Adult Planner's Checklist
Troop 680     August 27, 2005 (updated from Planlis4.WP; December 2, 1993)



Troop 680 depends on an adult coordinator to plan each outing and major activity. This person contacts the site, gets information about the activity, arranges transportation, shows the overall plan to the Scoutmaster, Troop Committee and Scouts, collects fees from the Scouts, provides a handout, and coordinates a write up for the Troop newsletter (hopefully). The Scoutmaster or the Program Chair may have a program notebook that has information about the same or similar outings from the past year. The total time involved can vary from two hours for planning only to a few days when the coordinator participates in the event. Participation (actual attendance at the event) is not required but is strongly encouraged; usually the adult uniformed leaders attend the overnight activities also. Others are certainly welcome, and indeed, are encouraged to participate.


If you are interested in helping as a uniformed adult leader, we need help in coordinating the planners for all outings, in planning specific outings and activities, in coordinating the Venture program (for the older, more experienced Scouts, e.g., 14-15 years and older), in providing an active liaison between Cub Scouts and Boy Scouts and in various other areas. Contact the Committee Chair for more information and to volunteer.


BSA provides leadership training for all adult leaders, and Troop 680 will pay for the training fees. Both Committee Members and Uniformed Adult Leaders are encouraged to attend training. The training events are found at the Colonial District Web site (http://www.boyscouts-ncac.org/colonial) and should be listed on our Troop 680 web site in the calendar also.

Upon assignment
________
Pick up any program material from Scoutmaster or Program Chair

________
Review schedule of troop meetings and the event

________
Backward plan

3-4 months in advance
________
Make initial contact with the camping site and check for



________Water



________Latrines



________Ground fires allowed



________Camp cooking stoves (Coleman white gas) allowed



________Special permits required



________Camping fees



________Strip maps to site and site map (one per driver, one for SPL, and





one per participating adult leader)



________Religious services (check with Chaplain Aide)

2 months in advance
________
Discuss event and troop meeting plans with Scoutmaster

________
Determine requirement for any additional training. For swimming events, cover Safe Swim Defense. For Canoeing events, cover Safety Afloat.

________
Review compout details at committee meeting.

________
Attend Patrol Leader Council to discuss event with Scouts.

________
Provide information for monthly newsletter.

________
Make initial estimate of transportation requirements.

1 month in advance
________
Meet with Scoutmaster to finalize details, to review departure/return times, number of meals, emergency phone number, special equipment requirements.

________
Provide event handout

________
Begin collecting required fees.

2-3 weeks in advance
________
Send Tour Permit to National Capital Area Council; the Tour Permit must be approved before the troop departs for the activity.

________
Collect required fees, including $3 to $5 per meal (or then prevailing rate) and distribute to Patrol Leaders.

________
Provide roster (Scouts and Scouters) to Scoutmaster.

1 week in advance
________
Collect final (late) fees.

________
Prepare final transportation plan, driver's map and instructions, equipment loading plan.

________
Identify Sunday pick up leader and drivers.

________
Obtain check from Treasurer to cover any unpaid or adjusted fees.

Departure day
________
Provide final roster of Scouts, Scouters and drivers to Scoutmaster.

After the event
________
Do an after action report.

________
Assign newsletter article to a Scout and provide due date and editor's name.

________
Drop off planning package with Scoutmaster or Planning Director.

________
Finalize all money matters, ideally within a week, but certainly within 30 days. Turn in all receipts to the Troop 680 Treasurer.
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