TROOP 850: EAGLE SCOUT SERVICE PROJECT STEPS **

GENERAL PROCEDURE:  KEEP THE SCOUTMASTER AND TROOP EAGLE ADVISOR INFORMED OF ALL STEPS IN THE PROJECT, FROM BEGINNING TO END—SEE BELOW. THIS MEANS THAT YOU SHOULD STAY IN CONTACT VIA EMAILS, CALLS AND MEETINGS AS YOU PROGRESS. YOU MUST COPY THE TROOP EAGLE ADVISOR ON ALL CORRESPONDENCE TO THE COUNCIL REPRESENTATIVE.
AS SOON AS YOU EARN ALL BADGES TOWARD THE RANK OF EAGLE SCOUT, COMPLETE THE BADGE SECTION (REQUIREMENT #3) AND THE LEADERSHIP SECTION (REQUIREMENT #4) OF THE EAGLE SCOUT RANK APPLICATION. THEN, HAVE IT APPROVED BY THE CENTRAL NEW JERSEY COUNCIL (CNJC) REGISTRAR. THIS STEP IS IMPORTANT BECAUSE IT WILL SAVE YOU TIME LATER, ESPECIALLY IF YOU’RE GETTING CLOSE TO YOUR 18TH BIRTHDAY. DO NOT COMPLETE REQUIREMENT #2, LETTERS OF REFERENCE, UNTIL THE PROJECT IS COMPLETE. ONCE THE CNJC REGISTRAR SIGNS THE APPLICATION, IT IS CONSIDERED YOUR OFFICIAL EAGLE SCOUT APPLICATION AND MUST BE KEPT IN A SAFE PLACE UNTIL YOUR EAGLE BOARD OF REVIEW.
FOR EACH OF THE STEPS BELOW, THE TIMES IN PARENTHESES ARE ESTIMATES OF HOW LONG THE STEP MIGHT TAKE, BASED ON PRIOR EAGLE SCOUT CANDIDATES’ EXPERIENCES. THEY ARE ONLY ESTIMATES AND COULD VARY DEPENDING ON THE PROJECT’S TYPE AND SCOPE.
STEP 1-CONCEPT DEVELOPMENT (1-3 MONTHS):  Research the project idea and present the concept to the Scoutmaster and Troop Eagle Advisor. Revise and revisit the project idea if the first, second, or third or more concepts don’t work or cannot be approved. Keep track of all the hours and dates that you work researching the idea. You should also keep track of all the work you do in planning and doing the project. You will need this for your Project Workbook so it is up to you to keep good notes and records.
STEP 2-TROOP APPROVAL OF CONCEPT (1-2 MONTHS):  Obtain final approval of the project idea and discuss it with the Scoutmaster and Troop Eagle Advisor. Write the date of this discussion in the Eagle Project Workbook (Page 6).

STEP 3-SPONSOR APPROVAL OF CONCEPT (1-2 MONTHS):  Obtain written approval of the project idea from the sponsoring organization. Request a letter accepting the project plan from the sponsor representative, on the sponsor’s letterhead. The original letter should be kept in a secure location; it will be needed later. Obtain the sponsor representative’s signature on Page 9 of the Project Workbook.
STEP 4-WRITE FIRST DRAFT OF PROPOSAL (1-3 MONTHS):   Write a first draft of the project proposal according to Troop and CNJC guidelines. Ask the Troop Eagle Advisor should you have any questions about the format of the proposal.
STEP 5-SEND FIRST DRAFT TO TROOP EAGLE ADVISOR FOR INPUT (1-2 WEEKS):  Send a first draft of the project proposal to the Troop Eagle Advisor for comments and feedback.
STEP 6-WRITE SECOND DRAFT (1-2 MONTHS):  Rewrite and revise the project proposal according to the feedback received from the Troop Eagle Advisor. Send a second draft of the project proposal to the Troop Eagle Advisor.

STEP 7-FINALIZE PROJECT PROPOSAL AND OBTAIN TROOP EAGLE ADVISOR AND SCOUTMASTER APPROVAL (1-2 MONTHS):  Rewrite and revise the project proposal as needed and send additional drafts to the Troop Eagle Advisor. Continue this process until the Troop Eagle Advisor approves the project proposal. Send a copy of the proposal to the Scoutmaster after the Troop Eagle Advisor approves it.  Obtain two signatures from the Scoutmaster, the Troop Eagle Project Advisor, or the Troop Committee Chair on Page 9 of the Project Workbook.
STEP 8- TROOP EAGLE ADVISOR TELLS YOU WHO YOUR ASSIGNED COUNCIL EAGLE REPRESENTATIVE IS (1-2 WEEKS):  After your project proposal has been approved at the troop level, the Troop Eagle Advisor will assist you in sending the proposal to a Council Representative. You will be assigned to work with someone at Council. This person will approve your proposal at the Council/District level.
STEP 9-OBTAIN COUNCIL APPROVAL (1-2 MONTHS):   Email the project proposal to the assigned Council representative for feedback/comments only after troop approval has been obtained. Make edits and revisions as necessary. Write additional drafts until the Council Representative is satisfied with the proposal and approves it. Obtain the Council Representative’s signature in the Eagle Workbook on Page 9. Note that no project work may begin until approval and signatures have been received by the Council Representative, the Troop Eagle Advisor, the Scoutmaster, and the Project Sponsor Representative (all signatures completed on Page 9 of the Project Workbook).

