUNS 

4.1.3.1  TUBE FED RIFLES. 

Tube fed rifles are encouraged to be used by shooters that bring them.  Tube fed rifles require some 

different procedures.  The Event Director in consultation with the Chief Range Officer and Chief Instructor 

at the event may modify these procedures so long as safety is not compromised. 

1. The shooter will ensure the bolt is open when the preparation command concludes. 
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2. Shooters with tube fed rifles will load their magazines (preferably with a charging device) at the Load 

command on non-transition stages, and at the Stand command on transition stages. 

a. Non-Transitions:  The shooter will then close the action and then chamber a round on non-

transition stages and proceed normally. 

b. Transitions:  On transition stages, the shooter will transition with the action open, get into 

position, then will close the action, then chamber a round. This “double motion” after the 

transition adds a safety measure to keep rounds out of the chamber during transition.  

3. Safeties, if present, will be used normally. 

4. If a tube fed rifle is a semi-automatic, the shooter, on transition stages, shall load one more round than is 

necessary, and eject a live round manually at the appropriate stage to serve as a simulation of the 

magazine change. Manual action tube rifles are not required to do this. 

4.1.3.2  OTHER FIREARMS 

1. Magnums:  Out of consideration for other shooters, it is recommended not to bring large magnum rifles 

or 50 BMG rifles, except in events designed for such rifles. 

2. Automatic:  Automatic guns should be used in semi-automatic mode. 

3. Drop Safety:  Firearms – especially pistols – should be of modern drop safe design.  In general most 

firearms introduced or imported after 1968 are drop safe.  Event Directors should inspect older firearms 

to ensure that they are safe for use, or ask the student to consult a qualified armorer or gunsmith. 

4.1.4  SHOOT PERSONNEL 

4.1.4.1  EVENT DIRECTOR 

1. The Event Director is the single person in charge of the event. The final decisions on all aspects of the 

shoot rests with him/her, and he/she promotes the event, is the point of contact with the host range, and 

is responsible for all paperwork. 

2. The Event Director appoints the Range Director(s), if necessary, and the CRO and other chief officers. 

3. The Event Director writes the Course of Fire for the event and ensures that it meets the objectives of the 

program for that event. 

4. If the Event Director is late, has an emergency, or must leave, any certified instructor will assume the 

duty, provided that instructor is at least 21. If the instructor is 18 to 21, the instructor may choose to 

decline, and the event will stop. If the senior instructor is under 18, the event will stop. 

5. Event Director is a job that will be held by a properly qualified individual. 

4.1.4.2  RANGE DIRECTOR 

1. The Range Director is over a single range at a shoot event. If there is only one range being used, the Event 

Director is the Range Director. 

2. If there is more than one range, the Event Director can be one of the Range Directors. If there are multiple 

ranges in use, the Event Director can oversee all and not be a Range Director. 

3. The Range Director has the same duties as the Event Director except for coordination between the 

ranges. 

4. Range Director is a job that will be held by a properly qualified individual. 

4.1.4.3  CHIEF RANGE OFFICER 
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1. The Chief Range Officer (CRO) is directly in charge of the firing line and that is their top priority. 

Instruction and individual interaction with participants is to be kept to an amount that will not interfere 

with their duties as CRO. 

2. The CRO appoints Range Officers to assist him/her. 

3. The CRO calls the line commands and executes the Event Director’s course of fire by running the line 

through the firing stages, and directing the shooters to an instructor for instruction periods, then resumes 

direction of the shooters as that concludes.  

4. The CRO must maintain attention on the line at all times and does not leave it. The CRO may be 

temporarily relieved as needed, or may transition the duty to another individual with Range Director’s 

knowledge. 

5. The CRO will communicate with the Pit or Target Officers if they are present. 

6. The CRO is in charge of the line, and will direct the Range Officers and other Instructors to address their 

concerns as needed.  

7. The CRO position should be rotated among available personnel to balance learning opportunity and 

fatigue over the course of the event. 

8. The ultimate authority is the Event Director, but the direct delegate is the CRO. 

9. Certified Instructors who have completed the CRO training can serve as CROs. Assistant instructors who 

have not completed the CRO training and Apprentice Instructors can be the CRO under close supervision. 

4.1.4.4  RANGE OFFICER 

1. The Range Officer (RO) is appointed by the CRO and is responsible for the safety of his or her portion of 

the line during the live fire portions of the COF. 

