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Dear Indian Nations Council Volunteer,  
 
Congratulations! You have been selected to give leadership to a program for the youth of the 
Indian Nations Council. The successful legacy of the Boy Scouts of America, and of the Indian 
Nations Council is firmly based upon the collective ability of volunteers, like you, to conduct 
programs and outdoor adventures that not only generate memories lasting a lifetime, but in some 
instances may even be life-altering. 
 
It is well-established that when quality program is conducted year-after-year, regardless of the 
level, that youth maintain their membership and continue to develop character as they ascend the 
trail to becoming an Eagle Scout. 
 
Your leadership is critical to this mission. For this, we are deeply grateful.   
 
We recognize it is important you be provided the tools to succeed. This Activity Planning Guide 
for District and Council Programs, Activities and Outdoor Adventure Guide is designed to help 
you and all other leaders. The content herein provides necessary information to plan, conduct 
and close-out program, activities, or outdoor adventures, including those for training and 
instructional events. This Activity Guide will also help you understand and follow the Council’s 
financial and operating procedures, including the budget process, as well as assist all of us to 
ensure the event is conducted in full compliance with the policies and procedures of the BSA.  
 
The information that is contained in this Activity Guide, should make your activity a smooth, 
efficient and enjoyable one. Should you have any questions or require assistance, please do not 
hesitate to contact your us.  We are all ready and willing and able to assist you.    
 
Thank you for your leadership.  Best wishes for a safe and fun experience for the youth we 
serve! 
 
 
 
Art Hawkins, CNP     Mike Holdgrafer 
Scout Executive     VP – Program & Outdoor Adventure  
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Introduction 
 
It is the vision of the Indian Nations Council to provide every youth member a safe, meaningful 
and fun experience, whether the experience arises at a program, activity or outdoor adventure. 
Delivering effective program is directly correlated to retaining youth Scout. It is mission-critical to 
be able to retain youth in our program.    
 
The purpose of this Activity Guide is to provide essential and required steps and procedures to 
plan, conduct and close-out a program, activity or outdoor adventure at the Council or District 
level, including those for training or instructional events. For simplicity, these will be referred to as 
an “Activity.” This Activity Guide is intended to be used by the volunteer Chair of the activity to be 
conducted, as well as by all other volunteer leaders and the assigned Staff Advisor. 
  
The expectation of the Council is that every activity will be conducted in accordance with the 
policies and procedures of the BSA, as well as policies and procedures specific to the Council 
and local laws and regulations. Following these guidelines will keep youth, as well as adult 
volunteers, safe during an Activity, yet allow the Activity to be fun and meaningful.  
 
The total financial health of the Council relies on the financial success of all Activities which 
comprise the Council budget. Each activity should be financially self-supporting. It is not only vital 
that budgets be developed and followed, but financial controls regarding cash receipts, income, 
and expenses, required in accordance with various requirements, including accounting standards 
and regulations of the Internal Revenue Service, must be followed. 
 
Supplemental resources are available from the BSA to help plan and conduct specific Activities. 
Many can be found on-line at www.scouting.org. Further information is available in the Activities 
and Civic Service Committee Guide, No. 33082. All of these; however, are secondary to this 
Activity Guide. In the event of any questions, the Staff Advisor should be consulted for assistance.  
 
 

1. Selecting an Activity 
Each Activity should have well-defined goals and objectives. Each Activity should supplement 
regular unit programs where units may not be able to conduct the Activity on its own.    
 
The Activity should be a part of the overall Activity planning by the District or the Council on a 
rolling 18 months’ calendar. New Activities my arise that fall within this 18 months’ planning 
window, and some Activities, such as a Council Camporee, will require planning longer than 18 
months. This Activity Guide should help the person selected to be the Activity Chair to plan and 
conduct any Activity regardless of the time window.  
 
Activities, apart from training and instructional events, summer resident camping and the 
Council’s winter camp, should be year-round and conducted each spring, fall and winter.  
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Selection/Approval Process   

The following is a general framework to ensure that every Activity is thoroughly reviewed and 
approved.    

 Council Activity 

 Subcommittee chair of the Council Program & Outdoor Adventures Committee 
recommends to the Staff Advisor conducting an Activity. 

 VP of Program & Outdoor Adventures consults with Staff Advisor, subcommittee 
chair and others before approval. 

 If a recurring Activity which has operated at a financial loss or has declining 
attendance, the VP-Program shall also consult with the Program Committee.  

 VP-Program approves Activity. 

 The Scout Executive may disapprove any approval of an Activity.   

District Level  

 Suggested Activities are included, but not limited to those set forth in the Activities 
and Civic Service Committee Guide.  

 The Activity & Outdoor Adventures Chair for a District (the “District Activity Chair”) 
or other District chair consults with the Staff Advisor to propose an Activity, and in 
turn will consult with the VP-Program if necessary. 

 District Key 3 approves each Activity after consulting with the Staff Advisor and 
appropriate chair. 

 The Scout Executive may disapprove any approval of an Activity. 
 
 

2. Selecting the Date 
After selecting an Activity, tentative dates should be considered in review with the overall Council 
calendar with the final date selected as part of the approval of the Activity. The date should then 
be established on the Council calendar in accordance with the process for scheduling Activities 
on the calendar. 
 
Careful consideration should be made in selecting the date. This consideration should include 
discussing the date with the person intended to be the Activity Chair. The date of an Activity, once 
scheduled, should not change simply because a conflict in scheduling or other issue later arises. 
A scheduling conflict or other similar issue is not considered a valid reason to re-schedule, cancel 
or postpone any scheduled Activity. Remember, units, leaders, participants and parents plan their 
calendars, in part, upon the Council calendar. 
 

