Chairman’s Planning Guide

Project: Longaberger Binga

1.
Primary purpose:

The primary purpose of this project is to conduct a fundraising event to raise money for the local chapter.

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 Longaberger Binga will be held at the end of September at the Elks lodge in Charleston from 6 to 9pm.  

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

Goal 1: To raise $1000 for the chapter

Goal 2: To involve at least 10 Jaycees.

Goal 3: To collect donations from 10 local businesses to give away as door 

  Prizes.

Goal 4: To recruit 1 new member.

Goal 5: To give away $1800 worth of merchandise as prizes

Goal 6: To sell 200 admission tickets

3.
What is the specific manpower?

E.  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 the primary purpose, and to attend the event.


B. OFFICER IN CHARGE



Jeff VanTassel









1637 E Co Rd 1400 N









Charleston, IL 61920









217-348-5037

Duties: The Officer’s duties are to assist the Chairman and promote the success of the project.

C. PROJECT CHAIRMAN



Christina White



667 Eastgate Dr.

                                                                                            Charleston, IL 61920









217-348-5357

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, to acquire all supplies necessary to run the BINGA, to acquire donations for the door prizes,  

.

Treasurer





Angela Austin








6146 Snaketrail Rd.








Charleston, IL 61920







           217-345-1365

Duties: The duties of the treasurer include handling all financial aspects of the project and securing the financial stability of the chapter.

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

Qty
Materials
Source
Purchased by Chapter
Donated
Date Needed

Bingo Supplies





1
300 book packs  6 cards per sheet 20 cards w/different colors  
 www.bingoshop.com 
 X 

9/1/2004

1
600 packs of  3 cards per sheet 3 different colors
 www.bingoshop.com 
 X 

9/1/2004

36
Daubers
 www.bingoshop.com 
 X 

9/1/2004








Longaberger Baskets





13
Baskets & Pottery for regular games
 Becky Winnett 
 X 

9/1/2004

1
Basket for coverall 
 Becky Winnett 
 X 

9/1/2004

4
Baskets for intermission
 Becky Winnett 
 X 

9/1/2004








Other Gifts





1
BBQ Grill
 Hardware Supply 
 X 



1
Tool set of some kind
 Hardware Supply 
 X 

















Raffle Supplies





1
Roll of blue tickets for raffle prize drawing
 Chapter 

X


1
Roll of red tickets for 50/50 drawing
 Chapter 

X
9/15/2004








Bingo Equipment





1
Equipment Rental
 Elk's Lodge 

X
9/15/2004








Ticket Printing





250
Admission Tickets - Paper & Ink
 Chris White 

X
8/15/2004








Misc. Supplies






Tape
 Walmart 
 X 

9/15/2004


Garbage Bags
Walmart
X

9/15/2004


Markers
 Walmart 
X

9/15/2004


Paper
 Staples 
 X 

9/15/2004

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

Problem:  All two hundred-admission tickets will be sold by deadline

Solution : Advertise the event in the local newspaper

Problem: We will not have enough people to help with the event.

Solution: We will call members to elicit help and/or request assistance from other chapters.

Problem:  We will not sell enough 50/50 and raffle tickets to meet income goal. 

Solution:  We will have Jaycee members walk around and sell these items throughout the event. 

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


Income


Description
Estimated Income

Income
Appropriation from Chapter
$                                 1,800.00 


200 Admission Tickets
$                                 2,000.00 


Raffle Tickets
$                                    200.00 


50/50 Tickets
$                                    200.00 


Extra Single Game Cards
$                                      60.00 


Extra Game Packs
$                                    250.00 


Change
$


Desserts
$


Dauber Sales
$                                      36.00 


Total Income
$                                  4,546.00 





Donated Items



5 McDonald’s Value Meals
$                                       25.00 


Building
$                                     200.00 


RaffleTickets
$                                        0.00 


Bingo Equipment
$                                     100.00 


Card Stock Paper
$                                       25.00 


Printer Ink
$                                       65.00 


Other Raffle Prizes



Total Donations
$                                     435.00 

Total Income
$4,981.00 

Expenses

Qty
Item Description
Proposed

Bingo Supplies
 

1
300 book packs  6 cards per sheet 20 cards w/different colors  
$91.90 

1
600 packs of  3 cards per sheet 3 different colors
$22.95 

36
Daubers
$23.15 

 

 

Longaberger Baskets
$1,100.00 

13
Baskets & Pottery for regular games
 

1
Basket for coverall 
 

4
Baskets for intermission
 

 

 

Other Gifts

 

1
BBQ Grill
$150.00 

1
Tool set of some kind
$100.00 

 
Misc.
$200.00 

 

 

Raffle Supplies
$0 

1
Roll of blue tickets for raffle prize drawing
 

1
Roll of red tickets for 50/50 drawing
 

 

 

Bingo Equipment
 

1
Equipment Rental
$0 

 

 

Ticket Printing
 

250
Admission Tickets - Paper & Ink
$20.00 

 

 

Misc. Supplies
 

 
Tape
$5.00 

 
Garbage Bags
$15.00 

 
Markers
$3.00 

 
Paper
$15.00 

 

 

Total Expenses
$1,746.00 

 

 

Donations

$435.00 

Return of Appropriation
$1,800.00 

Return to Chapter as profit                                                                                 
$1,000.00 

Total Expenses
$4,981.00 

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

8/09/04-Chairperson selected.

8/11/04-First 7 Steps of CPG presented to Board for approval.

8/11/04-First 7 Steps of CPG presented to membership for approval.

