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A Little About Me

● Parent Logistics Committee Lead 
● Travel Logistics Coordinator
● Business & Media Mentor (Photography) 
● Going into 3rd year on the team
● I love working with students!



Overview

● Parent Logistics Committee Lead
● Travel Logistics Coordinator
● Tracking Expenses
● Communication
● Sharing Documentation
● Planning for the Future



Role of Parents

“The role of every adult on the team is to 
create a positive experience with the students 
while at the same time modeling Gracious 
Professionalism and guiding the students 
towards the vision of FIRST” 

- Team 971



Parent Logistics Committee 

● Travel Logistics Coordinator
● Meals Coordinator
● Carpool Coordinator
● Forms Coordinator
● Event Coordinator
● DYR Snack Shack Coordinator
● Construction Coordinator



Parent Logistics Committee Lead

● Organize bi-monthly meetings
● Delegate tasks to committee leads
● Encourage parents to participate and 

volunteer - interest form
● Act as liaison between parents, students, 

and mentors 



Parent Logistics Committee Lead

Sample Interest Form



Parent Logistics Committee Lead

 



Travel Logistics Coordinator

● Accommodations

● Transportation

● Meals 



Travel Logistics Coordinator

For all arrangements:
● Determine who may sign all contracts 

(hotels, group flights, restaurants)
● Collect travel information for every 

member for flights 
● Update travel roster, itineraries, and 

expense sheet for each event



Travel Logistics Coordinator
● Arrange Accommodations

○ FIRST Event Housing  
https://www.firstinspires.org/robot
ics/frc/travel-discounts

○ Off-season: Reserve hotels as 
soon as dates are published 

○ Competition: Reserve hotels as 
soon as team is confirmed for 
event

https://www.firstinspires.org/robotics/frc/travel-discounts
https://www.firstinspires.org/robotics/frc/travel-discounts


Travel Logistics Coordinator
Tips:
● 4 weeks before arrival

○ Ask for parent drivers/chaperones when 
travel roster is announced

● 2 weeks before arrival
○ Submit rooming list to hotel
○ Offer extra rooms to parents

● 1 week before arrival
○ Request room check-in before arrive so 

keys will be ready
○ Release rooms not needed



Travel Logistics Coordinator
● Arrange Flights

○ Make a list of potential flights when 
coach submits event request

○ Upon confirmation/qualification for 
event, call in group reservation

○ Be familiar with group reservation 
procedures for airline



Travel Logistics Coordinator
● Arrange Ground Transportation

○ Get list of district approved 
vendors

○ Maximum seats - 55
○ Be aware of driving 

time restrictions
○ Review route to event



Travel Logistics Coordinator
● Lunches

○ Restaurants that stay within team budget 
and have vegetarian options.

○ Free delivery or within 1 mile radius
○ Parent volunteer picks up lunches

● Dinners
○ Within walking distance (½ mile radius) 

between hotel and venue
○ Banquet room
○ Arrange dinner with another team



Travel Logistics Coordinator
● Tips

○ Call restaurants at least 4 months in 
advance 

○ Buffet style is more efficient for large 
groups

○ Confirm reservations 2 weeks prior to 
event



Tracking Expenses

● Team Credit Card

● Parent reimbursements

● Spreadsheet that itemizes 
expenses incurred



Communication
● Open dialogue

○ Set clear expectations 
○ Listen & Follow-up
○ Be flexible

● Platforms
○ Slack
○ Email



Sharing Documentation
● Google Drive, Dropbox, Microsoft 

OneDrive
○ To Do Lists
○ Itineraries
○ All Travel-related documents
○ Debriefs
○ Contact sheets



Planning for the Future

● Identify potential parents 
interested in taking on 
more responsibility

● Plan for shadowing



Great Resources

●
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admin@citruscircuits.org
Thank You!


