
Troop 212 Campmaster Activity Checklist

Task When to do it
� Meet with the PLC.  Establish goals for the activity like signoff requirements and merit badge 

requirements that are important to the PLC.  These "opportunities" need to be published to the troop so 

the scouts know well in advance that on this trip if they are prepared they can get the signoffs that we are 

offering.

As early as possible.  180+ days

� Research the activity- who to  coordinate with on site, who to pay, what to bring, etc. As early as possible.  180+ days

� Schedule the event in advance- make sure that there is capacity at the venue on the day we want to 

schedule for and book early. 

As early as possible.  180+ days

� Will there be a patch for the activity?  If so, coordinate art and cost and add cost to budget.  Order well 

ahead of time.  Try www.eeiemblems.com

As early as possible.  90+ days

� Visit the venue ahead of time, if at all possible.  Nothing answers questions better than having been there 

to see the conditions in which we will be staying.  You can get actual GPS coordinates for the drivers, find 

out  pitfalls ahead of time, and maybe find ways to make the trip better having been there ahead of time.  

What facilities will there be there?  Will there be water?  Parking?  Bathrooms?  Showers?  Trash?  etc.

As early as possible.  90+ days

� Once you have the info, determine the costs- how much you want the scouts to pay per person and how 

much for the troop to pay.  Get info to Committee Chair 90 days prior so committee can vote on and 

approve the costs.

90 days prior

� Write a description of the event and send to the Scoutmaster (and other ASMs) for comments and  

feedback before sending it out to the troop.   Send to Troop212@yahoogroups.com (your email must be 

in the Yahoo! Group in order to send an email to the leader group).

Include the following info:

60 days prior

•  Who is eligible?  All scouts?  Age restrictions?  High adventure restrictions? 60 days prior

• What -Talk about what your activity is and why it will be fun.  Also include if they need any equipment 

or personal items.  Make sure costs are clear per person.  Include the uniform for the trip.  Are the patrols 

cooking or does the venue supply food?

60 days prior

• Where -Location of the event and when we are meeting and arriving/departing from Kroger. 60 days prior

• When - Date, time of the activity.  Also, the dates that the scouts must declare by and when you intend 

to collect money (usually at a troop meeting).

60 days prior

• Why -what is the purpose of the activity (in addition to having fun).  What kinds of signoff and merit 

badge opportunities will be available on the trip and what do the scouts have to do ahead of time to take 

advantage of them?  (blue cards, meeting with MB counselors, prerequisites, etc.)

60 days prior

� Send out email to the troop after receiving all leader feedback.  Send to bsa212scouts@yahoogroups.com 

(your email must be in the Yahoo! Group in order to send an email to the whole troop)

45 days prior.  This can be closer 

to the event if it is simple like 

camping.   A trip that requires 

headcounts and reservations and 

deposits may need to be earlier.

� Find out if a tour plan needs to be filled out for this activity by going to:

http://www.scouting.org/scoutsource/HealthandSafety/TourPlanFAQ.aspx

If a tour plan needs to be completed, fill it out by using the instructions online and then have it approved 

by the Committee Chair and the Council Office at least 21 days before the event.  

For a video showing how to complete a tour plan, you can go to:

http://www.scouting.org/scoutsource/HealthandSafety/demotourplanvideo.aspx

Ask the scoutmaster to print you a list of all the Troop drivers and that list will provide all the required 

insurance and vehicle info.

45 days prior

� Prior to declare night, but after sending out your preliminary email, have a presentation and Q&A at a 

troop meeting to try to get the scouts prepared and pumped up for the activity.  Consider PowerPoint 

presentation with photos or other media.

30 days prior

� If the venue is providing food, make sure that food allergies are known up front and coordinated for. 30 days prior

� Once declares are done, publish a list by email of who you think is going (leaders and scouts) and give 

everyone a deadline to make changes by.  After that date, the scouts will be expected to pay whether 

they actually go or not and you will not allow any adds after that date.  You may see a lot of changes to 

your list as a result of this "last call" email.

2-3 weeks prior.  Depends on how 

early the troop needs to pay.  If 

camping with no extra activities, 

this may be done the week 

before.

� Collect money (usually at a Troop meeting) and keep track of who paid on the roster.  Keep it neat 

because you will need to turn it over to the Treasurer.

2-3 weeks prior.  Depends on how 

early the troop needs to pay.  If 

camping with no extra activities, 

this may be done the week 

before.

� Provide a copy of the final roster and money collected to the Treasurer.  Ensure all money collected = the 

number of people you are expecting to attend.

2-3 weeks prior.  Depends on how 

early the troop needs to pay.

While there is no set formula for setting up a Troop activity successfully, this checklist can help you track the common tasks that need to be done 

on every trip.  There are also certain things that have been learned the hard way and we want to be sure that they don't have to be re-learned on 

every trip.  The timelines given below are a guideline, and they may vary on your trip for a variety of reasons.  Earlier is always better.  If you have 

feedback to this checklist please send it to the Scoutmaster.  
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� Pay for the event with either with a check from the treasurer (make sure they have the name for the 

check) or pay with your credit card and get reimbursed later.

