Chairman’s Planning Guide

Charleston Jaycees

Project:   Eastern Illinois University Homecoming Parade 10/15/05 at  9:30 A.M.
1. What is the primary purpose of this project? 

The primary purpose of this project is to promote the chapter and advertise the Haunted House.

2. 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 will participate in the EIU Home coming Parade on Oct. 15, 2005 at 9:30am.  The chapter will have a float in the parade advertising the Haunted House and  will walk and pass out Haunted House Fliers to parade watchers.  The chapter has done this event every year to advertise the upcoming Haunted House.

This project falls under our Management Area of Opportunity in the chapter plan.(Public Relations) 

Goals:

1.
To enter a float in the Homecoming Parade.

2.
Involve 10 Jaycees.

3.
To distribute 2000 fliers to the community about the Charleston Jaycees and Haunted Fairgrounds.


3. What are the specific manpower assignments?

A.  President




Krista Taylor








        Old State Rd








Charleston, IL 61920








217-348-9316

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.


B. Officer in Charge




Chris White







 667 Eastgate 






Charleston, IL 61920







217-348-5357

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.       

C.  Project 
Chairman



Gara Sims








   Madison Ave








Charleston, IL 61920








217-34 -



Duties:


1.To complete the Chairman’s Planning Guide.


2.To coordinate and promote the project


3.Purchase candy for distribution during parade.

4.To register the Jaycees float in the parade

5.To secure a truck and trailer for the parade.


6.To make and copy the fliers for distribution during the parade.

7.To write the CPG

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

Materials needed



Source

Paper


Have


Chapter 

Copies


Have


Chapter

Paper Cutter

Donated

Bridges

Truck


Donated

Mark Austin

Trailer


Donated

Mark Austin

Signs


Inventory

Haunted House Supplies

Costumes

Donated

Jaycees

Candy


Purchased

Walmart

Manpower

Donated

Jaycees

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

      complete each project.

      Problem #1:  
Lack of participation from the chapter.

      Solution:  
Announcements will be made at each Jaycee meeting, sign up sheet will be sent around at meeting, and committee team will call members.

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

Income

Donated Items:


Paper Cutter


       25.00


Costumes (4@$50.00 each) 
     200.00


Truck rental


     150.00


Trailer
rental


     100.00 

Copies (1000 @ $.05/copy)
        50.00

Paper (2 @ 5.49/reem of 500)
        11.00

Value of Donated Items

   $536.00



Appropriation from Chapter

for Candy


     100.00

Total Income




$     636.00
Expenses

Value Donated Items:

      536.00


Candy(10 bags@7.00 each)
      100.00
Total Expenses




$     636.00
7.    List the specific steps to bring this project to a successful completion showing

 planned dates for each planned action.


Date



Action
 
9/17/05

Chairman recruited.


9/17/05

Committee recruited.

9/17/05
Meet with committee to complete first 7 steps of the CPG.


9/28/05

Present first 7 steps of CPG to Board for approval.


9/20/05

Turn in parade registration

10/12/05

Remind everyone about parade, dressing up, pass around 

sign up sheet at the meeting.

10/13/05

Purchase candy at Walmart for parade

10/14/05

Call Mark and remind him about using the trailer

10/15/05
Meet at What’s Cookin’ 7am to eat breakfast

10/16/05
Participate in parade at 9:30 a.m. 

12/14/05
Present final steps of CPG to Board of Directors for approval.

8.
Record any revision of the original plan.

      10/10/05
Made a more interesting float than just signs and monsters and wrote a  

separate cpg for it.  

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

Recommendation: 
Bring ponchos in case of rain, the parade does go on.

Recommendation:
Have chairs available for monsters to sit on while riding on the trailer.

Recommendation:  
Make the smaller fliers with 4 to a page again they worked out well.

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 enter a float in the Homecoming Parade.

Result:
We entered one float in the parade.

Goal #2:
Involve 10 Jaycees.

Result:
We had      Jaycees in the parade, and        non-Jaycees in the parade.

Goal #3:
To distribute 2000 fliers to the community about the Charleston Jaycees and Haunted Fairgrounds.


Result:

We copied and distributed more than 2000 fliers during the parade.

  
Chapter:

The chapter got a lot of PR by running this project.  Many of the people attending the parade were very interested in our fliers.  We also had a great article in the newspaper as a follow up.

Individual:

Helped boost the confidence of members involved in the parade.  Many heard great comments regarding our Haunted House and about Jaycees in general.   Also gave them an opportunity to express themselves by dressing in costume.

Community:

Residents of Charleston and visitors got to experience a Halloween float that helped to get them excited about the upcoming Holiday 

Budget






Proposed


Actual

Income

Income

Appropriation from Chapter

for Candy


    
     100.00


99.99





Donated Items:


Paper Cutter


       25.00


  25.00


Costumes (4@$50.00 each) 
     200.00


200.00


Truck rental


     150.00


150.00


Trailer
rental


     100.00 


100.00

Copies (1000 @ $.05/copy)
        50.00


  50.00

Paper (2 @ 5.49/reem of 500)
        11.00


  11.00

Value of Donated Items

   $536.00

          $536.00



Total Income


$     636.00


$635.99

Expenses

Value Donated Items:

      536.00


536.00

Candy(10 bags@7.00 each)
      100.00


99.99

Total Expenses


$     636.00


$635.99

