Troop 73

Trip Checklist
Prior to trip
1. Get binder from  Outdoor events coordinator  Anne Sturm annsturm@comcast.net
2. Meet with ASM responsible for trip to discuss ideas, locations, reservations, etc.  Decide who will be responsible for planning.
3. Obtain reservations and complete council Tour Permit www.boyscouts-marin.org  It can be found under links and forms and is titled Tour Plan.  This must be done at least two weeks prior to trip.  Deliver or FAX to:
Marin Council, BSA 1997-2011
225 West End Ave
San Rafael, CA 94901
Tel 415-454-1081, Fax 415-454-5511

Contact Tracy Rempe crazylee@mindspring.com for information on completion dates for Youth Protection Training and ID numbers.

4. Check website for trip templates. Create trip flyer. Get approval from Nancy and ASM in charge. Be sure to attach the permission slip, with driver information. Revise if necessary and send to Nancy for distribution to troop and website.

5. Use binder to keep all reservation forms, tour permits, release forms, medication forms, and permission slips.

6. Collect deposits and permission slips at time of sign- ups.   Use form in binder to keep track of deposits and names.
7. Be sure there are enough drivers with enough seat belts. Plan for two deep leadership.
8. At least 10 days before the departure of the trip e-mail the medical officer (KayVee Larseen) kayveel@ppsc.com with a list of scouts and adults going on trip.  She will make sure all scouts have a current medical form on file.  Prior to the trip she will give you the medical form binder.  This binder is to go on the trip and remain with the ASM in charge for the duration of the trip.

9. Be sure all adults going on the trip have completed Youth Protection Training.  Contact  Tracy Rempe crazylee@mindspring.com to verify.

10. On day of departure assist ASM with check-in.  Send binder and medical record book on trip with ASM.
After trip

1. Collect binder and medical forms binder from ASM in charge.

2. Return medical forms binder to KayVee within one week.

3. Fill out Trip Expenses form, collect receipts and give to Ann Heywood.

4. Return binder to Anne Sturm
