
Cub Pack 61 Event Planning Guide 
 

Annual Program Planning Conference 
 
 
Event Coordinator & Volunteers: 
Committee Chair  
Cubmaster 
Treasurer 
Den Leaders & Asst. Den Leaders 
Committee Members 
 
 
Event Description: 
Throughout the program planning process, leaders should remember that their primary 
objective is to deliver a high quality Cub Scout program to each boy. A high quality 
program has two elements: it must be fun and exciting for boys and it must achieve the 
purpose of Cub Scouting. To make sure that all leaders are familiar with the purposes of 
Cub Scouting, it would be a good idea to review them at your annual program planning 
conference.  
Veteran Cub Scout leaders often use the word “KISMIF” to remind themselves to put 
fun into the program. KISMIF stands for “Keep it simple, make it fun.” Simple does not, 
however, mean simple minded. Most Cub Scout age boys are quite willing and eager to 
tackle fairly big projects, if they anticipate fun and satisfaction from them.  
Three other factors should be considered in your program planning. 1) The need to 
make sure that each boy has opportunities for advancement. 2) Summer programs; do 
not drop Cub Scouting in the summer when the boys have the most time for it. 3) The 
need to orient parents to Cub Scouting, so that they know how it works and what they 
must do to make it work for their sons. When the boy joins, the Cubmaster, assistant 
Cubmaster, or a Pack Committee member should meet with the parents to brief them 
on the program. To make sure that your Pack is meeting its program objectives, have 
periodic evaluation sessions by the adult leaders. These evaluations could be held at a 
monthly Pack Leaders meeting every third or fourth month. The agenda for the 
evaluation could be the list of Cub Scout purposes. Are you still meeting each one?  
 

Planning Timeline: 
April/May: 

Conduct an activity survey of pack families with responses from parents and from 
scouts. The purpose of this survey is to evaluate the past program and solicit ideas 
for future activities. The survey (see Attachment 1) could be completed at the April 
and May pack meetings, distributed by e-mail via the den leaders or conducted as a 
non-line survey using various survey tools (both free and fee-based). The survey 
should include both activities from the current year and ideas for the coming year. 
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June: 
Conduct annual planning conference to plan the pack calendar of meetings, activities, 
trips, service projects, etc. The budget for the coming year should also be established 
at the planning conference.  Tools that will be useful in setting the calendar include: 
• Cub Scout Monthly Themes 
• Central NJ Council Calendar 
• School Calendars 
• List of major holidays  

 
July: 
• Confirm dates & times for meetings & events held at the American Legion with the 

Legion reservation coordinator to avoid conflicts 
• Publish pack calendar for next year (see Attachment 2) 
• Post schedule of meetings and activities to the pack web site 

(www.cubpack61.org) 
• Publish Adopt-an-Activity assignments so each den knows what they are 

responsible for. Distribute by e-mail and post on web site. (See Attachment 3). 
• Publish the Pack Meeting Duty Roster to den leaders by email and post on pack 

web site (see Attachment 4) 
 
Budget: 
Provide a budget summary for the event including fees charged to participate (income) 
and expenses needed to run the trip (reservation fees, food, supplies, transportation, 
etc.). A sample budget worksheet (Event Budget Worksheet.xls) is provided in MSExcel 
format under “Pack Planning Guides” on the “Documents” tab of the pack web site 
(www.cubpack61.org).  
 
 
Volunteers: 
List the number of volunteers needed to run the event; give a brief description of what 
each job entails and any special qualifications required (e.g. BSA Lifeguard). This will 
help future coordinators ensure they have enough qualified volunteers and the 
volunteers are aware of their responsibilities. 
 
 
SAFETY NOTES:   
Provide information on significant hazards associated with the activity and safety 
guidelines in accordance with the Guide to Safe Scouting. 
 
 
Attachments & Resources: 

Attachment 1 – Example Program Planning Conference Agenda 
Attachment 2 – Example Pack Annual Planning Calendar 
Attachment 3 – Example “Adopt-an-Activity” form  
Attachment 4 – Example Pack Meeting Duty Roster 

Cub Pack 61  Planning Guide – Annual Planning Conference 
Flemington, NJ  Page 2 

http://www.cubpack61.org/


Web Resources: 
Program Planning Worksheet for Cub Scout Packs (MSExcel)  
This comprehensive spreadsheet for planning pack activities and budgets was prepared 
by the Crossroads of America Council. 

