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Troop 19 Instructions for the
Eagle Scout Service Project Workbook

To the Life Scout and your parents I offer congratulations for your achievement in earning the rank of
Life Scout. The climb to Eagle is approaching the final challenge - the Eagle Scout Service Project.

As the Troop 19 Eagle Project Coach I look forward to working with you, the Life Scout, as you prepare
the Eagle Scout Service Project Workbook for approval by the Boy Scouts of America which is
prerequisite to carrying out your project.

When you begin to review the Workbook form you will see that it is, in effect, a model of a project
proposal one finds in the business world in many different forms. Most likely, you have very little
experience with business plans. As you complete the Workbook you will gain insight in how to
complete a well thought out plan supported by researched facts and estimates.

As both an Eagle Scout and a parent of an Eagle Scout I can relate to the questions you or your
parents may have about the process. Hence, it is my mission to guide you as you complete the
Workbook, and answer your questions about your project and the approval process. Our common goal
will be to submit a Workbook so that Council approval will be obtained as quickly as possible.

With that goal in mind, please remember that all suggestions I make and requirements that I explain
are oriented toward helping you to make your Workbook the very best it can be. My comments and
suggestions will be drawn from years of experience with Workbooks completed by your fellow Scouts
from Troop 19 who have achieved the rank of Eagle. Your Workbook will be a lasting representation of
your work effort. The quality of your completed project will be determined by the quality of your
planning as contained in the approved Workbook.

Following is an explanation of how this process works.

1. The first and most important item is when and how to contact me. Initially when you have
identified a project idea and spoken with Mr. Banks about it, he will direct you to contact me on
my cell phone – (704) 574-0502 – weekday evenings between 6:00 PM and 9:00 PM so I know
who you are and that you are ready to begin work on your Workbook. I will, in turn, direct you
to the Troop 19 website to view the Troop 19 Eagle Project Workbook instructions (which you
are now reading)I can also answer any initial questions you may have. If you don’t have any
questions and would rather introduce yourself via email please send an email addressed to
jrhehn@bellsouth.net with “Eagle Project Workbook”  in the subject line and give me your
contact information, i.e. cell phone number or home phone number, your name, and good
times to contact you. While you are on the Troop 19 Eagle Workbook Page you should also
download the Blank Eagle Project Workbook. Just in case you have difficulties with that
download you can also go to the National BSA website and follow their instructions for
downloading the workbook file. This is the National BSA webpage address:
http://www.scouting.org/Home/BoyScouts/AdvancementandAwards/EagleWorkbookProcedures.
aspx .

2. When I have your email address I will send you a copy of the unchanging data required for
Proposal Page B in the Workbook so that you can copy and paste it into the electronic
Workbook file. You will still have to complete the variable data specific to you and your project
on Proposal Page B. PLEASE NOTE THAT WE WILL BE WORKING WITH THE ELECTRONIC
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WORKBOOK FILE EXCLUSIVELY AS IT WILL BE EMAILED BETWEEN YOU AND ME UNTIL IT IS
READY TO BE SUBMITTED TO COUNCIL FOR APPROVAL. While we are discussing the electronic
file, let me add that is can become extremely large and possibly not able to be emailed if you
copy and paste photos or drawings into the boxes provided for them in the PDF file. And they
typically become too small for viewers to be able to see the details clearly anyway. So, PLEASE
DO NOT COPY PHOTOS OR DRAWINGS INTO THE PDF FILE UNLESS AND UNTIL I SAY TO DO
SO.

3. Troop 19 has a policy that requires the Proposal and the Final Plan sections of the Workbook to
be completed before the Workbook is submitted to Council for approval. This is to assure the
Scout that he has thoroughly thought through the steps required to complete his project and
adequately planned for it. THE GOAL FOR COMPLETING THE WORKBOOK PROPOSAL AND
FINAL PLAN IS TO HAVE A COMPLETE ENOUGH PROJECT PLAN SUCH THAT THE WORKBOOK
COULD BE GIVEN TO A SCOUT NOT FAMILIAR WITH THE PROJECT AND, WITH NO FURTHER
INPUT FROM THE AUTHOR, COMPLETE THE PROJECT. Note that the Final Plan may need to
include drawings, assembly instructions, photos of what the completed project should look like,
etc. to adequately convey how the project is to be carried out and/or constructed. These
requirements are project-dependent and not all projects need all of them.

4. Before starting on your Workbook I highly recommend studying the approved Workbooks
prepared by recent Troop 19 Eagle Scouts. These may be obtained from Mr. Banks and/or may
be available on the Troop 19 website. The idea is not to copy these examples but rather to see
the types and format of information present in addition to the Workbook form that may be
required for your project.

5. The Workbook electronic file is a PDF form file that you must type your responses into. Hence it
is not a user friendly format. As stated above, you can copy from the Word file I send you and
paste it into the Workbook file for much of the data on Proposal Page B of the Workbook.

