Chairman’s Planning Guide


Charleston Jaycees





Project:	2003 Installation Dinner





What is the primary purpose of this project? 





To hold annual installation dinner for the chapter.





Give a brief description of the proposed project and background information.  How does this project relate to a specific single project goal in your Chapter Plan?  Follow this with a listing of the specific and measurable goals to be accomplished by this project. 





The Charleston Jaycees hold an annual installation and awards dinner each year.  The dinner will take place on January 4, 2003 at 6:30 PM at the Charleston Elks.  Awards, Past President’s speech, installation of new officers, new President’s speech and then music, will follow dinner. 





This project falls under our Management Area of Opportunity in the chapter plan. 





Goal #1:	To have 20 members attend installation dinner.


Goal #2:	To have 15 non-members attend.


Goal #3:	To have 5 other Jaycees attend. 


Goal #4:	To involve 5 members in organizing project.


       Goal #5:        To run project and keep expenses under $689.00.	


	


What are the specific manpower assignments?





A.	President	Tiffinie Tucker			Home:  (217)235-9336


1009 S 15th				 


				Mattoon, IL  61938		


		


								


Duties:	 1.  To insure that the goals established are accomplished.


 2.  To serve as an ex-officio member of the planning committee for this                                           	       project.	





Officer in Charge		Ron Croy (MDVP)		Home:  (217)348-1202


1490 Nursery Rd				 


				Charleston, IL 61920		





Duties:	1.  To assist the chairperson in any way necessary for successful                                      


                      completion of this project.


  2.  To make sure the Chairman’s Planning Guide is completed for the                                  	        project.	


  3.  To handle any required training of committee members.





C.  Project Chairperson	Rachel Beever (COB)		Home:  (217)738-2289


				RR1 BOX37			


				Findlay, IL  62534


				


Duties:	 1.  To complete the Chairman’s Planning Guide.


 2.  To coordinate and promote the project.                               	       


 3.  To schedule everything with the Elks Club.


 4.  To secure MC and DJ for the project.


 


D.  Sub-Chairperson		Sara Paap (Tres.)			Home:  (217)345-5301


	Finance			1000 N Loxa Rd		


				Mattoon, IL  61938


				


Duties:	 1.  To ensure the financial stability of the chapter.


2.  To handle all financial matters concerning this project, including                                                                                   


      handling any income and payment of any bills.


3.  To assist with any other matters concerning this project as they are                   


                            needed.





	


What specific materials, supplies and resources will be required?





Members			Chapter			Have	


	Membership Roster		Chapter			Have


	Certificate Awards		Ampad			Donation


Awards (Plaques)		Nancy’s Lettering		Purchase


			345-6007 (Nancy)


Paper				Ampad			Donation


Computer/Printer			Member			Donation


Invitations			Ampad			Donation


DJ				Hollingsworth Karoke	Purchase


				217-269-2952


Location				Elks			Donation


				345-2646 				


Table for Awards			Elks			Donation	


Past Awards			Chapter			Have


Podium 			First Mid-Illinois Bank		Donation


Microphone			Member (Sara Croy)	Donation


Dinner				Members		Purchase


MC				Will Find		Donation


Giveaways			Chapter			Purchase





5.   Describe the potential problems and the possible solutions to successfully                 


      complete each project.





      Problem:	Not enough Jaycees interested in attending dinner.   


      Solution:	Have Board of Directors promote project to increase attendance.


    


      Problem:	Not having enough people to attend to pay for dinner.


      Solution:	One committee member will be responsible for keeping track of response                            


                             cards.  The chapter should collect money before we schedule with the Elks


		the number of people attending the dinner.	 	      





      Problem:   	Not having the location scheduled in advance.


      Solution:   	Phone calls will be made in advance to secure location by 10/10/01.	





Complete a proposed budget indicating all anticipated income and expenses. 	


Income 


Appropriation from Chapter			$667.50


Donated Items:


	Location					$100.00


Podium/Microphone			$  50.00


Income (45 people @$10.00)			$450.00		


TOTAL INCOME				$1267.50 





Expenses


Value of Donated Items			$150.00 


 DJ Expense	(5 hours)			$250.00


        Dinner for  MC and Guest			$  20.00	


 Plaque Expense				$200.00


 Dinner Expense				$450.00	


Free Memberships (2@45.00)			$  90.00 


Gas, Phone Cards (4@10.00)			$  40.00	


Invitations (copies, stamps, paper)		$  42.50


Misc. Expense				$  25.00


Subtotal					$1267.50





	Return of Appropriation			$    0.00


	Return to Chapter (Profit)			$    0.00


       TOTAL EXPENSES				$1274.00





 List the specific steps to bring this project to a successful completion showing


 planned dates for each planned action.


