CAMP PLANNING GUIDE

Camp Advance Work

· Date: Pick one!

· Location: Secure one! (Appendix A)

· Camp Folder: Set up

· Label

· Check sheets front and inside (see attached)
· Excel Expense Sheet: Create one to track camp expenses

· Seek and Secure Sponsorship for camp (Appendix C)

· Request and Receive Insurance Certificate (Appendix D)

· Scholarships

· Find Prizes 

· Ideas: movie tickets, book donations, kid-related stuff, gift certificates

· How to get prizes: purchase, request donations (see Sponsorship for more info)

· Guest Speakers: Invite and Schedule them

· (Business person, Stock broker, Realtor, Mayor)

· Field Trips: Request and Schedule for Friday (Appendix E)

· Local Big business

· Bank

· Adventure-type experience

· Volunteers: Line them up. 

You will want a volunteer to help you set up and get kids registered the first day. In addition, you may want them there (to do what?). Places to consider getting volunteers…
· Pricing: $279 

PR & Marketing
· Summer Camp Guides (Appendix F)

· Community Calendar Listings (Appendix F)

· Press Releases & Public Service Announcements (PSAs):

· Radio, Local Newspapers, School Newspapers, Magazines, E-Zines   

· Brochures/Flyers/Emails

· Kids Organizations (Girls Inc., Boys & Girls Clubs, Scouts), Moms Groups, PTA, Friday Folders, Exercise Clubs, Women’s Groups, Parent Organizations; Bulletin Boards

· Ads 

· Articles

· Schedule talks around town (Rotary, PTAs, private schools, etc.)

Registration 

· Register by phone, email, applications received

· Send email confirmation (see attached example)

Camp Prep

· Camp Prep Checklist (check inventory two weeks prior to camp)

· Pre-Camp letter to parents (two weeks prior)

· Health form (review each year)

· Instructions

· Permission Slip

· Contracts?

· Order T-Shirts

· How to:

· Snacks 

· Trail mix; fruit; water (avoid sugar snacks)

After Camp

· Compile evaluation/comment forms

· Purchase savings bonds for winners

· Send After-Camp Letter to parents

· Include dditional programs, thank you, book/product promotion

· Send Thank you’s to all donors, speakers, field trip hosts

Appendix A

Finding a Location

Check your community events listings to avoid scheduling conflicts with big community events or to consider traffic issues for your participants. Many non-profit organizations have rooms available for rent. Some ideas:


Boys & Girls Club


Schools


YMCAs


Community College Campuses


Kids Community Venues


Parks & Recreation Departments


Churches



Bank conference rooms (sponsorship potential)


Large Corporation conference rooms (sponsorship potential)


Veterans Buildings


City or County Buildings

Give consideration to the facility amenities to make your job easier. Some locations will provide some of the following and you’ll need to provide the rest. Find out about:


Chairs


Ability to put stuff on walls


Ability to make quite a lot of noise and use music


Dry erase board or chalkboard and flip chart


Large area for group activities


Refrigerator


Drinking fountains


Bathrooms


First Aid Supplies

Number of Attendees


16 to 30

Appendix B

Appendix C

Sponsorship for Camp

Identify and contact businesses, private donors, and potential non-profit partners in town. Sponsorship is a great way to elevate the awareness of your event as well as provide supplemental funding for your overhead costs. 

Consider local banks, financial planning institutions, large local businesses, and foundations. Ask for support in the form of scholarship funds, real dollars to be awarded during camp, advertising space, and in-kind donations such as food and prizes. 

All contributions can be recognized during camp with a printed sign, banner and/or logo. Thank you letters should always follow the camp. 

Appendix D

Appendix E

Friday Field Trips

The Friday Field Trips are always a favorite and are in place to “bring home” a lot of the content of the program. When identifying locations for the field trips, consider the personality of the person who will be talking to your kids. Visiting an impressive place only lasts a few minutes if the person speaking is boring! 

Local Big Business

It’s always nice to pick a place that also provides some kind of souvenir (something to eat, a bookmark, a pen with the business name on it). Favorites in our area have included Trader Joe’s, Costco, Border’s, the Marriott Hotel, and California Pizza Kitchen. It’s a bonus to be able to witness the business in operation. You can also tie this in with one of your speakers earlier in the week.

Bank

Choose a bank that has the vault in it! The bigger, the better. The kids love to see lots of money if that’s possible – and armored trucks are a bonus as well!

Adventure or Fun

This is the reward! The fun that stays with them when they leave. Don’t hesitate to address the business aspects of this visit. Fun places often correlate to the dreams children hold to provide something they “get”. Some suggestions: boat rides, pizza places, (need more suggestions here!)
Appendix F

Public Relations & Marketing

Summer Camp Guides

Kidscamp.com


Summercamps.com


All local papers (free and paid)

Community Calendars


Chamber of Commerce


City Event Listings


Parks & Recreation

Press Releases, Articles, & Public Service Announcements (PSAs if nonprofit  

Radio – financial, interviews with hosts

Local Newspapers – community and calendar events, business section, article

School Newspapers - 

Magazines

E-Zines

Local Television

Flyer postings and other Marketing Opportunities


Grocery Stores 


Bulletin Boards

Farmer’s Markets

Libraries


Home School Associates

Teachers: math, home ec, economics, social studies


PTA’s

Elementary Schools: Friday Folders


Girl and Boy Scouts, Girls and Boys Clubs, YMCAs, Girls Inc.


Financial Planners


Bookkeepers


Accountants/CPAs


Future Leaders of America


Junior Achievement Teachers


State Jumpstart Coalition


Banks and Bank Personnel

