Coordinator’s Checklist

General Requirements

· Adult Leadership 

· At least 2-Deep Leadership at all times

· Adult Leader Training Requirements 

· Varies somewhat by type of event (check tour permit form or BSA website)
· Driver’s vehicle/insurance info for all drivers
· Check that our Troopmaster info is current

· Enough driver’s for going to and returning

· Tour Permit

· Recommended to have 2 weeks in advance

· Provides BSA insurance coverage

· Required whenever troop provides transportation to/from event

· Won’t be approved unless Adult leader training requirements satisfied and on file

· Can be done online at ?

· Event registration  

· Deadlines for registration

· Deadlines for payment

· Cost per scout and adult

· Coordinator responsible for collecting money and then give it to treasurer

· Reservations required (if any)

· Campgrounds

· Site reservations (e.g. Fairgrounds parking lot for rocket launch)

· Food

· Scouts make menu

· Troop goes and buys food

· Each scout and adult pays a share

· Coordinator responsible for collecting money and then give it to treasurer

· We usually collect $10/person for a week-end campout. May be greater for longer trip.

· Permission Slips (get from Downloads page on troop website)
· Tells when and where event takes place

· Tells travel schedule – departing and returning place, date, and time

· Tells total cost – event fees and food

· Provides personal equipment checklist

· Medications/Dietary Needs/Special Conditions

· Get this info for all participants and provide to event leaders

· Treat this info confidentially

· Photographers

· Event info

· Maps to the event

· Cell phone numbers of all adult leaders attending

· Follow-up

· MBs earned and Advancement requirements satisfied must be documented and sent to committee (especially Advancement Chair)

· Pictures taken sent to committee

MBU Specific Requirements

· MB class choices

· Prerequisites required/completed form

· Additional fees for certain classes (if any)

· Lunch plans

Biking Specific Requirements

· Bike checks

· Bike trailer & vehicle to pull it

· Tag-along car

Camping Specific Requirements

· Campground reservations

· Equipment check, including trailer

· Tow vehicle?

· Propane tanks full?

Summer Camp Specific Requirements

· Camping Specific Requirements above

· Physicals

· Keep track of payments

· We sometimes collect in installments 

· Coordinate payment activity with troop treasurer

· Swim checks

· MB class choices

· Prerequisites required/completed form

· Additional fees for certain classes (if any)

· Advance registration required for certain merit badges or events

· Info for event leader

· Composite schedule for all scouts

· Schedule of adult coverage

· Medical forms

· Court of Honor Planning

· Need Advancement Report forms left with in-town volunteer
· Need Scoutmaster signature

· Need BOR signatures

· Need contact info for in-town volunteer

· Need date/time agreement on call from Scoutmaster

· Volunteer needs to go to scout store and buy:

· Merit badges and Merit badge cards (white cards)

· Advancement cards, patches, and parent’s pins

· Volunteer needs to get to camp early to allow time to fill out all the cards

· Need small bags in which to place each scouts patches, pins, and cards

