CHAIRMAN’S PLANNING GUIDE

Project Name:  A Night on the Town Year End Bash
PLANNING

1.
The primary purpose of this project is to provide recognition to the members and leaders of the chapter for a successful year. 
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. 


The event will happen at the Quality Inn banquet room and will be catered by the hotel restaurant, Stryker’s Grill. We will start with a champagne toast and have dinner. During dinner we will view a picture slideshow of events/projects that took place throughout the year. After dinner we will have an awards ceremony for all the chapter awards won in 2008. We will also have a special presentation of a recognition award for the chapter president. Party favors in the form of a special t-shirt designed for the chapter will be given to all in attendance. Guests are encouraged to gather in the restaurant lounge area for socialization and networking afterwards. 

This event will provide a means for recognition not only for awards given but for hard work within the organization. By recognizing accomplishments we are encouraging members to continue to be productive within the chapter. This also provides an opportunity for recruitment. The party is open for members and any guests they would like to bring whether they are members or non-members. Non-members will have an opportunity to see what the chapter does and meet its members creating an opportunity to recruit interested people. 
Briefly describe what this project is all about. Please include the Pinnacle Award area in which the project falls, for example “This project falls under the Community Services Pinnacle Award Area of the Community Development programming area of the 1995–96 Seattle Jaycees Chapter Plan. Then, write a couple of paragraphs about this project, why it is being run, history of the project, what you hope to achieve, etc. Be sure to describe where the idea came from, how it was determined that this project was needed.

This project falls under the following areas of the 2009 Greater Dakota Valley Jaycees Chapter Plan:

Area of Opportunity:
Business
Chapter Area of Opportunity:
Management
The goals for this project are as follows:

Make sure your goals are quantifiable, measurable.  Example:  To involve 20 Seattle Jaycees.  

A goal like “To have fun” won’t work however. How will you determine if this goal was actually met, how will you measure it? Surveys are very helpful in quantifying subjective types of goals, as well as ones that measure change, e.g. whether participant learned anything, changed their behavior, etc.

Goal 1 Have at least 10 guests attend. 
  

Goal 2 Recruit one new member. 
 

3.
What are the specific manpower assignments?

Show here that there are as many people involved as possible. Jaycee involvement is a good thing! Please put addresses & phone numbers in whenever possible. Please don’t put Seattle Jaycees Headquarters address or phone number.

Supervising Officer

This should be the area Vice President.

Name
Laura Lytton, chapter president

Address
719 N. Irene St.


Sioux City, IA 51105
Phone
(712) 898-6037
Duties:
Executive Officer of all area committees; manage the area budget, and ensure that the goals of the Chapter Plan are met. 

(Even if the supervising officer (area vice president) does not have any specific duties, put them into your plan anyway, and give them some duties — promotion from the top is always nice!) Add your area director if you are giving them any duties.

Chairperson

Name
 Elizabeth Berkemier
Address
 382 Lakeshore Dr.

 McCook Lake, SD 57049
Phone
 (712)-251-2147
Duties:
Write the Chairman’s Planning Guide; find committee members and additional manpower, supervise event.

Under Committee Members below, list out the duties that will need to be handled, even if you don’t have actual committee member names yet. This will help you plan the duties that you’ll need to recruit committee members to perform. Committee members should be Seattle Jaycees. Non-members should be listed under “Additional Manpower.”

Additional Manpower

What kind of manpower do you need to accomplish this project? How many people do you need, to do what and when?

Number of members
Job Description, Date/Place/Time Needed

1

Reserve location and secure catering contract 1/30/09

1

Create and send invitations


2/13/09


1

Purchase decorations & order t-shirts

2/16/09

1

Order president’s plaque


2/18/09



1

Email members and request photos

2/18/09


1

Create slideshow



2/20/09


1
 
Confirm guest # w/ caterer 


2/21/09


1

Decorate banquet room


2/28/09


1

Take money for tickets and hold event
2/28/09


1

Turn in receipts for reimbursement and pay bill for the 


banquet hall and food. 