3. Recruiting an Activity Chair 
 
It is important that every Activity Chair be identified, recruited and appointed with sufficient lead 
time to fully plan an Activity. The minimum lead time should be 210 days with 300 days preferred. 
However, a larger Activity, will require a longer lead time and this may be as much or more than 
two years. 
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Selection/Approval Process 

The District. The District Activity Chair is responsible to identify and recruit a proposed 
Activity Chair for each future District Activity. The District Key 3 then appoints each Activity 
Chair.  
 
The Council. Each chair of the subcommittees of the Program Committee shall identify 
and recruit chairs for each future Activity at the Council level. The VP-Program, Council 
President and Scout Executive appoint the chairs of each subcommittee of the Program 
Committee annually or as vacancies occurs. 

 

4. The Staff Advisor 
 
The primary role of the Staff Advisor is to support the work of the volunteers 
 
Planning, conducting and closing-out an Activity is the primary responsibility of the Activity Chair 
leading the Activity together with the volunteer staff. The Staff Advisor serves several roles in 
support of the volunteers. As a resource person, the Staff Advisor will coordinate the use of 
Council properties, assets and other resources. The Staff Advisor should also work closely with 
the volunteer leadership to develop the budget and ensure compliance with Council financial and 
operating policies, including the final close-out. The Staff Advisor is also the on-the-scene 
professional as to applicable BSA and Council policies and should accordingly advise the 
volunteers. He/she will also serve as a coach or confidant to the volunteer staff, promoting the 
Activity and facilitating its success. The ultimate objective is volunteer-led, staff-supported 
Activities at the Council and District levels. 
 
In addition to the above responsibilities, the following is a non-exhaustive list of additional 
responsibilities of a Staff Advisor for an Activity.  The Staff Advisor: 
  

1. Must have a thorough and complete knowledge of the Activity.  

2. Helps select the Activity site and secure necessary permits and contracts, if applicable.  

3. Assists in defining and obtaining necessary Council or third-party resources.  

4. Aids the Activity Chair in the development and approval of the Activity budget.  

5. Assures that all Activity materials required from the National Supply Division or other third-
party vendors, such as patch manufacturers and tee shirts, are available on time.  

6. Provide Council program supplies, as well as reproduction and other services, as 
requested by the Activity volunteers.  

7. Makes accommodations to open and close Council facilities for volunteer staff and other 
meetings, as requested.  

8. Makes unsolicited suggestions or recommendations to the Activity Chair pertaining to all 
aspects of the Activity including, but not limited to, staff selection, location, budget, content, 
schedule, marketing and meeting agendas.  

9. Confers with the Activity Chair to assure that an adequate number of volunteer staff are 
timely recruited and developed/trained for the planned Activity.  
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10. Coordinates the publication of volunteer-prepared marketing and promotion materials 
through Council social media.  

11. Assists the staff during post-Activity evaluation.  

12. Provides sufficient guidance to assure that the overall participant experience meets the 
quality standards of the Council.  

 

5. Initial Planning Meeting – Activity Chair and Staff Advisor 
No later than thirty (30) days following the appointment of the Activity Chair, the Staff Advisor and 
Activity Chair shall meet to commence the planning of the Activity. Specifically, the following five 
(5) items must be addressed: 
 

1. A job description for the position of Activity Chair must be discussed, drafted and 
completed.  A sample job description is attached as Exhibit 5 in the Appendix. 

 
2. To identify and recruit the individual to serve as the Short-Term Camp Administrator. 
 
3. To identify, seek approval (if required) and recruit volunteers to serve on the Activity 

Committee in roles appropriate to their training and experience, including a required 
alternative or back-up Activity Chair. In turn, the Activity Committee will recruit 
additional staff as to their areas of responsibility. 

 
4. To plan and develop a schedule or timeline for the Activity. 
 
5. To prepare a budget. 
 
6. To choose a location. 
 

6. Choosing a Location 
The type of Activity will influence the location chosen. For example, if the Activity is a District 
camporee, a large location where a District can accommodate multiple units in multiple campsites 
will be a primary consideration. On the other hand, if the Activity is a civic event, a location highly 
visible to the public will be desirable. Many other variables come into play, such as parking, water 
and sanitation, shelter from weather, costs and program areas. Even the age of the participants 
and their experience should be a consideration. Activities for training may need classrooms or 
other specific location requirements such as a pool or shooting range.  
 
The Staff Advisor should be consulted to determine whether the Council’s facilities can 
accommodate the needs of the Activity. The Council has excellent facilities and strong 
consideration should be given these to control Activity expenses. The affordability of costs passed 
along to participants as participant fees, and perhaps most importantly, the value derived by 
parents of participants, is important. If the Activity is conducted on non-Council premises and 
there is a fee, consider a service project in lieu of the fee to reduce the costs. Also, if a written 
agreement or contract is required, the Staff Advisor must be involved in the negotiations. Please 
remember, any written agreement or contract MUST be signed by the Scout Executive or 
the Deputy Scout Executive. 
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7. Short-Term Camp Administration 
 
A short-term camp is any Council-organized overnight camping program, whether one-time or 
continuing, that is one, two or three nights in length where the Council or its agents provide the 
staffing and may provide program and food services, and includes camps conducted off council 
properties. National training courses are subject to the short-term camp requirements, regardless 
of format or duration. 
 
