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	Newcastle Trails

501(c)3 Not-for-Profit Corporation


PROCEDURES FOR EAGLE SCOUT PROJECTS

This document sets out the procedures for the Eagle Scout candidate and the Newcastle Trails project coordinator.  Included are policies related to the award of matching funds by the City of Newcastle to purchase supplies and materials necessary to complete the approved project.  This policy is intended to promote potential investments in the community and create more sustainable projects.  
Each potential Eagle project, including the design criteria, must be preapproved by the City of Newcastle.  Existing Newcastle Trails projects have already undergone this preapproval.  If design work is part of the Eagle project, it must be presented to Newcastle Trails and the City of Newcastle for approval before scheduling a work party.

Any project under the auspices of Newcastle Trails must be preapproved by Newcastle Trails, and a project coordinator and work party supervisor must be available.  (These two functions may be performed by the same person.)  The City of Newcastle and the Newcastle Trails project coordinator must check with each other to be sure that both agree upon the design prior to signing the Eagle Scout candidate’s form to indicate preapproval.  
Procedures

1 The Eagle Scout candidate may first contact either the City of Newcastle (“the City”) or Newcastle Trails.  A representative of either organization may provide a list of optional projects and/or refer the Eagle Scout candidate to the other organization. 
2 If trail construction or maintenance interests the Eagle Scout candidate, he will meet with the Newcastle Trails project coordinator to look over any projects of interest to the Scout.  

3 Once the project and Newcastle Trails project coordinator have been selected, the Eagle Scout candidate will consult with the project coordinator to refine the details.

4 The Eagle Scout candidate must verify that the Newcastle Trails project supervisor will be available before establishing a work party date.  Unless specifically exempted, each work party must be scheduled for a time when an approved project supervisor has agreed to be present.
5 Forms:  

A.
Boy Scouts of America Eagle Project Application:  This can be downloaded from the Boy Scouts of America, and should be filled out with information given by the project coordinator, who will sign the application as “Beneficiary.”

B.
An Eagle Project Form should be obtained from the project coordinator, filled out, and returned to the project coordinator prior to the work party. 

C.
Prior to the work party, a City of Newcastle Volunteer Agreement must be obtained in electronic form from the Newcastle Trails project coordinator or from the City (e‑mail MariaL@ci.newcastle.wa.us).  It must be signed by each of the participating adults and by the parents of each of the participating minors.  (Only one form is needed per participant during any calendar year.)  
D.
A log of each volunteer’s time in and time out must be created during each work party.  Once the project is approved, a copy of the log (photocopy, spreadsheet, or similar document) must be given to the City of Newcastle and to the Newcastle Trails project coordinator.
6 Matching Funds:  The City will match each dollar raised by the Eagle Scout candidate, up to a maximum of $500 from the City, for items that directly add value to a project within the city of Newcastle, Washington.  In the context of this document, the term “matching funds” refers to funds made available by the City of Newcastle to supplement other funds obtained by an the Eagle Scout candidate to purchase supplies and materials necessary to complete the approved project.  
For tax deductibility by donors, Newcastle Trails, a 501(c)3 not-for-profit entity, may choose to receive the funds, pay for the materials, keep an accounting of the funds raised and expenses paid, and provide receipts to the donors.  In such a case, the City would reimburse Newcastle Trails up to 50% of the cost to a maximum of $500.  Newcastle Trails would pass on pro rata matching funds to any donors who want them, or as stipulated by the Eagle Scout candidate. 
To apply for matching funds prior to selecting the project:
A.
The City of Newcastle must receive a letter from the Eagle Scout candidate’s Troop Leader indicating the individual is an Eagle Scout candidate.

B.
The Eagle Scout candidate must present to the City a list of the estimated expenses for materials and supplies needed to complete the project.

To receive matching funds:
The Eagle Scout candidate must present to the City of Newcastle documentation of the funds generated for the project, including the name and address of each donor and their donated amount.  Donations may be “in kind” (direct provision of supplies and/or materials needed for the project).  The Eagle Scout candidate must specify how much he or Newcastle Trails spent on the supplies and/or materials, and the market value of any in-kind donations.
Matching funds should be available approximately one (1) month after receipt of the necessary documentation.

7 The work must be performed to standards agreed upon by the City of Newcastle and Newcastle Trails.  The person who directly supervised the work may approve the project or require further work.  Once the project is approved, the project supervisor signs the Eagle Scout candidate’s form as “Beneficiary.”  If a Newcastle Trails project supervisor approves the project and signs off on it, and the City determines that the work did not adequately follow the preapproved design criteria, the project must be completed by Newcastle Trails to the specifications mutually agreed upon in advance of the project.
Addendum:
At the end of the project, the following completed forms need to be sent to the listed entities:

1. City of Newcastle Volunteer Agreement forms:  Send to:
City of Newcastle

2. In-Out attendance forms:  Make enough photocopies, spreadsheets, or similar log formats.  

Keep one for your records.

City of Newcastle
Newcastle Trails project coordinator
Boy Scouts of America 

3. Boy Scouts of America Eagle Project Application:  Complete the project evaluation, obtain the necessary signatures (either in person or electronically), and submit the form for approval.  
Keep one for your records.
Newcastle Trails project coordinator
Boy Scouts of America. 