2-3 weeks prior.  Depends on how 

early the troop needs to pay.

� Coordinate drivers.  Ensure you have enough seats for all scouts and, if not using the trailer, enough space 

to carry all necessary gear.  Publish a list of all your drivers and how many scouts they are expected to 

carry in addition to themselves and their own scout and make sure they agree that they have the space 

you are counting on.  Publish a list of all the drivers and their cell phone numbers so that everyone can 

contact each other in the event of a breakdown, change of plans, lost driver, etc.

2 weeks prior

� Coordinate pulling the trailer.  You need a driver with a hitch and electrical connections to hook up the 

trailer properly.  The trailer is kept at Wayne Ard's house and you need to coordinate ahead of time with 

him to have it picked up.  The trailer needs to arrive at Kroger at least 10 minutes before you have 

scheduled the scouts to show up.  Make sure the driver gets the key to the trailer lock.  Also make sure 

we get the hitch lock and key so the trailer can be left in place and not stolen from the camp site.  Before 

the day you leave the quartermasters and the trailer need to go to the scout shed in order to load up 

patrol boxes and any other necessary gear.

2 weeks prior

� Get another leader to volunteer to be the adult grubmaster.   The campmaster is not supposed to be the 

grubmaster for their own event because you should be focused on making the trip fun and successful for 

the Scouts.

2 weeks prior

� Make sure the SPL is getting the Patrol Leaders set up for meal planning, duty rosters, and anything else 

that the patrols need to plan for while on the trip.

2 weeks prior

� Make sure the SPL is getting the any other activities set up as part of the program of event.  This depends 

on the goals of the trip, but if we are camping and the scouts want to work on certain activities, or have a 

campfire, or play certain games, the SPL and the PLC need to plan to have whatever materials are needed 

for their activities.

2 weeks prior

� Publish directions for the drivers.  If possible, provide GPS coordinates or an address that you know will 

work in peoples GPS's to get them there.

1 week prior

� If you will have different drivers driving to and from the event, ensure that the pick up drivers know 

exactly when an where to meet the troop for the pick up.  Encourage them to be early.

1 week prior

� Ensure that you get a hold of the troop book with all the updated medical forms, the troop 1st aid kit(s), 

and the AED from the Scoutmaster prior to meeting at Kroger.

1 week prior

� Make sure that you double check with the event venue to be sure they are ready for our arrival and that 

you have provided them everything they need to accommodate our group.

1 week prior

� Publish a basic schedule of events to the other leaders.  Where are we supposed to be and when, and 

what activities are we doing on the trip?  N/A to "slack camping"

1 week prior

� If a tour plan was required for the trip, make sure you have received an approval from the council.  Bring 

the tour plan on the trip.

1 week prior

� Arrive at Kroger 20 minutes before the scouts are supposed to arrive.  Make sure you have all your 

upfront coordination and setup (if any) complete before people show up.  Some leaders like to bring a 

portable table and chair.  

Day of departure

� Collect permission slips and mark them against your roster (use the SPL or Acting SPL to do this).  Ensure 

you have one for each scout that is attending and that it is fully filled out.  Ensure everyone is there that is 

supposed to be.  Have extra permission slips because there are always people that forget them.

Day of departure

� Collect medicines (try to get another ASM to do this for you so you can focus on getting everyone out of 

the parking lot).

Day of departure

� Bring extra copies of the directions and driver phone lists in case drivers forget them. Day of departure

� Be in Charge-  make sure people know who you are and that you are the representative for the Troop.  

The Scoutmaster and Committee Chair will not always be there and even if they are, this is your show.

Day of departure

� Have fun and run the trip according to your plan.  Use the Scout leadership as much as possible to run 

events and get things done.  It may be easier and faster to do things yourself, but they need to run things 

because they are learning.

On Trip

� Upon return to Kroger, if the Scoutmaster is not there in person, the Campmaster needs to give him a 

quick call to let him know that everyone is back safely and picked up by their parents, and to give the 

Scoutmaster a heads up on any issues/problems from the trip.

Upon return to Kroger

� Return medicines to parents Upon return to Kroger

� After everyone's personal gear is unloaded, driver and Quartermasters to take trailer to the shed to 

unload the gear, and then return it to Wayne Ard's house.

Upon return to Kroger

� After the trip, write up a brief after action email to the troop leaders letting us know how it went, who 

you talked to, how it was coordinated, what could have been done better, etc. so that we can pass the 

info on to whoever is in charge of this activity in the future.  We may also use the info to decide to scrap 

or change that activity in the future.

Day after trip

� After the trip, contact the troop historian.  Ensure they publish a trip report for sharing with the rest of 

the troop.  If the historian was not on the trip the  SPL or the Senior scout leader on the trip should do it.  

The Campmaster should vet the report for accuracy, and then the historian can email to the troop and file 

it.

Day after trip

� Return the troop book with all the updated medical forms, the troop 1st aid kit(s), and the AED to the 

Scoutmaster.

After Trip
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