Each short-term camp must have a Short-Term Camp Administrator. This person is responsible 
for ensuring that the planned Activity complies with the NCAP Short-Term Camp Standards. This 
means walking the property to ensure that it is appropriate for the Activity; ensuring that paperwork 
is filed and any written BSA approvals are completed and obtained through the Council; confirms 
facilities and program are safe and in good order before starting operation; and that appropriate 
health, safety and sanitation provisions are made. This individual also ensures that all activities 
at the short-term camp comply with the applicable BSA National Camp Standards. 
 
Pre-Qualifications   

The Short-Term Camp Administrator must be a registered Scouter who holds either a current 
NCAP Short-Term Camp Administrator certification issued by the BSA or holds a resident camp 
director certificate from BSA National Camping School. Refer to NCAP Standard SQ-403. 
 
At the initial meeting of the Activity Chair and Staff Advisor, the Short-Term Camp 
Administrator must be selected, if applicable for the Activity! 
 

8. Preparing an Activity Schedule 
 
Preparing an Activity Schedule is very important. It will assist the Activity Chair, the Staff Advisor, 
the Activity Committee, and staff to keep on track for the Activity. It also helps ensure that items 
are ordered on time, materials ready, and people are in place to make the Activity successful. 
Often, it is referred to as “backdating” all the tasks, steps and meetings that should occur in 
advance of the Activity, together with a few post-Activity steps. Preparing this Activity Schedule 
should occur in connection with the initial meeting between the Activity Chair and the Staff 
Advisor.   
 
A specific Activity Schedule should be created for each Activity. An example of an Activity 
Schedule is attached in the Appendix as Exhibit 8. 
 
Make sure the Activity Schedule includes dates and locations of staff meetings so that the Activity 
Committee and Activity Staff can plan accordingly. Also include checkpoint meetings between the 
Activity Chair and the Staff Advisor. A template can be found on the Event Planning page of the 
Council website. Note that on the template you simply need to enter the date. When you put the 
days out (as -180 etc.), the due dates will automatically populate.   
 
As planning continues for the Activity, steps, tasks, and meetings can be added. Some Activities 
may require longer periods of planning and the Activity Chair should create a custom Activity 
Schedule for this situation. What is key here is that there must be an Activity Schedule. 
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9. The Activity Committee, Staff and Meetings 
 
Activity Committee 

The Activity Committee is composed of key volunteers to serve in roles appropriate to their training 
and experience.  In other words, these volunteers may be considered chairs of subcommittees or 
teams, including, non-exclusively, marketing, administration, logistics, program, facilities, risk 
management, aquatics, and emergency procedures.  
 
A job description should be prepared for each member of the Activity Staff in order that each 
member knows the specific responsibilities each must undertake towards the overall success of 
conducting the Activity.  
 

Staff 

Depending upon the size of the Activity, the members of the Activity Committee will likely need to 
recruit additional volunteers to serve as staff under the chair of a subcommittee or team. For 
example, the chair of a shooting sports subcommittee will likely need to recruit additional trained 
volunteers to staff any shooting range at an Activity. 
 
Meetings 

An initial meeting of the Activity Committee should be conducted in accordance with the Activity 
Schedule to bring all members together to ensure everyone clearly understands what is required 
of each and all of the Activity Committee to plan and conduct the Activity. It is suggested that the 
Activity Chair prepare an organization chart complete with contact information to be shared with 
the Activity Committee and with staff as staff are recruited. The Activity Budget should be 
presented to and reviewed with the Activity Committee so everyone understands the forecasted 
costs and revenues, including attendance, together with the financial procedures to be followed 
as established by the BSA and the Council.   
 
Additional periodic meetings, which may be construed as staff development sessions, should be 
established on the Activity Schedule. Periodic staff meetings will help to keep members informed, 
trained, and on track to completing their tasks. Be respectful of people’s time and conduct efficient 
and productive meetings. Productive meetings include evaluating action items from the previous 
meeting and setting further action items to be completed by the next meeting. Smaller breakout 
groups can sometimes be very efficient.  Also, the use of virtual meetings may be more 
convenient, at times, for some of all of the Activity Committee, the staff or all.  Virtual meetings 
can be arranged through the Staff Advisor. 
 
 

10. Creating an Activity Budget 
 
An Activity Budget should be prepared and completed using a budget template as soon as 
possible with the assistance of the Staff Advisor. Prior year budget/close out reports or 
evaluations should be reviewed for recurring or similar events. The Activity Budget will drive the 
Activity.   
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Review Fees 

To determine the fee for participants, start with a review of the surplus from the prior year or last 
time the Activity or a similar Activity was held. Why was there a surplus?  Did donations offset 
fees. Will donations be available for this Activity?  On the other hand, were expenses too low? A 
contingency must be planned to cover the other indirect costs or short fall of other Activities. 
 
Estimate attendance based on prior years. Do not plan for 100% attendance of the eligible 
participants. For example, the District has 1,000 Scouts BSA youth, and the past five years 
attendance at the District camporee has been 100 – 125 Scouts. It is recommended to 
conservatively plan for the same attendance.  
 
It is equally important to determine expenses before setting a fee. If the expenses are too high, 
recalculate until a reasonable fee can be established for all participants. Include a fee structure 
for all participants—the plan for late participants, adults and staff fees.  Everyone who 
participates in activity should pay his or her own way, including the staff. Staff recognitions 
should be carefully considered.  If any, these should be meaningful, but not the main expense of 
the budget. Remember, the Activity is about the youth! 
  
