Chairman’s Planning Guide

Project: Charleston Jaycees Mystery Social

1.
Primary purpose:

The primary purpose of this project is to 

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 Mystery Social will be held in place of the regular meeting on November 25th at the Charleston Elks At 7:30 p.m. The Mystery Social is a skit that will be acted out by members attending the meeting, during which they will have to solve a crime. A prize will be given for best costume and the member that solves the mystery.

This project falls under Management area of opportunity of our chapter plan.

(Member activation)

Goal 1: To involve 20 Jaycees. 

Goal 2: To give a prize to the best dressed.

Goal 3: To give a prize to the member that solves the mystery.

Goal 4: To have members bring food.

3.
What is the specific manpower?

A. PRESIDENT





Jill Holderfield









102 W. Polk









Charleston, IL 61920









217-549-8809

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


B. OFFICER IN CHARGE



Jeff VanTassel









1637 E. Co. Rd. 1400N









Charleston, IL 61920









217-348-5037

Duties:  The Officer’s duties are to see that the project is run efficiently and to oversee the project.


D. PROJECT CHAIRMAN



Helena VanTassel









1637 E. Co. Rd. 1400N









Charleston, IL 61920









217-348-5037

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 be responsible for getting the mystery skits, sending out invitations, assigning parts, calling to remind members, and passing around a sign up sheet for food.

E. TREASURER




Angela Austin








6146 Snaketrail Rd.








Charleston, IL 61920








217-345-1365

Duties: The Treasurer is to oversee all financial aspects of the project and to keep the project inline with the budget.

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

	Quantity
	Materials
	Date Needed
	Purchased
	Donated

	24
	Members
	11/25/04
	
	X

	3
	Mystery packets
	11/20/04
	
	

	2
	Tape recorders
	11/25/04
	
	

	16
	Paper & Pencils
	11/25/04
	
	

	2
	Gift Certificates
	11/23/04
	X
	

	 
	Food
	11/25/04
	
	X


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

Problem: We will not have enough members show up at the Mystery Social. 

Solution: We will call to remind people of the Mystery Social. We will also have a sign up sheet at the meeting on November 10th. 

Problem: People will not dress up in character.

Solution: We will offer a prize for the best-dressed character.

Problem: Not enough food.

Solution: We will call and remind members to bring a food item.

6.
Complete a proposed budget indicating all anticipated income and expenses.

Proposed Financial Statement

Mystery Social 2004

Income
    






Proposed
Appropriation from Chapter





$210.00

Donated Items 
Paper





$ 10.00




Pencils





$   1.00




Tape Recorders



$ 50.00




Food





$ 50.00

Total Donations






$111.00

Total Income





$331.00

Expenses
Value of Donated items





$111.00

Expenses

Mystery Packets



$  60.00




Gift certificates 



$150.00

Total Expenses






$ 140.00

Return of Appropriation





$    0.00

Total Expenses




$331.00
7.
List the specific steps to bring this project to a successful completion showing planned dates with each planned action.

Date


Action

11/10/04

First seven steps of the CPG presented to the Board.

11/10/04

Present first seven steps to the Membership.

11/10/04

Have sign up sheet at meeting.

11/15/04

Purchase Mystery packets.

11/16/04

Assign characters and mail to members.

11/23/04

Get gift certificates.

11/23/04

Get tape recorders, pencils, & paper.

11/24/04

Call and remind members.

11/25/04

Hold Mystery Social.

12/08/04

Present final steps of CPG to the Board.

12/08/04

Present final steps of CPG to the Membership.

8.
Record any revision of the original plan.

Dates

11/23/04
Purchase Mystery packets.

Other revisions

Due to time restraints and power outages some people were not able to dress up and we had several guess who did it, so we gave the gift certificates to two people who guessed correctly.

9. What changes or recommendation do you have for the future chairman?

-Start planning earlier to give more time for people to get costumes together.

-Do not let people switch parts.

-Divide couples to encourage interaction with other people.
10. 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 involve 20 Jaycees. 

Result: We had 18 Jaycees and 2 non-Jaycees participate. (Achieved)

Goal 2: To give a prize to the best dressed.

Result:  Changed plans due to time and power outages. (Achieved)

Goal 3: To give a prize to the members that solves the mystery.

Results: Gave prizes to 5 people who solved the mystery and one for best costume. (Achieved)

Goal 4: To have members bring food.

Result: We had lots of food! (Achieved)

Chapter: This project helped to activate several of our new members and gave everyone the opportunity to get to know each other better and have a good time.

Individual Member: Each person had the opportunity to interact with their fellow Jaycees and express their creativity through their costume and acting a part in the play.

Community:  Activation of new members always benefits the community, in that, it offers new ideas to our organization by getting new people involved.

Financial Statement

Mystery Social 2004

Income
    





Proposed
Actual
Appropriation from Chapter




$210.00

$192.59

Donated Items 
Paper




$ 10.00

$ 10.00




Pencils




$   1.00

$   1.00




Tape Recorders


$ 50.00

$ 50.00




Food




$ 50.00

$ 50.00

Total Donations





$111.00

$111.00

Total Income



$331.00


$303.59

Expenses
Value of Donated items




$111.00

$111.00

Expenses

Mystery Packets


$  60.00

$  42.59




Gift certificates 


$150.00

$150.00

Total Expenses





$ 140.00

$192.59

Return of Appropriation




$    0.00

$   0.00

Total Expenses



$331.00


$303.59
