Chairman’s Planning Guide

Project: Haunted Fairgrounds 2004


1.
Primary purpose:

The primary purpose of the Haunted Fairgrounds is to raise funds for the 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 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 21 from 6 - 8pm; we will have the lights on for kids the first hour. We will also be open on October 22, 23,28,29,30, and 31 from 7 - 11pm.Cost will be $ 5.00 for adults and $3.00 for kids 12 and under.

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

Goal 1: To have haunted house open by October 21 at 6pm. 

Goal 2: To involve at least 25 Jaycees and 5 non-Jaycees.

Goal 3: To get 25 sponsors to donate money or supplies for rooms.

Goal 4: To put 2200 victims through the Haunted House.

Goal 5: To raise $6800.00 for the chapter.

Goal 6: To recruit 3 new members.

Goal 7: To increase advertising by passing out 2000 fliers.

3.
What is the specific manpower?

A. PRESIDENT




Jill Holderfield 








102 West 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 1400 N









Charleston, IL 61920









217-348-0537

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


D. PROJECT CHAIRMAN



Mark Wilson 









1326 Monroe 









Charleston, IL 61920









217-348-6278

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.

E. SUB-CHAIRMAN



Krista Snider








316 Walnut








Charleston, IL 61920








217-348-3345

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




Randy Snider 








316 Walnut








Charleston, IL 61920








217-348-3345

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 of fix any other problems while the Haunted House is running.

G.  SUB-CHAIRMAN



Jeff VanTassel










1637 E. CO. Rd 1400 N









Charleston, IL 61920








 217-348-0537

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

    

Gara Sims








909 Edgar








Mattoon, IL 61938









217-234-6718

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?

	Quantity
	Materials
	Date Needed
	Purchased
	Donated

	2000
	fliers
	10/01/04
	X
	

	1
	Building
	10/01/04
	
	X

	15
	Fire Extinguishers serviced
	10/15/04
	X
	

	20-30
	2x4 8’long
	09/12/04
	X
	

	75 
	Celtex
	09/12/04
	X
	

	10 lb
	Nails, Screws, Bolts
	09/12/04
	X
	


	40 rolls
	Duct Tape
	09/12/04
	X
	

	3 boxes
	Bisquen
	09/15/04
	X
	

	30
	T-Shirts
	10/18/04
	X
	

	10
	Room Supplies
	10/01/04
	X
	

	7 nights
	Food
	21,22,23,28,29,30,31
	X
	

	
	Electricity
	09/12/04
	
	X


	30
	Sponsor clings
	10/18/04
	X
	X

	30
	Poster Board
	10/18/04
	
	X

	5 Gallons
	Paint
	09/12/04
	X
	

	
	Newspaper articles
	09/12/04
	X
	

	1
	Membership Booth
	10/21/04
	
	X

	
	Water/soda
	10/21/04
	
	X


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

Problem: We will not have enough people for construction. 

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

Problem: Not enough people to fill rooms.

Solution: We will ask other Chapters who do not have a Haunted House to help/or ask for outside help. Also ask Greek organizations to help.

Problem: Not ready by October 21st.

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 walls and rooms.

Solution: We will make repairs before, during, and after the running of the house.

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 or Mark W.

Problem: Paint spilled on floor.

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

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

Proposed Financial Statement

Haunted Fairgrounds 2004

Income
    



   Proposed 

Appropriation from Chapter

     $ 1700.00




Ticket Sale (2200)                                               $ 7700.00

Room Sponsors (30X50)                                     $ 1500.00  

Total                                                                    $10,900.00

Donated Items 



Building

         $ 600.00




Electricity
         $ 300.00




Sponsor Clings(15)       $ 150.00





Poster Board(30)
         $
30.00


Membership Booth       $   40.00


Water/Soda
         $ 200.00




Total Donations

         $1320.00




Total Income


                    $ 12220.00 




Expenses
Value of Donated items
                                   $1320.00


Expenses




Fliers(2000)
           $ 
  40.00




Fire Extinguisher
           $
  70.00


2X4 8’ long(20-30)         $
100.00


Celtex (75)                      $ 250.00


Nail, Screws, Bolts         $  100.00


Duck Tape(40)               $  150.00


Bisquen  
           $    75.00


T-Shirts(30)
           $
400.00


Room Supplies               $  500.00


Food (7 nights)               $  450.00


Sponsor Clings(15)         $ 150.00


Paint (5 gallons)              $   40.00


Newspaper articles          $ 500.00




Total Expenses

           $ 2825.00



Return of Appropriation
           $ 1700.00


Return to Chapter for profit          $ 6375.00
Total Expenses


                      $  12,220.00

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

Date


Action

05/15/04

Chairperson selected.

