This packet contains the following:

1.
 Troop 11 Outing Planning Guide

2
 Outing Planning Questionnaire

3
 Outing Preparation Schedule

4
 Outing Form

5
 Funds Accounting

6
 Medical Consent, Release and Indemnification Agreement

7 
 Tour Permit – 
(Contact Mark Achzenick)

8
 Outing Signup Sheet

BSA Troop 11 Outing Planning Guide

01

Introduction:

This guide is for the Outing Scout and Outing Adult to be used as an organizational system in preparation for, during and following a troop outing. The purpose is to simplify, yet make complete the necessary activities surrounding a troop outing. 

OUTING SCOUT


The Outing Scout’s (OS) plans the outing and is  responsible to ensure that the items included in the Outing Preparation Guidelines, Schedule and Questionnaire are understood and completed within the planned schedule in order to ensure a successful troop outing.  In most cases, the OS goes on the outing.
 OUTING ADULT 

The Outing Adult’s responsibility is to work with the OS to help guide the completion of the Outing Scout’s responsibilities. It is very important that the Outing Adult communicate regularly (weekly) with the Outing Scout to ensure that the Outing Preparation Schedule is prepared and followed.  Setting deadlines shall be made in meetings 4 weeks prior to the outing with the OS. This helps prevent organizational activities from being planned on weeks when there is no troop meeting. 

The Outing Scout and Outing Adult shall meet and lay out their timelines of organizational activities. It is important that the OS and OA meet at least 5-6 meetings prior to the outing to discuss the outing, deadlines, logistics, and goal/purpose of the planning and the outing.  The OS and OA can meet and plan in the troop meeting, or at a separate meeting that fits their schedule (preferred).

5-6 weeks prior 


The week before the PLC meeting the Outing Scout shall meet with the Outing Adult and confirm the date and estimated number of boys and adults participating. Additionally, the OS shall fill out the following Outing Planning questionnaire for the SPL to use at the PLC.

Selling the outing: 


The number of participants determines much of the success of an outing.  Encouraging participation means showing the scouts (and their families) why the outing is to be a good one.  This means letting the scouts and families know early why the scout should want to participate. It is important to get the communication lines going early.

Suggestions to help in selling the outing might be:    Maps/flyer, skit, and literature, advertise advancement opportunity and cost 

Preceding Committee Meeting:


The PLC planning for the Outing happens the week before the Committee meeting. During the Committee Meeting which precedes the Outing, the OS presents the Outing information to the Committee.

Weekly updates: 

At each meeting prior to the event (during announcement time), the OS talks about the outing to remind the Scouts of the upcoming event and any changes.  Ensuring participation for interested scouts can sometimes be accomplished by requiring prepayment for fees. Establish prepayment deadlines and publicize them. 

3-4 Meetings Prior: 

Any outing details shall be discussed with the SPL by the OS.  A list of adults attending, drivers and vehicles shall be prepared.

2-3 Meetings prior: 

Tent Partners decided, Meals planned out, special requirements for tenting, site, permissions to access property, etc., 

1-2 Meetings prior: 

Fill out Tour permit. (OS work with Outing Chair)  Confirmation/approval of the tour permit MUST be received before outing departs. List of participants may change after permit is filed. It is meant as a “best intent” at providing requested information.  Weather conditions shall be checked.

The Meeting prior: 

Confirm permission slips, and all logistics for the outing. The OS and OA shall confirm the following:  


Special equipment, 
Locations, 
Time (depart, return)

Drivers, 
Cost, 
Pack Check

Vehicles, 
Weather 
Special needs or special instructions. 


Tent Buddies
Meals
 

Local Tour Permit:  - 

The purpose is to inform the council that our troop will be conducting a specific activity. It shows the outing is a BSA sanctioned activity to provide BSA insurance coverage to protect adults involved. Insurance covers both drivers and leaders.  

During week prior to event 
Cancellation pending weather or hazard conditions. 

Activity:
_______________________________________________

Date: 

_______________________________________________

Outing Scout:
____________________________
Phone: ___________________

Outing Adult: 
____________________________
Phone: ___________________

Other Contact:
____________________________   Phone: ___________________
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Travel Logistics:

Purpose of Outing:
__________________________________________________________________

__________________________________________________________________

Name of destination:
__________________________________________________________________

What are the dates:
__________________________________________________________________

Time and Date of departure 
________/________   return:
__________________/________________

Access Requirements: 
Paved / FS Road 
_______________________________________________

Driving directions:
___________________________________________________________________

_______________________________________________ (attach map if necessary)

Driving Time to trail-head (or outing location) 
_______________________________________________

Are there any special requirements for participants?  (Lifeguards, water, strenuous, weather, etc.?)

