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Presentation Notes
Scott to host presentation
Catherine, me, Kristie, Colleen Hauser- answering chat questions




Welcome!
Your presenters tonight:
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Welcome everyone!  My name is Scott Gaines, I am a volunteer and am the Vice-Chair of Program for the Great Lakes Division

Also presenting tonight is Mike Foster- volunteer Chair of the Enterprise Risk Management Committee (ERMC)
And 

Catherine Buckelew- professional and in charge of MCC Program




What is the Event Blueprint?

The Event Blueprint is the replacement for the Project 
Charter system.

https://michiganscouting.org/event-blueprint/
Resources  Tools  Event Blueprint
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History behind Project Charter and Event Blueprint
The Project Charter system was implemented in late 2021 and was a tool for proposing and obtaining approval for district and council events.  It was a decent tracking tool, but it no longer meets the needs of our great volunteers.

The event blueprint is an improvement over the project charter.  The EBP does have some shortcomings, but the advantages outweigh those shortcomings.

We’ll visit the website in a few minutes, so don’t feel you have to go out now to look at it.




https://michiganscouting.org/event-blueprint/


What is the Event Blueprint?

The Event Blueprint system:
• A workflow tool that walks event coordinators through the 

event planning process
• Allows for updating fields throughout the process
• Program Trailer, Facility Rental and Black Pug/Registration 

request are all embedded (no separate form to fill out)
• Different login from the Project Charter system (but same 

one as Marketing Ticket system)
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Discuss main points of why this is a better/different tool

It took a while to implement, and it is a different mindset from the Project Charter system.
The mindset is different because the project charter was a submission process and the EBP is a workflow.  Event coordinators have much more interaction.  We’ll have a quick demo later this evening.

Bullet points to mention
Walks event coordinators through the process, from submission to facility rental to Black Pug to marketing
Program Trailer, Facility Rental and Black Pug/Registration requests are all embedded (no separate form to fill out)
Different login from the Project Charter system.  You will use the same username and password as the Marketing Ticket system





The Process

Approval

Embedded Requests: Trailer, 
Rentals, and BlackPug

Marketing

Planning and Reconciliation

Upon submission, goes 
to the proper person for 
approval

Program Trailer, Facility 
Rental, and Black Pug 
requests are all 
embedded.  Will leave 
your queue while MCC 
Staff are fulfilling!

Marketing tickets are still 
separate.
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Mention that this is on the Event Blueprint Help/FAQ page.  Focus on the big blue arrows…the main sections of the process.

Without further adieu let’s look at the event blueprint webpage.

NOTE to Self- DO Not use the scroll wheel on the mouse, it will advance the slide!!!!!



How do I know what to do?
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Whenever the BP is in your queue, you will receive an email with instructions on what to do next.

The same instructions will be at the top of the BP when you open it from your queue.

The status (short description of where you are in the process) will be shown in the right bar.

When you click SAVE, your changes are saved, but it will stay at the same status.�When you click SUBMIT, your changes are saved, and it will move to the next step in the process. (And the status and instruction text will change)



Walk-through of the Event Blueprint site



A quick walk-through

Demo of submission through Program Trailer…

Full 20 minute video walk-through can be found on Event 
Blueprint Help/FAQ page

DEMO
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Have a submission form prepped ahead of time with answers to speed up the process.  CHOOSE “Test” for District/Zone/Type  Briefly show the submission form.  
May help to have the Flowchart up so you can reference that.  You aren’t walking through an entire BP – just to the Facility step.  The video covers beginning to end.
Point out that the person that the person that submits it is the ONLY one that can work on it unless you add people to the “Additional User with Access” or “Second Additional User with Access” fields at submission.  You cannot modify those fields after submission.  You will have to contact someone with admin access to add people later on
Point out that unlike the Project Charter system where all fields were required up front, you only fill out the “step 1” fields – those fields required for approval.  You will have a chance to update many additional fields throughout the process
Point out that the District/Zone/Type field will determine who approves it.

Submit the form. Point out that you do not see it in your queue.  It has gone off to the approver associated with the District/Zone/Type field. [Catherine or Kristie will approve the BP]

It will then show up in your queue at the Program Trailer stage.  Point out how you can edit ANY of the fields, but only the Program Trailer fields “matter” at this step.  

If you don’t need the program trailer, click No and Submit.  

Point out that you can add notes to the notes field at any point.  They don’t notify people, but they are kept in the history.
Point out the history/timeline at the bottom.  

Point out that at the top of the form, there is always instructions on what you need to do at that step.  The same instructions are emailed to you as well when the status changes.

** Explain: NOTE:  Program Trailers, MCC Facilities, and BlackPug/Registration are all three separate steps and you need to click Submit between them all, even if you filled them out before.  If you click Yes for any of them, the BP will leave your queue and go to the proper MCC staff member that will handle it.

Submit the Program Trailer as a NO.  It will stay open but change to the Facility step.
Then click YES for MCC Facilities and quickly choose a camp and facilities.  Click Submit.  It will leave your queue and go to MCC Facility fulfillment.
END OF DEMO

Point out that on the Black Pug Registration step, it will go off to the Black Pug team for recreation of a Draft registration.  It will then come back to you for Approval.  You will have to Approve or Reject.  It will then go back to Colleen to make the final updates and make it live (or schedule it live).  





Key Points for Using the Event Blueprint System

• Tickets only show in your queue when you are the one that 
needs to take action.

• You can only move the blueprint ticket forward (you can’t 
revise past actions, forward is the only way)

• Click Submit to move the ticket forward.  Clicking save 
keeps the ticket at the current step only saving your 
changes.
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The main points you have to understand!

Point out that all of this, as well as your common questions, can be found on the Help page which is accessed from the submenu on all the Blueprint pages.

The ticket going out of view is a limitation, but the benefits of the workflow outweigh the negatives.

You can revise past actions, but nobody will know.  The change will not kickoff a task.  If you need to make a change, use the forms under “other”, rather than updating the ticket.  Keep your staff advisor informed so they are aware of the change and can follow up if needed.




Existing Project Charters

If you need the Program Trailer, Facilities or Black Pug, you can 
submit those requests from the new request forms found under the 
Other menu on the Event Blueprint pages.
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What if you have an existing Project Charter “in flight”?  No problem.  You can finish it up there. 



Program Hazard Analysis (PHA)

Discussion of Program Hazards Analysis



Final Thoughts

The new system is very different than the Project Charter system.  It 
does have its limitations, but it should help both the new event chair 
and seasoned one work through planning by following the same 
steps in order.

Highly recommended you review the help documents on the Event 
Blueprint Help page:

https://michiganscouting.org/event-blueprint-help/
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Budgets for 2026 events are due Sept 15.



Thank  you
If you have any questions, please contact

Catherine Buckalew  catherine.buckalew@scouting.org
Or

Colleen Heuser  colleen.heuser@scouting.org
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