2. The RO will typically be responsible for one half of the line, so there will typically be a CRO and two ROs 

running a line. One RO can handle a small line. Large lines will require more ROs, who will be responsible 

for a portion of the line, and who will report to the RO on each end of the line. 

3. The RO observes the safety of the shooters during prep and making safe. He or she will continue to be an 

RO during the firing portion of the string of fire, but will instruct shooters as and when appropriate as 

well. 

4. The RO is responsible for clearing their portion of the line as outlined previously. 

5. The RO reports to the CRO and follows their directions. 

6. Certified and Assistant Instructors who have completed RO training can serve as ROs.  Apprentice 

Instructors or Event Participants can be an RO under close supervision. 

4.1.4.5  CHIEF PIT/TARGET OFFICER 

1. The Chief Pit Officer or Chief Target Officer (CPO or CTO) is responsible for running the target pits or lines. 

2. The CPO or CTO will communicate via radio with the CRO to coordinate the string of fire. 

3. The CPO/CTO will coordinate the efforts of the Pit or Target Officers to ensure speedy and safe target 

service. 

4. The CPO/CTO is the authority on targets’ scoring and operating the pit or target line and all repairs and 

judgments needed.  

5. The CPO/CTO will oversee the scoring, posting of pasters to mark sighters, and repairing of targets. 

6. The CPO/CTO will enforce the pit/target line’s status as sealed or unsealed, and make sure all pit/target 

personnel are safe during the string of fire. 

7. Certified and Assistant Instructors who have completed CPO/CTO training can serve as CPO/CTOs.  

Apprentice Instructors or Event Participants can be a CPO/CTO under supervision. 
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4.1.4.6  PIT/TARGET OFFICER 

1. The Pit or Target Officer (PO or TO) is appointed by the CPO/CTO to assist him or her. 

2. They are in charge of scoring targets, recording scores, posting pasters on sighters, and repairing and 

servicing targets. 

3. Certified and Assistant Instructors who have completed P/TO training can serve as P/TOs.  Apprentice 

Instructors or Event Participants can be a C/TO under close supervision. 

 

LINE COMMANDS  

Starting from a cleared line, these are the commands used and their usage. These commands are said 

loudly by the CRO with authority. Words in boldface are echoed by ROs, Instructors, and Coordinators, 

and those commands are: “Load!” “Stand!” “Fire!” and “Cease Fire! Cease Fire! Cease Fire!” 

4.1.4.7  RUNNING THE LINE 

1. “Shooters, your preparation period begins now!” 

a. This is the command given to begin the events of a string of fire. 

b. This command permits the shooters, who are behind the equipment line, permission to approach 

the firing line and enter preparation. 

c. Ideally, this command was prefaced earlier with a directive to prep magazines (example “Prepare 

1 mag, 5 rounds) and some directive of what they will be doing with this string of fire. 

d. When shooters are in prep, the CRO can remind them of various things, like what to work on 

during the string of fire, and what the string of fire is. Also remind them to close bolts, remove 

flags, stage magazines where they can get to them, etc. 

2. “Shooters, your preparation period has ended!” 

a. This command is given when the CRO wishes to begin the firing of the string of fire. 

b. The amount of time in prep should vary based on the experience level of the shooters and 

whether the particular string of fire has been done before or not (is instructional or a qualifier) 

c. CRO will look for shooter activity to cease and the shooters to be waiting in position. 

3. “With X rounds, LOAD!” or “LOAD and MAKE READY!” 

a. This command is given on non-transition stages. The emphasis should be placed on LOAD and 

LOAD will be echoed by the rest of the event staff. 

b. The shooters will then place the prepped mag into their receivers, and rack the actions, 

chambering a round. 

c. Give any tube rifle shooters time to complete this task. 

d. As an alternative, you can state “Load and Make Ready!”  This is useful for events like carbine 

clinics where the intent is for shooters to load with a full magazine and assume a ready position.  

It can also be used for basic clinics prior to drills. 

4. “With safeties on, STAND!” 

a. This command is given on transition stages. The emphasis should be placed on STAND and 

STAND will be echoed by the rest of the event staff. 

b. The shooters will then activate their safety and stand from their built positions in a safe manner. 

c. Give shooters enough time to accomplish this safely, and watch for sweeping muzzles. Also 

watch for tube fed rifle shooters to complete loading the tube mag. 

