Castro Valley - Hayward Girl Scout Association

Event Planning Checklist


Start the Process Here!

· Choose the Event!  

· Is it a multiple troop event?  

· An Association Wide Event?  

· How many girls can it handle?  _______________

· Outline what the event is:

· What level?  Daisy? Brownie? Junior? Cadette? Senior?

· If it is Multi-Level, will the older girls be expected to help?

· If the Older Girls need to help will they be part of the planning process?

· What kind of event is it?  

· Wide Game?

· Badge Workshop

· Sporting Event

· Song Fest/Sing Along?

· Play Day

· Ceremony

· Other _______________________

· Are there Safety wise rules regarding this kind of event?

· Can Safety-wise rules be easily followed?

· Where will the event be held?  

_____________________________________

· Does it meet Safety wise?

· Is it available?

· Does it have parking and facilities?

· When will this event be held?

· Does it fall on a holiday or during another event window?

· How much could this event cost?  

· Cost of patch/badge (if provided)


_______

· Cost of food
_______

· Cost of insurance. APPROX $5.00

· Cost of site
________

· Cost of Activities and Supplies


________

· SUB-TOTAL
________

· Cost of event per girl



________ (total of above divided by girls expected)

· Will the Association underwrite this event?

· How much help will be needed?  

·  Will a Committee be required?  

· How many meetings required?

· Adults - _________

· Older girls _______

· Discuss with ACT, 

· Attend an ACT meeting or give to an ACT member to present for you.

· The ACT needs to see:

· The budget 

· The flyers for handout at the leader meeting.  The ACT Event Coordinator must review all flyers prior to the hand out!  

NOTE: Raw ideas are also welcome at the A.C.T!  Please bring any ideas, enthusiasm, or skill to our meetings!  You are most welcome!  Don't wait to present until you have all the data!  We might be able to give some primary assistance!

· Some of the items we are looking for:

· Are all the troops being invited?

· Are the costs reasonable?

· Are Safety Wise rules being followed?

· Is it a Team Building event for the Association?

· Can it be accomplished in the time available?

You can see that the list is pretty short.  Most events easily fall into the "go-ahead" area!

· Find out if there is any interest.  Discuss at a Leader Meeting and see if there is anyone who would like to get a committee to research the project.

· Refer to the Event Planning sign up sheet!
OK, Now we have the Event Approved!  Let's Go to Work!

Event Planning -

Gather your resources and start brainstorming!  (Have a meeting with interested parties.  Find out who would be able to handle which part of the event)  Good time for a Party!!!
Important Items to have covered:

Volunteers! The Event Planning sign up is a great tool for this!
1) Sponsor/Chair This person would be the one who is "sponsoring" the event.  Checking Safety-wise for requirements.  (Example:  Camporees must have a trained Camporee leader), presenting the budget and flyer to A.C.T.

2) Assistant Chair 
This person would be the one helping in planning, and at the event.

3) First Aid
This person must have Council Approved Level 2 training to be a First Aider at an Event. First Aide cannot be counted for Safety wise numbers as an adult for their troop. 

4) Registrar
This person tracks the people signing up, and makes sure the badges/patches go back to the Troop.

5) Any other person required by Safety-Wise to be there!  (Life Guard if water is involved, etc…)

Of course committee members for other events can assist in a number of ways. It depends on the event you have.  One person can handle all of the above positions, but it isn't as much fun that way!  (Believe me, I've done it!)

Facilities:
Check Safety wise!  I know I have referred to this book before!  Get used to it!  *) Everyone will be looking there for the information we need!

Snack/Food and Supply items?  Are there people who will donate?  Call Joan or Rujeko for several great ideas on the support we have in the community!  Safeway and Albertson's are willing to give gift certificates for food items.  Many manufacturers in the area are also willing to donate.  Never hurts to ask!

Perhaps you can ask a committee member to be in charge of donations!  Rujeko will write "Official request letters" for you.

Flyer!  Let everyone know!  Make sure that the flyer notifies the troop leaders if they must provide enough adults to cover Safety-wise, and if those adults will be expected to volunteer! Remember: The ACT Event Coordinator must review all flyers prior to the hand out!
Important things to cover on the flyer:  (print on white paper so each leader can easily copy)


Event Details: 

Who What When Where How, and How Much! 


Event Contacts:

Name and Phone number of Sponsor/Chair and Registrar


Troop information
Troop #, level, number of girls, number of adults, Tagalongs?


Troop contacts

Contact information for responsible adults!  Especially on limited 

admission events.  You don’t need mix-ups at the sign in!


Order information 
Patches - number wanted, additional cost if any.


Registration Deadline
If the orders are too late… You will have problems planning!


Volunteers required?
We are finding that we are all getting to know each other better by 

working together.  Currently the A.C.T. has determined that at least one 

adult from each troop should be expected to volunteer.  If they are not 

used.  That's okay too.  The single girls are the only ones who may not 

need a volunteer.

Keep the A.C.T. informed and in the loop!  Remember that they are there to help!

