



Chairman’s Planning Guide

Project: Governmental Speaker



1.	Primary purpose:

 The primary purpose of this project is to have State Representative Chapin Rose come and speak to the chapter about political issues that effect us personally, as well as, as a chapter.



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 Jaycees will their regular monthly meeting on March 20, 2004 at 7:30PM at the Charleston Elks Lodge in Charleston.  During the meeting State Representative Chapin Rose will speak on the political issues of 2004 followed by a short question and answer session.   



This Project falls under our Management Area in our Chapter Plan.(government involvement)



Goal 1: To run the Project at no cost to the Chapter.

            Goal 2: To involve 10 Jaycee members.

            Goal 3: To follow up with a thank-you to the speaker and a press release to local paper.

	Goal 4: To present a certificate of achievement to the speaker.



3.	What is the specific manpower?

A. PRESIDENT					Jill Moffett

		 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.  To greet the speaker.



	B. OFFICER IN CHARGE				Krista Taylor 

            983  B  Osage Rd.

								Charleston, IL 61920

								217-348-9316

Duties: The Officer’s duties are to see assist the chairman and make sure the cpg is complete and correct.



DIRECTOR IN CHARGE			Angela Austin

							6146 Snake Trail Rd.

							Charleston, IL 61920

							217-345-1365

Duties: The Director’s duties are the assist the Chairman in planning, implementing, and evaluating the project.







D. 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 write the cpg, prepare the certificate to be presented, send thank-you card, and notify the paper of the event.



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





Quantity�Materials�Date Needed�Purchased�Donated��1�Certificate�4/10/04��X��1�Speaker�4/10/04��X��1�Thank-you card�4/11/04��     X��������

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

Problem: Lack of participation from Jaycee members.

            Solution: Announcements will be made at each membership meeting.  We will phone 

    members the night before to remind them to come.

	Problem: Speaker unable to attend

	Solution: Reschedule the date of speech.



Complete a proposed budget indicating all anticipated income and expenses.



Income									Proposed

	Appropriation from the Chapter				$   0.00	

Donated Items

		Thank-you card					$    5.00	

		Certificate and frame					$    5.00	

		Speaker						$ 100.00

	Total								$110.00		

Total Income							$110.00 	

Expenses

Total Donated Items							$110.00	

	Total Expenses						$110.00	





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

          02/25/04 Present first seven steps to the membership and board.

          02/23/04 Contact Representative Rose’s Office about coming to speak.

                      03/19/04 Call members to remind them. 

                      03/19/04 Confirm date and time. 

	          03/15/04  Notify newspaper of event.

	          03/20/04 Speaker at meeting and present certificate

                      04/24/04 Present final CPG to the Board.

                      04/24/04 Present final CPG to the membership 



Record any revision of the original plan.

	          

	          03/16/04-Phoned Representative Rose to discuss possible topics to discuss.

     	          03/18/04-Sent email to local paper about speaker.

	          04/23/04-Sent press release to local paper with pictures.

	          04/23/04-Sent thank-you card to Chapin.



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

	Have prepared topics for speaker to talk about.

	Have audience write down questions as they arise to be answered during Q & A.



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 run the Project at no cost to the Chapter.

Result: (Achieved) The project cost the chapter nothing 

            Goal 2: To involve 10 Jaycee members.

	Result: (Achieved) There were    Jaycees present  

            Goal 3: To follow up with a thank-you to the speaker and an article in the local paper.

	Result:  Sent thank-you on 4/23/04 and notice to the paper on 4/23/04

	Goal 4:  To present a certificate of achievement to the speaker.

	Result:  Presented Mr. Rose with a framed certificate on 3/20/04





Individual: Each person involved with this project had the opportunity to learn more about our State government and policies.  As well as, the opportunity to discuss issues of concern with our State Representative.  As chairman I had the opportunity to work one on one with our Representative and make an important contact.



Chapter: This project gave the Chapter an opportunity to be more active in learning about our State and local government and the opportunity to interact with one of the leaders of our State.



Community: This event gave the community the opportunity to come and listen to our State Representative.







Income									Proposed	Actual

	Appropriation from the Chapter				$   0.00	$    0.00

            Donated Items

		Thank-you card					$    5.00	$    5.00

		Certificate and frame					$    5.00	$    5.00

		Speaker						$ 100.00	$100.00

		Total							$110.00	$110.00

	

Total Income							$110.00 	$110.00



Expenses

Total Donated Items							$110.00	$110.00

	Total Expenses						$110.00	$110.00




