Event Planning Insurance Request Process

For Troops/leaders/girls planning an event with 95 people or more the following process must occur:

1. One person (or one girl plus one adult advisor) must take the Risk Management and Event Planning classes prior to the event.*

2. Event Planning Intent form is completed by event coordinator and submitted with the following paperwork to their Membership Director:

a. Preliminary budget

b. Risk Management Plan (including appropriate forms from Risk Management booklet)

c. Sample Flyer

d. Insurance check (if applicable)

3. Once the Event Planning Intent form and all attached paperwork is reviewed by the Membership Director, a copy of the Event Planning Intent form and the Insurance check is given to the Administrative Assistant. 

a. The Insurance check must be received by the Administrative Assistant at least TWO WEEKS PRIOR TO THE EVENT.  Thus all other paperwork must be received by the Membership Directors at least 8-12 weeks prior to the event.   

4. The Administrative Assistant submits the insurance request to Mutual of Omaha Insurance Company and a copy of the insurance is kept on file with the Administrative Assistant. The event coordinator is not notified that the insurance has been received and submitted (there is no denial process, all submissions get accepted and event coordinators should feel confident that once they’ve submitted the insurance request that it will be processed and filed at the council office). 

For troops/leaders/girls planning an event with less than 95 participants:

1. Risk Management and Event Planning classes are not required for event coordinators UNLESS:

a. An older girl is organizing an event for a Girl Scout Silver, Gold or Rose Award.*

2. If additional insurance is required for non-registered members attending the event, a copy of the event flyer with a check for the appropriate insurance amount attached is submitted to the Administrative Assistant and a copy of the insurance will be kept on file. 

* Starting fall of 2004 there will be a separate Risk Management and Event Planning combination class for GIRLS ONLY called Prepare 2B Ready.  Adults will still be required to take the two separate adult classes of Risk Management, and Event Planning, but the girls will take the combo Prepare 2B Ready class. 

