THE MICHIGAN JAYCEES

CHAIRPERSON'S PLANNING GUIDE

TRAINING KIT

ISSUED: November 21, 1998

Revised: 2/16/2004
PLANNING

1. What is the one reason you want to successfully run this project?

· One sentence explaining the one main reason why this project is run. (Avoid the word "and")

2. Give a brief description of the proposed project and background information. Follow this with a listing of the specific and measurable goals to be accomplished by this project.

· First paragraph describing the project.

· Background information and scope of the project.

· What type of activities will it involve?

· Second paragraph relating the project to the chapter plan. 

· For example: "This project will help achieve the goals of the Chapter Activities Commission of the Membership Area of Opportunity of the Chapter Plan of Action."

· List all Goals. 

· Chapter Plan Goals 

· Goals from the Chapter Plan that are applicable to this project.

· Project Goals 

· At least three goals should be listed. 

· First Goal should relate back to the primary purpose.

· All Goals must be measurable. (i.e they have to be quantitative).

3. What are the specific manpower assignments? (Show names and duties)

· Names, addresses, and phone numbers of all people working on the project for planning and staffing of the project. 

· What their specific assignments will be? 

· List the assignments in order of importance as follows: 

· Chairperson(s). 

· Committee members by area of responsibility. 

· Director over the project *. 

· Vice President overseeing the project *.

(*Note: Chapter officers should not have any direct project responsibilities.)

4. What specific materials, supplies and resources will be required?

· List all resources or supplies needed to run this project. 

· Include all contact names, addresses, phone numbers.

 5. Describe the potential problems and solutions to successfully complete this project.

· List at least three potential problems. 

· Include a corresponding solution of each problem.

6. Complete a Proposed Budget indicating all the anticipated income and expenses.

· Complete the Budget Form. (See attached form for details) 

· Recap the Budget in the body of the CPG as follows: 

· Appropriation from the Chapter: 

· Proposed Income: 

· Proposed Expenses:

7. List the specific steps to bring this project to a successful completion showing planned dates for each step.

· What is the plan to accomplish the project goals? 

· List the action steps (including dates) required to successfully meet these goals. 

· Include the newsletter deadlines, committee meetings, event date, etc.

(*Start new page before moving on to question 8)

IMPLEMENTATION AND EVALUATION

8. Record any revision of the original plan. 

· Include any changes from the original plan proposed in the first seven questions.

9. What changes or recommendations do you have for a future chairman? 

· Critically evaluate the accomplishments.

· List anything that should have been done differently.

· What should happen in the future to make the project successful?

10. Give specific and measurable results for each goal established. Describe the impact of this project on the chapter, individual members, and the community.

· Restate the goals from question #2. 

· State the results of the goals clearly and concisely. Include percentages.

· Describe the impact for each category listed below: 

· Chapter: How did the Chapter benefit from this project? 

· Individual: What impact did chairing this project have on YOU? 

· Community: How was the Community impacted by this project?

PROJECT SUBSTANTIATION

· Complete the "Actual" column of the Budget Sheet. 

· Photographs of the event. Include captions underneath the pictures. 

· Newspaper Clippings/Press Releases. 

· Project Correspondence. 

· Financial Data (receipts, expense reports, etc.) 

· Newsletter Articles. 

· Sign-In/Sign-Up Sheets. 

· Promotion Samples.

How to complete a Budget Sheet?
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BUDGET SHEET/FINANCIAL STATEMENT

Project Name: ________________________

	INCOME:

Appropriation from the chapter:

· Seed money to be used from the chapter's general fund.

Value of donated items:

· Market value of items any items donated.

Other sources of income (list):

· List any other source of revenue like admission charges, participant fees, sponsor checks, etc.

TOTAL
	PROPOSED
	ACTUAL

	EXPENES:

Value of donated items:

· Repeat the information from the "Income" section.

Other expenses (list):

· List all expenses expected. Such as: 

· Advertising 

· Fliers/Posters 

· Postage 

· Food/Beverage 

· Speaker Fees

Return of appropriation from chapter:

· Seed money that is returned to the chapter.

Return to chapter (profit):

· Record the gain or loss to the chapter.

TOTAL
	PROPOSED
	ACTUAL


