Explorer’s Guide to Organising an Event
	Find A venue
	Check Dates available & confirm with leaders

	
	Check Prices, don’t forget to ask if they do group discounts

	
	Don’t forget to add £3 each petrol for leaders if outside York 

	
	Check safety rules / limits eg: age restrictions, safety clothing required.

	
	Check if they require money up front or deposit or if you just turn up & pay.

	Create Letter / Parental Authorisation Form
	See Example attached.

You must have Times, travel arrangements, costs, special clothing etc on the letter

	
	DON’T FORGET TO ADD A DATE WHEN FORMS & PAYMENT need to be back.

	Check with Leader
	Check letter & form is OK with leader & that home contacts & District Commissioner forms have been arranged. NO LEADER = NO TRIP 

	Send Out forms 
	Send forms to all by e-mail.

Due to numbers you can probably also ring & check near the deadline date to make sure people have received the forms.

	Collect forms & Money 
	Tell leaders how many are coming &  how payment will be made

	
	Work out travel arrangements eg: Do you need parental cars, do you have volunteers

	Payment 
	If a District Cheque is required this takes about a week’s notice & cheques will need to be paid in with request. ALL TRIPS HAVE TO BE SELF FUNDING – we have no spare money!!!

	Prepare for trip
	Arrange kit check / preparation evening if needed. eg: bike check

	Check & Confirm with Venue & Leader
	Confirm with venue & leader how many people are coming.


Leaders – Glen – 794446, Ann & David - 799124