	Date				Action


 	10/01/02		Chairperson recruited.





	10/01/02		Committee recruited.





10/9/02               Meet with committee to complete first 7 steps of the CPG.


			Present first 7 steps of CPG to Board for approval.


                             Present first 7 steps to Membership for approval.


			Have location secure with the Elks.


	


11/24/02		Mail out invitations to members and past jaycees.





	12/01/02		Place order for plaques for awards with Nancy’s Lettering.


  			Make confirmations with MC and DJ about coming.





	12/14/02		Collect RSVP by.





12/15/02		Notify Elks of attendance for dinner.


		Pickup plaques from Nancy’s Lettering.





12/27/02              Have paper certificates (awards) and installation dinner program finished.  





01/02/03		Contact MC and DJ about dinner night.


	


01/05/03              Have 2001 award table setup.  Have podium and microphone setup.	


Installation Dinner @ 6:30 PM.	





01/22/03               Present final steps of CPG to Board of Directors for approval.


Present final steps of CPG to Membership for approval.


























Record any revision of the original plan.


12/15/02		Collect RSVP


2/4/03		Present final steps to board for approval.





	Because of low RSVP we reserved more seats.


	Invited the top 4 sponsors for 2002 and a guest to the dinner.


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





Recommendation:  Invite the owners of Hollingsworth Karaoke to dinner.





Recommendation:  Send out invitations instead of a flier in the newsletter.


    


       Recommendation:  Have a theme for the evening, and everyone can dress up.





 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 20 members attend installation dinner.	


Result:   We had 14 members attend.  


              Shane Beever	Jason Tucker	Brandon Beever	Kim Pforr


              Rachel Beever	Tiffinie Tucker	Jill Moffett	Mark Austin		    


Ron Croy	Angela Peters	Sara Croy	


		Randy Snider	Krista Snider	Tonya Wallace





	


Goal #2: To have 15 non-members attend.


Result:  We had 4 non-members attend.


	Robert Beever	Debra Beever	Amanda


	Leslie


	


Goal #3: To have 5 other Jaycees attend. 


Result:   We had 5 other Jaycees attend dinner (Accomplished).


 George McGilvrey, 2001 Presidential Assistant


	 Debbie McGilvrey, District Director 


	 Marsha Franklin, Paris President


	Cathy , Chrisman President


	Melissa, Paris President


 	


Goal #4: To involve 5 members in organizing project.


       	Result:    We had 5 members help (Accomplished).    


		 Rachel Beever	Jason Tucker	 Shane Beever	Tiffinie Tucker	Krista Snider	


		


Goal #5: To run project and keep expenses under $689.00


Result:    Project cost the chapter $ 





Chapter:


By running this project the chapter got to get together and reflect on the year reflections and achievements.  The chapter installed new leaders for the upcoming year.   


Individual:


This project awarded certain members of the chapter for their outstanding efforts for the year.  It also allowed some of the members to help polish their public speaking skills.      


Community:


This project allowed the chapter to continue a good reputation in the community.  This project helped us gain respect of past members that attended, which should pay big dividends in the future.


	


FINANCIAL STATEMENT





					Proposed	  Actual





Income 


Appropriation from Chapter			$667.50		983.61


Donated Items:


	Location					$100.00		100.00


Podium/Microphone			$  50.00		  50.00


Income (45 people @$10.00)			$450.00		200.00


TOTAL INCOME				$1267.50 	1333.61





Expenses


Value of Donated Items			$150.00 		150.00


DJ Expense	(5 hours)			$250.00		250.00


       Dinner for  MC and Guest			$  20.00		    0.00	


Plaque Expense				$200.00		  85.00


Presidential Incentives			$    0.00		239.11 


Dinner Expense				$450.00		479.50


Free Memberships (2@45.00)			$  90.00 		  90.00


Gas, Phone Cards (4@10.00)			$  40.00	   	  40.00


Invitations (copies, stamps, paper)		$  42.50		    0.00


Misc. Expense				$  25.00		    0.00


Subtotal					$1267.50	$1333.61





	Return of Appropriation			$    0.00		   $0.00


	Return to Chapter (Profit)			$    0.00		  $ 0.00


       TOTAL EXPENSES				$1274.00	$1333.61