2/28/09 





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

(Materials, supplies, and/or resources that will be needed to accomplish this project include both donated and purchased supplies. Try  to think of everything, it will help you avoid last minute problems. To use these tables follow these guidelines: 

•Use the mouse to place an insertion point in the first cell that you want to type in. A cell is the square surrounded by dotted lines that your text fits in. Each cell has a dot that shows where your type will go.

•As long as you keep typing in a cell, text will automatically wrap when necessary (e.g. if you have a long list of supplies in the first column like the “Office Supplies” sample shown).

•Move from cell to cell in a row by pressing the TAB key.

•Add lines to a cell (like an address that you want to put on 2 or 3 lines, by pressing RETURN.

•Move to the next row down by using the down arrow key, or tab from the last cell in a row (on the right).

•There is a “Cost Reference” sheet in the forms bins at headquarters that lists costs for standard purchased and donated items that will help you plan your budget.

*Give a value for all items, both planned to purchase, and donated. Use the donated items cost sheet for help with donated items. Give it your best guess if it is an unusual item. What would it cost if you had to buy/rent/create the item?

	Decorations and tape
Tables for the dinner, awards, and projector 
Projector and laptop

Award plaques from conventions
Presidents award plaque

Projector screen

t-shirts and candy for favors 

flower for president corsage 

Recruiting info and applications
	
	


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

Potential Problem: No non members attend the party with existing members. 
 

Solution:
Have membership information and applications home with members who have friends or spouses who are not members of the chapter. 

 

Potential Problem: The t-shirts that were ordered do not arrive on time for the event.
 

Solution: Bring a print out of the T-shirt design and let members know when they will be available to pick up. 


 

6. Complete a Proposed Budget indicating all anticipated income and expense.

Look back at the items you listed in question # 4 and include them. Itemize your budget as much as possible. This will help your committee members, supervising officer and staff members to troubleshoot, to make sure that you haven’t left things out. Brainstorming and itemizing every anticipated budget item will help you avoid budget overruns later. The grand total under income should match the grand total under expenses.

Proposed Budget for 
INCOME
Amount/Value

Ticket sales
$150
Budget from Chapter………………………………………………...$450 

TOTAL INCOME
$600
EXPENSES
Cost/Value

Purchased supplies (itemize below)
 Decorations & candy
$150
Catering and room rental……………………………………..$250
T-shirts………………………………………………………. $120
VP Gifts……………………………………………………… $30
Gift for President…………………………………………….. $50
TOTAL EXPENSES
$600 

TOTAL EXPENSES and TOTAL INCOME should be the same - this will produce a balanced budget!

Re. tickets & admission fees: you should account for anticipated tickets/admission income, and complimentary (free) or discounted tickets you will give away and to who they will be given. It is chapter policy to invite the state president, state vice presidents, District 2A Director and Region 2 Director and offer free admission if they RSVP by a set date.

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

Don’t forget to include the dates you begin to write your CPG questions #1–7, get approval for, and complete your CPG questions #8–10. Put the dates you came up with the idea for the project, and how it all came about. You don’t have to be totally accurate with these dates, that’s what question #8 is for! Do try to be realistic though, and you’ll be better prepared for your project.

Projected Activity to Accomplish Planning




Date 



Reserve location and secure catering contract 1/30/09




Create and send invitations


2/13/09




Purchase decorations & order t-shirts

2/16/09




Order president’s plaque


2/18/09





Email members and request photos

2/18/09




Create slideshow



2/20/09



 
Confirm guest # w/ caterer 


2/21/09




Decorate banquet room


2/28/09




Take money for tickets and hold event
2/28/09




Turn in receipts for reimbursement and pay bill for the 


banquet hall and food. 


2/28/09
IMPLEMENTATION AND EVALUATION

8.
Record any revision of the original plan.

How this question is answered is up to the individual.  Here are some suggestions that you might like to follow:

1.  Keep a chronological account (a journal) of the activities for the project.  Record every revision to your original plan as a special input.  In other words, review question #7 and account for any unplanned activities that played into the project.

