Eagle Scout Leadership Service Project Workbook Instructions





All of the following information in blue text are recommendations for completing this workbook.  See the Scout Registrar’s Office for additional handouts on filling out the workbook.  The Unit Leaders and members of the Unit Committee should guide their Life Scout in the preparation of his project proposal, review the final written proposal, and sign the proposal before it is submitted to the District.  Most often, projects are returned to get clarifying information or to get some detailed information about to the project.  


Keep in mind that an Eagle Scout is expected to turn in his BEST EFFORT in this workbook.  Do NOT be sloppy or try to get by with a minimum effort when completing this workbook!  Your project revolves around how well you have planned and developed the "small" details.  Use this workbook as a tool to ensure you have planned for all the required details to conduct your project.  The first step in conducting a well-executed project is having a well-developed plan.





Scout's name:  List your full name here (i.e., Jonathon Phillip Doe), no nicknames and include your middle name.


Address:  All addresses in this workbook must be complete and include street address, city, state, and zip code.  For example:


	20 Tidwell Lane (don't forget Lane, Street, Circle, etc.), Henderson, NV  89074


Telephone No.:	Include area code.  For example:  (702) 555-5555. 


			Include your email address, if you have one.


Unit No.:  Troop 256 (or Team 256, Crew 256, etc., not just "256").  Also, many units have a 4-digit unit number, but only put the last three on the uniform (this is a common practice within the LDS units).  Make sure you include all 4 digits if your unit has a 4-digit number.


District:  El Dorado (two words)


Local council:  Las Vegas Area


Unit Leader's name:  Real name, no nicknames.  If a relative/guardian is your unit leader, put an Assistant Leader's name here and have him/her be your project mentor throughout this project.  This will alleviate any possibility of integrity or favoritism issues relative to your project.


Address:  Complete address - which includes street address, city, state, and zip code.


Telephone No.:  Include area code. 


Unit Committee person's name:  The same thing applies here as with the Unit Leader above; if the Unit Committee person is a relative, have the Unit Committee Chair assign another person to be your committee project mentor.


Address:  Complete address-, which includes street address, city, state, and zip code.


Telephone No.:  Include area code. 


�
PROJECT DESCRIPTION


Describe the project you plan to do.


In this block, describe the project you plan to do.  Also, clearly define the project goal(s).  The project goal(s) must be high enough to warrant an Eagle project AND they must be met before the project is considered complete.  Normally, a project description is only a few sentences long.


DO NOT describe how you're going to do the project here.  That information belongs in the Project Details section on the following pages.


What group will benefit from the project?  Describe who will benefit from this project.  


Name of religious institution, school, or community:  The complete name of the institution belongs here.  No abbreviations.


Telephone No.:  Include area code. 


Street address:	


City:	


State:	


Zip code:


My project will be of benefit to the group because:


This is where you explain how this project will benefit the group.  A common mistake is to try and explain this in the Project Description above.  For example, this is where you explain that this clothing and toy drive will benefit the children of the Mercy Orphanage.  The clothes and toys collected will help provide items that they may not otherwise receive and will aide in providing for a better lifestyle for the children.  Also, the orphanage has a very limited cash resource; by collecting and donating these items, more of the available cash can now be used for food and medical expenses.


This concept was discussed with my unit leader on (Date):  This is the actual date you first discussed the project with your unit leader, not when the project description was written.


The project concept was discussed with the following representative of the group that will benefit from the project.


Representative's name:  Real name, no nicknames.  This is not the representative's signature.  This is a printed name so that the reviewer can read the name.  The agency’s representative will sign in the “Approval Signatures for Project Plan” section, after they have read and approved your detailed plan of service for their agency.


Representative’s Title:  Complete title.


Phone No.:    Include area code. 


Date of meeting:  This is the actual date you first discussed the project with served agency representative, not when the project description was written.


�
PROJECT DETAILS


Plan your work by describing the present condition, the method, materials to be used, project helpers, and a time schedule for carrying out the project.  Describe any safety hazards you might face, and explain how you will ensure the safety of those carrying out the project.


If appropriate, include photographs of the area before you begin your project.  Providing before-and-after photographs of your project area can give a clear example of your effort.