STEP 10-COMPLETE PROJECT WORK (1-3 MONTHS OR MORE, DEPENDING ON NATURE OF THE PROJECT):  Before emailing the troop about proposed work sessions, you MUST email the Scoutmaster, Troop Committee Chair, and Eagle Advisor to get approval for the dates/times you want to hold work sessions. One of the these three people can add your work dates to the troop calendar and will let you know if there are any conflicts with other troop activities. If you prefer, you may call scouts on your own without getting prior approval, but your work dates and times CANNOT conflict with anything else on the troop calendar. Follow the project proposal plan and perform all work necessary to complete the Eagle Service Project. Note the date that the project began and the date that it was completed. You’ll need these dates for Page 13 of the Project Workbook. Maintain a log of hours worked by all participants and, also, a list of quantities of materials actually used and their cost. Make notes about how the project proceeds and note any challenges or difficulties. Any changes made to the scope of the project must be approved by the Council Representative prior to completing the project and the Troop Eagle Advisor must be kept informed of these changes. Project scope changes must be noted in the Project Report/Project Workbook. Keep your Troop Eagle Advisor and Council Representative informed of work dates and any other issues that might be important to successfully completing your project.

STEP 11-OBTAIN ACCEPTANCE LETTER/SIGNATURE FROM SPONSORING ORGANIZATION (1 MONTH):  After the project has been completed according to plan, obtain the sponsoring organization’s acceptance from their representative. Request a letter of acceptance, on letterhead. The original letter must be kept in a secure location as it will be needed later. The sponsor representative should also sign Page 13 of the Project Workbook when he/she is satisfied with the project work performed.

STEP 12-WRITE PROJECT REPORT (1-2 MONTHS): Write the project report according to Troop and CNJC guidelines.

STEP 13-OBTAIN TROOP EAGLE ADVISOR AND COUNCIL REPRESENTATIVE APPROVAL OF PROJECT REPORT (1 MONTH OR LESS): Email the project report to the Troop Eagle Advisor and Council Representative for their approval. Make any changes or revisions as needed until they are satisfied with the final report. Get an approval signature from the Troop Eagle Advisor or Scoutmaster on Page 13 of Project Workbook.
STEP 14-REQUEST LETTERS OF REFERENCE (1 MONTH OR LESS): Fill in the names of those individuals who will write letters of recommendation for you (Requirement #2). When requesting recommendation letters, include a copy of the last page of the CNJC Eagle Advancement Guide, and be sure to include a stamped envelope addressed to the Troop Eagle Advisor and a date by which it needs to be completed. All letters (on letterhead, if possible) must be sent directly to the Troop Eagle Advisor and must be signed by the person writing them. Emails cannot be accepted. Please see the CNJC Eagle Advancement Guidelines for more information on this procedure. You should follow up with the Troop Eagle Advisor to make sure that all letters have been received.

STEP 15-LIFE PURPOSE/LEADERSHIP POSITIONS (1 WEEK OR LESS): Write a statement of your ambitions and life purpose.  Write another document listing positions you’ve held in religious institutions, school, camps, community, or other organizations where you showed leadership. Include honors and awards received during this service. Add these documents to your project report, as they will be reviewed along with your report, by your Eagle Board of Review.
STEP 16-SCOUTMASTER CONFERENCE/OBTAIN SIGNATURE OF UNIT LEADER (1-2 WEEKS OR LESS):    Schedule and participate in a Scoutmaster conference. Get the Scoutmaster’s signature for Requirement #6 of the application. Have the Scoutmaster sign your Scout Handbook also. Also, get the Scoutmaster’s signature for “Unit Approval” of the application. Be sure that the dates are included next to each signature. Note that the Troop Eagle Advisor may also sign for “Unit Approval”.

STEP 17-APPLICANT SIGNATURE: Sign the application and date it. This can be done at any time after the Scoutmaster Conference, but before your 18th birthday.

STEP 18-SIGNATURE OF COMMITTEE CHAIR (1 WEEK OR LESS): Obtain the Committee Chair’s signature or his/her designee (another member of the Committee may sign if the Committee Chair is unavailable, but the designee should sign as “Acting Chair”). Note that this signature can be obtained any time after all requirements, other than the Board of Review, have been completed. Be sure that the Committee Chair dates the form.

STEP 19-BOARD OF REVIEW SCHEDULED BY TROOP EAGLE ADVISOR (2-4 WEEKS OR LESS): Once all signatures for the Project Workbook and Eagle Scout Rank Application have been obtained, and all letters of reference have been received by the Troop Eagle Advisor, then the Board of Review may be scheduled.

STEP 20-DELIVER PROJECT MATERIALS TO BOARD OF REVIEW MEMBERS (1 WEEK OR LESS): Refer to the CNJC Eagle Advancement Guide for details on what should be included. These materials must be delivered to all Board members at least seven days prior to the scheduled Board of Review.

STEP 21-PARTICIPATE IN BOARD OF REVIEW:  This will be scheduled by the Troop Eagle Advisor.
  **Please note: You should plan ahead and begin your project early. Please allow at least nine to fifteen months before your 18th birthday (at a minimum) to plan and execute the project from beginning to end.  If your 18th birthday is close and you are scrambling to get it done, please note that Scoutmasters, Troop Eagle Advisors, Council Representatives, and Committee Members have many work and personal responsibilities themselves. They will do what they can to help you, but part of being a good project manager is being able to effectively manage your time. The Troop supports every candidate, but will not always be able to accommodate last minute requests for approvals and signatures, so please plan ahead. Also, please take into account holidays and summer break when you plan your project. Good luck!
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