Chairman’s Planning Guide

Project: Haunted Fairgrounds 2002



1.	Primary purpose:

The primary purpose of this project is to raise $5000 for future chapter projects.



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 Charleston Jaycees Haunted Fairgrounds will be held at the Coles County Fairgrounds Merchant Building.  Jaycees working on the project will be split into four committees: construction, security/repairs, advertising, and organization.  We will be open October 25, 26, 28, 29, 30, and 31 from 7PM to 10PM each night.  Cost will be $4.00 for adults and $2.00 for children 12 and under.  We expect to raise $5000 for the chapter.  The Charleston Jaycees have ran a haunted event for the last nine years.  Originally, the project was ran to raise funds to send campers to Camp New Hope.  It is our biggest project that we currently run to raise chapter funds.



This project falls under the Management Area of our Chapter Plan in Financial Management.



Goal 1: To have Haunted House open by October 25 at 7PM.

Goal 2: To  involve at least 15 Jaycees.

Goal 3: To get 10 sponsors to donate money or supplies for rooms.

Goal 4: To put 2300 victims through the Haunted House.

Goal 5: To raise $5000.00 for the chapter.

Goal 6: To recruit 1 new member.



3.	What is the specific manpower?

A. PRESIDENT					Tiffinie Tucker

							 1009 S. 15th Street

								Mattoon, IL 61938

								217-235-9336

Duties:  The President’s duties are to see that the Chapter’s Goals are met and that the project meets the primary purpose.



	B. OFFICER IN CHARGE				Ron Croy

								1490 Nursery Rd.

								Charleston, IL 61920

								217-348-1202

Duties: The Officer’s duties are to see that the location is available and sponsors are obtained and the assist the Chairman.









C. PROJECT CHAIRMAN				Krista Snider

		316 Walnut Ave.

                                                                                                Charleston, IL 61920

								217-348-3345

Duties:  The Chairman’s duties are to see that all project goals are met and that the project is successful in meeting the primary purpose.  The Chairman will also oversee the Haunted House  and organize the participants.



SUB-CHAIRMAN					Jill Moffett

							802 Madison

							Charleston, IL 61920

							217-345-0441

Duties: The sub-chairman’s duties are to assist in organization and running of the Haunted House, including managing manpower, supplies, etc.



F.  SUB-CHAIRMAN					Mark Austin

					           		 6146 Snake Trail Rd.

							Charleston, IL 61920

							217-345-1365	

Duties: The sub-chairman’s duties are to oversee any security problems encountered during the running of the Haunted House, as well as, make any necessary repairs or fix any other problems while the Haunted House is running.



G. SUB-CHAIRMAN					Tiffinie Tucker

							1009 S. 15th Street

							Mattoon, IL 61938

							217-235-9336

Duties: The sub-chairman’s duties are to oversee construction of the Haunted House, including managing manpower and supplies necessary for construction.



H. SUB-CHAIRMAN					Kadi Hudson

							1815 University Drive

							Charleston, IL 61920

							217-345-2093

Duties: The sub-chairman’s duties are to aid the chairman with financial aspects of the project including acquiring sponsors, donations, and supplies for the rooms.





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

Materials�Source�Purchased by Chapter�Donated�Date Needed��Copy paper�Walmart�x��9/12/02��Merchant Building�Coles County Fair Board��x�10/8/02��5 Fire extinguishers





10 Fire Extinguishers Serviced�Fire Extinguishers Sales and Service

2401 S. 14th 

Mattoon, IL

�x�





x�10/24/02





10/24/02��Lumber�Kirchner’s�x��10/8/02��Celtex�Dow Corporation

1255 N. 5th Charleston, IL

Tim Rardin   348-8151��x�10/8/02��Nails, screws, bolts�True Value,

 Ace Hardware�x��10/8/02��Duct Tape�Rural King

Walmart�    x��10/8/02��Bisquen�Rural King

Lowe’s�x��10/8/02��2 Fog Machines & Mix

Poster board�Walmart

Walmart

Chapter member�x

x�



       x�10/12/02

10/12/02

10/8/02��Misc. Supplies

T-shirts�Walmart

T-shirt Factory

507 7th Charleston, IL�x

x�

�   10/14/02

   10/24/02���Food

�Sam’s Club

Blimpie’s

430 W. Lincoln Charleston

Bob Harrison  345-7827

Domino’s�x





x�

x�10/25/02

10/29/02



10/30/02��Electricity�Fair Board��x�10/8/02��Masks/props�Chapter members��x�10/14/02��cash register�chapter member��x�10/24/02��Tools

