Activity Coordinator Checklist

· Make reservations.

· Pay reimbursable fees and keep receipts.

· Fill out Tour Permits and other paper work for out-of-council trips.

· Make and maintain a sign-up sheet.  Template online at:  http://www.ofallontroop997.org/ActivityCoordinatorChecklist.doc
· Attend the 4 Troop Meetings before the activity to present the activity to the troop during “Announcements” and to ensure that the sign-up sheet is available to the Troop.

· Collect grub money from adults and leadership scouts at the last Troop Meeting before the activity.
· Provide grub money to the SPL.
· Ensure there is adequate transportation – plan for spare capacity.
· Discuss sign-up list with Quartermaster and Equipment Coordinator so they can ensure proper troop gear is available.
· Ensure drivers know they’re needed.
· Provide directions to drivers if needed.
· Provide the sign up sheet and applicable permits, receipts and reservation acknowledgement to the Scoutmaster at the last Troop Meeting before the activity.
If the activity involves a service project or a hike forward the below info to Connie Krull and Kerry Quinlisk (service projects only):

· Date and location of activity
· Names of all participants (note if each is a youth or adult and a troop member or non-member)

· Description of service project

· Hours of service or distance hiked (may be recorded as group or individual amounts)

· Organization that we partnered with (a church camp, school, Scout property, private, etc. that we helped)
Date____________________

Location ______________________________

Activity Description _____________________________________________________

Partner organization ______________________________________________________

	Name
	Youth or Adult
	Member or Non-member
	Service time (hrs)
	Distance hiked (miles)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	