Cub Scout Parent Information Guide, No. 520-259  
This is an attractive, colorful piece you’ll want to put into the hands of each new and 
returning Cub Scout parent. It explains the program, stressing values and outcomes for 
boys, and shows how they can enjoy Scouting together. 

2009–2010 Program Planning Insert, No. 13-34409  
This is an especially helpful item in the annual program planning conference. The core 
is a planning chart that gives an individual leader the big picture of how den meetings 
should fit into advancement and the full year’s calendar of activities. (8 pages) 

Planning Your “Ideal Year of Cub Scouting” Program Budget, No. 510-273  
A solid working document that breaks down the budget into 12 categories and shows 
how to build it back up into a tidy financial statement. (4 pages) 

Pack Budget Template  
This Microsoft Excel (.XLS) template speeds the process of building your own. 

Cub Scout Outdoor Program Guidelines, No. 510-631  
A lot of good ideas, packed into this small booklet, give a comprehensive view of 
outdoor Cub Scouting. A directory alerts the reader to more resources. This should be 
considered an essential part of program planning meetings. (8 pages) 

Ideas for Connecting Core Values with Outdoor Activities, No. 510-097  
This handy chart directly connects activities and values; very helpful for pack program 
planning. (3 pages) 

Cub Scout Pack Newsletter and Calendar Templates  
A handy set of Microsoft Excel (.XLS) tools to help you or your publicity chairman 
communicate with the rest of the pack community. These have been pulled together for 
issues through 2010. 

Outdoor Events for New Cub Scouts, No. 510-299  
A simple but useful tool for what to think about when planning that major outdoor event; 
it comes with a sample agenda. (2 pages) 

National Summertime Pack Award, No. 33748A  
This sheet lists the requirements for this unit recognition, typically awarded in the fall, 
with an application form. A year-round pack program allows active Cub Scouts to earn 
this award. (2 pages) 
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ATTACHMENT 1 
 

EXAMPLE PLANNING CONFERNCE AGENDA 
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Pack Program Planning Conference Agenda 
 
Before the Meeting 

• Encourage everyone in the pack to attend and help plan a fun and exciting year for themselves 
and their kids. 

• If any families cannot attend ask them what they would like to do next year.   
• Select a meeting location large enough for all to attend 
• If you have access to a computer with a projector, it could help facilitate the process. 
• Fill in the basic information into the planning document in advance; known dates like pack 

meetings, leadership inventory, number of youth, leaders and dens. 
 
Who Attends 

• Cubmaster & Committee Chair 
• Treasurer  
• Any interested leaders or parents 
• Unit Commissioner 

 
Materials Needed 

• Program Helps (great planning and program tool available at any Scout shop) 
• Council program planning worksheets (www.crossroadsbsa.org/programplanning) 
• District calendar 
• Flip chart or chalk board for brainstorming 

 

 
 

Agenda 
 

7:00 – 7:10 Welcome and Introductions 
• Purpose of the meeting. 

 
7:10 – 7:55 Step #1 Planning 

• Brainstorm list of lots on different activities. 
• Choose 14 – 16 top activities. 
• Insert the top 12 activities into the calendar for each month.   
• Choose an activity coordinator for each activity (not Cubmaster or Committee 

Chair). 
 
7:55 – 8:10 Step #2 Budget 

• Insert estimated cost of each activity into budget worksheet (can use estimated cost 
from brainstorming sheet). 

• Discuss Scout accounts in not currently using them. 
• Break down individual Scout goals for funding their complete Scouting year. 

 
8:10 – 8:20 Step #3 Leadership Inventory 

• Discuss leadership needs of the pack and develop a plan to recruit the right 
volunteers.  

 
8:20 – 8:30 Step #4 Communicating to Families 

• Discuss plan to communicate calendar, activities and budget to all Scouting families. 
 
8:30  Adjourn (families that would like to stay can continue discussion)  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ATTACHMENT 2 
 

ANNUAL PACK PLANNING CALENDAR 
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CUB SCOUT PACK 61 
FLEMINGTON, NEW JERSEY

2008 - 2009 PLANNING CALENDAR

Month & Theme Pack Meeting Pack Special Roundtable Pack Leader District & Council Notes
Cub Scouts / Webelos Badges Events Meeting Special Event (School Events, etc.)