5. “Is the line ready?” 
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a. This is a rhetorical question asked of the line. Shooters will be instructed to wave or otherwise 

attract notice if they are not ready. 

b. Shooters that are not ready will be attended to by an instructor or RO, who will determine if it is 

a safety issue. The string of fire will be stopped for safety issues, and continued for non-safety 

issues. 

6. “Ready on the Right?” 

a. This is a question asked of the RO on the right side of the line. 

b. The RO or a shooter will signal if not ready due to a safety issue. 

7. “Ready on the Left?” 

a. Same as previous, to the RO and shooters on the left side of the line 

8. “Ready on the line!” 

a. This is said as an announcement, and the CRO will be looking at the target line to make sure it is 

ready. 

b. Some instructors like to state “All ready on the line” or “Ready on the rifle line” due to the 

cadence/rhythm of the command.  Minor variations such as this are acceptable so long as the 

Chief Range Officer is consistent. 

9. (Stand By…)  “FIRE!” 

a. This command is echoed by all event personnel. 

b. Timed stages will have their timing begun at this point. 

c. “Stand By” may be given as a preparatory command if there has been an unusual delay since the 

previous command, or if running a number of sequential drills. 

10. “CEASE FIRE! CEASE FIRE! CEASE FIRE!” 

a. This command is used to stop firing, at the end of a string of fire. 

b. This command is used immediately if an unsafe condition presents itself. 

c. This command is used when shooters are finished with their shooting that string of fire, or when 

time expires on a timed staged, whichever is first. 

d. All people on the range can use this command as a safety measure, however, make sure that 

children understand the scope of it, and, if used appropriately, call attention and praise to it. 

Inappropriate use, if occurred, should be noted and discouraged in a professional yet firm 

manner.  

e. This command is echoed by all event staff. 

f. Continuation of firing after the first word of the command is given is not to be tolerated. 

Instruction will be given for first offences and chronic offenders may be removed from the line 

temporarily or permanently as needed. 

g. The CRO will, on fast timed stages, where shooters are expected to sometimes not finish, should 

hold their hand up and count down the final five seconds so that the rest of the event staff can 

coordinate echoing the cease fire in unison.  

11.  “Unload and Make Safe!” 

a. This command is given to the shooters to make their firearms safe, to include grounding them 

and stepping back. 

b. This command cues the ROs to begin to clear the line. 

c. The shooters will make their rifles safe, collect their gear, and return to the equipment line. 

12.  “Is the line clear?” 

a. Once the ROs have cleared the line, the CRO uses this command. 

b. The ROs reply with a thumbs up for the affirmative, and a head shake or “NO” for negative. 

13. “The Line is clear! Shooters, you may proceed to [next task].” 
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a. Once the Line is clear via the ROs signals, this command is used to declare the line clear. 

b. This command will be followed by an instruction of what the shooters are to do next. Example: 

“Shooters, you may proceed downrange to pull and paste targets.” 

4.1.4.8  SPECIAL COMMANDS 

1. “Shooters, as you were.” 

a. This command is used to cancel a previous command in the event of an unforeseen situation or 

delay. 

b. The shoots can resume what they were doing or relax, depending on the context. 

2. “Shooters, carry on.” 

a. This command encourages the shooters to resume the previous activity that was temporarily 

stopped. 

3. “Dry Practice.” 

a. This command is used in place of “FIRE!” for dry runs of strings of fire, usually the first time 

through a transition stage. 

b. If you intend the shooters to fire on the next time through, have them place their mags at the 

rear of the firing position out of reach for the dry practice run. 

c. Instructors will move their mags to them for the live fire string of fire upon direction of the CRO. 

d. This command may surprise shooters, a “Quickly, Quickly” may assist them in moving promptly. 

4. “Shooters, police brass behind the firing line!” 

a. This command is used for an event with a moving firing line.  

b. This command will be used with “Unload and make safe” on the last string of fire before the 

firing line is moved. 

c. The shooters will ONLY police brass behind the firing line. 

d. Once the policing has occurred, the ROs will clear the line. 

5. “Shooters, you may proceed to police brass in front of the firing line!” 

a. This command is given after the line is cleared and is for a moving firing line. 

b. The shooters may proceed in front of safed firearms to police brass in front of the firing line. 

c. The shooters should be encouraged to move quickly, then return behind the equipment line.  