Finally, when examining fees, evaluate the cost versus the value. For what the Activity costs each 
participant, can that be perceived as a good value? This is an important consideration, as pricing 
should not be too high such that an Activity is too expensive for the average Scout/ Scouting 
family. Value is critical.  
 
See the Section below regarding the payment of these Activity fees and refund policies. 
 

Determine Expenses 

Based on an estimated attendance, expenses can be determined. Some expenses are known, or 
fixed, and some expenses will be variable and must be estimates based on previous years’ 
experience. The Staff Advisor has an excellent working knowledge of Activity expenses and can 
guide the Activity Chair on these details. Some items (such as shirts) may need to order with a 
few extras of each size to accommodate errors in size reporting. On the other hand, care should 
be taken to over order supplies and be left with unnecessary extras. The amount left for overhead, 
and contingency should be 20% on the bottom line. 
 

Budget Approval 

Each Activity Budget must be reviewed and approved by the Scout Executive and/or the Deputy 
Scout Executive. All preliminary Activity Budgets are due by August of the year before the Activity. 
 

Close Out 

A final closeout must be submitted 14 days following the conclusion of the Activity. After all 
invoices have been paid, the Staff Advisor will request a cost center report detailing income and 
expenses. From that printout, a forecasted budget can be prepared and turned in with the final 
report.   
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11. Planning the Activity 
 

Facilities 

This is where the Activity will be conducted. This could be on Council property or on off-site 
location, such as a church, park, community center, or even a hotel or banquet facilities. Things 
to consider when booking it are price, bathrooms, accommodations, location, accessibility, safety, 
food services, security. Time should be spent upon investigating the location and its facilities, in 
person. 
 

Logistics 

Sometimes facilities lack certain features or accommodations. There may not be enough 
bathrooms; no food service; or the size of the venue is overly large. This is where logistics comes 
into play. If a toilet cannot be provided for every 15 campers or 30 people for a day Activity, it may 
be necessary to rent and provide for the lacking facilities. The Short-Term Camp Administrator 
can help with any standards or requirements. 
 
If the Activity covers a lot of geographical territory, golf carts may bridge the distance in a timely 
manner. Every Activity generates some trash or garbage, so this needs to be handled. Tables 
and chairs may need to be provided, or even the set-up of the Activity area. Logistics also is 
tasked with ensuring that any needed items for the Activity are provided in a timely manner.  
 
Communications, such as using radios to speed service or to respond to on-site emergencies, 
falls under Logistics. Parking, passenger drop-offs and the transportation of gear should also be 
pre-planned and heavily supported. 
 
Finally, one of the most essential functions of the logistics subcommittee or team is to ensure the 
everything is put back into its place and that the facility, whether Council-owned, public, or private, 
is left very clean.  Remember, always “leave it better than you found it.” 
 

Program 

Youth and adults are showing up for the Activity because of one thing; the program to be offered.  
Program is what Scouting is about. Because this is so important, the Activity Chair should focus 
upon program early and often.   
 
The program should be age specific to the audience. Think about the aims and methods of 
Scouting and make sure that the program is relevant and provides the needs to those goals. An 
easy check list is to review the Guide to Safe Scouting’s rules and regulations. 
 
At most Activities, it will be necessary to materials or supplies. For instance, although the Council 
may provide guns and archery equipment for shooting sports at the shooting range for an Activity, 
the Activity will still need to acquire targets and ammunition. If any advancement is involved, 
supplies for this will be required also.  Plus, as mentioned above, appropriately trained and 
certified staff will be required.  This is a brief glimpse of the many facets that come into play. 
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The program must be fun.  If not, no one will want to attend or worse yet, a negative 
experience may impact their entire outlook on Scouting. Think outside the box! Make sure 
that the smiles and laughter abound, under-promise and over-deliver. When planning program, 
start early to identify and round up the assets needed to make the program work. Assuming 
resources will be available and then finding out the resources are not can negatively impact the 
delivery of program. Worse, the unavailability of assets critical to the program may mean the 
Activity has to be postponed or even cancelled. This should never occur with proper planning.   
 
Resources may also include other volunteers, professionals or even third-party vendors who 
deliver components or all the programs. Make sure they are engaged early, and then re-confirm 
their engagement as the Activity draws near. Make sure the Activity Staff, recruited by the Activity 
Committee, are equally recruited early, and engaged throughout the planning. The roles they play 
as part of the entire structure of the Activity can make or break the Activity. Choose wisely. 

 

Registration 

Registration can be one of the first opportunities to make a good impression. If someone has a 
good experience with registration, they will share their experience with others. First impressions 
go a long way and will provide the foundation for the rest of the Activity.  
 
The Council uses online registrations for all Activities. This is done through Blackpug. Please be 
sure those handling the registration process are well-trained in using the program. The Staff 
Advisor for the Activity will ensure the Activity is set up to the specifications provided by the Activity 
Chair, which are recorded on the Activity Information Form. Please keep in mind that a simple 
registration process creates less room for errors and less details that must be maintained. For 
example, if are adding meal options, or the advance purchase of extra items; these are all areas 
that must be tracked, executed and reconciled.  
 
Registrations at the door are discouraged as much as possible. But, if registrations at the door do 
occur, payment in full must be made at that time. It is up to the Activity Chair to ensure that all 
those checking-in to an Activity are indeed paid in full.  
 
On the Activity Day, it is key that the actual check-in be quick, efficient, and streamlined for the 
participants. A pre-Activity walks through with the Activity Staff dedicated to this process can help 
to recognize potential bottlenecks or issues. Make sure there is adequate staffing dedicated to 
this process who can garner a smile from everyone. Courtesy goes a long way. 
 

