Troop 216 Eagle Court of Honor Planning Guide

 

1)  Pick a date -- make sure that key participants can make it (Scoutmaster, Eagle Advisor and anyone else that you consider a MUST for the ceremony).  Also, make sure you give yourself enough time to pull all of the rest of the information and materials together (see below)
2)  Find and book a location - popular ones are community centers (Apex, Cary), church auditoriums/gyms, meeting rooms at neighborhood facilities, etc.  Charges for the community centers will vary depending on if you are a resident of the town.
· Give yourself plenty of time to set up tables and tear them down.  It is an extra cost to add a half hour or an hour before and after the ceremony, but better to have the time to do the tables, decorations, etc. than rush to get everything set up or torn down.
· Make sure you can use the facility’s brooms, garbage bags, kitchen, ice machine, etc.  If you can’t, make sure you bring these things with you.  Most places will charge you if the room isn’t left in perfect condition, so be prepared to sweep the floors and take out the trash.
· Also check on whether or not you can use the facility’s PA system.  If not, Cub Scout Pack 216 has a PA system that is sometimes available for use.
· If you would like to do a slide show before or after the ceremony, find out if the facility has a screen that you can use.  If not, make sure there is a wall in the room that can serve as a screen.
· Find out if tables and chairs are included in the rental price or if you have to pay for them or provide your own.  Paper tablecloths work great and are easily disposed of.  Centerpieces of flowers and/or balloons are a nice touch, but not necessary.  You can decorate the tables as much or as little as you want.
· If there are several rooms at the court of honor location, see if you can have a sign which will direct attendees to the correct room.

· Before booking the room, consider how you will set up the room and how many people will attend.  Is there room for chairs for the ceremony portion and a separate part of the room for dining tables, food tables and memorabilia tables?

3)  Invitations – blank invitations can be purchased at the Scout Store and then printed on a home printer.  An original invitation can also be designed and printed at home.

· Invitations should go out to the entire troop about a month prior to the Court of Honor date.
· Make sure to include a map to the ceremony location.
· Provide an email address and phone number so that scouts can RSVP.  The RSVP date should be about a week before the ceremony date.

· Typically the entire troop is invited to an Eagle Court of Honor.  Invitations can be mailed to all scouts and committee members or just mailed to a select group.  The invitation can also be sent out electronically to the entire troop and committee by contacting the Scoutmaster. 
· The date and time of the Court of Honor can be posted on the Troop website home page by contacting the Troop Webmaster.

· A tip – if you print the invitations at home, make sure to let the ink dry before folding the invitations and putting them in the envelopes.  Failure to do so can cause the ink to smudge. 

· Send out a reminder invitation email to the troop a week before the ceremony.
4)  Food - You can have a local restaurant cater it (Italian food, Chicken, BBQ, subs, pizza, etc.), buy platters from a local grocery store (sandwiches, finger foods, salads, etc.) or cook it yourself.   The type and amount of food is totally up to you - it can be as simple as cake and drinks or as fancy as a complete dinner.   Just make sure you decide and plan early.  If you're going to have it catered, call early and make sure to get on the caterer's calendar.  They can help you figure out how much food to provide based on the number of people planning to attend.  Be prepared for people to show up at the ceremony that didn’t RSVP.
· Many caterer’s will deliver (for a small fee or for free) and will set up the sterno candles, provide paper products, serving tongs and even come back to help package the leftovers.  

· If the caterer is going to deliver the hot food during the ceremony, talk to some of the Scout mom’s that will be attending and have them wait at the back of the room to greet the caterer.  You, your family and friends are to enjoy the ceremony and not worry about the food.  
· Bring plastic wrap, storage containers, paper towels, counter cleaning spray, serving tongs, bowls or coolers for ice.  There is always food left over and transferring the food to a storage container can make for an easier drive home.  
· Beverages can include 2 liter bottles of soda (with a bowl of ice), canned sodas in a cooler, coffee, iced tea, etc.  Try to have a caffeine free choice. 
· If you are going to have a sheet cake for the ceremony and would like to have a BSA trademark logo or picture on it (Eagle medal, Eagle patch, etc.), you can get a letter from the Scout Office which will give the cake decorators to use the trademarked item.  Without the letter, most bakeries will not put anything BSA specific on the cake.

