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Preface
This resource was developed specifically for Troop 2 families.  The Information in this document was compiled from several online scouting resources as well as from the experiences of the families of scouts who have recently been awarded the rank of Eagle in the Troop 2 scouting family.  The format for this resource was based on a checklist developed by Boy Scout Troop 849 in Manhattan Beach, California. Permission was given in the original document for use for by all Boy Scout related organizations and permission to use this document is also given but would request acknowledgement in the document.  
Special acknowledgement goes out to the Moriarty and Segerlind families.

Eric Stanton

Hospitality Coordinator

Troop 2

July 2013

Introduction

Once the Board of Review has been passed and Council has returned the approved paperwork and Eagle package, planning for the Eagle Court of Honor can begin.  This publication is a checklist of what the new Eagle Scout and his parents need to do before, during and after the court of honor.

This information is intended to help the scout’s family plan an event that will celebrate the great achievement of earning the rank of Eagle Scout.  To avoid confusion and last minute surprises, please review the information inside carefully.  Remember this is your son’s special day.  Keep in mind these are guidelines. Each family is free to work with the troop committee, hospitality coordinator, youth leadership and the scoutmaster to modify the ceremony to suit their needs. 

Eagle Court of Honor Checklist
AS SOON AS THE BOARD OF REVIEW 
IS COMPLETED

Select a Date for the Eagle Court of Honor
Tasks and Things to Consider

· Allow at least 6-8 weeks for the paperwork, certificate, award and pins to come back from BSA National Headquarters.
· Select a date that doesn’t conflict with major events on the troop’s calendar.
· Be mindful to select a date that will work for the majority of your son’s friends and family members that you wish to attend.
· It is a common practice to request letters recognizing the scout’s achievement from dignitaries, government officials, and other organizations.  If this is something that you wish to pursue, keep in mind that it may be time consuming.   If you decide to do this, allow 6-10 weeks for the majority of the letters to arrive.  See additional resources section for helpful links.

Select a location for the Event 

Tasks and Things to Consider

· Pick a location that suits your family’s needs.
· Reserve a location for the ceremony and reception, such as a church, school, banquet hall or another place that is large enough to accommodate the number of people you expect to attend.
· You can hold it outdoors, but have a back-up plan just in case there is bad weather.
· Visit the venue and check out the facilities (podium, microphone, tables and chairs, coat room, kitchen, etc.).
· Make sure you know all the fees upfront.
· Confirm all the details in writing and sign a contract, if necessary.
· If you choose to hold the program at Peoples Church contact:
· Dee Przybylski 
Secretary & Wedding Coordinator

dprzybylski@thepeopleschurch.com
or

· Andy Mayville
Superintendent of Building and Grounds

amayville@thepeopleschurch.com
· Church office hours are 9 a.m. to 4 p.m. Monday – Friday.  The phone number is (517) 332-5073.
A MONTH BEFORE OR EARLIER

Send Out Invitations

Tasks and Things to Consider
· Generate a list of people that you want to invite including family, friends, teachers, previous Cub and Boy Scout leaders, etc.
· Buy official BSA invitations at the Chief Okemos District scout shop.
· In the invitation include directions to the court of honor venue.
· Also ask for an RSVP to get a rough estimate of how many people will be attending.
· Consider using facebook and Evite, or other online event tools


Plan the Ceremony Portion 
Tasks and Things to Consider
· Select an Eagle Ceremony template that suits your needs.  Prepare the scripts for each segment of the ceremony.  You can find pre-written scripts for each segment online.   See additional resources section for links to sample templates.
· Keep in mind that you don’t have to say or do exactly what is in any of these scripts.  You can pick and choose what you want or write your own.
· If the scout chooses to include an invocation and/or benediction, determine who will serve in that role.
· If applicable, the scout may want to ask a person from his own faith community to do this.
· The scout should select a Master of Ceremonies
· Consider meeting in advance and go over the ceremony
· The scout should determine who will give the Eagle Charge and Oath.  
· It is recommended that the scout select adults that were instrumental in his scout career (Scout Master, Assistant Scout Masters, Troop Committee Members, Cub Master, Den Leaders, OA members, Merit Badge Counselors, etc.)
· The scout should select members of his Troop to serve as the color guard, honor guard, and ushers.
· Consider requesting the PLC to schedule a rehearsal time
· The scout should determine the adult to whom he wishes to present the mentor pin.  Each Eagle presentation kit from the national office includes the scout’s medal and patch, a pin for each parent, and one mentor pin.  Additional mentor pins can be ordered, if needed.

