Troop 455 Event Planning Checklist with timeline objectives.

This checklist is used to ensure the proper considerations have been made for the planning of an event. If an item is not required, please indicate that. 
Initial announcement, preliminary details (6 – 4 weeks prior)
What is the event?
Who is organizing / contacts? Scout, Adult:
Where is the event? Location:
When is the event? Dates:
How much? Fees and Payments:
Location Specifics
Setting / Situation

Permission of Landowner, Registrations, Reservations (ASAP)
Contact:
Required passes / Admission (2 weeks prior). Passes required:
Tour permit filed with BSA Seattle (3 – 2 weeks prior) Permit Received?
Identify applicable parts of the Guide to Safe Scouting (4 weeks prior). Applicable parts:
Transportation

Meeting time and place (2 weeks prior). 
Departure time/place:
Return time/place:
Drivers / Vehicles (2 weeks prior) 
Seating assignments (at meeting place) Assignments made?
Maps and Directions for the drivers (at meeting place) Directions found?
Participants
Sign up sheet (4 – 2 weeks prior) Sheet completed?
Permission Slips (2 weeks prior) Slips collected?
Medical Forms (2 weeks prior) Forms collected?
Reminder / Confirmation (1 week prior) Attendance Confirmed?
Special Equipment needs

Troop Quartermaster alerted (4 weeks prior) Alerted?
Special Equipment:
Troop Quartermaster coordination with Patrol Quartermaster (3 weeks prior)
Individual equipment requirements (2 weeks prior) Announcement made?
Patrol responsibilities
Patrol Duty Rosters (2 weeks prior) Duty Rosters completed?

Patrol Menu Completed (2 weeks prior) Menu completed?

Reflection (1 week after)
Best thing about event.
Ideas:

Worst thing about event.
Ideas:

What could we have done differently?

Ideas:
Troop 455 Sign-Up Sheet

Event:________________________________________________
Start Date/Time: _____________
End Date/Time: _______________
Approximate Cost: ____________

Scouts
Adults

Name
Drive?
Seatbelts
Name
Drive?
Seatbelts
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