Health/Safety and Risk Management 

Often over-looked until the last minute, health, and safety, along with risk management, can have 
a major impact on the Activity. All District and Council Activities are required to have a Health 
Officer who has met the health officer requirements for the facility per NCAP. The Health Officer 
must be qualified under our Council’s standards and be a registered member of BSA, with both 
youth protection and BSA Health Officer Training.  
 
Health and safety doesn’t end with the Health Officer. All the facilities intended to be used for the 
Activity, including any program components on-site or which may be brought to the Activity and 
set-up, must be inspected for issues that might pose a threat to anyone, including the participants 
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and staff. Your Staff Advisor can provide a comprehensive safety checklist specific for Activities. 
Ultimately, this list will be posted online on the Council website. 
 
Compliance with all safety regulations by the BSA is required. These can be found in the 
Guide to Safe Scouting and National Camping. The Activity Committee and staff should be well 
versed in all of the safety guidelines for the Activity. The Short-Term Camp Administrator is equally 
vital to this compliance. 
 
The Council has a comprehensive emergency procedures manual.  The Activity Chair and 
members of the Activity Committee engaged with health and safety, and emergency procedures, 
should be thoroughly familiar with the contents of the manual. Severe weather is a serious risk to 
conducting Activities throughout the spring, summer and even the fall. Procedures for severe 
weather should be a part of all Activity staff training. These severe weather procedures must be 
communicated to all unit leaders attending the Activity. 
 

Security 

The safety of the Council’s Scouts and Scouting families is paramount! When Scouts are 
present at any Activity, only registered attendees should be present.  There must be a process 
that allows everyone who is registered and checked-in to be readily identified. Generally, with 
large groups, the use of color-coded wristbands can ensure that individuals at the Activity are 
supposed to be present. Anyone found lacking proper Activity identification, such as not wearing 
a wristband, should be escorted to the registration area for confirmation. Do not simply direct the 
individual to the registration area, but make sure they are escorted. Check-in procedures should 
be posted in a key location if day participants, vendors, outside third parties or visitors are 
expected. 
 

National Camp Standards 

The BSA National Camp Standards are established to: 

1. Ensure the health, safety and well-being of every camper, leader, visitor, and staff 
member who will participate in a BSA-accredited camp. 

2. Ensure that each camper and leader obtain a quality program consistent with the BSA 
brand. 

 
The Council’s goal is to ensure that every Activity complies with the BSA National Camp 
Standards. The current edition of the standards can be found on the Event Planning page of the 
Council website.   

 
12. Promoting the Activity 
 
Promotional materials or content will make an impact on the success of the Activity. Today’s 
promotions, or marketing efforts, can take many forms, from printed flyers, to in person 
presentations at roundtables, to social media. The one thing all has in common is if the effort is 
late in getting to the recipient, whether it’s the unit leader, the youth or a parent, this is a mistake 
which will adversely impact the Activity.  In today’s world, everyone is busy, and their calendars 
fill up quickly. It is critical that any promotion or marketing materials, in whatever form, get 
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out as early as possible. It is particularly important to get information about the Activity to unit 
leaders if you want participants. It’s also sound advice that the promotions or marketing materials 
be sent or made available multiple times. It is not enough to send something out once and expect 
it to be read.   
 
The Council has developed an Activity Information Form that is posted on the Council’s website 
(on the calendar) but it is also a reference tool for Council staff who assist unit leaders, parents 
and others when they call to ask questions about an Activity. Turning in the Activity Information 
Form for the Council or District Activity is required to get the Activity posted on the 
website. 
 
In addition, each Activity posted on the Council calendar, which is accessed through the Events 
tab on the Council website, is shown in chronological order. By clicking on “Details/Register,” 
details about the Activity will be launched.  Any flyer or other attachment will be shown under the 
“Attachments” tab. 
  
Draft Promotion Materials 

Before a flyer can be distributed to anyone, it must first meet a set of standards and be approved 
by the Staff Advisor. When designing a flyer, be sure to include the following pieces of information: 

 
 The flyer should have Activity information and registration details. Please use the 

Activity Information Form to direct participants to register online. It should contain 
information they will need to register, such as the Pack number, t-shirt sizes, ranks of 
youth, etc. Thorough and complete information will help make the online experience 
be successful. 

 All flyers must have the District name, “Indian Nations Council” and “Boy Scouts of 
America” on it. 

 The Activity information should include who, what, when (including the time not just 
the date), where (be specific, for example, the Mabee Scout Reservation is a large 
camp with smaller sections that can be reserved), cost, what to bring, refund policy, 
registration deadline, and contact name and telephone number. 

 The flyer should be clean and easy to read. If more details are needed about the 
Activity, consider making an Activity Guide that can be posted on the Activity (event) 
page.   

 

13. ACTIVITY FEE PAYMENTS AND REFUNDS 
Payment Methods 

Online payments for can be made using a credit card. Payments made through the Council can 
be by cash, check, or credit card. Checks must be made payable to Indian Nations Council, 
BSA. If possible, have them register online and leave items in the cart if they need to make a 
payment through the Council.  Activity registrations should be done online through the Council 
website.    
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Cancellation and Refund Policy 

Failure to participate in an Activity does not warrant a refund. Unless otherwise stated in writing 
in a flyer, brochure, or other promotional piece for the Activity, the following refund policies shall 
be in effect: 
 
Activity Fees.  Prepaid Activity fees are refundable in full if the request is received in writing at 
the Scout Resource Center more than 14 days prior to the start of the Activity. Activity fees for an 
Activity are also fully refundable if the Council cancels the Activity. No Activity fees will be refunded 
if the request is made within 14 days prior to the start of the Activity. Refunds of 50% will be 
considered in certain circumstances (illness, death in the family, summer school, or relocation 
only) and necessary documentation may be requested.  All Activity fees collected on-site are non-
refundable. Fees are transferable to other Scouting Activities or programs. 
 
