ACTIVITY PLANNER & CHECKLIST

ACTIVITY                                                                                                                         
Chairperson                                                                                     
Adult Advisor                                                                     phone:                                phone:                                

Committee Members:

                                                                 

                                                                 

                                                                 

                                                                 

                                                                 

                                                                 

                                                                 

____1. What activities will be provided?                                                                                                               
                                                                                                                                                                       

____2. Date(s) of Activity (clear date with Unit)                                                                                                   
____3. Place of Activity                                                                                                                                         
Make your Reservation – Contact name, address & phone                                                                        

                                                                                                                                                                     
____4. What will be accomplished (certification, Venturing reqts., merit badge(s), advancement, award)?        
                                                                                                                                                                     
                                                                                                                                                                     
____5. Have a Contingency Plan (in case of rain)                                                                                                  
                                                                                                                                                                     
____6. Determine Cost

· Cost of place you are staying
$                    
· Cost of food
$                    

· Cost of entry fees
$                    
· Cost of needed equipment
$                    

· Cost of supplies
$                    

· Cost of transportation
$__________

· Cost of patch or award
$                    

· Miscellaneous Costs
$                    

· Total of above costs works out to be cost per person=>
$                    
____7. Get Leadership and Resources – minimum 2 leaders.  Minimum 3 for High Adventure outings                                                                                                                                                                      
____8. Set up Committee & recruit resources -  Who do you need for:

· Training?                                                                                                                                                    
· Information?                                                                                                                                               
· Advice?                                                                                                                                                       
· Help?                                                                                                                                                           
· Expertise?                                                                                                                                                    

____9. Make up a permission slip - see separate instructions                                           Date Due:                    
____10. Determine the number of meetings required and establish an agenda for each meeting
____11. Speak with the President to arrange your meeting agenda
____12. Contact your Resources to ensure their availability for your meetings
____13. Plan the agenda of your activity – what will you do and when – attach a copy

____14. Send in your deposit, if required                                                                            Date Due:                    
____15. Make a list of personal equipment to go along with your permission slip

____16. Make a list of Unit equipment – attach to this checklist
____17. Make the menu.  (If adults are eating separately, the need to do their own menu).  Each scout patrol/Crew is responsible for their menu, food and equipment, buying and packing
____18. Make up a shopping list of food and equipment needed

____19. Who is shopping?  When are they shopping?

____20. Make a Sign Up Sheet to go along with the permission slips (See sample) (atleast 1 month ahead of time)
____21. Verify the dates and times with your resources, the people assisting you and accommodations. 
____22. Before traveling, exchange drivers’ cell phone numbers
____23. Write thank you notes to your Resources and Expertise Assistants
PERMISSION SLIP

You must have a permission slip for each Scout.  Have these made out at least 3 weeks before your event so you can have them on the table with the sign up sheet.  When you make your announcement at the meeting, you can show the Scouts the permission slip and they can sign up right away.

Try to get your permission slips and payments BEFORE the day of the outing.  This will cut down on your “leave time” on the day of the outing.

TOP PORTION OF THE PERMISSION SLIP:

· Write down where you are going and what you will be doing

· Leave On – put day, date and time (a.m. or p.m.)

· Return On – put day, date and time (a.m. or p.m.)

· Put in the Cost per person

· Leader(s) in charge and their phone number(s)

· Emergency Contact – this should be a person who will be at home at the time of the activity.

· This person should have a list of attendees

· In case you will be late or there is an emergency on the trip, this person is to be notified.  In turn, they will notify the parents.

· Will everybody need a sack lunch or dinner for the first meal?

· Will they need to bring money for a lunch or dinner stop on the way home?

· Will you call the parents on the way home, or will you be arriving at the time stated on the upper portion of the permission slip?

· Additional Items to Bring:

· What special items will each person need to bring or wear?

· Any pre-planning meetings required?  Put them down – date, time & place

· What are they to wear?
BOTTOM PORTION OF THE PERMISSION SLIP:

· Write in when the payment and permission slip are due
· Fill in the area of what the activity is

· Fill in the cost per person or category
Make copies of the permission slip.  If there is a website, post the permission slip on the website.  Suggestion: copy as a PDF file.  This goes better on the website.
When you collect the money, fill out the payment information box.   Also mark the sign up sheet when they pay and/or turn in their permission slip.  The sign up sheet gives you a quick glance as to who owes you what.

For the templat of the permission slip, see the PERMISSIONSLIP_TEMPLATE.docx
Activity Planner

