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There are several activities that are important in running a successful outing.  The following process 

outlines the required elements during the process and recommendations to help make it a well-

planned, successful event.  This workbook along with many of the referenced forms can be found on the 

troop website (https://troop1005.trooptrack.com).  

Two months or more before the event 
1. Pre-Event Planning 

Before formal announcements, accepting registrations or money, the event needs to have a 

basic plan established.  Included with that plan is a budget.  This planning is important to help 

advertise the outing details.  It also helps establish how much the event will cost each 

participant.   

 

Complete the following (attached): 

a. Event Summary 

b. Event Expense Worksheet 

 

One to Two months before the event 
2. Communication 

Once the event is planned, it can be announced and advertised to the troop.  This should start 

no later than a month before the event.    

a. Flyer 

Create a simple flyer to handout at the weekly meeting.  This should outline the event, 

costs, and any other pertinent information. 

b. PayPal 

The treasurer will help you setup a link that can be used to pay for the outing via email 

or the website. 

c. Website 

The webmaster can advertise the event on the troop website for more information and 

registration. 

d. Email 

Troop-wide email can be sent via TroopTrack or through regular email.  See the 

webmaster or a committee member for help. 

e. Packing List 

Share the list of any special gear required as early as possible. 

 

3. Registrations 

Registration is ideally taken via the Troop website; however, a sample registration form is 

attached and can be used at Troop meetings.  It is encouraged to also take payment at the time 

of registration along with other forms that might be necessary (like consent forms).    This 
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workbook outlines our latest accepted timing for signup and payment; however, some events 

may have special circumstances requiring earlier commitment, payment, or other required 

elements..   

 

Exceptions to all timing may be made depending on specific event requirements. 

 

PLEASE NOTE: Missing a deadline means missing the event. 

 

a. Registration. 

In order to participate, registration is required in the first regular meeting of the 

month.  Payment deadline is dependent on the timing of the event, though collection 

during registration is encouraged. 

 

b. Fee (Cash, Check, or Paypal) 

To encourage timely signups and payments for events, all fees must be paid at least 2 

meetings before the event.  For example, if the event is Saturday the 24th, there is a 

meeting that week on the 20th.  The deadline is the week before, on the 13th.  This 

deadline can be made earlier depending on the logistics and needs for the outing. 

 

Late payments are not accepted.  If payment is not received on time, the participant’s 

registration will be cancelled. 

 

Fees are non-refundable; however, some events may allow substitutions.  The event 

organizer will establish substitution rules. 

 

In the case of financial hardship, a scout and their parents can talk to the Committee 

Chair or the Treasurer to discuss. 

 

c. Activity Consent Form (parents approval to participate) 

The troop tries to collect these as a group at the beginning of the program year.  It is the 

organizers responsibility to verify there are forms for all scouts.  Scouts cannot 

participate without one completed. 

 

d. Other Registration Materials 

Different events may have separate requirements, such as a facility permission slip, 

physical paperwork, etc.  The event organizer will communicate deadlines for any other 

materials. 
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One to Two weeks before the event 
4. Logistics Planning 

Logistics are usually finalized at the Troop meeting preceding the event.  The following must be 

completed and submitted to the Committee Chair. 

a. A copy of the attendee list 

b. Drivers and vehicle assignments for participants 

c. The activity consent forms 

d. The BSA Tour Permit (details here: http://bit.ly/18pWh17)   

e. Vehicle Insurance information 

f. Identification of Adult Leadership with proper training to escort the trip 

5. Scout Event Planning 

Scout planning is usually finalized at the Troop meeting preceding the event. Various scout 

positions must be established for the outing, these vary from event to event, but minimally the 

following activities and leadership positions: 

a. Duty roster (event leader) 

b. Meal plan (grub master) 

c. Gear needs (quartermaster) 

One week after the event 
6. Post Event Summary 

a. Attendance 

Submit a roster of who attended and who didn’t.  Event attendance is recorded and 

necessary for Scout advancement. 

b. Driver Roster 

Who towed the trailer and who drove people and/or other gear.  For longer trips (> 2 

hours) a mileage reimbursement is provided.  There is a different rate for drivers of 

scouts and gear and the driver who towed the trailer.  This information ensures timely 

payment. 

c. Expenses 

All expenses should be submitted with the expense form and all necessary receipts.  The 

organizer should remind participants of the deadline and encourage timely submission. 

 

PLEASE NOTE: To obtain reimbursement for expenses, they must be submitted 

within 30 days after the event concludes (event end date + 30 days).  

 

 

 

 

http://bit.ly/18pWh17
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Outing Name  

Scout Leader  

Parent Leader  

Location  

Goals/Activities  

Dates  

Days / Nights  

Estimated Number of 
Scouts / Adults 

/ 
Total 
Participants 

 
 

Registration Deadline  

Payment Deadline  

Income/Expense Summary 
 Per Participant * Totals 

Event Expenses (see expense worksheet): 
  

Event Income: 
  

Difference 
Events should be planned to be break even.  The 
difference between income and expense should be 
close to zero. 
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 Totals 

1. Gasoline Expense 
If travelling in the local area, fuel is not typically included.  For longer trip (usually > 2 hours), use the following Formula to 
estimate gas costs.  Generally plan 4 to 5 people per vehicle. 
 
 
 
 

Standard Transportation 

 (          ) x (          ) x (  .20  ) 
(# vehicles) x (total miles) x ($ .20/mile) 

+ 

Vehicle Towing Trailer 

 (           ) x (  .565  ) 
 (total miles) x ($ .565/mile) 

   

 

2. Tolls, Ferry, Parking, Permits 
Please list each expense item. 

 
  

 

2. Camping/Lodging Expenses 
Calculate the costs associated with camping.  Consider any site fees, permits, or other costs based on the event.  Please provide 
the details and calculations.  Don’t forget to consider site limits (some campsites have a limit to the number of people/tents). 

 
 
 
 
 
  

 

3. Food 
A good estimate for food costs is $15/day for backpacking, $15/weekend for other camping (weekend is Friday night departure 
with Sunday return).  Food purchased on-route to the destination is not usually included in the budget and is paid out of pocket 
by each participant during the trip.   

 

 X  X  

Participants  Cost per Day/Trip  Total Food 
 
List other Food Costs: 
 
 
  

 

4. Other Costs 
Please list any other additional costs such as admission fees to attractions.  

 
 
 
 
 
  

 

 

Total Event Cost: 
 

 


