Attached is the troop planning for 2010.  The column labeled "Troop Outdoor/Camping Activity" contains the outdoor event that the boys would like to have each month.  I will be busy getting the venture patrol boys ready for Northern Tier so I really need help with the planning and execution of the troop outdoor activities.  Each family in the troop should be involved in the planning of at least one event.  Please look at the attached planning sheet and pick out one event that you want to help plan and e-mail me your choice ASAP.  
Here’s a planning template you can use that takes you through the steps to plan an outing.  Some outings might need more planning (typically not) and others may need less planning.  Please consider this only a guide and tailor it to you and your outing needs!  Most of all have fun with it!

Working backwards from the event, make a time line of when each step should occur.

60 - 120 days before event. (9 to 10 months for popular destinations such as USS Alabama)
Step 1. Contact destination. Check with the destination to see if deposits, special permits or space reservations are required. Are there restrictions near the dates on which you plan to have the event? Make a list of important information about the event including: web site, contact name, address, telephone, fax, dates, costs, special equipment, parent release forms, space reservation dates and deposits.

Step 2. Set the date. If the troop has not assigned a date: e-mail the date(s) you are thinking of using along with the rough plan for the event to the troop adult leaders and the Senior Patrol Leader (SPL).  Some of the leaders may have information about past or similar events that may help you and/or someone may have information that may influence the date selection. 

Step 3. Email outing flyer. Create a flyer with all of the event information: name, date, length, special considerations (swimming, cold weather conditions), special equipment, cost (highlight if a non-refundable deposit is required to reserve space), your name and contact information. Do not forget to encourage parent participation. E-mail the flyer to all Scouts and to the adult leaders. This announcement allows families to schedule the time and talk to their scout about the event.  Use this flyer at the troop meetings.

20-30 days before event date.
Step 4. Troop meeting announcement.

1.     Announcements are made at the end of each scout meeting. Tell the Scouts about the event and the date and that you would like them to sign-up if they are interested. The initial sign-up is to get a feeling on troop interest, the scout will be committed to the trip only when they pay for the trip.

2.     Bring handouts to the announcement for the scouts to take home. Include a packing list, equipment list, liability release form or whatever else your event requires. Show the handout to the scouts and have a pile of them (40-50) on the table for them to pick-up after or during the meeting.

3.     Place the event on the Troop Calendar on the website and make sure the sign-ups are turned on.  Following the announcements, the troop will close the meeting.  You might want to stay near the to answer questions and make sure the scouts pick up the flyers.

Step 5. Start a Summary.  You will be keeping track of the scouts, their payments, which cars they will be riding in, participant counts, number of reservations.

Step 6. Troop meeting announcement #2. Same as Step 4 (have more flyers available). Start collecting money (collected money goes to the troop treasurer.  Checks should be made out to “Troop 757”). As part of your announcement, read the names of the scouts who have already signed-up. There will be sign-ups and back outs because the parent will have or have not given permission to the scouts. (Your flyer is important for this communication.)

Two weeks prior to the event: 
Step 7.  Last sign-up opportunity, final money collection.  About 14 days before the event. Read the list of scouts signed-up to the troop, collect the last of the money and finalize the driver list.  Any money’s that you personally put out (credit card charges) will be reimbursed by the Troop treasure.

Step 8. Get Tour Permit and Medical Books. The Scout District Council requests that a trip permit be applied for two weeks before a trip.  Ken Smith can help you with the permits.  Inform the Medical Forms Coordinator (Mrs Berard) with your attendee list and car assignments and they will prepare and 
Step 9.   One week prior to the event: E-mail each attendee their trip confirmation, equipment/packing list. You can do this by going to the event sign-up list on the website and clicking “Signup broadcast.”   Include driver information (cell phone numbers if possible) as well as car assignments.  This is not required but appreciated by many parents and this will save you a lot of phone calls with questions.

Please excuse the following, but ...

1. Plan ahead, Be Prepared.
2.  Get excited about the event and get the boys excited.
3. Encourage parents to not only attend the event, but to participate!

4. Collect the money before the event date. A paid sign-up will be a participant!

5. You cannot have too much communication to the scouts and their parents.

6. Don't assume anything.  When in doubt communicate (phone, email, in person)

7. Put your name, telephone number and e-mail address on everything.

9. This should be fun. When it's not, get some help.

