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SAM HOUSTON AREA COUNCIL
	
	BOY SCOUTS OF AMERICA



	Event Close Out Meeting (ECOM) Report

	( District Executive copy

( Activities Chair copy
( Field Director copy


	
	
	

	District:
	
	Event
	
	Event Date
	
	

	
	
	


Event Budget
	· List all vendors and receipts on Expense Summary.  

· Review “actual amount” spent vs. budgeted amount.
· Review “Posted Detail Listing Report” (Requested from Accounting by District Executive).
· Review “Statement of Activity Operations” report (Requested from Accounting by District Executive).
· Complete and attach Final Budget.
· Verify all income has been accounted for and submitted to Council.
· Verify all Vendor Invoices have been received and submitted to the Accounting Department.
· Verify all reimbursement receipts have been submitted to District Executive and the Accounting Department.
· Verify all Cash Advances have been properly recorded and documented.


Budget Report Notes:  
Revenue:  TP S576 = income turned in over counter;    GJ = General Journal (Double Knot)

Expenses:  AP = Accounts Payable; GJ = General Journal (e.g., journal entry for patches purchased by council for Day Camp) 
Expense Summary  
	Budget

Number
	Vendor
	Description
	Total
	Type of Payment

PO = Purchase Order,

CR = Check request, 
RB = Reimbursement, 

CA = Cash Advance

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	
	
	
	
	
	
	

	
	Event Chair
	
	District Executive
	
	Field Director
	

	
	
	


ECOM Event Diary
Use the Tab key to add additional lines.
	Location:
	
	Contact Information
	
	

	Registration:
	# Pre-registered:
	
	# Onsite registration:
	
	Total:
	
	
	

	Cost:
	Early registration:
	$
	Registration:
	$
	Total:
	$
	
	

	
	T-shirts:
	$
	Extra patches
	$
	Total:
	$
	
	

	Units Attended:
	
	

	
	
	


Staff Descriptions.  List all staff and their contact information.
	Staff Position
	Name
	Unit
	e-mail
	Phone
	Cell

	
	
	
	
	
	


Job Descriptions.  List all staff positions and their detailed job descriptions.
	Staff Position
	Job Description

	
	


Important Contacts.  List all vendors used and their contact information.
	Vendor
	Contact, Number, E-mail, Address
	Notes

	
	
	


Equipment.  List all consumable and non consumable supplies needed (including specific quantities) to run the event and where the supplies can be located.
	Supplies (& amount needed)
	Area
	Location

	
	
	


Detailed Expenses.   List every item purchased for the event.
	Budget Number
	Vendor
	Description
	Total

	
	
	
	


Notes.  List hints, lessons learned and recommendations received from staff feedback and evaluation for future events for all areas of the event.
	Area
	Note

	
	


Attach
	· Final Budget

· Attendance report, if required (e.g., Day Camp)

· Registration forms and Fliers
· Maps and handouts
· Staff meeting agendas and minutes
· 


[image: image1][image: image2]

1 of 2


