
	Group Leader


	

	
	

	Contact Number


	

	
	

	Aims of Trip


	

	
	

	Objectives of Trip


	

	
	

	Venue

Name and Address
	

	
	

	Time, Date and Place of Departure


	

	
	

	Time, Date and Place of Return


	

	
	

	Transport Arrangements


	

	
	

	Activities


	

	
	

	Supervision and Staffing


	

	
	

	Finance


	

	
	

	Insurance


	


N.B. This sheet can be a useful summary for parents during the initial planning stages of the event.
[Name of Organisation]


Planning Summary Sheet


(This is not an exhaustive list of things to consider.  Please amend as necessary)








