FOS Unit Chair Checklist
	When
	Done?
	What

	January
	
	
	
	Attend the training session.

	January committee meeting
	
	
	
	Schedule your unit’s FOS presentation.

	
	
	
	
	Ask your unit leader (Scoutmaster/Cubmaster) for their support. Pre-plan a respected leader to publicly announce his or her intention to contribute.

	
	
	
	
	Brainstorm ideas to increase participation (raffles, competitions, etc.)

	After committee meeting
	
	
	
	Notify District FOS Chair of presentation date, and whether you want a presenter. (Presenter needs date/time/location)

	January Roundtable
	
	
	
	Pick up packets.

	1 – 2 weeks before presentation
	
	
	
	Get current copy of unit roster and update pledge cards.
· Duplicates (Keep one. Mark the remainder ‘duplicate’ and return with first batch of pledges.)

· Extras (Mark as extra and return)

· Missing (Fill out a blank card) 

	
	
	
	
	Send out letter and literature.

· Letter should clearly state that we would like pledge cards returned that night, and that parents should come prepared to make a pledge. That may mean bringing checkbooks. 

· Troops should consider sending letters to parents of all Eagles.

	
	
	
	
	Purchase privacy envelopes.

	
	
	
	
	Organize pledge cards by den/patrol or whatever method is easiest for passing out.

· Think about how you’re going to do it.

· Cub units should use den leaders whenever possible (better returns, reduces followup workload on FOS Chair)

· Package includes pledge card, envelope, and brochure/flier.

	At presentation
	
	
	
	Tell the presenter the name and position of the unit leader who will be endorsing FOS.

	
	
	
	
	Introduce presenter. (Can be done by unit leader)

	
	
	
	
	Pass out pledge cards and privacy envelopes.

	
	
	
	
	Pick up pledge cards.

	Presentation day + 2
	
	
	
	Check off returned pledge cards on unit roster.

	
	
	
	
	Turn in pledge cards to District FOS Chair.

	
	
	
	
	Use unit roster to follow up on unreturned pledge cards.

	Presentation day + 14
	
	
	
	Turn in remaining pledge cards to District FOS Chair.

	
	
	
	
	Send thank you letters.

	
	
	
	
	Notify unit secretary of contributors, so they can be recognized in unit newsletter.

	
	
	
	
	FOS campaign finished. Thank you!


Questions? Call Rand Mahoney at 925.899.3840.

