Activity Planning Guide – Troop 343

Version 2.0 June 1, 2006
This is the SHORT guide for planning a troop activity. 

THE BASICS

1. Select your activity
Activity:






  
Date:_____



2. Decide who needs to be on your planning team.  A Scout lead and Adult lead at a minimum.
Scout lead:







Adult lead:






Additional Team members:












Others who may need to be contacted:

Activities Chairman:





Treasurer: 






Troop Committee Chairman:




Transportation Chairman:












3. “TOES”:  With your team, create your timeline of tasks to be done before your activity – use worksheet below

4. Meet regularly with your team to check on progress for completing the tasks
When and where will the next team meeting be?






5. Enjoy your activity!!

TOES












	Owner
Who will do the task?
	Tasks

What needs to be done?
	Start Date

When do you need start working on this task?
	End Date or “Do It” Date
When should you  finish this task?
	Notes

	3 to 6+ months prior to event

	
	Determine and prepare information about the activity:  date, location, activities, and estimated cost.  Include reservation fees, entry fees, food costs, transportation costs.  
	*
	*
	

	
	Make reservations 
	
	*
	

	
	Plan a simple agenda 
	
	*
	

	2 months prior to event

	
	Ask SPL when you can make announcement and take signups at a Troop Meeting for the event.  
	
	*
	

	1 month prior to event

	
	Finalize logistics.  Create outing checklist of what to bring.  
	
	*
	

	
	Inform the parents.  
	
	*
	

	2 weeks prior to event

	
	Make a master checklist of the participants.  
	
	*
	

	
	Confirm list of drivers 
	
	*
	

	
	Create a detailed timeline 
	
	*
	

	
	At a troop meeting, as previously planned with SPL, or at a special meeting for all participants, confirm participants, discuss logistics, plan meals, gear inspection.  
	
	*
	

	
	Collect fees. 
	
	*
	

	1 week prior to event

	
	Prepare the drivers.  
	
	*
	

	Beginning of Event

	
	Take roll call. 
	
	*
	

	
	Equip drivers.  
	
	*
	

	End of event

	
	Before leaving the event, confirm which Scouts are going with each driver.  
	
	*
	

	After event

	
	Ask SPL to have the PLC review the event.  
	
	*
	