THIS IS THE HEART OF THE PROJECT!  Follow the instructions above and set this section up in logical paragraphs.  If another individual cannot pick up this workbook and completely conduct this project, then this is NOT a plan.  [This project will not be approved until this is a complete and thorough project plan.]


Present Condition.  Describe the present condition of the project.  Sometimes a couple of sentences here and some appropriate "before" photographs are all that is required. 


Method.  This is the toughest section to write.  The main goal of this project is for you, the Eagle Scout candidate, to demonstrate leadership.  It is through this section that you're going to tell the reviewers how you're going to demonstrate your leadership.  This "Method" section is normally many paragraphs long.  Include here your actual plan for accomplishing the project goal(s).  You must include (as a minimum) the following:


If the project will take multiple days to accomplish (and most do), describe each day's events, one at a time.


How will you divide up and assign your people?  


What will you brief each of these groups in order to insure they accomplish their part of the project?


What is your personal role while the project is being accomplished?  Be careful how you answer this, you are the leader, NOT the work force.


Materials to be Used.  This is usually a list or table.  It must include all the materials to be used (don't try building shelves without using nails or screws, etc.).  The list must also include any tools that are being used.  All materials and consumable supplies should be donated or you must conduct an approved fundraiser to purchase the materials.  Ideally, your family should not have to pay for anything.  It doesn't show much leadership to simply get project funds from family members.  However, if family members contribute cash or make donations as part of a "big picture" fundraising effort, there should be no problem.  If a fundraiser has to be conducted, then the fundraiser is part of your project and the detailed fundraiser plan must be included with your project proposal.  Fundraising money in excess of project needs can occur, even in the best-designed plan, so it is very important to keep accurate, detailed records of all cash donations, required expenses, and any remaining cash.  Excess project donations and cash are to be given to the served agency.  Care must be taken to insure that the donation and cash needs are carefully estimated.  Any extra donations or cash should be minimal when compared to the total donations or cash collected for the project.  





�
Project Helpers.  


How many helpers are required?  


Where will these helpers come from (Troop, church, etc.)?


How many adults are required?


If multiple days are required, address each day's requirements.


Time Schedule.  How did you arrive at the estimate of hours to be worked on each of your project days?  This section should coordinate with your Method section details and your Project Helper details listed above.  When you plan your work for each day in the Method section you should have estimated how much time each task or tasks for that day will take and about how many people are required for each of those tasks.  By providing these details, by task on each workday, a reviewer knows that you have thoroughly thought about the actual workday and not just plugged in a guess at the number of hours required at the project site.  It also helps the reviewer know that the scout has a good estimate.  Note, younger scouts may take a lot longer to do a job than the older scouts.


What are the dates?


What are the projected start and stop times each day?


How many man hours do you project are required to complete this project (show how you calculate this number.  For example:  


Day 1:  Preparing the site	16 people x 6 hours = 96 hours


Day 2:  Equipment setup	12 people x 4 hours = 48 hours


Day 2:  Building and finishing the structure	21 people x 4 hours = 84 hours


Day 2:  Cleanup and tending	  6 people x 4 hours = 24 hours


Day 3:  Final finish	  4 people x 3 hours = 12 hours


Total Volunteer Hours	264 hours


Hours spent discussing/planning/writing this project to date:	26 hours


My hours on Day 1:	7 hours


My hours on Day 2:	5 hours


My hours on Day 3:	4 hours


Projected hours to complete filling in this workbook	2 hours


Total Hours I Spent on the Project	44 hours


Total projected hours to complete this project	308 hours


Safety Hazards.  Identify ALL possible safety hazards and what you plan to do to PREVENT endangering and exposing your people to these possible hazards.  Include what you plan on actually briefing your people.  If your project requires the use of power tools, please refer to the power tool information in the Guide to Safe Scouting.  There are some power tools that are not to be used on any scouting sponsored activity. The use of power tools is an extreme safety concern.  When volunteers use power tools, there must be qualified power tool safety supervision, the use of protective safety gear, and appropriate power tool safety training.  �
Other.  Many things can be covered in this section.  As a minimum consider the following:


When an Eagle projects include meals or snacks, discuss what the meal or snack will consist of and who is donating the food and drinks for this project.