Plan the Reception Portion
Tasks and Things to Consider
· Select which refreshments you wish to serve your guests.
· This is totally up to the family.  You may choose to have an entire meal, finger food/ appetizers, or just cake and punch. 
· Base your decision on your budget and what you feel comfortable with.
· Decide how you want the reception room to be decorated.
· Decorations from previous ceremonies are available for use and are stored in the Eagle Court of Honor plastic storage bin in the scout room.  See additional resources section.
· Troop flags and stands will need to be borrowed.
· Other equipment such as tables may be borrowed from the Troop or Church by approaching the Church office or Troop Equipment Manager.
· Other decorations are available at the Chief Okemos District Scout Store.
· Eagle Court of Honor plates, cups, and napkins are also available at the Chief Okemos Scout Store.
· Begin assembling items for your scout’s memorabilia table for the reception.   It should include items such as awards, pinewood derby cars, recognitions, patches and anything which highlights his experience in scouting.   Pictures and mementoes can also be displayed in a scrapbook or on a tri-fold board.
· You may want to create slide show with pictures of your scout in various activities throughout his scouting career.  However, make sure you will have the necessary audiovisual equipment at the facility where you are holding the event.
· Purchase a guestbook for guests to sign.
· Make a box with a slot in the top to hold the cards that guests may bring for the scout.
TWO WEEKS BEFORE


Things To Do Two Weeks Out
· Check with the Scout Master and the Troop Advancement Chair to make sure that the certificate, award, and Eagle Presentation Kit has arrived.
· Estimate the number of people expected to attend from formal and informal RSVPs.
· Order the cake.
· If you are catering the event, place an order with the caterer. Determine whether they deliver or whether you will have to pick-up the food.  If the food is to be delivered, make sure someone will be available to meet the caterers when they arrive at the facility.
· Make sure your uniform fits and that all insignia is consistent with BSA a regulations.  Make sure all merit badges are properly sewn on your sash.
· Wash and iron your uniform.
· Review and finalize the ceremony script with the Scout Master or Master of Ceremonies.
· Once complete, email the finalized scripts to the people who are assigned to each of the segments of the ceremony.
· Type up the program and have names proofed. (Links to samples?)
· During part of the ceremony the scout will be expected to make remarks.  Take some time to prepare what you want to say.  Remember to thank everyone who helped you attain this achievement.
ONE WEEK BEFORE


Things To Do One Week Before
· Remind scouts about the event at the troop meeting.
· Send out a reminder email to the troop list or other electronic lists.
· Confirm volunteers for color guard, honor guard and ushers.
· Confirm Master of Ceremony, speakers and the person to whom you will be presenting the mentor pin.
· Complete and print the program for your ceremony on card stock.
· Contact venue to make sure that everything you need will be available such as access to the kitchen and audiovisual equipment.
· Designate someone who will be attending to take pictures.
 A FEW DAYS BEFORE or DAY OF EVENT

Things To Do Last Minute
· Pick up the cake
· If the food is not catered, purchase and/or prepare.
DAY OF EVENT


Things To Do Before The Program
· Buy ice for your cooler.
· Arrive at the venue a least an hour early.
· Make sure room is set-up appropriately and that the microphone is working.
· Reserve seats for special guests.

Things To Bring (Don’t Forget to Bring)

· Troop Flags
· Programs
· Extra Scripts
· Remind scout leader to bring Eagle Presentation Kit, Eagle Neckerchief and certificate.
· Props and items which will be used in the ceremony
· Cake 
· Food (if it is not being catered)
· Drinks (punch, pop, water, coffee), ice, and coolers
· Eagle Ceremony plates, cups and napkins
· Serving utensils, knife and spatula.
· Tablecloths and decorations
· Box for cards
· Display and items for memorabia table
· Eagle Project Binder
· Letters of Recognition/Commendation (if any)
· Guest book
· Camera

Things To Do After The Program

· Clean up after the ceremony.
· Make sure the facility is in the same condition it was in when you arrived.
· Pay facility fee (If applicable).
· Return all items to Troop, including unused decorations, Troop flags etc.
· Write and mail thank you notes for gifts that you received and to individuals who helped make the event a success.
Congratulations!!!
Additional Resources

Letters of Recognition Links
· Eagle Congratulation Letters
· How To Request Congratulatory Letters for Your Eagle Scout
· Invitations and Letters of Commendation Requests
· Special Eagle Scout Recognitions
Sample Ceremony Script Links
· US Scouting Service Project
· Eagle Scout Resource Center
Eagle Court of Honor Storage Bin
This container is located in the Troop 2 Scout Room.  The following is an inventory as of July 2013:

· Eagle Scout sample scripts 

· 8 rank props with scripts for ceremony

· 45 paper cups with Eagle Rank Emblem

· 70 blue paper cups

· 2 small bags of napkins with Eagle Rank Emblem

· 1 red candle

· 1 blue candle 

· 1 white candle

· 6 Eagle Scout table centerpieces with holders

· A small package of Eagle Scout Invitations

· A package of 50 Eagle Program blank card stock
· Doilies (approx. 20)

· 8 red tablecloths for round tables

· A small pack of name tags

· 2 packs of Crayola markers

· 1 pack of 4 inch candles (15)

· 1 ruler
· 1 roll of masking tape 

· ¼ roll of blue duct tape

· 1 pack of sticky notes

· 1 pack of color-coded labeling dots
· 2 glue guns

· 1 roll of string
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