Tables/benches

Sponsor Clings�Chapter members Fair Board

Pearcy’s Sign Creations 805 18th Charleston, IL 

Frank Pearcy  345-5080�



x

�x

x



�10/8/02

10/20/02

10/21/02��





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

Problem: Not enough people for construction.

Solution : We will assign a specific committee to do construction and will call to remind them of dates and times.



Problem: Not enough people to fill rooms.

Solution: We will ask other chapters who do not have a Haunted House to help and/or ask for outside help..



Problem: Not ready by October 25th.

Solution: We will have additional work nights until complete.



Problem: Victims in line will become impatient from waiting.

Solution: We will increase rates of groups going into the house.



Problem: Victims will tear up the walls and rooms.

Solution: We will make repairs before and after opening times.



Problem: One person will be run ragged by errands.

Solution:  We will have committees in charge of special areas and have people purchase own supplies and give receipts to Krista.



Problem: Going over budget on rooms.

Solution: We will set a $50 limit for each room anything above that will have to come out of pocket and be considered a donation.



Problem: Paint spilled on floor.

Solution: We will be sure to put down plastic before  we paint.



Complete a proposed budget indicating all anticipated income and expenses.

  Haunted Fairgrounds 2002

Income	    							Proposed

Appropriation from Chapter						$2500.00

Cash-Ticket Sales	 2300 Victims

 1700 Adults@$4/ea.

 600 Kids@$2/ea.				$8000.00

	Sponsors-10 @ $50.00 each					$  500.00

Total  								         $11,000.00



Donated Items 		Signs						$   50.00

			Merchant Building				$  500.00

			Tables/benches					$  150.00

			Copies						$  200.00

			Cash Register					$    25.00

			Electricity					$  150.00

			Additional masks/props				$  250.00

			Used tools					$   200.00

			Fire Extinguisher Service 10 @$5 ea.		$     50.00

			Celtex 30 Sheets @ $5.sheet			$   150.00

Total Donations								$1725.00

Total Income							$12,725.00

Expenses

Value of Donated items							$1725.00

Expenses		Sponsor Clings 10@$5 each			$    50.00

			Advertisements 				$  200.00

			5 Fire Extinguishers	@$41			$  218.00

			Lumber						$    50.00

			2 Fog Machines and fog mix			$    90.00

			Bisquen					$  200.00

(12 football fields worth)Duct Tape 20 rolls @ 2.50 ea.			$    50.00

			Room Budgets 15 rooms @ $50/room		$  750.00

			Food						$  300.00

			T-shirts 30 @ $10 ea.				$  300.00

			Misc. Supplies					$    50.00

Total Expenses								$3983.00



Return of Appropriation						$2500.00

Return to Chapter for Profit						$6242.00

Total Expenses							$12,725.00





List the specific steps to bring this project to a successful completion showing planned dates with each planned action.

8/29/02-Chairperson selected.

8/28/02-Call Fair Board to approve dates.

9/11/02-First 7 Steps of CPG presented to Board for approval.

9/11/02-First 7 Steps of CPG presented to membership for approval.

9/11/02-Pass around sign up sheet for  rooms and workers.

9/12/02-Purchase paper and make copies.

9/13/02-Hang Flyers around town and EIU.

9/13/02-Pick up sheet to sign up for EIU Homecoming parade.

9/13/02-Talk to Chamber of Commerce about being in their newsletter.

9/15/02-Send letters to last years sponsors asking for sponsorship again.

9/17/02-Committee meetings.

9/25/02-Contact sponsors.

9/25/02-Finalize room assignments.

10/5/02-Move trailers to Fairgrounds.

10/7/02-Call building committee to remind them about construction

10/8/02- Purchase bisquen, nails, screws, bolts,  etc.

