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Before the Event Checklist

Event: 

Date of Event:

Scout in charge of planning:

Scouter assisting with planning:
Location:

Name:
Address:

Emergency phone numbers:
Website:

Other details about location (such as size, elevation, amenities, access, etc. things that we would need to know that would affect the planning):
Backup location (and circumstances under which the alternate location would be used): 
Finances:

· Location fees (cost for campsite rental, facility use, etc):
· Activity fees (cost per scout for lift ticket, canoe rental, etc):

· Any other monetary considerations (special food/meal, transportation fees, etc):

Equipment:

· Is there any special equipment needed for this event?  (canoes, motor boats, shotguns, bicycles, fishing gear, etc)

· Decide what patrol and personal gear will be needed for the event (are tents needed? Are we backpacking or car camping? water shoes, climbing gear, etc)
Timeline:

· As early as possible:

· Research location (facilities at location, activities at location or nearby, rules and regulations at the location such as ability to build fires, special training requirements, etc)
· Estimate the number of Scout and adult attendees (required for events like ski trip)

· Scout and assigned leader meet and create a plan for the event (primary activity, additional activities such as rank or merit badge requirements, schedule of activities, how do we plan to have fun, sleeping arrangements, special travel considerations, training required for event, etc)

· Review plan with SM/ASMs and PLC for feedback

· Make reservations/pay deposits and handle any other unusual requirements for the event (paying deposit for campsite reservations, lodging arrangements, access to special facilities such as the White House or a military base, etc).  

· If not already on the Troop calendar, get the event on the Troop calendar and updated on the web site.

· For District/Council events, attend District/Council Roundtable meetings as required prior to the event (usually two or three months prior to event)

· One month prior:  

· Announce event and activities at upcoming Troop meetings

· Post permission form to troop website (contact Kristin Meyer, troop webmaster)

· Check on adult leader participation for the event to ensure adequate adult leader coverage (two deep coverage, necessary BSA certifications: Safe Swim, Safety Afloat, NRA Certified Trainer, CPR, First Aid, Wilderness First Aid, Weather, Climb on Safety, etc)

· Get volunteer to pull trailer

· Scout in charge should review final details at PLC and have PLC schedule any training as needed (water safety, backpack checks, etc)

· Scout or adult in charge attend committee meeting to get approval for any finances required for the event

· If a boating activity, start working on float plan

· Make sure any needed special equipment will be provided (boats, canoes, etc)

· Plan any specific scout training or other requirements for participation such as swim test.

· Confirm with transportation chair that sign-up sheets will be prepared and available for Troop meetings

· Announce signup sheet at upcoming troop meetings

· Prepare driving directions/map and post to web site.

· Two weeks prior:

· Finalize float plan

· Verify who is filing tour permit (normally done by scoutmaster) and file tour permit/float plan.
· Patrols should assign a grubmaster and create a meal plan for the event.  Meal plans need to be signed off by the SM, an ASM or an Eagle scout

· Ensure SPL is attending (or designate substitute)

· Ensure scout quartermaster is attending (or designate substitute)

· Make sure at least two Scouts and/or adults have trailer keys for the trip

· Make adult patrol meal and tenting assignments

· Make adult event activity assignments (assure two deep leadership)

· Week of event:

· Check on weather conditions and send out any necessary updates to troop (colder than normal so pack warm clothes, etc)

· Check on state of driving assignments with troop transportation coordinator (Cindy Gay).  Ensure adequate seatbelts for number of attendees.

· Trailer check:  Check condition of trailer with adult quartermaster (Tim Kearby) and adult volunteering to pull trailer.  Add any event-specific gear to the trailer.  Decide whether propane tanks will be needed.  If propane tanks are needed, the trailer pull volunteer coordinates the loading of the tanks with the adult quartermaster. Is backpacking stove fuel needed?  Do we need to provide our own water (blue containers)? If we need water the trailer pull volunteer fills blue water containers for the trip.

· Day of departure:

· Make sure an adult leader has Troop check, credit card or cash to make any final payment of fees at the site.

· Make sure you have a permission form for every scout (and attendee if required).

· Make sure an adult has been assigned to handle medications for the trip and that all medications with instructions have been turned over to that adult before departure.

· Make sure either scoutmaster or adult in charge has troop medical binder (obtain from Justine Fausak)
· Make sure the master list of attendees is complete and available to SM and SPL

· Make sure someone is bringing the troop first aid kit.

· Bring the scoutmaster binder (normally prepared by scoutmaster and includes copy of tour permit, insurance information, and roster).  

· SPL or designated SPL holds assembly with roll call and provides a headcount of scouts going on event

· Hold a drivers’ briefing where you review the directions, distribute a map to the event, discuss any stopping points.  Ensure everyone has a copy of driver cell phone numbers. Recommend pairing up vehicles for the trip.
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