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Activity: _______________________________  Dates: ____________________
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	PRIOR TO OUTING
	DATE
	TASK
	ASSIGNED TO

	
	90 days
	
	Determine Outing
	Activity Coordinator/ Unit Leaders

	
	85 days
	
	Determine available activities and costs
	Activity Coordinator

	
	80 days
	
	Finalize outing activities
	Unit Leaders

	
	75 days
	
	Finalize outing activities cost
	Activity Coordinator/ Unit Leaders

	
	45 days
	
	Make reservations
	Activity Coordinator

	
	40 days
	
	Create flyer: Activity, Location, Depart & Return date and time, Cost. Create Sign-up sheet & /permission slips
	Activity Coordinator

	
	40 days
	
	Submit tour permit
	Activity Coordinator

	
	35 days
	
	Collect permission slips/Begin collecting payments
	Activity Coordinator

	
	25 days
	
	Evaluate event: Move ahead/cancel/re-schedule
	Activity Coordinator

	
	20 days
	
	Organize transportation/Continue collecting payments
	Activity Coordinator

	
	18 days
	
	Complete Equipment Request – Patrol and Individual
	Patrol Leaders

	
	18 days
	
	Plan Skits
	Patrol Leaders

	
	2nd Tues prior
	
	Plan Menus
	Patrol Leaders

	
	7 days
	
	Deadline for payments & cancellations
	Activity Coordinator

	
	5 days
	
	Confirm all paperwork in order (i.e. approved tour permit)
	Activity Coordinator

	
	5 days
	
	Create Car Assignments
	Outing Leaders

	
	Tues prior to outing
	
	Reminder flyer: meeting time & place
	Activity Coordinator

	
	Wed prior to outing
	
	Food Purchasing
	PLC/Outing Leaders

	
	2 days
	
	Turn over Trip Roster and final paperwork to Tour Leaders
	Activity Coordinator

	
	Night before
	
	Pull gear/equipment
	PLC
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