6.  “Shooters, retrieve (or secure) your guns!” 

a. This command, being given when the shooters are behind their firing positions, allows the 

shooter to pick up their firearm and mat (they should already be carrying their other gear) to 

move the firing line. 

b. The shooter will reach down from beside the firearm, move the firearm off the mat, if they have 

one, pick up the mat and stow it, then retrieve the firearm and stand with it, muzzle in a safe 

direction.  

c. The shooter can remove the chamber flag and carry it securely with them.  

d. The firearm will be carried with muzzle in a safe direction, mag out, bolt open, and safety on, or 

may be secured in a case or similar container. 

7. “Make Ready…  The next string will be [x]…  Stand by…  Fire!” 

a. This command is given to the shooters to stay in position, reassume a ready position and prepare 

for the next drill. 

b. “Fire” is echoed. 

8.  “Unload and Show Clear!” 

a. This command is given to the shooters to make their firearms safe, return to the ready, and 

present them for inspection to an RSO. 
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b. This command cues the ROs to begin to clear the line. 

c. The shooters will remain in position until the line is cleared. 

d. This command is typically used in conjunction with the “range is cold.” 

9. “The Range is Cold” 

a. Typically, rifles must be grounded as part of line clearing procedures. 

b. At events where students need to move to targets at different distances, the Chief Range Safety 

Officer (CRSO) may issue the command “The Line is Cold” in accordance with the NRA ARC Match 

guidebook.  This command may be issued after all students have “shown clear” (Magazines 

removed, chamber empty, chamber flag inserted, and clear chamber inspected by an RSO) and 

the line has been declared clear by the CRSO. 

c. Pistols may be carefully holstered with an empty chamber and no magazine inserted. 

d. [The Line is Cold] means that the line is safe and people may move about the range, but rifles may 

not be handled while anyone is forward of the firing line. Competitors may carry the rifle with the 

sling over the shoulder and across the back, with the muzzle down and controlled at all times.  An 

empty chamber flag must be inserted and bolt forward to hold the flag in place. 

10. “Shooters, turn and move to [new location.]” 

a. This command has the shooters face the appropriate direction, and walk abreast to the new 

firing line. 

b. Once arrived at the new firing line, it should be indicated, and the shooters put into preparation 

to build their firing positions.  

c. This command is used in conjunction with “the range is cold.” 
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4.2  FUNDAMENTALS OF INSTRUCTION 

The following primer is sourced from the NRA instructor’s manual. 
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5  HISTORY & STORYTELLING 
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5.1  STORYTELLER’S GUIDE  

Congratulations on taking the first step on the road to sharing the history and heritage of this country 

with other Americans.  Many people find this to be an intimidating task and it is our hope that the 

information in this document will make it easier for you to tackle this new skill-set. 

Like marksmanship, public speaking and storytelling is a skill to be learned.  Just as it is highly unlikely for 

someone to shoot a sharpshooter score the first time they pick up a rifle, one should not expect to be 

perfect at storytelling the first time.  Just as any other skill, this is one that requires thought and practice. 

5.1.1  THE BASICS OF PUBLIC SPEAKING 

 Set the Stage: Ensure that you are positioned where you can be seen and heard by the audience.  Make 

eye-contact with everyone throughout the presentation. 

 Speak Up: If you have a larger audience or are in an outdoors space with other competing noises, you may 

have to speak louder than you normally would to ensure that everyone can hear you.  This doesn’t mean 

that you should shout, though! 

 Slow Down: It is common for people to speak much faster in front of an audience than they usually would.  

Be conscious of this, slow down, and enunciate clearly.  Don’t be afraid of silence, either.  A brief pause to 

reorganize your thoughts is much more effective than filling that silence with unnecessary words such as 

“uh,” or overuse of “and” or “like.” 

5.1.2  THE BASICS OF STORYTELLING 

 Find the Story: All stories have a beginning, middle and end.  The story rises and builds to a climax and 

then tapers back down to a conclusion.  Know your storyline!  Additionally, you don’t want to get bogged 

down in extraneous details.  You should have a detailed knowledge of what you are speaking about, but 

that doesn’t mean that your audience needs to know every little bit.  They won’t remember it and it will 

distract from your message.  Pare the story down to the essentials. 

