Tour Leader Procedures

1. Call   potential outing sight for info, dates, times, costs, and availability.

2. Present to committee for approval. (will probably already be per-approved)

3. Make reservation and send deposit as needed.  Contact treasurer for a check.

4. Design flyer for distribution; include date, time, place, activity, cost, starting & ending 
locations, and

    deadline date.  On outings of 100 miles or more, with the exception of the annual family camping

    outing, build gas money for drivers into the cost.  The troop will pay for adult cost of outings excluding

    high adventure, family outings, and the annual ski trip.  Add $3 per outing to help cover a portion of

    the cost, and the balance will be paid by the troop.  Attach a permission slip to the flyer.  Use your own

    discretion in deciding if outing should be cancelled due to low response.

5. Arrange drivers by contacting leaders and parents.  Make sure driver information is on 
master driver

    list; if not, obtain and retain.  If not enough drivers are available to transport troop equipment, make

    arrangement to rent a cargo van.     

6. Complete Tour Permit (Local Tour Permits will only be required for activities that take place more than                   20 miles from a unit's normal meeting location OR include an overnight camping trip.), get signatures,        and send to council office NWSC 600 N. Wheeling Rd. Mt. Prospect, IL 60056-2165 approximately 2 weeks prior to the outing.  If approval is not received, call council office and obtain.  Phone: (847) 824-6880; FAX (847) 824-6925.  Carry approved permit with you to the outing. 

· At least one of the leaders participating in the unit outing needs to be current with Youth Protection Training.  This is required for all outings. 

· Tour permits are not required for participation in District or Council sponsored events (i.e. Camp-o-Ree, Summer Camp, etc.) 

7. Collect sign-up forms, permission slips, and money; where applicable, check boy accounts for

    availability of funds.  Keep a record of scouts and adults attending.  When all funds are collected, turn

    over to treasurer, utilizing the Deposit slip.

8. Communicate with Activities Director to make sure Emergency Info sheets are on file for each scout

    attending.

9. If needed, get a check for the balance of the outing from the treasurer to take with you on the outing. 

    Keep your receipts for reimbursement, utilizing the Check Request form.

10. Supply all drivers with a list of the boys going in their vehicle, directions, emergency 
information

      packets, and any stops along the way.  Drivers should ‘buddy up’ with another driver in case of

      breakdown or an emergency.

11. Take permission slips with you on the outing.

12. At the end of the outing, (if you will be attending), be sure all scouts are accounted for and that the                                   
area is left the same way or better than upon arrival. 

13. Provide Treasurer with profit/loss report on the outing. Give a brief accounting of the outing at the

      next committee meeting.

14. Furnish Advancement Coordinator with a list of scouts and adults attending for mention at Court of

      Honor.

15. Return completed outing folder and emergency info packets to Activities Coordinator. Please include the pros & cons of the event.