Order of the Arrow Activities.  The Order of the Arrow sets their own refund policies separate 
from those of the Council. Please consult the Lodge Chief and Lodge Advisor for information 
about their refund policies. 
 
National Activity (National Jamboree, High Adventure Treks, etc.).   
 

 If the National Activity has a maximum participation limit and there is a waiting list of 
Council approved participants, then with the consent of the adult volunteer in charge 
of the Council contingent and the Staff Advisor, a participant may sell his/her slot to a 
pre-approved participant from the official waiting list. 
 

 If not sold out and there is no waiting list, refunds will be granted less any amount pre-
committed, or spent by the Council of the participant’s behalf, less a $35 administrative 
charge. 

 
Philosophy on Refund Policies.  In its refund policies, the Council strives to achieve a balance 
between the consumer’s expectation; provide quality customer service; and protecting the assets 
of the Council. The Council operates its Activities (and camps) with expectations to keep the cost 
within the reach of every Scouting family. Most Activities have up-front costs and overhead (site 
reservation fee patches, food, medical insurance, program supplies, etc.) that are purchased in 
advance of an Activity based on prepaid reservations and past participation levels. 
 
Even though participant who has paid may not be able to participate in an Activity, due to a family 
situation or choose not to participate due to the weather forecast, this does not change the fact 
that the Council purchased goods and services in advance of participation. The Council’s other 
option would be to include large surplus (profit) margins in each Activity fee to help cover the 
losses in those Activities that are rained out or not held for various reasons beyond the Council’s 
control. 
 
If you have comments, suggestions, or questions regarding these refund policies, please direct 
them to the Scout Resource Center, in care of the Scout Executive. 
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14. Ordering Supplies and Goods; Making Purchases 
 
Every Activity will require supplies and goods be ordered. In other words, these will have to be 
purchased in order to conduct the Activity. The Activity Chairman is responsible for the Activity 
Budget, maintain the associated costs and expenses, tracking revenues including participation 
fees, and accounting for all of these. It is important to review the following purchasing procedures 
with the Activity Committee and all Activity staff who may purchase supplies for the Activity. These 
procedures have been established to assist every Activity Chair, whether at the Council or District 
level, and their committees to properly account for all transactions regarding an Activity. All 
purchases and cash advances should be routed through the Staff Advisor for the Activity!   
 
Purchasing Procedures 

Before any purchases can be made, a request must be made to the Staff Advisor who will verify 
that the expense falls in the parameters of the Activity Budget. Keep in mind that expenses must 
be calculated based on the amount of revenue already collected, not revenue expected. This is 
why early promotion and sign up is the key component for success for the Activity. A Purchase 
Order must be completed by the Staff Advisor, which is approved by the Council accounting 
department. Once approved, the Staff Advisor will make the purchase for the Activity. 

 
 Purchases may be made in the following two ways:  

 
1. Purchasing From a Vendor.  This is the preferred method of purchasing. A Purchase Order 

will be issued in the name of an approved vendor who will later invoice the Council for 
payment. So long as the vendor is a local vendor (not a national vendor; or the vendor 
is not including any BSA protected information on the item) they can be used. To make 
the purchase, a copy of the purchase order is presented to the vendor. The vendor will provide 
a receipt that must be returned to the Council office, attached to a second copy of the purchase 
order.  Remember, all vendors must submit a W-9. Purchasing from vendors can only be 
done by the Staff Advisor.  

 
2. Cash Advances to a Person.  Cash can be issued to the Staff Advisor to pay for “petty cash” 

expenses. The cash can then be assigned out to different volunteers for purchases. Petty 
cash expenses are purchases made during the Activity to supplement materials for higher-
than-expected attendance, unforeseen needs, small expenses that cannot be purchased 
through a purchase order, or emergencies. Cash advances will not be issued unless money 
has already been collected from registration or donations to support the advance. 

 
Those receiving cash advances must submit original receipts along with any cash remaining 
within seven days following the Activity. UNDER NO CIRCUMSTANCES will expenses be made 
that exceed the amount of the cash advance. If further cash is needed an additional request must 
be made to the Staff Advisor, who will evaluate the need. Expenses exceed the cash advance 
will not be reimbursed.  
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Establishing a New Vendor 

If the Activity Chair finds a vendor in the area that the Activity Chair would like to work with, please 
inform the Staff Advisor who will contact that vendor to establish a relationship.  At no time may 
a volunteer negotiate a contract without the Council approval.  This includes catering, 
entertainment, site fees, and rental fees. 

 

 Invoices and Statements 

Purchases made from established vendors will be paid by the Council upon the receipt of an 
invoice from the vendor.  A statement given to the person at the time of purchase is not a bill. 
However, some vendors provide receipts in the form of an invoice and expect that they be 
returned to the Scout Resource Center. No payment to the vendor will be made until these 
“receipts” are turned into the Council bookkeeping department. Therefore, with all purchases, 
please return receipts to the Staff Advisor as soon as the purchases are made. This will speed up 
reimbursements and payments to vendors. 