 Find Your Voice: No two people should tell a story exactly the same way.  Find the parts of the story that 

speak to you and build your story around those parts.  It will have a bigger impact on the audience 

because it had an impact on you.  Listen to other storytellers, borrow from them when you hear 

something that resonates, but don’t try to copy. 

 Prepare: There is no need to memorize your story ahead of time.  Nor should you plan on reading word-

for-word from a script.  However, preparation is still necessary.  Notecards or an outline can be very 

helpful without interfering with your presentation.  Ultimately, you need to be comfortable with your 

knowledge of the subject.  In addition to listening to other storytellers, reading the recommended source 

material and/or doing research on your own will help to familiarize you with the topic. 

5.1.3  LEARNING STYLES 

Not everyone learns in the same way.  Some people are great listeners, while others prefer to see 

something written down.  While storytelling is inherently a spoken form of communication, there are 

some things you can do to help maintain the interest and attention of your audience. 
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Visual Aids: Maps, pictures and handouts and a host of other material can all be judiciously used to aid in 

the understanding of the story.  For example, a common pitfall in the April 19th story is the large cast of 

characters.  It can be difficult for a listener to keep the names and identities straight.  A few pictures of 

important people, displayed at the appropriate times in the story, can make it easier to follow along.  As 

in all things, though, moderation is key. 

Audience Interaction: Getting people involved will keep their interest.  Asking a focus question or two at 

the beginning gives the audience something to listen for.  Involving them throughout the story can also be 

beneficial. 
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5.2  HOW TO GET STARTED 

Pick a story.  Don’t feel that you need to jump in head first with a full hour-long presentation!  Choose a 

shorter portion, a five minute story or a ten to twenty minute section of a larger story to start with.  If you 

need help, ask your Event Director or anyone on the History committee for some tips or to listen to your 

presentation before you share it at an event. 
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6  REVERE'S RIDERS TRAINING 

PROGRESSION 
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6.1  GENERAL OVERVIEW 

The following procedures outline how RR members are qualified to staff events.  The intent of these 

procedures is to establish a baseline standard for performance in order to ensure safety and quality 

control.  Skill levels are recognition of competence, not badges of rank or longevity. 

All members go through RR Basic Instructor Training (RR-BIT).  After completing RR-BIT, members may 

add endorsements for specific skill disciplines that allow them to tailor their learning to their interests and 

local needs. 

Each discipline has four skill levels which are based on the progression used by the NRA as well as the 

classical skill model that would be familiar to skilled tradesmen like Paul Revere:  Apprentice, Assistant, 

Certified, and Master.  Apprentices are learning the fundamentals; Assistants have mastered the basics 

and can perform some tasks; Certified members are fully qualified; Masters oversee the training 

progression of others. 

Training generally follows the “see one/do one” model.  That is, members are encouraged to observe the 

skill under the guidance of an experienced Master and get one-on-one instruction, study the 

fundamentals and practice, then demonstrate proficiency.  Grading is a simple “Go/No-Go;” if a candidate 

needs extra practice then they receive remedial instruction and try again. 

The RR Board of Directors has ultimate say over Member skill level progression or regression.  The 

President or Vice President may grandfather, promote or regress members based on demonstrated 

performance and first-hand reports from event attendees or other RR volunteers; members may appeal 

to the full Board if they feel the action is unfair. 

Some events require Tests.  Sample tests are included at the end of this chapter.  Master instructors can 

require tests to be completed in writing, ask questions verbally, or supervise upgrades applying the skills.  

The important thing is that the upgrading member learns the skills. 

 

Basic Instructor Training 

(BIT) 

Core Range Officer, History, Civic 

Engagement skills; Policies 

Basic Rifle Instructor 

First Steps and Basic Rifle 

Basic Instructor Training 

Basic Pistol Instructor 

First Steps and Basic Pistol 

 

Storyteller 

History 

Event Director 

Admin to Run Events 

Field Rifle Instructor 

Full Distance Shooting 

Carbine Instructor 

NRA ARC/Carbine Clinic 

Other Disciplines 

Flexible Model 
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6.2  RR BASIC INSTRUCTOR TRAINING 

6.2.1  PURPOSE 

The purpose of RR-BIT is to establish a fundamental baseline of knowledge, skills, and attitudes for RR 

Members to function as part of a cohesive team.  The BIT process includes administrative tasks as well as 

activities related to the Shooting Sports, Civic Engagement, and American History. 

