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After the Event Checklist

Event: 

Date of Event (indicate number of nights camping):

Attendees:  
· Attach a log of attendees (scouts, scouters, parents, or any others attendees)

· Attach driving assignments sheet

Advancements: Contact advancement coordinator (Free Henry) or merit badge coordinator (Tom Coleman) if there were any group-wide advancements or merit badge requirements completed during the event.

Finances: Reconcile any outstanding financial issues from the event.  That includes giving receipts to the Troop treasurer (David Davis) and getting re-imbursement for expenses from the Troop treasurer.
Troopmaster: Scoutmaster adds the event to the Activities section of Troopmaster and indicates the Scouts and adults who attended.  

Equipment:
· Ensure that the scout quartermaster has accounted for all troop gear and has documented who has taken gear home for cleaning.

· Document any broken equipment and give the list to the adult quartermaster (Tim Kearby) so that he can have it repaired or buy replacements.
· Trailer:  If the troop trailer was used on this event, make sure the trailer has been delivered back to the storage facility and that any event-specific gear has been removed from the trailer and returned to the storage unit.  

· Document any missing or required equipment and give the list to the adult quartermaster so that he can buy the needed equipment before the next event.
Lessons Learned:  Discuss with the scoutmaster, SPL, and other attendees what went well on the event, what didn’t go well on the event, and what should be changed if we do this or similar events in the future. 
· Were location reservations made early enough?
· Did we pick up any additional location information that we can add to this “after the event” documentation?  Trail maps, park maps, topo maps, local event, business or organization flyers

· For backpacking trips, provide documentation on trail hiked, where we camped, water locations, mileage, elevation changes and any other trail information that would be useful if this trip was done again.

Review:  Review this “after the event” checklist at the next PLC and SM/ASM meetings.
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