If advertising/fliers are being used in the project, include a copy of them for review.  


Some projects may not require a tour permit, but it is usually a good idea to get one.  If anyone is injured while conducting the project and the tour permit is on file; then the BSA insurance should help to cover the incident.  








“Before” Photographs





These can either be scanned in and included here, or leave enough room to attach the photographs here.








�
Note:  I recommend inserting a page break here and keep the approval signatures on a page by themselves.  This way, if additions/corrections need to be made to this workbook, the signatures do not have to be re-accomplished.  





Approval Signatures for Project Plan





Project plans were reviewed and approved by:





Religious institution, school, or community representative:  


______________________________________________  Date: ___________


This should be the same agency person identified in the PROJECT DESCRIPTION section





Scoutmaster/Coach/Advisor:   


______________________________________________      Date: ___________


This should be the same person that is shown on the first page of the workbook





Unit Committee Member:   


______________________________________________      Date: ___________


This should be the same person that is shown on the first page of the workbook





Council or district advancement committee member:  


______________________________________________      Date: ___________


This should space is reserved for the District Reviewer's signature








IMPORTANT NOTE: You may proceed with your leadership project only when you have


Completed all the above mentioned planning details


Shared the project plans with the appropriate persons


Obtained approval from the appropriate persons





Note:  All the signatures here must match the individuals names previously listed in this workbook.  If someone has changed jobs or been transferred since the start of your project and a different signature is required, a statement must be included to explain the reason for the name change





With a proper review by the Unit Leader and the Unit Committee or Committee Member, the number of times that a project will be returned for additional information should be reduced or eliminated.  The Unit Leader and the Unit Committee are the first and second quality reviews of their Life Scout’s project.  When the Unit Leaders have signed the project and sent it to the District for the final review, the Unit has represented four things: 


This project has an understandable, logical plan. 


This project is worthy of the standard of an Eagle Scout.  


This is a project that this Life Scout can successfully lead to a successful conclusion.  


This project represents the quality and standards of this Unit.


�
Note:  The following sections (to the end of the workbook) are to be completed as soon as possible as the project is accomplished.  They are required and will be reviewed prior to you Eagle Board.  If these sections are not completed, it will result in delaying your Eagle Board.  Do not let this workbook sit for six months and then try to fill in the information.





CARRYING OUT THE PROJECT





Record the progress of your project. Keep a record of how much time you spend planning and carrying out the project. List who beside yourself worked on the project, the days they worked, the number of hours they worked each day, and the total length of time others assisted on the project.





If appropriate, list the type and cost of any materials required to complete the project. If your original project plans changes at any time, be sure and document what the change was and the reason for the change.





Hours I Spent Working on the Project





The length of time spent should be as adequate as is necessary for you to demonstrate your leadership of two or more individuals in planning and carrying out your project. 





Hours I spent …


Planning the project:


Carrying out the project:


Total hours I spent working on the project: 





Hours Spent by Scouts, Venturers, or Other Individuals Working on the Project





Name						Date			No. of Hours


	__________________________	__________		______





Total number of hours others worked on the project: 





For a grand total, add the total number of hours you spent on the project to the total number of hours others worked on the project: 





Materials Required to Complete the Project





Type of Material						Cost of Material


________________________________________________________


________________________________________________________


________________________________________________________


________________________________________________________





Changes





List any changes made to the original project plan and explain why those changes were made.























Photographs





“AFTER” Photographs








Including photographs of your completed project (along with the "before" photographs with the project description) helps present a clearer overall understanding of your effort.








Approvals for Completed Project





Start date of project:  This is the date that you began the actual “work” of the project.


Completion date of project: This is the date that the project was finished and cleaned up.





The project was started and has been completed since I received the Life Scout rank, and is respectfully submitted for consideration.





Applicant's signature:   





_________________________________   Date: ___________








This project was planned, developed, and carried out by the candidate.








Signature of Scoutmaster/Coach/Advisor:   


This should be the same person that signed the project approval line


______________________________________________  Date: ___________





Signature of the representative of religious institution, school, or community:   


This should be the same person that signed the project approval line


______________________________________________  Date: ____________


�





�





�
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