    Begin Construction-remove walls from trailer and set up

10/9/02-Work night-set up walls

	  Finalize sponsor list 

10/10/02-Work night-set up walls

10/11/02-Work night-set up, paint, repair, and secure  walls 

10/12/02-Work night -set up, paint, repair, and secure  walls

    Order sponsor clings from Pearcy’s Sign Creations

10/14/02-Work night -work on room designs

10/15/ 02-Work night-work on rooms, clean up hall ways

10/16/02-Contact newspaper about and add.

	    Contact EIU Paper about an add

10/17/02 -Work night-set up rooms, hang plastic in doorways and halls

10/18/02-Work night.-set up rooms hang plastic in doors and halls

10/19/02-Work night-set up rooms, clean up front area

10/20/02-Work night-set up benches in waiting area and decorate waiting area

10/21/02-Work night-set up membership table, finish rooms, plastic top of the house

	    Pick up sponsor clings.

10/22/02-Work night-test lighting, sounds, finish rooms, plastic the top of the house

10/23/02-Dress rehearsal of House

	     Work night-fix any glitches

10/24/02-Work night-clear fire exits, put boxes in trailer, set up ticket booth

	   Hang signs

10/25-10/26-Run Haunted House

10/28-10/31-Run Haunted House

11/4/02-Letter to the editor thanking sponsors and victims

11/13/02-Final 3 steps presented for approval













Record any revision of the original plan.

	9/28/02-Moved trailers to Fairgrounds.

	9/29/02-Began Construction

	9/30/02-Purchased paper @ Staples for flyers.

 9/30/02- Put walls up

	 9/30/02- Called Tim Rardin @ Dow Corporation about donating celtex for our 

     walls. (1” silver backed on both sides.)

10/01/02-Purchased screws from True Value.

	10/02/02-Purchased duct tape and supplies for rooms.

	10/03/02-Purchased fasteners @ Ace

	10/05/02-Purchased more room supplies.

	10/4/02-Ordered tee shirts from T-shirt Factory.

	10/4/02-Purchased stereo system for Haunted House at JP Pawn Shop.

	10/09/02-Delivered 476 flyers to Chamber of Commerce in Charleston to be

               included in their monthly newsletter.

	10/10/02-Purchased more hardware for building and bracing walls @ True Value.

	10/10/02-Purchased fasteners @ Ace.

	10/10/02-Rented 60” Big Screen TV from Rent-A-Center.

	10/11/02-Tucker picked up fire Extinguishers from FESSI

	10/11/02- Ron Croy picked up and delivered celtex donation from Dow Corp.

10/12/02-Participated in EIU Homecoming Parade. Passed out Haunted

    Fairgrounds flyers.

10/15/02-Purchased bisquen and extension cords @ Lowe’s.

10/15/02- Spoke with 4H-Doing about petting Zoo and selling concessions.

10/17/02-Fire safety inspection of Haunted House.

10/17/02-Purchased room supplies @ True Value, Ace, and Walmart.

10/17/02-Gave Sara Paap sponsorship money collected so far $1170.00

10/18/02-Put flyers on cars at Coles County Mall, and Mattoon Walmart.

10/18/02-Contacted Dominos Pizza in Mattoon and Charleston about putting 

  		    fliers on pizza boxes.

	10/18/02-Took flyers to EIU student study areas and bulletin boards, stores in

     Coles County Mall,  and Villa Pizza in Mattoon.

	10/18/02-Paid for ads to be placed in Times Courier.  Gave news room press

      release.

10/18/02-  Contacted MP Plumbing-they are donating 2 water servers equip with 

     hot and cold water for us to use all week.

	10/19/02- Doug Drake brought forklift to move ticket booth into merchant’s

     building.

	10/21/02-Called Pearcy’s with final sponsor names and ordered clings.

	10/24/02-MP Plumbing delivered water and coolers.

	 10/24/02-Did practice run throughs with guides to familiarize them with the house

    and check for glitches

 10/24/02- Placed ad in Eastern Daily Newspaper to run on Friday

	10/25/02-Rent-A-Center delivered TV @ noon.

	 10/25/02-  Pearcy’s Delivered sign and clings @ noon.

  10/25/02-  Opened for business at 7pm.

	10/30/02-Contacted fire department to do a mock death.

