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This guide has been prepared to provide a relatively complete, chronological reference for adults who are planning an outdoor activity. Note that many activities need not consider all the steps.

3 to 6+ months prior to event
* Check school calendars to ensure event dates don’t conflict with major educational programs (graduation, band concerts, trips, etc.). 

* If a serious conflict exists, consider rescheduling activity. Normally, the activity

calendar has considered this and attempted to schedule around known conflicts.

* Determine if any reservations are required (campground, travel, etc.). Pay attention to any group size restrictions. Make reservations if needed.

* Determine if any permits are required, and if so, obtain as quickly as possible. These include Wilderness Areas, U. S. Forestry Fire Permit, and Fire Permit.

* Attend Executive Committee meeting and request troop check for any reservation fees.

Send activity information to webmaster, which at this point is just top level, such as a description of the event, location, and costs.

* Determine if any special equipment is needed, and what the lead time may be.

2 months prior to event

* (SPL) Make announcement at Troop Meeting about event, have signup sheet, which 
should include in addition to names and whether individual is Scout or adult a column for adults who can drive.

* If activity involves High Adventure, make sure a properly trained trip leader is

signed up for event, if not, recruit one. (Troop policy prohibits non-registered, untrained adults from leading High Adventure activities).

* PLC (w/ trained trip leader or other adult leader, e.g. SM or ASM) determine special 

equipment requirements.

* Make arrangements for obtaining any special equipment needed for event.

Consider a scouting trip if route is unfamiliar or new.

1 month prior to event

* In conjunction with trip leader, (PLC) finalize itinerary – meeting place, duration, 

return date, transportation logistics, and costs. Send details to webmaster.

* If activity involves hiking/backpacking, have SPL and trip leader do a detailed route 

plan that includes identifying trails to be used, elevation changes, water sources, and prominent landmarks. Make sure time on trail matches planned itinerary.

* SPL Create emergency evacuation plan in consultation with trip leader. 

Determine appropriate contacts for activity area (park ranger or sheriff).

* Review outing checklist and permission slip with trip leader, modify as necessary,

send to webmaster for downloads.

* Fill-out and submit National Tour Permit to Council (if required).  Make sure all 

permits and reservations are obtained or will be shortly.

2 weeks prior to event

* SPL or Scribe Make a master list of participants. Leave space for fees, 

permission slips, special documentation (such as shooting release), and actual attendance.

* SPL Hold meeting for all participants to discuss logistics and transportation. It 

is especially important to identify all those adults who are driving.

* SPL or ASPL Hand out checklist and permission slips. Make sure everyone, 

adults and scouts, knows how to fill out permission slip.

* Fill-out and submit Local Tour Permit to Council. Use driver list from meeting.

1 week prior to event

* Troop or Patrol Treasure Collect any fees from participants, such as for food.

*SPL/ PL Review proposed menus, make sure appropriate for activity, especially if 
individual patrols are responsible for meals.

* Make any special maps for transportation and/or actual event.

* SPL or ASPL Perform gear inspection (pack check), with trip leader, if warranted.

*SPL or Scribe Make a special list for cell phone numbers of drivers, for those 
who are transporting to and picking up, if different. SPL Contact all drivers and make sure they are still intending to transport to/from on this activity, know how to get to starting point, know not to stop alone with scouts.

Beginning of event

*SPL and trip leader Use master list to check-off participants. Make sure all 
required paperwork is present and complete ( including original copy of physical forms shall be in the position of the trip leader).

* Make sure all intended participants are adequately prepared for activity, both physically

and materially. (e.g  perform pack inspection prior to departure.)  If not, do not compromise.

* SPL/trip leader Make sure drivers have permission slips for all passengers.

* Scribe Pass out cell phone numbers for every driver.

* SPL Make sure group first aid kit is on trip.

* SPL or Scribe Collect all permission slips when at starting point, give to trip leader.

End of event

* SPL or Scribe Make sure drivers who may be picking up scouts have cell phone list.

* SPL or Scribe (trip leader holds until ready to give to drivers.)  Give permission 
slips to  drivers for return.

* Drivers to give back to the individual scouts, permission slips/Health Forms/any 
other personal information.

*Drivers to check in with event leader to ensure that all scouts were returned.

Cell phone lists to be destroyed.

After event

* Trip leader Submit Tour Permit and names of attendees to Advancement Chair 
for patches, if applicable for activity. SPL, COH chair (scout) or trip leader Personally pass out patches when received (instant recognition or present at COH).

* PLC review the event and SPL Discuss with Executive Committee any changes 
that would improve event.