8/11/04-Contact Elks for open date for facility.

8/11/04-Contact Longeberger rep to ensure her availability

8/25/04-Place order with Longeberger rep 

8/25/04-Print admission tickets to be distributed at next meeting. 

            8/30/04-Purchase Bingo papers & daubers

            9/20/04-Purchase extra supplies for event.  (markers, garbage bags, etc.)


9/20/04-Separate and Mark Bingo Papers

           11/24/04-Set up Bingo equipment and room layout. 

           11/24/04-Final 3 steps presented for approval

8.  Record any revision of the original plan.

09/13/04 – Sent ad in to local paper to place event on community calendar.

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

· Move the event to another time of year.  (Winter)

· Keep in contact with members about ticket sales. 

· Encourage members to sell tickets and state the importance of their participation in the ticket sales. 

· Know where you are with ticket sales at all times during the selling period.

· Extend sales period so there is more time to sell the tickets.

· Advertise more than once in the local newspaper. 

· Advertise, Advertise, and Advertise.   With the extended sales period, you will have the opportunity to advertise more.  

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 raise $1000 for the chapter

Result: Did not raise any money for the chapter.  Total cost to chapter was $515.  (Did Not Achieve)

Goal 2: To involve at least 10 Jaycees.

Result: 10 Jaycees were present (Achieved)

Goal 3: To collect donations from 10 local businesses to give away as door 

  Prizes.

Result: Collected donations from 15 local businesses (Achieved)

Goal 4: To recruit 1 new member.

Result: Recruited one new member. (Achieved)

Goal 5: To give away $1800 worth of merchandise as prizes

Result: Gave away $1800 worth of merchandise as prizes. (Achieved)

Goal 6: To sell 200 admission tickets

Result: Sold 60 tickets.  (Did Not Achieve)

Individual:  

This project taught me as a first time chairperson, that I was able to put together an event with very little problems and I can be organized and prepared.  Although it did not meet all of its goals, I personally learned a lot about running a project.

Chapter: 

This project offered the opportunity for the chapter to make some money to place into our general fund.  Although the timing for the project was off and we were unable to sell all the tickets at this time, the potential for the chapter to see a profit off of this project still exists

Community:  

This project offered the community the opportunity to get out of the house on a Sunday afternoon with their friends and play BINGA.  It offered the opportunity to socialize, have a good time, and possibly win some nice prizes.

Actual Budget 2004 BINGA 

 
Description
Estimated Income
Actual Income

Income
Appropriation from Chapter
$                                 1,800.00 
 $                  1,285.00 

 
200 Admission Tickets
$                                 2,000.00 
 $                     600.00 

 
Raffle Tickets
$                                    200.00 
 $                     149.00 

 
50/50 Tickets
$                                    200.00 
 $                      90.00 

 
Extra Single Game Cards
$                                      60.00 
 $                     293.50 

 
Extra Game Packs
$                                    250.00 
 $                     273.50 

 
Change
$
 $                     200.00 

 
Desserts
$
 $                      61.00 

 
Dauber Sales
$                                      36.00 
 $                      20.00 

 
Total Income
$                                  4,546.00 
 $                  2,972.00 

 


 

Donated Items

 

 
5 McDonald’s Value Meals
$                                       25.00 
 $                      25.00 

 
Building
$                                     200.00 
 $                     200.00 

 
RaffleTickets
$                                        0.00 
 $                      20.00 

 
Bingo Equipment
$                                     100.00 
 $                     100.00 

 
Card Stock Paper
$                                       25.00 
 $                      25.00 

 
Printer Ink
$                                       65.00 
 $                      65.00 

 
Other Raffle Prizes

 $                     300.00 

 
Total Donations
$                                     435.00 
 $                     735.00 

Total Income
$4,981.00 
 $                  3,707.00 

Expenses

Qty
Item Description
Proposed
Actual

Bingo Supplies
 
 

1
300 book packs  6 cards per sheet 20 cards w/different colors  
$91.90 
$91.90 

1
600 packs of  3 cards per sheet 3 different colors
$22.95 
$22.95 

36
Daubers
$23.15 
$23.15 

 

 
 

Longaberger Baskets
$1,100.00 
$1,199.00 

13
Baskets & Pottery for regular games
 
 

1
Basket for coverall 
 
 

4
Baskets for intermission
 
 

 

 
 

Other Gifts

 
 

1
BBQ Grill
$150.00 
$250.00 

1
Tool set of some kind
$100.00 
$100.00 

 
Misc.
$200.00 
$0.00 

 

 
 

Raffle Supplies
$0 
$0 

1
Roll of blue tickets for raffle prize drawing
 
 

1
Roll of red tickets for 50/50 drawing
 
 

 

 
 

Bingo Equipment
 
 

1
Equipment Rental
$0 
$0 

 

 
 

Ticket Printing
 
 

250
Admission Tickets - Paper & Ink
$20.00 
$0.00 

 

 
 

Misc. Supplies
 
 

 
Tape
$5.00 
$0.00 

 
Garbage Bags
$15.00 
$0.00 

 
Markers
$3.00 
$0.00 

 
Paper
$15.00 
$0.00 

 

 
 

Total Expenses
$1,746.00 
$1,687.00 

 

 
 

Donations

$435.00 
 $                   735.00 

Return of Appropriation
$1,800.00 
 $                1,285.00 

Return to Chapter as profit                                                                                 
$1,000.00 
 $                           -   

Total Expenses
$4,981.00 
$3,707.00 