2.  Keep a list of actual contacts with names, titles, addresses, etc. and place this in a separate section of question #8 of this CPG, so that future project chairs can start their planning with your contact/resource list.

3.  Keep an account as members (not previously planned) join the committee and the responsibilities that they take on.  This is an area often forgotten and can be very important to the future of the project.

These are suggestions for a format style which could be better than just a chronological listing of unplanned events that took place.  This question will not look anything like question #7.  They are only asking you to record any revisions—they are expecting this to show actual dates of activities.  Most projects, no matter how well planned, are usually running late or waiting for others to report, etc.

Date


Description of 
Materials/supplies not planned for:

Refer to your answer to questions #4 and #6 and make sure you include here any items that weren’t planned for but were actually used for the project. Put approximate value for donated items, actual value for purchased items.

Materials/Supplies
Resource/Contact Address/Phone
Actual Purchase/Donated Value

	none
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Additional committee members that were used to make this project a success:
Laura Lytton, Troy Twillman, Jeff Jansen   

List people here who joined your committee after you completed question # 3, and any duties that changed from those described in question #3. Put down the date new people joined the committee and why they joined. Put those dates in your question #8 timeline as changes also.

9.

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




Ask the members what they would like to do for the party. The annual year end party can be anything the membership might enjoy doing. This is their reward for the hard work they put in all year long. 



When sending out invitations be sure to invite the state team to your event. 




Make sure you communicate with the chapter president who will be using part of your project budget to purchase gifts for their VPs.



Track your budget closely so you do not go over budget.  



Take this opportunity to discuss the good, the bad and the ugly . . . Remember that every project has many sides to it.  Running projects and completing the paperwork is not just a waste of time, but an opportunity for growth and development of leadership skills. Future project chairs will be able to use your planning guide to help them run a successful project. Help them learn from your successes and your mistakes.

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

Restate your primary purpose and describe just how well the project met it. Then restate each of your goals and evaluate them here.  You can just copy, then paste your primary purpose, and goals from questions #2 here, then add a result line. Results can be evaluated by percentage. For example, if one goal was to have 25 people attend, and 50 actually attended, you can say you met that goal by 200%.

Goal 1 Have at least 10 guests attend.
Result A total of 16 guests attended the party. 
 

Goal 2 Recruit one new member
 


Result We recruited one new member. 
  

Use the areas below to describe the impact that this project had on the individual, the chapter, and the community.  This is where you will show how the project was a success for the chapter, the community and you, as the chairperson, or for an individual involved in the project.  Let this area tell about the success and the benefits of the project.  There are some, or you wouldn’t have gotten this far with this project.

INDIVIDUAL 

Each member who attended was able to enjoy dinner and was recognized at the award ceremony. 
CHAPTER
One new active member was recruited to the chapter. The membership was motivated to continue to be a productive and successful chapter.  
COMMUNITY

The chapter gained a new member who will be active in improving the chapter productivity and ability to support the community through various projects. 
The primary purpose of providing recognition to the members and leaders of the chapter

for a successful year was fulfilled by holding this event. 

Complete an Actual Financial Statement. It should include proposed and actual income and expenses.

ACTUAL FINANCIAL STATEMENT FOR YEAR END BASH
INCOME                                                                        PROPOSED       ACTUAL
Chapter donated supplies                                                                $450                      $627

Ticket Sales                                                                                     $150                      $240
TOTAL INCOME                                                               $600                       $867 

EXPENSES                                                                     PROPOSED     ACTUAL
Purchased supplies (itemize below)
 Decorations and candy                                                   $150                  $183.75 

 Catered meal and room rental                                        $250                  $420.49
 T-Shirts                                                                          $120                  $175.92
 President Gift                                                                 $50                    $  59.09 

 VP Gifts                                                                         $30                    $  27.75
TOTAL EXPENSES                                                          $600                   $867.00
TOTAL PROPOSED INCOME and TOTAL PROPOSED EXPENSES figures should be the same. TOTAL ACTUAL INCOME  and TOTAL ACTUAL EXPENSES figures should be the same - this will produce a balanced budget!