August

S'MORE Summer Fun 23-CNJC Program Launch
Naturalist, Forester

September 11-School 25-Distinguished 2-Labor Day
18-Thurs. Recruiting 3-Wed. 15-Mon.? Citizen Dinner honoring 3-School Begins

New Buddies 28-Bike Ride Doug Niece 30-Rosh Hashana
Communicator, Citizen

October 4/5-Fall Family 9-Yom Kippur
23-Thurs. Campout 1-Wed. 9-Thurs. 4-Popcorn Sale Starts

Adentures in Books
Showman, Citizen 31-Halloween

November 1-Morales Park Cleanup
20-Thurs. TBD-Theater Trip 5-Wed. 13-Thurs. 2-Popcorn Sale Ends 6/7-NJEA Convention (SC)

Seeds of Kindness 22-Tree Cutting 27-Thanksgiving (SC)
Craftsman, Scientist 15-Popcorn Pickup

December 5-Tree Lighting
11-Thurs. 7-Holiday 3-Wed. 4-Thurs. Hanukkah

Holiday Lights Parade 25-Christmas
Craftsman, Scientist 24-Winter Break (SC)

January 3/4-PWD
22-Thurs. Workshops 7-Wed. 15-Thurs. 19-MLK Jr. Day (SC)

A-MAZE-ing Games 25-Pinewood 
Fitness, Readyman Derby

February 22-B&G 1-Scout Sunday
22-Sun. Dinner 4-Wed. 12-Thurs. 2-7-Scout Week 14-Valentine's Day

American ABCs 27-3/1 - 7-Scout Sabbath 16-President's Day (SC)
Scholar, Engineer Cabin Campout

Rev. 0 PRELIMINARY
6/13/2008



March
26-Thurs. 19-Rock Gym 4-Wed. 12-Thurs.

When I Grow Up
Athlete, Engineer

April 5-Palm Sunday
23-Thurs. Liberty Science 1-Wed. 2-Thurs. 12-Easter

Jurassic Park Center-TBD
Sportsman, Family Member

May 25-Memorial
28-Thurs. Day Parade 6-Wed. 14-Thurs. 10--Mother's Day

Leave Nothing But Footprints 30-31-Spring
Outdoorsman, Handyman Family Campout 25-Memorial Day

June 6-Summer 6-Morales Park  14 - Flag Day
Picnic 3-Wed. 11-Thurs. Cleanup

A Campin' We Will Go 14-Father's Day
Traveler, Artist

July 4 - Independence Day
Cub Day Camp

Be A SportBe A Sport
Aquanaut, Geologist

August
Cub Scout

Fun in the Sun Summer Camp
Naturalist, Forester

NOTES:
(SC) - School Closed

Unconfirmed activities/dates are shown in italics

Rev. 0 PRELIMINARY
6/13/2008



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ATTACHMENT 3 
 

ADOPT-AN-ACTIVITY FORM 
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AAddoopptt  aann  AAccttiivviittyy  
Help make this year a success shared by all. 

If you can dream it, we can do it. 
Ask yourself where your boys would want to go. 

 
What does it mean to adopt a trip?  
There are four simple steps: 

1. Research the possible locations for your adopted activity, present these ideas at a leaders meeting 
2. Contact the chosen location and book the reservation.  
3. Coordinate with other volunteers that might be needed.  Coordinate planning of activities, supplies, 

food, etc. 
4. Coordinate with other volunteers to manage registration, payments, medical forms, etc. 
5. Attend the event and lead activities as necessary. 
6. Prepare an activity/trip report after the event and submit to Pack Committee. 
 

ActivityActivity  Date  of  ActivityDate of Activity  Reservation  byReservation by  Den  Number  and  LeaderDen Number and Leader  
    
Fall Campout October 6-7 June 2007  
Family Bike Ride October 14 N/A  
Fall Camporee ? October 20   
Popcorn Oct. 6 – Nov. 1 N/A  
Washington DC November 9-11 June 2007  
Tree Cutting November 17 NA  
Holiday Parade December 2 Oct. 2007  
Pinewood Derby January 27   
Cabin Camping February 15-17 Sept. 2007  
Blue and Gold 
Dinner 

February 24 N/A  

Roller Skating March 9 Oct. 2007  
Cub Scout Klondike March 15 Feb. 2008  
Camp-In  April 12-13 Oct. 2007  
Spring Camporee ?    
Spring Campout May 17-18 Oct. 2007  
Memorial Day 
Parade 

May 26 N/A  

Webelos Trip June 7-8 Nov. 2007  
Pack Picnic June 7 Jan. 2008  
Summer - golf, 
fishing, etc. (?) 

 Mar. 2008  

Summer – baseball 
game? 

 Mar. 2008  
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ATTACHMENT 4 
 

EXAMPLE PACK MEETING DUTY ROSTER 
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