___________________________________________________________________

Activity:

What is the nature of the outing area:

Nat Forest / Wilderness / Nat. Park / Other: ____________

Difficulty, - Restriction on who can go:
________________________________________ 

What is the name of the map needed: 
USGS:_______ 
Green Trails:_______ 
Other:_________

Elevation Gain:  _______________

Elevation loss_______________

Distance hiked one way
___________________________

Water source


____________________________________________________________

District Ranger Contact:

Which Ranger Station (or Guard Station): ____________________
Phone Number: _______________

Do we need a special (additional) permit? ________ 

What are the costs/fees: _______________

What are trail conditions anticipated:

________________________________________________

What is the group size limit: ________________
Are Fires permitted:  Y     /    N?   Note: _________

Camp Site:  
Individual:  __________
Group ____________

Other:  ________________

Outing Preparation Schedule
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	Planned Start Date
	Planned Finish Date
	Actual Finish Date
	Meetings Prior to Outing
	Organizational Activity

	
	
	
	5-6 meetings
	OS and OA Fill out  Outing Planning Questionnaire

	
	
	
	
	Initial list of attendees

	
	
	
	
	

	
	
	
	PLC Meeting
	Info presented to SPL prior to meeting 

	
	
	
	
	

	
	
	
	Committee Meeting Prior to Outing
	OS Present Outing Plan 

	
	
	
	
	

	
	
	
	3-4 Meetings Prior 
	Present Outing Plan at Monthly Meeting

	
	
	
	
	Distribute Promotional Flyer to Troop

	
	
	
	
	List of Scouts / Adults

	
	
	
	
	Drivers

	
	
	
	
	Overnight location 

	
	
	
	
	Cost Information 

	
	
	
	
	

	
	
	
	3 Meetings Prior
	Weekly Updates

	
	
	
	
	ID Drivers and Vehicles – Vehicle Check

	
	
	
	
	Finalize Head Count ( Scouts / Adults)

	
	
	
	
	

	
	
	
	
	

	
	
	
	2 Meetings Prior
	Fill Out Tour Permit – Send to Council

	
	
	
	
	Hand out Permission Slips

	
	
	
	
	Finalize Head Count ( Scouts / Adults)

	
	
	
	
	Payments made

	
	
	
	
	

	
	
	
	1 Meeting Prior
	Weekly Update

	
	
	
	
	Weather Forecast

	
	
	
	
	Pack Check

	
	
	
	
	Final Logistics

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	1 Week After
	Debrief with Troop

	
	
	
	
	Debrief with Out Scout / Adult

	
	
	
	
	


Outing Form
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	Event


	

	When


	

	Outing Scout Leader

Outing Adult
	Name:                                                         Phone:

Name:                                                         Phone



	Activities


	1

2

3



	Fees


	TRAVEL COST:

FOOD COST:

TOTAL:



	Forms


	MEDICAL:

RELEASE:

TRAVEL (VEHICLE):

	Itinerary


	Leave:

Arrive:

Return:

	What to Pack


	Backpack

Clothes

Meals

Tent Mate

	Food


	                                 Day 1              Day 2                   Day 3

Breakfast

Lunch 

Dinner 

Snacks



	Adult Attendees 


	1. Name                                                        Phone:                         YP: ___
2. Name                                                        Phone:                         YP: ___
3. Name                                                        Phone:                         YP: ___
4. Name                                                        Phone:                         YP: ___


	Drivers

Insurance

Vehicle On Record
	1. Name                                                         Phone:

2. Name                                                         Phone:

3. Name                                                         Phone:



	Training Requirements


	1. CPR                      ________________________________
2. FIRST AID           ________________________________
3. YOUTH PROTECTION   __________________________
4. Water                    ________________________________
5.

6.




Funds Accounting
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	Outing Name _______________________            Outing Date ___________________
	

	Outing Adult ________________________            Outing Scout__________________
	

	Instructions for tracking outing finances:
	
	
	
	

	1)Keep receipts in envelope when possible for all expenditures
	
	

	2)track all money received on record below
	
	
	

	3)keep record of all expenditures below
	
	
	
	

	
	
	
	
	
	
	

	Scout Name   or  Reason for expenditure
	
	Spent
	Received
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Adults 
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total This Page
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See the web page for Medical From under

Documents > Section 2 – Medical Forms

07

Tour Permit – Contact Don McIntosh
Outing Signup Sheet

Outing: 
_________________________


Date: 
_______________
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	Scout Last Name
	Scout First Name
	Parent / Phone


	Parent going on Outing
	Parent Drive
	Vehicle / No. Seats 


	1
	
	
	
	Y / N
	Y / N
	

	2
	
	
	
	Y / N
	Y / N
	

	3
	
	
	
	Y / N
	Y / N
	

	1
	
	
	
	Y / N
	Y / N
	

	4
	
	
	
	Y / N
	Y / N
	

	5
	
	
	
	Y / N
	Y / N
	

	6
	
	
	
	Y / N
	Y / N
	

	7
	
	
	
	Y / N
	Y / N
	

	8
	
	
	
	Y / N
	Y / N
	

	9
	
	
	
	Y / N
	Y / N
	

	10
	
	
	
	Y / N
	Y / N
	

	11
	
	
	
	Y / N
	Y / N
	

	12
	
	
	
	Y / N
	Y / N
	

	13
	
	
	
	Y / N
	Y / N
	

	14
	
	
	
	Y / N
	Y / N
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