09/04/04

Committee selected.

08/25/04

Call Fair Board to approve dates.

09/08/04

First seven steps of the CPG presented to the 



Board.

09/08/03

Present first seven steps to the Membership.

09/08/03

Have sign up sheet at meeting for rooms and 



workers.

09/08/04

Committee meeting after regular meeting.

09/09/04

Call building committee to remind them about 



construction. 

09/09/04

Make flier.

09/10/04

Purchase Paper and make copies.

09/10/04

Contact last years sponsors Asking for 




sponsorship again.

09/10/04

Move trailers to fairgrounds.

09/11/04

Purchase nails, screws, bolts, etc.




Begin construction-remove and rebuild walls 



from trailer. 

09/11/04

Contact newspapers about adds.

09/13/04

Pick up any sponsorship Checks.

09/13/04

Work night - set up walls.

09/14/04

Work Night - set up, paint, repair, and secure 



walls.

09/15/04

Work Night -  work on room designs.

09/16/04

Work night - work on rooms clean up hallways.

09/20/04

Contact business about food.



09/20/04

contact more sponsors if needed.



09/20/04

Work night - set up rooms, hang plastic in 





doors and halls.



09/20-09/24

Work night - set up rooms, hang plastic in 





doors and halls. Hang up fliers around town.



09/27-10/20

Work nights.



10/09/04

Order T-Shirts.



10/09/04                   Pass out fliers at bars in costume.



10/11/04

Order sponsor clings.



10/16/04 

Homecoming Parade



10/20/04

Practice run through of house.



10/21/04

House open 6-8pm



10/22-10/23

House open 7-11pm.



10/27/04

Make any Repairs.



10/28-10/31

House open7-11pm



11/10/04

Final steps presented to Board.



11/10/04

Final steps presented to membership.

8.
Record any revision of the original plan.

10-14-04  WMCI, did not buy radio ad, too expensive, doesn't seem to 


     help attract people if you look at surveys from years past. They did do free 


     community calendar spots. 

10-14-04  Sent in Illinois Jaycees survey/registration form, almost missed deadline so 


     faxed to Cheryl-fax # 217-529-5293, in the future can be mailed or emailed if 


     done early enough, which I would suggest 

10-19-04 Times Courier 348-5734


    Rob Stroud-free ads, community calender etc. 


    Shelby Cunningham-paid ads. Ran 20th, 21st, 22nd, 23rd, 28th, 29th and 30th 


    in Charleston and Mattoon paper. 2x2 ad, 7 days, both papers=$237.50. 


    Ran two different ads, 1st 3 days ran opening night-kids night, rest of ads did 


    not have that information (not needed). 

10-19-04 The Daily Eastern News, 2x2 ad=$45/day, ran ad 21st, 22nd, 28th and 


    29th=$180. Did not advertise opening night-kids night, didn't run on sat's 


     because they don't run paper on sat's. Phone 581-2812 

10-14-04 Coles County Leader, Clyde Sims cell 549-7303 (former Jaycee President). 


    Paper runs once weekly, ran ad 21st/22nd and 28th/29th, $60/wk=$120. First 


    week ran opening night, 2nd week did not (didn't apply). 


    Someone registered on HauntedIllinois.com, not sure who or when but thanks! 
9.
What changes or recommendation do you have for the future chairman?

-Anyone who does a room must be there to help set up and tear down as much as possible -Anyone who wants a room must let chairman know in advance so we know if all rooms 

  will be filled, we don't want to be wondering at the last minute. 

-Don't ask 4-H to do concession, we made room for them and they only showed up 1 or 2 

  nights and it wasn't worth their while, haven't sold hardly anything in years past. 

-Everyone pitch in and put up more fliers in surrounding communities and EIU campus, 

  see if pumpkin patches will let us leave small fliers or put up big ones, put on cars on 

  Eastern campus or around towns, put in all dorms and greek court at Eastern, put in 

  organization mailboxes at Eastern. 