5) Ceremony Script – you will need to select or write a complete script for the ceremony.  There are quite a few available that other scouts have used in the past -- both within the troop and on the Internet.   The key here is to have a complete script that the different participants can read from -- don't leave it to people to "wing it" other than personal comments that you might want them to make at selected times in the program.  If a scout only has a few lines, as in a candle lighting ceremony, consider giving the scout a strip of paper with the text on it rather than a whole copy of the ceremony.  Ask the scouts participating to arrive at the ceremony 30 minutes early so that you can rehearse the ceremony.
6) Ceremony Participants - you will need to decide who you want to participate in the       ceremony.  Some of the people you'll need are:

· An emcee -- this can be an adult or a scout - just pick someone who will be comfortable speaking in front of a crowd.  Stress with them that they need to read the script before the ceremony so they are comfortable with it and know how to pronounce everyone’s name.  If the emcee is someone who is not a member of the troop or known by most of the audience, have someone introduce the emcee and explain their relationship to the Eagle Scout.  At the end of the ceremony, the emcee should invite everyone to stay for refreshments and give the order of rank for the food line.
· A color guard - should be uniformed participants.  Typically some subset of scouts from the troop, but it doesn't have to be.  Contact the Scoutmaster to make sure he will be bringing the necessary flags, stands, and the stands with the rank symbols.  The Scoutmaster can also bring the candle lighting stands.
· The troop bugler can play the National Anthem (optional).
· Someone to give a blessing and benediction (Chaplain’s Aide).
· One or more people to lead the different portions of the ceremony.   Common ones are the description of the path to Eagle, the Eagle roll call, the Eagle charge, reflections on the Scout Oath and/or Law, and so forth.
· Presentation of the Eagle badge and neckerchief as well as the parents' and mentor's pins.  There is one mentor pin in the Eagle kit, but more can be purchased at the scout store.  They can be given to one or more person who has made a significant impact on the scout’s career or eagle project.
· The scout needs to prepare his Closing Comments.  Try to get your son to write out his comments rather than winging it at the podium.  He should thank those that have helped him through out his scouting career (adults and scouts), express how scouting has impacted his life, what his future plans are, reminisce about fun experiences, etc.
· Some of the invited guests will also want to make presentations, so include them in your program.  Specifically, make sure to invite:
· The Knights of Columbus (via the troop's Charter Organization Rep -- that's currently Todd Ellis) -- the Knights sponsor the troop and they also present the scout with an engraved pen.  Contact the Scoutmaster or the Publicity Chairperson for their address.
· The Elks Lodge -- they pay for the Scout’s Eagle kit, present a certificate and flag to the new Eagle.  They will also want a table set up for them to display their scrapbooks of Eagle Court of Honor invitations and Elks items.
· A representative of the organization that benefitted from the project.  They don't always come, but it's a nice gesture.
Again, what you put in the ceremony is completely up to you, but just think about who you want to lead each portion and contact those people way ahead of time to make sure they'll be able to make the ceremony.  If not, pick someone else.  If you are planning to light candles during the ceremony, make sure it is allowed at the ceremony location.  Some locations put in their contract that candles are prohibited.
7) Court of Honor Program – once everything is planned and you know who is doing what, you'll need to have a program printed up.   Again, there are lots of existing examples you can use within the troop.   
· The program lists the main stages of the ceremony, who is leading each stage, and also typically contains a concise history of the new Eagle's scouting career as well as a list of all of the Eagle scouts in the Troop’s history.   For example, you might include dates that they achieved each rank (even going back to cub scouts), a list of the merit badges they earned, any highlights like high adventure camps (Philmont, Sea Base, etc.), national/world jamborees, etc.  
· Don’t be alarmed if you are printing out the program the night before or the morning of the ceremony.  Things come up, boys get sick and suddenly the list of scouts participating changes.
· You can arrange for a scout to greet the guests and hand out the programs or you can leave the programs on the seats in the ceremony room.
 

8) Memorabilia and Flags - here are some other things you’ll want to start very early (you can do this even before you have the date pinned down)
· If you want to display any photo albums, scrap books, scouting artifacts (old uniforms, awards, pinewood derby cars, etc.) make sure to get started on them early so you'll have enough time to complete them before the event.
· It is customary to request letters of congratulations from a variety of officials and celebrities and to have them on display for guests to read.   To have these letters in hand in time for the ceremony, you need to mail requests to these people with plenty of lead time (no less than 6-8 weeks).   Check with others in the troop to get a copy of the requests that they sent out as well as addresses of some of the people you want to ask for a letter.  Some addresses are on the Troop website or can be found on the internet.  The Town of Cary and The Town of Apex are known to give Proclamations which are a very nice memento from the occasion.
· Many parents also like to have a flag flown over the U.S. Capitol in honor of their son’s achievement.   You can arrange to have this done through your U.S. Senator or through your Congressman.   Depending on who does it, you may be able to select the size/type of flag and the day they fly it but you also may need to pay for it.
9) Newspaper article – The Publicity Chairperson (currently Kristin Meyer) is in charge of writing the article about the Eagle Courts of Honor for the troop.  Once a date has been selected for the Court of Honor, she will email you and Eagle Questionnaire which needs to be filled out by the scout or his parents.  A lot of the information that will be gathered for the program will be used for the article, as well as names of relatives that attend, college plans, etc.  A picture of the scout also needs to be sent to her to be submitted with the article.  Once the article is published in the local papers, a link to the article will be included on the Eagle Roll Call page of the website.  Also, Kristin is working on an Eagle Scout Project page for the website, so plan to send her a picture of the completed project, the location, and the total number of hours to complete the project.  The page should be on the website soon.
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