[image: image1.png]


Alexandria Jaycees

Chairman’s Planning Guide
	Chapter Name and Number:
	Alexandria, #2

	State Name and Number:
	Virginia, #45

	Project Name:
	     

	Project Chair(s) and Contact Info:
	     
     

	CPG Category and Supervisor:
	 FORMDROPDOWN 
,  FORMDROPDOWN 



PLANNING

1.  
Primary Purpose (What Is The One Reason You Want To Successfully Run This Project?)

     
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 goals for this project are as follows (Project goals must be Specific, Measurable, and Attainable):
	Goal #1
	     

	Goal #2
	     

	Goal #3
	     

	Goal #4
	     

	Goal #5
	     


3. 
What Are The Specific Manpower Assignments? (Show Names and Duties) 

	Names and Contact Info
	Duties

	President, Alexandria Jaycees
	Responsible for all Chapter activities; and oversees the operation of the chapter.

	Vice President,  FORMDROPDOWN 

	The Vice President has overall responsibility for projects in their portfolio.

	Director,  FORMDROPDOWN 

	The director assists the VP in planning for projects in their portfolio.

	Chairperson(s) and contact info
     
	The project chairperson(s) plans the project, promotes the event, writes newsletter articles, and arranges the logistics for the event.

	Web Site Coordinator (webmaster@alexjaycees.org)
	Posts all information regarding event on the website.

	Additional Resources
	

	     
	     


4. What Specific Materials, Supplies And Resources Will Be Required?

	What
	Who
	When Needed

	Location and Directions
	
	

	     
	     
	     

	Communications
	
	

	CPG
	     
	     

	Flyers
	     
	     

	Newsletter Articles
	     
	     

	Materials/Supplies
	
	

	Project sign-in sheet
Digital camera

Chapter signs

Chapter recruiting materials

     
	     
     
     
     
     
	Day of event
Day of event

Day of event

Day of event

     

	Collection of Money
	
	

	(I.e. Paypal, Cash collection, etc)
	     
	     

	Logistics (i.e. registration w/ city, permits, venue, speakers,  etc)
	
	

	     
	     
	     


5. Describe The Potential Problems And Solutions To Successfully Complete This Project.

	Problem 1:
	     

	Solution 1:
	     

	Problem 2:
	     

	Solution 2:
	     

	Problem 3:
	     

	Solution 3:
	     

	Problem 4:
	     

	Solution 4:
	     

	Problem 5:
	     

	Solution 5:
	     


6. Complete A Proposed Budget Indicating All Anticipated Income And Expenses.

	 FORMDROPDOWN 


	

	     


7.  
List The Specific Steps To Bring This Project To A Successful Completion Showing Planned Dates For Each Step.

	Date
	Action

	     
	Write preliminary CPG

	     
	Present CPG to Board of Directors

	     
	Advertise event on Meetup, website, etc

	     
	Report on project at monthly chapter meetings

	     
	Report on project at monthly membership meetings

	     
	Secure location

	     
	Solicit volunteers

	     
	Submit newsletter article

	n/a
	Submit press release to media

	n/a
	Solicit donations for project

	n/a
	Send out invitations

	     
	Secure camera and photographer

	n/a
	Invite state board members and other chapters to attend

	     
	Recruit new members

	     
	     

	     
	Complete final CPG and present to Board of Directors


IMPLEMENTATION AND EVALUATION

8.
Record any revision of the original plan.

	Date
	Description of revision

	     
	     



Materials/supplies not planned for:

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

	     
	     
	     


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

     


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.

	Primary Purpose:
	     

	Result:
	     

	
	

	Goal #1
	     

	Result
	     

	Goal #2
	     

	Result
	     

	Goal #3
	     

	Result
	     

	Goal #4
	     

	Result
	     

	Goal #5
	     

	Result
	     


INDIVIDUAL

     
CHAPTER

     
COMMUNITY

     
Actual Financial Statement

	 FORMDROPDOWN 
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