6.2.2  TIMELINE 

The entire BIT process is intended to be completed over two RR events with a “hands on” training model.  

BIT takes at least eight hours of on-the-job training plus some self-study. 

6.2.3  CHECKLIST OF TASKS 

TASK DATE LOCATION MASTER NAME MASTER INITIAL 

APPRENTICE INSTRUCTOR 

Sign up as a RR Member  N/A N/A N/A 

Submit Upgrade to Secretary  N/A N/A N/A 

Apprentice Upgrade Complete     

ASSISTANT INSTRUCTOR 

Be an RR Member  N/A N/A N/A 

Be 16+ Years of Age  N/A N/A N/A 

Work 1+ RR Events (4+ Hrs)     

State RR’s Purpose     

Be familiar with RR’s Goals     

Sign up for events     

Range Officer Procedures     

Safety Rules     

Pit/Target Procedures     

Reimbursement Policy     

Event Check-In (forms, etc)     

Test: Safety Fundamentals     

Assistant Upgrade Complete     

Table 2: BIT Task List 
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TASK DATE LOCATION MASTER NAME MASTER INITIAL 

CERTIFIED INSTRUCTOR 

Be a RR Member  N/A N/A N/A 

Be 18+ Years of Age  N/A N/A N/A 

Work 2+ RR Events (8+ Hrs)     

Chief Range Officer Procedures     

Short History Presentation     

Short Civic Engagement Talk     

Understand next skill upgrades     

Test: Instructor Fundamentals     

Certification Upgrade Complete     

MASTER INSTRUCTOR 

Be a Full RR Member  N/A N/A N/A 

Be 21+ Years of Age  N/A N/A N/A 

Worked 8+ RR Events     

RR Officer Approval     

Master Upgrade Complete     

Table 3: BIT Task List(contd) 

6.2.4  BIT SPECIAL INSTRUCTIONS AND CLARIFICATION 

The following provides a study guide and clarification for tasks above. 

 Assistant 

◦ RR Membership:  Apprentice, Assistant, and Certified Instructors may be any class of RR Member.  

Master Instructors must be Full members. 

◦ State RR’s Purpose.  Found in our Articles of Incorporation and By Laws.  The purpose of this club 

shall be as follows: “To educate the public in American history, support the shooting sports, and 

promote civic engagement.” 

◦ Be Familiar with RR’s Goals.  RR’s Goals are also found in the bylaws.  Assistants need not state them 

verbatim, but mentors should ensure that Assistant Instructors are familiar with them. 

◦ Sign Up for Events.  Explain how to keep tabs on events in your area to volunteer at. 

◦ Range Officer Procedures.  Demonstrate RO procedures to standard per the SOP. 

◦ Safety Rules.  State the three safety rules verbatim per the SOP.  Teach them to students. 

◦ Pit/Target Procedures.  Explain or demonstrate Pit/Target procedures per the SOP. 

◦ Reimbursement Policy.  Understand how to file for reimbursements, and what is covered. 

◦ Event Check-In.  Explain or demonstrate how to welcome guests to an RR Event and process their 

waiver forms for the Event Director. 

◦ Test—Safety Fundamentals:  Pass a brief test on safety fundamentals (see appendix). 

 Certified 
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◦ Chief Range Officer Procedures:  Demonstrate CRO procedures to standard per the SOP. 

◦ Short History Presentation:  Demonstrate the ability to tell 10 total minutes of history to a public 

audience, with a focus on the colonial period, Revolutionary War, or early Republic.  This 

presentation may consist of several shorter presentations (example, two five minute talks) or one 

longer presentation. 

◦ Short Civic Engagement Presentation:  Demonstrate the ability to discuss Civic Engagement for at 

least five total minutes.  This presentation may consist of several shorter presentations (i.e. a few 

“elevator speeches”) or one longer presentation.  Example topics include encouraging the general 

public to participate in civic life, educating the general public on civic participation, fostering an 

appreciation for the freedoms and liberties provided by American civic life, approaching a partner 

organization, or similar topics. 

◦ Understand Next Skill Upgrades:  The candidate should understand how to add additional 

endorsements for specific skill discipline.  The Master instructor should have a goal-setting discussion 

and help tailor an upgrade plan based on the individual’s interests and the needs of the local crew or 

area. 

