Check List for Troop 40 BSA Activities

1.        Volunteer to be the primary coordinator for a planned outdoor activity.   Be sure that you can be committed to following through with planning, participating in, and providing follow-up at the next committee meeting 
2.        Call or E-mail the location of the outdoor activity well in advance and make reservations, and determine if any extra forms,  insurance waivers, or permission slips will be needed.    Have troop treasurer send a check if a deposit is needed. 
3.        Determine cost of each participant in the outing.  Generally for most campouts - plan on $20 - 25 per boy  for a 2 night campout. This will cover Groceries, and gas for those who drive.  Any additional fees will need to be added to this price.   Goal is to limit any expense for adult participants - Only Camping/event fees would be required.  Meals should be provided at no charge to those adults who participate, and some gas money should be refunded  for those who also drive their own vehicles. 
4.        Prepare a Troop permission slip with all required information in MS Word (template attached).   Make copies (20 - 25) and bring to the regular troop meeting at least two Mondays before the outing.   Announce to Scouts and Parents when and where to meet, expected cost,and what equipment / clothing should be packed.   Try and get a good ESTIMATE on who will be participating (head count).  Two Deep Adult leadership is REQUIRED at all events at all times.  In other words -TWO ADULT LEADERS will be needed as a minimum - at ALL TIMES. 
5.        If the Trip will be out of the Council's area, and less than 500 miles one way - a Council Tour Permit will need to be filled out, and turned into the WD Boyce Council office at least two weeks in advance of the trip.   This form is REQUIRED for BSA insurance for those driving, and participating in the trip.  A copy  of the tour permit needs to be brought with on the trip.  See attached template.  Driver's license numbers, insurance coverage, Vehicle description, etc - for those who will be driving - is required on this form.   Anyone with access to the TROOPMASTER database can provide this information. 
6.        At the meeting just prior to the trip - the boys need to plan a MENU for each of the meals.   Amounts / quantities of food items need to be provided as well (i.e.; 5 lbs of potatoes, 2 sticks of butter, hamburgers for 12, etc.)  The Scouts should plan this menu. 
7.        Appoint two boys and their respective parents to complete the grocery shopping, usually done on the Thursday night before a Friday night campout.  The two Troop Coolers need to be brought with, and packed with all perishables and ICE.  Whomever will be doing the  shopping should be given the Troop Checkbook to pay for the groceries. 
8.        Just prior to leaving on the trip, ALL troop permission slips and Fees are REQUIRED for those Scouts who will be participating. 
9.        Make any MAPS that are needed for drivers and pass out just prior to departure.  Provide any Cell phone numbers to those driving as well - in the event that someone should get lost.   FRS radios, with a range of 5-7 miles, are also available from the troop gear.  There are four of these radios.   
10.        The trip coordinator should keep track of all finances of the activity, and whom participated.  I have included a sample Excel Spreadsheet used to track expenses.  Note that a column is devoted to tracking how many campout nights each boy participated.  A copy of this spreadsheet also needs to be give to the Advancement Chairman so that Camping nights can be recorded in the TROOPMASTER database. 
11.        The Trip / Activity coordinator reports all finances at the next Troop Committee meeting, and provides all fees collected to the troop treasurer.  A copy of the spreadsheet is also give to the Advancement Chairman so that camping nights for each participating Scout can be recorded.
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Expenses Sheet



 HYPERLINK "http://heartland.wdboyce.org/~troop40h/TroopEventPermission.doc" 

Permission Form
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Local Tour Permission Form