 

Receiving Shipments 

  All orders from vendors should include your District and/or Activity name in the “In Care of Section” 
of the shipping address. In most cases the orders should be shipped to the Scout Resource 
Center, but in some cases the shipment may need to be sent to the camp or another location 
approved by the Staff Advisor. Shipments should not be made to volunteer’s homes. 

  

Activity Surplus Materials 

All materials purchased are the property of Council and should be turned in at the close of the 
Activity. This includes program supplies, patches, shirts, and other items. The only exception to 
this is perishable food, which can be distributed at the end of the Activity. 

 

Donations 

Donations of supplies, food and cash can be a great benefit to an Activity. Many times, they are 
budget-relieving items, and are greatly appreciated.  However, it is important to issue a receipt 
for all donations received, and a copy should be included in the Activity close-out report. There 
are guidelines to be followed when donations are received. Money saved on the Activity Budget 
or on a purchase order that was previously approved does not allow a person to purchase different 
items or go over the spending limit. In addition, if it is a cash donation, it must be properly 
receipted, and deposited at the Scout Resource Center. To use this donation, follow the same 
purchasing procedures as outlined above. Do not spend the cash just because you have it! If 
the donor contacts the Council with a tax relief request, the Council will have no record of the gift 
and the donor will lose out on a much-appreciated contribution. 
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15. Conducting the Activity 
 
If all goes well, all purchases for supplied, materials and goods will have been made in advance 
of the Activity. However, experience shows that often there are last minute or emergency 
purchases that must be made at the Activity, or additional participation fees will be collected. 
 

Receipting Cash 

A Field Receipt book will be issued by the Scout Resource Center for all Activities. Fees collected 
at the Activity should be properly receipted. The receipt must include date, who the money was 
received from, the amount, if the payment was cash or check, the Activity for which the payment 
was made, and the signature of the person collecting the money. Give the white copy to the 
customer and retain the copies. 
 
Cash collected on site may NOT be used for purchases or reimbursements!  The Activity 
Chair may use a “petty cash” fund or a Purchase Order for last minute purchases. In addition, a 
“change fund” and cash drawer may be requested through the Staff Advisor from the Scout 
Resource Center for a small amount of cash to be used to make change at the Activity. It is 
important to track the cash drawer with field receipts.   
 
Return the “change fund,” cash drawer, Field Receipt book, and fees collected within seven days 
of the Activity to a Scout Resource Center. The yellow copies of the receipt book should match 
the cash and checks submitted. 
 

Activity-Specific Trading Post 

Conducting an Activity-Specific trading post at an activity can be a blessing or a burden. The 
Activity Chair and Staff Advisor will need to weigh the pros and cons of having a trading post at 
an Activity. Many times, the amount of work and time involved necessary to staff, stock, and 
operate a trading post outweighs the profits received. However, this may be just what the Activity 
needs to provide that special program or recognition item. 
 
To conduct a trading post, ample supplies will be required. Using the purchasing procedures, 
items may be purchased for resale. To maximize profits, return all items possible and then submit 
the receipts for reimbursement.  Be sure not to purchase items that cannot be sold in the future 
or returned for credit.  
 
 

16. Closing Out the Activity 
 
Once the Activity is concluded, there are still tasks and steps to close out the Activity. This is an 
important step. Properly closing out an Activity ensures that all transactions are final, bills are 
paid, and reimbursements made. In addition, every Activity should be evaluated to determine best 
practices, improvements and recommendations for the Activity in the following year, or other 
similar Activities whether at the Council or District level.   
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All financial transactions should be completed as promptly as possible but no later than 
14 days after the Activity is over, including submitting/turning in all of the following:   
 

 Cash payments received (if not turned it at the Activity) 
 Vendor invoices and packing slips 
 Receipts for purchases made 
 Reimbursement requests 
 Other paperwork as may be required by the Council 
 

Financial Review.  Every Activity should be self-supporting, financially. The Activity Chair is 
responsible to review the final budget once all actual expenses and income is recorded and 
accounted to determine whether the Activity was conducted at a loss or a surplus of income. 
Proper planning usually results in an Activity being conducted with a surplus. If the Activity results 
in a financial loss, it is important to review the Activity to understand what caused the loss. If 
attendance was lower than forecast, resulting in lower participant fees than forecasted, then the 
cause for the low attendance should be determined. Perhaps the Activity was not promoted 
properly.  Expenses can often be a problem also. The goal is to understand why the loss occurred 
to avoid similar situations going forward. 
 
Similarly, any surplus of income of income should be analyzed also to determine the cause. 
Higher attendance than planned can result in a higher surplus than expected. Sometimes, fees 
may be set too high. Ultimately, whether an Activity has a surplus or loss should be examined as 
to planning the Activity or similar Activities in the future. 
 

Hosting an Evaluation Meeting 

One of the last responsibilities of the Activity Chair is to conduct a summary meeting of the Activity. 
By conducting an evaluation, the Activity Chair will be able to properly evaluate the success of 
the Activity and seek recommendations for future improvements. Positive and negative feedback 
should be equally sought. Any future Activity Chair will like to continue what worked and improve 
or fix what did not work.   
 

Complete a Final Activity Report 

Complete a closing report with as much detail as possible. Be sure to include final numbers, 
recommendation for facility, program and staff, and a suggestion for any future Activity Chair.  
This should be completed within 30 days of the Activity. 
Survey 

At the conclusion of the Activity, consider whether Activity participants can be surveyed for their 
opinion. Sometimes, a survey can be conducted during the Activity. 
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17. Conclusion 
 
Scouting does make a difference in the lives of youth and families served by the volunteers and 
staff of the Indian Nations Council.  
 