◦ Test—Instructor Fundamentals:  Pass a brief test on instructor fundamentals (see appendix).  
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6.3  TEST:  SAFETY FUNDAMENTALS & POLICIES 

o A score of 90% is required to pass.  All answers can be found in the Range SOP. 

1. State one of the three fundamental NRA / RR Rules for Safe Firearms Handling: 

o _____________________________________________________________________________________ 

2. State another of the three fundamental NRA / RR Rules for Safe Firearms Handling: 

o _____________________________________________________________________________________ 

3. State a third fundamental NRA / RR Rule for Safe Firearms: 

o _____________________________________________________________________________________ 

4. RR Instructors may assist students with their firearms in all of the following ways EXCEPT: 

a. Attaching slings 

b. Making sight adjustments 

c. Field Stripping and Cleaning 

d. Substantive modifications to a gun’s fire control group, action, or other parts 

5. True or False:  Safety glasses and ear protection are required.  RR club insurance may not cover individuals who choose not 

to wear personal protective equipment. 

a. True 

b. False 

6. True or False:  Never use alcohol or drugs before or while shooting.   

a. True 

b. False 

7. True or False:  At RR events, firearms will either be secured in a closed container or under the supervision of a certified RR 

member. 

a. True 

b. False 

8. True or False:  Sidearms can be worn by students who will be in the prone, sitting, or kneeling positions on the line. 

a. True 

b. False 

9. When clearing a firearm at a RR event, participants should do all of the following EXCEPT: 

a. Unload the firearm by removing all ammunition and detachable magazines 

b. Open the bolt and verify the chamber is clear 

c. Engage the safety if possible 

d. Insert an Empty Chamber Indicator (chamber flag) 

e. Handle the rifle to make sight adjustments while others are downrange 

10. While working as a Range Officer, you observe an unsafe condition develop.  What should you do? 

a. Call “CEASE FIRE” immediately. 

b. Wait until the next break and tell the Chief Range Officer. 

c. Make a note of it and bring it up at the After Action Report.  
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6.4  TEST:  INSTRUCTOR FUNDAMENTALS 

A score of 90% is required to pass.  All answers can be found in the Instructor SOP. 

1. True or False:  RR has a policy forbidding harassment or discrimination.  Students and RR members should be treated with dignity and 

respect.  Mistakes should be corrected tactfully and positively, never sarcastically. 

a. True 

b. False 

 

2. True or False:  Relating new materials to what is already known makes the learning process easier.  Instructors should use a “building 

block” approach. 

a. True 

b. False 

 

3. True or False:  Instructors should start with simple concepts before moving onto more complex activities. 

a. True 

b. False 

 

4. True or False:  All students learn at the same pace and in the same way. 

a. True 

b. False 

 

5. According to the NRA and RR instructor manual, students retain about 10% of what they ______, 25% of what they ______, and 65% of 

what they ______.  This is why the NRA and RR emphasize “Total Participant Involvement.” 

a. Hear, See, Do 

b. Do, Think About, Hear 

c. See, Do, Hear 

 

6. Who, if anyone, should provide additions to an effective but slightly incomplete presentation? 

a. The Event Director 

b. The Chief Instructor 

c. Any instructor at the event 

d. Both A & B 

7. True or False:  Demonstrations are a chance for instructors to show off; it doesn’t matter if you clearly show the steps in performing the 

skill. 

a. True 

b. False 

 

8. If the students are not familiar with a skill, you should insist on ____ first, ____ second. 

a. Speed, Showmanship 

b. Speed, Accuracy 

c. Accuracy, Speed 

 
9. What is an effective tool to organize your thoughts when giving a talking presentation? 

a. Reading a script verbatim 

b. Lesson Plan or Outline 

c. Only ineffective instructors have to prepare; you should always speak off the cuff 

 
10. Examinations, whether knowledge tests or live fire shooting contests, serve all of the following roles except: 

a. A means to determine if your students have learned the material 

b. A tool to enhance learning and reinforce concepts 

c. An indication of the instructor’s success at teaching 

d. A chance for the instructors to add new objectives that they haven’t taught yet as a surprise twist 
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6.5  TEST:  RR POLICIES 

TBA.  Until a test is released, to complete this requirement, candidates should review policies with their 

mentor and ensure there are no questions.  
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7  RESOURCES 
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