-Submit to HauntedIllinois.com 

-Submit Illinois Jaycees Registration form ASAP 

-Contact radio/tv for free community calendars 

-Need as many people as possible to participate in the "haunt" 

-Did Kids night, think how it can be improved, different night/time etc. 

-Different colored tickets for adults vs. kids, need better way to keep track of victims and 

  how much money should have been collected each night 

-Put maze in different position, but still at end. 

-Try to get everyone who goes through to fill out survey 

-Chairman needs to review surveys to see how to better things for the next year 

-Do beginning and ending CPG as soon as start thinking about haunted house and as soon 

  as it is over! 
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 have haunted house open by October 21 at 6pm. 

Result: Opened on Oct. 21 at 6pm(Achieved)

Goal 2: To involve at least 25 Jaycees and 5 non-Jaycees.

Result: We had 27 Jaycees and 8 non-Jaycees on average per night.

Goal 3: To get 25 sponsors to donate money or supplies for rooms.

Result: We had approx. 30 sponsors. (Achieved)

Goal 4: To put 2200 victims through the Haunted House.

Result: We put 2378 people through this year. A new record! (Achieved)

Goal 5: To raise $6800.00 for the chapter.

Result: We raised $ 11,853.88 for the Chapter. (Achieved)

Goal 6: To recruit 3 new members.

Result:  We recruited 3 new members-Mike Copsy, Rachel Ashby, and 


   Craig S. (Achieved)

Goal 7: To increase advertising by passing out 2000 fliers.

Result: We passed out 3000 fliers. (Achieved)

Chapter: We raised over eleven thousand dollars for our Chapter’s general fund and had the opportunity to advertise our Chapter in the community on a continuous basis for over a week. We also recruited 3 new outstanding members.

Individual Member: This projects uses several building, design, and organizational skills of those involved.    It offers the individual the opportunity to express his/her own creative talents.


Community: The community was offered a form of nightly entertainment 


as the result of this project and will benefit from the money we raised, in 


that we will return a majority of it back to the community.

Financial Statement

Haunted Fairgrounds 2004

Income
    



   Proposed  

Actual

Appropriation from Chapter

     $ 1700.00
            $1828.12





Ticket Sale (2200)                                               $ 7700.00




Thurs. 10-21



              $  200.00



Fri. 10-22




$1493.00



Sat. 10-23




$2155.00



Thurs. 10-28




$1488.00



Fri. 10-29



    
$2893.00



Sat. 10-30




$2464.00



Sun.  10-31




$1829.00



Total(2738)



           $12,522.00

Room Sponsors (30X50)                                     $ 1500.00  

$1090.00

Total                                                                    $10,900.00

$15,440.12

Donated Items 



Building

         $ 600.00



$600.00




Electricity
         $ 300.00



$300.00


Sponsor Clings(15)       $ 150.00



$150.00


Poster Board(30)
         $
30.00



$  30.00


Membership Booth       $   40.00



$  40.00


Water/Soda
         $ 200.00



$200.00


2x4s

   




$200.00  

     
Fire Extinguisher
          



              $  70.00




Celtex (75)                    




$250.00


Nail, Screws, Bolts         




$100.00


Duck Tape(40)               




$150.00


Paint (5 gallons)             




$  40.00


Total Donations

            $1320.00



$2130.00



Total Income

       $ 12220.00 
                     
            $17,570.12


Expenses
Value of Donated items
           $1320.00



$2060.00

Expenses




Fliers(2000)
           $   40.00



$    0.00



Fire Extinguisher
           $
   70.00



$    0.00


2X4 8’ long(20-30)        $  100.00



$    0.00


Bisquen  
           $    75.00



$  90.00


T-Shirts(30)
           $
400.00



$634.00


Room Supplies               $  500.00



$366.05   


Food (7 nights)               $  450.00



$260.57


Sponsor Clings(15)         $ 150.00



$    0.00




Celtex (75)                      $ 250.00



$    0.00


Nail, Screws, Bolts         $ 100.00



$    0.00


Duck Tape(40)                $ 150.00



$    0.00


Advertising
            $ 500.00   


$477.50


Paint (5 gallons)              $   40.00



$    0.00

Total Expenses
         $ 2825.00
                                     $1828.12

Return of Appropriation
           $ 1700.00

  
             $1828.12


Return to Chapter for profit          $ 6375.00


          $11,853.88
Total Expenses

         $  12,220.00

          $17,570.12