This Activity Guide has hopefully provided the information necessary to plan, conduct and close-
out a successful Activity.  
 
It is with the deepest gratitude that “Thank You” is offered to every Activity Chair, Activity 
Committee and Activity Staff who spend numerous hours and effort to ensure successful Activities 
are conducted for the youth of the Indian Nations Council!  This effort, this time, this dedication, 
makes a difference. 
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APPENDIX 
 
EXHIBIT 5 
 
Activity Chairman Job Description 
 

INDIAN NATIONS COUNCIL                    BOY SCOUTS OF AMERICA 
 

ACTIVITY CHAIRMAN 
JOB DESCRIPTION 

 
FUNCTION: Manage the District or Council Activity 
 
RESPONSIBLE TO: District Activity & Outdoor Adventure Chair/Council Vice President of 
 Activity & Outdoor Adventure/Staff Advisor/Other Designated Chair 
 
WORKS WITH:  
 
RESPONSIBILITIES: Recruits and directs Activity Committee to accomplish the necessary 
tasks 
 to ensure the Activity (program, activity, outdoor adventure or training) 
is properly 
 staffed and is conducted in accordance with all BSA and other 
requirements. 
 

 Identify and recruit a Short-Term Camp Administrator 
 Identify and recruit key volunteers to serve on the Activity Committee in roles appropriate 

to their training and experience. 
 To plan and develop an Activity Schedule (backdating schedule) to ensure that pre-

Activity milestones are achieved in a timely manner. 
 To prepare a budget and maintain such budget throughout the Activity, ensuring 

compliance with applicable BSA and Council accounting, financial and purchasing 
procedures. 

 To promote and market the Activity. 
 As a part of the Activity Schedule, to conduct periodic meetings with the Activity 

Committee, staff and the Staff Advisor to keep the Activity on track. 
 To essentially do any and all tasks necessary to conduct the Activity in accordance with 

the Aims and Methods of Scouting, ensuring a fun, relevant and safe Activity. 
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EXHIBIT 8 
 
 

         ACTIVITY SCHEDULE – Example (to be completed)   
   

Task 
 -240  Recruit Activity Chair 
 -240  Select Location, Date  

Submit Activity Resource Guide to Staff Advisor so the Activity can be 
added to the calendar 

 -210  Recruit Committee 
 -210  Initial Meeting – Activity Chair & Staff Advisor 
 -210  Prepare Budget 
 -180  Develop Promotional Materials and distribute after approval 
 -180  First Committee Meeting 
 -180  Promote in Website, e-Letter & Roundtable 
 -60  Second Committee Meeting 
   Promote in Newsletter & Roundtable 
   Order Custom Items 
 -45  Call Units 
 -30  Promote in Newsletter & Roundtable 
   Early Registration Deadline 
   Complete material orders 
   Third Committee Meeting 
 -20  2nd Call to Units 
 -14  Registration Deadline 
   Reconfirm Physical Arrangements 
   Reconfirm Staff Members 
 -5  Final Check on Details 
 0  Activity 
   Turn in at door registration to District Executive 
     +14  Return Equipment 
   Send Thank You Letters 
   Submit Receipts for Cash Advances 
 30  Host Evaluation Meeting with Staff 
   Prepare Close Out Report with District Executive 
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Alternative Activity Schedule - Ranges

Task Range

Selecting an Activity (may exceed 18 months for some Activities) 12-18 months
Recruit Activity Chair 8-18 months 
Location Selection/Physical Arrangements 8-18 months
Recruit Committee and STCA (Initiated after Activity Chair and Staff 
Advisor Meeting)

8-18 months 

Draft Budget Finalized 8-18 months
Meet with Committee to Develop Program and Staff Meeting Cadence 6-16 months 
Prepare and Launch Marketing Plan for Promotional Material, Social 
Media and Roundtables

6-16 months (or longer) 

Launch Webpages for Activity on Council Website 6-16 months (or longer)
Launch Online Registration on Black Paug w/All Registration Fees (Early, 
Standard & Late)

6-12 months 

Initial Location Inspection (Logistics and STCA) 6-12 months
Full Committee/Staff Review - Preparation Status 6-12 months
Program Review 4-6 months 
Order Materials, Supplies, Etc. through Staff Advisor, including Patches 3-6 months 
Prepare Physical Facilities (permits, logistics) 3 months 
Full Committee/Staff Review, Address Deficiencies and Needs  3 months 
Prepare Signage and Programs 1-2 months 
Order Tee-Shirts and Final Deliverables 1-2 months
On-Site Staff Development/Work Day with Walk-Through 15-30 days 
Final Walk-through of Facility 14 days 
Organize and Pick-up Final Orders 14 days 
Set-Up 1-7 day(s) 
Event Day of Event 
Turn in Money Collected at Event to Staff Advisor Conclusion of Event 
Turn in all Receipts Requiring Reimbursement to Staff Advisor Conclusion of Event plus 

7 days
Prepare and Send Recognitions/Thank You Letters 7-14 days post-Activity
Completion of Event Reconciliation Form with Staff Advisor 7-14 days post-Activity 
Close Out Meeting with Committee and Evaluations 30 days post-Activity
Submit Final Close Out Report with Staff Advisor 14 days post-Activity  

 
 
 
 
 
 
 
 
 
 