	10/31/02-Ambulance came to the Haunted House sirens screaming, we turned

   on the lights and made it appear there was a problem.  They wheeled the

   gurney to the back of the house where they placed a Jaycee inside a body 

   bag and wheeled him out to the ambulance and left with sirens blazing. 

   Lights went off and we went back to business.

	11/1/02-Removed valuables from the haunted house.

	11/8/02-Tore down house and took trailers back to Drake’s.



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

-Be sure to have men available to help unload walls from trailer.

-Use black screws instead of galvanized-they strip out when removed from walls.

-Try to fill the rooms as soon as possible(consider doing it before construction begins)

-Be sure to give the businesses who sponsor(whether the donation is monetary, supplies, or offering to aid in advertising) free passes to the house as a thank you, as well as, their name up on the sponsor board.

-Allot $200 in budget to purchase some new masks.

-Plastic the entire ceiling all at once, not room by room.

-Remember to call MP Plumbing to get water coolers donated for the week.

-Purchase plastic at Rural King in big boxes, they cover a larger area and make covering the top easier and faster.

-Only show PG or PG-13 movies on the big screen!!  Try to preview them to make sure there are no inappropriate scenes.

-Find out when EIU and Charleston High School have football games and pass out flyers at the games.

-Focus more advertising on EIU, Mattoon, and Charleston.  Make and put up more signs around town and in Mattoon.

-Be sure to submit to HauntedIllinois.com to be included in their listings.

-Contact Lakeland radio station, they ran ads for free this year(Marcy Satterwhite).

-Be sure to send information in to TV and local radio stations for the community calendars.

-Have more people in the actual haunted house.  The more scares the better.

-DO NOT put the maze at the beginning, it holds up the line, place it at the end so people can take their time and try to figure out how to escape.  Be sure to have people in the maze to scare them along the way.

-Get more people involved in making rooms, places less stress on the chairperson to fill “dead” space.

-Be sure to fill all hallways, no big gaps, keeps them guessing.

-In order to meet fire codes-all outlets, switches, junction boxes need to have covers on them.

-Only use benches for row next to the door.  We noticed this year people stand even with benches present.  It would also cut down on the possibility of the benches being broken by people standing or walking on them.  Purchase orange mesh gates to use for line dividers.

-Do not put two rooms that glow in the dark and need to be charged by a spotlight side by side, it causes problems with timing groups so there is enough time between to recharge the rooms.

-Try to get food for the workers donated instead of paying for it or have potluck more than once. 

-Advertise one price.  Same price regardless of age. 

-Consider doing a Saturday afternoon matinee for kids.  Run with the lights on give them a chance to come check it out.  Maybe do some games etc. 

-On busy nights try running a continuous line with no guides to help increase the rate of groups through the house and decrease wait time.   Be sure to have people stationed throughout the halls to help get them through. 



Give specific and measurable results for each goal established.  Describe the 

      impact of this project on the chapter, individual members, and  the community.



Goal 1: To have Haunted House open by October 25 At 7PM.

Result: We opened on Oct. 25 at 7pm      100% Achieved



Goal 2: To involve at least 15 Jaycees.

Result: On average 20 to 30 Jaycees were involved each night.  150% Achieved



Goal 3:To get 10 sponsors to donated money or supplies for rooms. 

Result: We had 28 monetary sponsors and 11 materials sponsors!  139% Achieved



Goal 4: To put 2300 victims through the Haunted House.

Result: We put through 1900 Victims.         400 short of goal        Did not achieve.





Goal 5: To raise $5000 for the  chapter

Result: Our total profit was $5328.22  Achieved





Goal 6: To recruit 1 new  member.

Result: Recruited 3 new  members.

	Helena and Jeff VanTassel

	Anne Ybarra

 



Individual: This project gave members the opportunity to express their creative talents and ideas.



Chapter: This project helped the chapter to raise funds necessary to run other projects throughout the year.  As well as the opportunity to expose the Jaycees to the community continuously for a week and possibly find new members.



Community: This project offered the community entertainment. This project also helped the chapter raise money that will be used in positive ways to impact the community whether it be in the form of a donation to a charitable organization or as funding for future community activities.


