	Troop 93 Activity Plan
	Date/Time
	
	Planner(s)
	

	
	Location(s)
	
	Topic(s)
	



WHO
Who will make the presentation or teach the activity?  More than one person may be required to cover all of the topics listed in the next section.  All presenters’ name and contact information should be listed.
	Contact Information:
	
	Confirmations & Reminders:

	Name
	
	Phone
	
	E-mail
	
	Asked
	1 Month
	2 Weeks
	1 Week
	1 Day

	
	
	(       )        -
	
	
	
	
	
	
	
	

	
	
	(       )        -
	
	
	
	
	
	
	
	

	
	
	(       )        -
	
	
	
	
	
	
	
	

	
	
	(       )        -
	
	
	
	
	
	
	
	

	
	
	(       )        -
	
	
	
	
	
	
	
	

	
	
	(       )        -
	
	
	
	
	
	
	
	

	
	
	(       )        -
	
	
	
	
	
	
	
	

	
	
	(       )        -
	
	
	
	
	
	
	
	


WHAT
What is the goal of the presentation?  What information is to be presented?  If it is for a merit badge or rank, what requirements will be covered?  How long does the presenter expect each topic to take to cover?  If the activity/meeting is scout skill related, what game can be planned that relates to the topics?  For a standard meeting, the total time for presentation and a game should be about 45 to 50 minutes.  If a game is involved, that should take between 10 to 20 minutes, so plan accordingly.
You should also note what materials and / or special preparations are required to teach each topic (can use item number(s) from next section).  Example materials might include a laptop, projector, tables, ropes, compasses, firewood, backpacking stoves, or photocopies of handouts.

Special preparations may include setting up tables and chairs, an axe yard, a fire ring, the climbing wall, packing a demonstration pack, cleaning off the whiteboard, or making a reservation for an off-site meeting location.  Any special setup of the tables and chairs in the scout hut may be delegated to the monthly service patrol.  The service patrol needs to be informed of this with specific instructions.
If any materials or special preparations have a cost associated with them, write down what the estimate is.  Approval for funds must be approved by the Troop Committee BEFORE purchasing.
The information to be covered has been discussed with the presenter(s) on the following date(s):  _________________________________________.
	Topics and / or Requirements to Cover
	
	Estimated Time to Cover
	
	Required Materials & Special Preparations
	
	Other Notes

	1. 
	
	Minutes
	
	
	
	

	2. 
	
	Minutes
	
	
	
	

	3. 
	
	Minutes
	
	
	
	

	4. 
	
	Minutes
	
	
	
	

	5. 
	
	Minutes
	
	
	
	


	
	
	
	
	
	
	Confirmations & Reminders:

	Required Materials & Special Preparations
	
	Assigned To
	
	Estimated Cost
	
	Asked
	1 Week
	1 Day

	1. 
	
	
	
	$
	
	
	
	

	2. 
	
	
	
	$
	
	
	
	

	3. 
	
	
	
	$
	
	
	
	

	4. 
	
	
	
	$
	
	
	
	

	5. 
	
	
	
	$
	
	
	
	

	6. 
	
	
	
	$
	
	
	
	

	7. 
	
	
	
	$
	
	
	
	

	8. 
	
	
	
	$
	
	
	
	

	9. 
	
	
	
	$
	
	
	
	

	10. 
	
	
	
	$
	
	
	
	

	11. 
	
	
	
	$
	
	
	
	

	12. 
	
	
	
	$
	
	
	
	


HOW & WHEN

How will the presentation or activity be presented?  Will it be a lecture with all scouts at one session?  Will it be a hands-on activity?  When during the meeting/activity will each presenter’s part of the presentation be held and how much time he or she will have?  Will there be separate “stations” that scout groups rotate through?

If there are multiple stations, how many will there be?  How will groups be defined for rotation?  How will the room need to be set up?  If setup is required, the service patrol for the week should be directed in appropriate set up.   Identify starting groups for the rotation and whether they are by patrol or some other designation.  Rotation is assumed to be in numerical order (the group that starts at station 1, moves to 2, etc. as rotation occurs).  More stations may be added, if needed, depending on the program.  Large/long topics may require stations to be split over two or more meetings.  Indicate how groups will be adjusted if patrol members in attendance are too small in number to function as planned for the activity.

Fill out the section that is applicable to this the meeting/activity.  You should allow some time for transitions between stations as it takes a few minutes for scouts to relocate and be ready to listen.
The information to be covered has been discussed with the presenter(s) on the following date(s):  _________________________________________.
Single presentation 
The meeting/activity is expected to begin at ____________ AM / PM and end at ____________ AM / PM.

The presenter will have approximately ______ minutes for his or her part of the program.
The person responsible for keeping time and alerting the presenter when his or her time is nearing completion is:  ___________________________.

Stations
The meeting/activity is expected to begin at ____________ AM / PM and end at ____________ AM / PM.

Stations will rotate every ______ minutes.  Each station will have approximately ______ minutes for its part of the program.

The person responsible for keeping time and alerting the presenter when his or her time is nearing completion is:  ___________________________.
	Station Description
	
	Location
	
	Presenter Name(s)
	
	Starting Group / Patrol
	
	Other Notes

	1. 
	
	
	
	
	
	
	
	

	2. 
	
	
	
	
	
	
	
	

	3. 
	
	
	
	
	
	
	
	

	4. 
	
	
	
	
	
	
	
	


WHERE
Where will the presentation occur?  Is it at the scout hut or somewhere else?  Do you need a reservation?  How much will the reservation cost?  What local regulations need to be verified?  For instance, are fires allowed or is archery allowed?
What conditions at the location are important for the success of the program?  If the weather is a potential problem, then what can you do to plan for bad weather?  If the contingency plan is to do a different program as a backup, then fill out a separate activity planning form for that meeting.
The information to be covered has been discussed with the presenter(s) on the following date(s):  _________________________________________.
	Location
	
	Address
	
	Phone
	
	E-mail

	1. 
	
	
	
	(       )          -
	
	

	2. 
	
	
	
	(       )          -
	
	


	
	
	
	
	
	
	Reservations & Confirmations:

	Location
	
	Assigned To
	
	Estimated Cost
	
	Made
	1 Week
	1 Day

	1. 
	
	
	
	$
	
	
	
	

	2. 
	
	
	
	$
	
	
	
	


Circle the weather conditions you require to make the activity/meeting a success.
	Daylight
	Sunshine
	Rain
	Breezes
	Warm Weather
	Other:
	
	Other:
	

	Darkness
	Clouds
	No Rain
	No Breezes
	Cold / Cool Weather
	Other:
	
	Other:
	


Describe your contingency plan should the conditions you need not be available:
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