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Troop Meeting Planning Worksheet
Date of meeting: Sunday, Month Day, Year
Time & Location: 3:00 PM @ FUMC 

Theme: TBD  
Responsible Patrol: Patrol Name
Troop Meeting Agenda

	Activity
	Description
	Responsible
	Time

	Preopening
	What needs to be setup (e.g., tables, chair, special equipment, etc…)
	Adult: 
Scout:
	Allow enough time

	Opening Ceremony
	Pledge of Allegiance:

   Lead-Alex M.,  A-Carson, T-Derek
Boy Scout Oath: Alex M.
	Adult: N/A
	3:00 – 3:10 PM

	Patrol Meeting
	Allow time for Patrol meeting if needed – e.g., plan campout menu if it is the meeting before a campout

	Adult:

Scout:
	

	Interpatrol Activity
	· This is where you list the agenda for the main part of the troop meeting
· Who is doing what?

· Estimate how much time each part is going to take

· You can use this worksheet to plan the meeting and conduct it
	Adult:

Scout:


	

	Closing
	Announcements

Scoutmaster minute

Retire Colors: Same Scouts as above
Boy Scout Law: Same Scout as above
	Adult: Scoutmaster
	

	After the Meeting
	Put up /clean up

	Adult:

Scout: all
	4:30-4:40


Requirements to be covered (merit badge and/or rank advancement)
	Requirement covered
	Describe how it will be covered
	Responsible

	MB Name and requirement number or
Rank and requirement number
	Short summary of how the requirement will be met.
Just enough info so that the Merit Badge Counselor, Merit Badge Coordinator and Scoutmaster have an idea of what you will be doing
	Scout: 

	
	
	Scout:  


Preparation/Action Items

	What
	Who

	Any special stuff needed? Paper, pencils, tables, materials for project, equipment, etc.

	

	Create action items during planning meeting and then use this document to communicate to scouts and adults and follow up
	

	Research information?
	

	Create PowerPoint presentation? 
	

	Any special people needed? Someone with special skills or experience?
	

	Any setup required before the meeting? What to do and how early to get there?
	

	Any communication required? Before, during or after the meeting.

e.g., Provide a short summary of theme for the month for weekly newsletter
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