FILLING OUT AND FILING A TOUR PLAN
The Tour Permit has been replaced with the Tour Plan and Tour Planning Worksheet.  The Tour Plan and worksheet has four pages, all of which need to be returned to the council service center, as the last page contains the Pledge of Performance statement.  The tour plan is used for trips to national BSA events or to BSA high adventure bases, and for any trip over 500 miles one-way or crossing national borders.  These rules are for Mt. Diablo Silverado Council only; please do not follow the rules of another council.
The Risk Management committee of our council determined that a tour plan is required for all outings, regardless of distance or length of time.  BSA insurance covers only registered volunteers and Scouts for ‘official Scouting events.’  Injury claimants have been denied coverage because there was no paper trail to prove that an activity was a Scouting outing.  An approved, filed tour plan makes your event an ‘official Scouting event.’  Regular den, pack, troop, team, or crew meetings at normal meeting locations are considered official Scouting events and do not require tour plans.  An overnight trip always requires a tour plan, even if it is being held at your normal meeting location.
Detailed maps and float plans, if applicable, are still required for trips longer than 72 hours, unless these hikes or water trips are a featured program of a BSA summer camp (i.e. the camp filed a plan).  We start counting the days from the date you leave on your trip.

Please file your tour plan at least two weeks before your trip.  This will allow for corrections to be made in a timely fashion.  If you fax in your tour plan, please be sure to include a return fax number as you must have an approved plan in your hands before you leave on your trip.  Please keep in mind when faxing, that the service center is open 8:30 am to 5:00 pm, Monday to Friday.  Our fax number is: 925-674-6190. We are not open on the weekends.  Please do not fax your tour plan to the Scout Shop as they are not authorized to approve tour plans.  
A properly filled out tour plan is attached for your reference.  Please fill in the appropriate data for your type of unit, i.e., pack, troop/team, crew, ship, etc.  Our council name is: Mt. Diablo Silverado.  Our council number is: 23.

Please be sure to obtain the proper signatures.  The council does not accept electronic signatures on the tour plan.  If you wish to use electronic signatures, you must file the on-line version of the tour plan, which is accessible through your person profile at www.myscouting.org.  The paper downloadable PDF version is not the on-line version.  The instructions for filling out an on-line tour plan are included in this packet.

Please do not list the Committee Chair as the first adult leader since he/she needs to sign as Committee Chair (bottom left of the Tour Planning Worksheet) and therefore cannot sign as the tour leader.   These signatures must be from two different people (helping to assure two-deep leadership knows about the outing).  The name listed first is the adult leader who signs near the bottom right of the Tour Planning Worksheet.  This adult leader listed must be registered with your unit.  Any leader may be listed as the second adult leader, as long as he/she has reached the appropriate age and has completed Youth Protection Training.

The expiration date just after the tour leaders’ Scouting position is always 12/31 of the current year.  If the second adult leader is not registered in the BSA, then put ‘n/a’ for the position expiration date.  A unit point-of-contact person who is not going on the trip/tour is also required so that the council can contact a unit member in case of emergency.  This should be a person who can initiate a phone tree.
There are 2 trainings required for all tour plans—Youth Protection Training and Hazardous Weather training.  Other training may be required depending on what you are doing, for example, Safe Swim Defense if you are going swimming. The length of time that training is valid for is listed just above the training grid on page 2 of the Tour Planning Worksheet.  It is also very helpful for training record verification if you use the person’s full name rather than a nickname.
Please do not put in check marks, the word ‘yes’ or ‘y’ for the word ‘yes,’ for training dates.  CDL stands for ‘commercial driver’s license,’ which is only needed if your vehicle holds 10 or more people, including the driver.  Please put in numbers for the attendees, not a check mark or an ‘X.’       

If parents are transporting their youth to and from the event, and you enter this phrasing in the vehicle insurance area, there is a good chance that the family will be not be covered by BSA liability or accident/injury insurance coverage to or from the event.
If you are going to the USS Hornet, the USS Pampanito, or another BSA council’s camp, insurance information will be given to you along with your approved plan.  We have standing insurance certificates with most of the ships and BSA camps.  Please call the service center before requesting insurance.  If you need further assistance with filling out the plan, just call the council service center at 925-674-6100.  
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