
Council/District
Event
Planning



Objectives
• Staff  Advisor Responsibilities
• Building Your Team/Manpower Needs
• Timeline & Backdating
• Budgeting
• Customer Service (Beginning-Middle-End)/247scouting
• Quality Control COVID Protocols and Health & Safety
• Final Steps-Close-out/Net Promoter Score/Event 

Evaluations-Marketing and use of  247scouting after an event



Staff  Advisor Responsibilities

• Recruit and assist Event Chair
• Oversee all logistics in accordance with YPT, New 

NCAP Standards in January 2021, and Guide to Safe 
Scouting.

• Develop and manage budget
• Ensure successful promotion of  event
• Serve as key contact and council representative
• Always thank the volunteers!



Building Your Team

• Having a great team is critical to success!
• Position Descriptions – for every position

•Overall Event Chair
• Program Chair
• Communication/Marketing Chair
• COVID Compliance Officer
• Administration Chair
• Logistics Chair



District Event Org Chart
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Program Purpose & 
Administration

•Theme
• Incentives
•Marketing
•Equipment Check List
• 247/Scouting event management 



Building the Timeline

• Detailed timelines are a must!
• Event Purpose and Goals
• Use the Backdating Schedule
• Schedule planning meetings & Zoom
• Staff  training 
• Don’t Forget the Rangers



Budget
• Budgets are approved in (August) of  the prior 

year.
• The approved budget for your event will be your 

spending guide when planning the event.
• Know the Purchase Order process and Facility 

costs.  Council Camps or outside facilities
• Tax-exemption forms
• Volunteer involvement/Own the Budget
• Does the council have an account?
• Be aware of  all spending



Assessing the Risks



Assessing the Risks



Assessing the Risks



Health and Safety



Planning for the Basics



Other Considerations



Final Steps

• After-action Meeting
• Thank you notes to staff
• Closing out the budget
• Attendance Summary Report
• Survey/Evaluations/Net Promoter Score


