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CATHOLIC CHOIR TRIP SECTION

TIMELINE OF EVENTS

PARISH:______________

DATE:____________

IMMEDIATELY FOLLOWING DISCUSSION OF TRIP

· Confirm dates of trip with OIC  ____________ (P)

· Contact parish, get POC  ___________ (P)

NLT 3 WEEKS BEFORE  ___________

· Get sign up roster  ___________ (Please prepare list in Excel with last name, first name, cadet company.) (S)

· Get a request list for sponsors  ___________ (S)

NLT 2 WEEKS BEFORE  ___________

· Confirm roster with choir ___________ (S)

· Submit ration money request to Treasurer, USMA for max estimate count on final roster  ___________ (VP/P)


· Send roster and sponsor list to parish POC  ___________ (P)

· Have parish fax a “Request for Appearance”  ___________ (P)**
· Take “Request for Appearance” to DCA; arrange bus transportation ___________ (VP)**
· Get a “Request for Non-Appropriated Funds” from DCA  ___________ (VP)*
· Get the parish’s present  ___________ (VP)

* Not necessary if handling gift with cash.  See OIC.

** Not necessary if parish is providing bus independent of DCA.
NLT 1 WEEK BEFORE  ___________

· Provide finalized roster to OIC for entry into DCA system  __________ (P)
(This is the final list; the trip is a duty.)

· Contact parish POC and give any changes to the roster and/or sponsor list  __________ (P)

· Distro out special instructions to the choir (uniform for formation, formation time, uniform for performance, any special notes)  ___________ (S)

NLT 2 DAYS BEFORE  ___________

· Contact parish POC and give a final count  __________ (P)


· Ensure OIC has picked up ration money __________ (P)

DAY OF THE TRIP  ___________

· Sign out of companies  (ALL)

· Bring 3 copies of the final roster, all emergency numbers (OIC, POC at parish, etc.), and directions (try http://maps.yahoo.com)   (P)

· Sign out at Central Guard Room  (P)

· Do a head count twice on each bus and write it down (VP/S)

· Hand out the ration money to each bus individually and have everyone sign the ration sheet; recount to make sure no extras were given out  (P)

· Leave extra ration money with the OIC after confirming the correct amount of remaining rations  (P)

AFTER THE TRIP

· Get the remaining ration money from the OIC  _________ (P)

· Return ration money and initialed roster to Treasurer, USMA  __________ (P)

· Post sponsor’s addresses on the choir board or send by e-mail  __________ (S)

· Send a distro reminding the choir to send thank you notes to sponsors and to bring folders to practice when they come on Tuesday  __________ (S)