6. Wherever your name is requested, please use your full legal name. If you have only two names,
please indicate that to me in your email so I don’t make a comment about it when I review your
file. Also, please respect yourself and fellow Scouts by always capitalizing the word “Scout” if
you refer to a Boy Scout. Adults are respected by addressing them as “Mr.”, “Mrs.”, ”Miss”, or
“Ms.”  when giving their names in response to Workbook questions.

7. Most projects will require “before” photographs. For reviewing purposes as we work to get your
Workbook ready for submitting for Council approval, photographs should be inserted into a
Word document to facilitate adding captions. It will also make the review process much simpler
and quicker. If your project requires a site plan/drawing, these photographs will need to be
cross referenced to the site plan such that a reviewer will be able to relate the photograph to a
specific location on the site of your project and also be able to see the direction the camera was
pointed relative to what your site plan shows.

8. As all communications will likely be done via email, in addition to the electronic Workbook file all
other information – photographs, drawings, supplementary Word pages, etc. should be in
digital format. As stated above, the best way to organize the photographs is to import them into
a Word document. Then they can be resized to no more than 3 per page and have the cross
referencing data and a brief explanatory comment included for each one. These files are also
usually much smaller than the original photograph files, which makes for easier emailing.
Drawings and publications can typically be scanned to a PDF file or available online in that
format.
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9. Expect several cycles of sending me your files and getting them back with my comments and
suggestions. The speed of this process will most likely be determined by you as the author of
the Workbook. My turnaround time is less than a week and typically more like two or three
days.

10. Once you and I have completed this review process and your Workbook is in “approvable”
condition in my opinion, you will present it to the Troop 19 Eagle Project Review Committee.
This is a group of Troop 19 adults familiar with both the process and, by getting copies of your
files, familiar with your project. The purpose of this presentation is to have more eyes reviewing
the Workbook for the less obvious errors and oversights as well as to suggest better ways to
present the information or off-record suggestions for carrying out the project. It also is a warm-
up for when you present your project to Council for approval and, after the project is
completed, a warm-up for the Eagle Project portion of your Eagle Board of Review. The Troop
19 review will take place in the course of one to three hours in one sitting, usually in the Scout
Hut in an evening. The actual time and day will be determined by the availability of the
committee members. Hence, I prefer to have at least two weeks advance notice to the
committee members for scheduling the presentation.

11. After the presentation to the Troop 19 Eagle Project Review Committee you will most likely
have several modifications to make to your workbook. At the presentation we will decide
whether I will need to see another revision or whether you can print the final copy and proceed
with getting signatures on the Proposal section. Once that is determined, the hard copy that
you take to the benefiting organization representative will include a completed Proposal section,
including any supplemental pages, and the entire remaining workbook pages will be printed
with no data entries. That will be the copy that you bring to me for signature after the
benefiting organization signs off and the copy that you take to Mr. Banks for signature. You
should also take a printout of the Final Plan section with you when you obtain the benefiting
organization signature as that may expedite the start of work on your project after the Council
approval is obtained. Remember that the completed Final Plan does not go to Council for
approval, so be sure to keep it separate from the hard copy to be submitted to Council for
approval.

12. When all signatures described above are obtained, the only remaining signature required is
from Council. That will be obtained after you present your Workbook to Council at a regularly
scheduled Eagle Project Review. Council has delegated the project reviews to District
leadership. The reviews for our District will be held on the second Thursday of each month at
The Park Church, 6029 Beatties Ford Road, Charlotte, NC 28216. You will receive final
instructions from me when we reach the time for you to present your project to Council. Please
keep this date in mind when working on your workbook. Remember that you must present your
project to the Troop 19 review committee prior to the Council review.

13. When your workbook Proposal is fully approved you can proceed with your project. I
recommend making a copy of the approved workbook, including the Final Plan section with any
comments that come from the District review entered in the appropriate place, to use as a
working copy as you work on your project. That will provide instant reminders of what you had
planned as well as a place to keep notes that you may need for the Report section of the
workbook. And it will preserve the copy with the original signatures for display at your Eagle
Court of Honor and posterity.
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I highly recommend keeping a copy of these instructions wherever you are when you work on your
Workbook and refer to them. Refer back to them as you move from one phase to the next. It will save
some time and effort for both of us!

Feel free to contact me whenever you have a question and especially if you don’t understand or don’t
agree with something I have said in or about your Workbook. It is generally quicker to clear up
misunderstandings by addressing them directly than by trying to address them and sending me a file
for review with ”hope” that they were addressed. And I would prefer to know that a change was not
made because you disagreed rather than not see the change and continue to make comments about it
as we move forward.

Remember that the Workbook is your work product. It is a document that you may one day want to
show your son when he is on the Eagle trail. Make it something that you will be proud to show him.

I look forward to working with you as you complete this last challenging step on the trail to Eagle!

Mr. J. Richard (Rich) Hehn
Eagle Project Coach
BSA Troop 19








