Chairman’s Planning Guide


Project: Chamber of Commerce Taste of Charleston





1.	Primary purpose:


The primary purpose of this project is to participate in the Chamber of Commerce’s Taste of Charleston by setting up an information booth about our chapter, to develop a list of prospective members to call about joining, and to give away a free membership and 2 T-shirts.





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 will set up and man an information/membership booth at the Charleston Chamber of Commerce’s Taste of Charleston business expo.  The expo will be held on April 12, 2003 at the Charleston High School from 9am-2pm.  The Chamber will provide us with a 8ft. skirted table, and identification sign, and list the chapter’s name in an ad in the local paper.  At least one Jaycee will man the booth at all times to answer questions about the Jaycees, hand out literature, and encourage people who maybe interested in joining to sign up for a chance to win a free membership.  The current president thought this project would be a great way for the chapter to find new members, get some exposure for the chapter out in the community, and give the chapter the opportunity to network with area businesses(who could be potential sponsors).





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





Goal 1: To get the names and phone numbers of 10 perspective members.


Goal 2: To  develop an information/membership booth complete with pictures, 


 pamphlets, business cards, a display board, and membership 


applications.


Goal 3: To have a drawing to give away 2 mud volleyball shirts and 1 haunted 


 house shirt


Goal 4: To  give away a free membership


Goal 5: To have at least 20 community surveys filled out.





3.	What is the specific manpower?


A. PRESIDENT					Krista Snider


							316 Walnut Ave.


								Charleston, IL 61920


								217-348-3345


Duties:  The President’s duties are to see that the Chapter’s Goals are met and that the project meets the primary purpose.

















	B. OFFICER IN CHARGE				Ron Croy


								1490 Nursery Rd.


								Charleston, IL 61920


								217-348-1202


Duties: The Officer’s duties are to assist the chairman in any means necessary for the success of the project and to ensure the CPG is completed.





Director in Charge				Randy Snider


							316 Walnut Ave.


							Charleston, IL  61920


							217-348-3345


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





D.  PROJECT CHAIRMAN			    	Jill Moffett


							802 Madison


							Charleston, IL 61920


								217-345-0441


Duties:  The Chairman’s duties are to complete the CPG, coordinate and promote the project, and see that all project goals are met and that the project is successful in meeting the primary purpose. 





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


Materials�
Source�
Purchased by Chapter�
Donated�
Date Needed�
�
Copy paper


Copies


100 membership aps


200 tri-fold pamphlets


200 Newsletters


Up coming event fliers


�
Staples�
x�



x�
3/21/03


4/12/03


“


“


“


“�
�
Display board�
�
�
x�
4/12/03�
�
Table�
Chamber of Commerce�
�
x�
4/12/03�
�
2 Notepads�
member�
�
x�
4/12/03�
�
Awards Notebook�
chapter�
�
x�
4/12/03�
�
20 pens�
member�
�
x�
4/12/03�
�
5 plaques�
chapter�
�
x�
4/12/03�
�
1 photo album�
member�
�
x�
4/12/03�
�
1 sign�
Chamber of Commerce�
�
x�
4/12/03�
�
2 mud volleyball shirts


1 haunted house shirt�
chapter�
�
x�
4/12/03


�
�









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


Problem: No one will sign up to work the booth.


Solution :The President will be there to make sure it is manned and will call 


         members to ask them to work.





Problem: No one will stop at our booth.


Solution: We will encourage people to come to the table by giving away stuff.





Problem: People who are too young or too old will be in the drawing for free 


          membership.


Solution: Ask those who sign up to put the year they were born or age on 


         drawing slip.





Complete a proposed budget indicating all anticipated income and expenses.


  


Income	    					 Proposed		    	Actual


Appropriation from Chapter		             $ 125.00			 $ 119.00





Total  			   		             $ 125.00 			$  119.00





Donated Items 	Use of copier		$  200.00			$ 200.00


		Display board   		$    10.00			$   10.00


		Table			$      5.00			$     5.00


		Copies			$  200.00			$ 200.00


		Awards Notebook	$      5.00			$     5.00


		Pens			$      5.00			$     5.00


		Photo album w/pictures	$    25.00			$   25.00


		Plaques		$  100.00			$ 100.00


		3 T-shirts		$    30.00			$   30.00


Total Donations				$ 580.00			$ 580.00


Total Income				       	$ 705.00			$699 .00


Expenses


Value of Donated items				$ 580.00			$ 580.00





Expenses		Registration fee		$    50.00			$   50.00


			Copy paper		$    20.00			$   14.00


			Free Membership	$    55.00			$   55.00


Total Expenses					$    125.00			$  119.00





Total Expenses				$705.00			$699.00





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


2/26/03-Chairperson selected.


3/03/03-Mailed registration and check to Chamber in order to meet deadline


3/10/03-First 7 Steps of CPG presented to Board for approval.


3/10/03-First 7 Steps of CPG presented to membership for approval.


3/21/03-Purchase copy paper


3/25/03-Make copies of info to be displayed on table


3/26/03-Collect photos of past events and place in photo album


3/26/03-Collect regional, state, and national award certificates to display


3/27/03-Collect plaques awarded to chapter to display


3/28/03-Pick up membership booth and display board from MDVP


3/28/03-Acquire pens and notebooks


4/11/03-Collect all materials to be displayed and put in card


4/12/03-Set up and man booth at Taste of Charleston


4/16/03-Call winners of drawings.


4/17/03-Deliver prizes to winners


4/24/03-Swear in new member


4/24/03-Final 3 steps presented to board and membership for approval





Record any revision of the original plan.


4/23/03-Called winners of drawings and delivered prizes





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


-Have more than one person present at the expo to help talk to people.


-Do not run two projects on same day.





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 get the names and phone numbers of 10 perspective members.


Result: 21 people signed up for our drawings, 10 people of Jaycee age (Achieved)





Goal 2: To  develop an information/membership booth complete with pictures, pamphlets, business cards, a display board, and membership applications.


Results: Booth was set up to specifications listed. (Achieved)





Goal 3: To have a drawing to give away 2 mud volleyball shirts and 1 haunted house shirt


Results: We gave a shirt to Pat Sparks and V. Richard of Charleston and Nick Sanders of Mattoon.(Achieved)





Goal 4: To  give away a free membership


Result: Gave a free membership to Michelle Drew of Charleston.





Goal 5: To have at least 20 community surveys filled out.


Results: 22 Surveys were filled out and returned to us.








Individual: This project gave members the opportunity to practice recruiting skills, test their knowledge about the Jaycees, and develop their communication skills.





Chapter: This project helped the chapter the opportunity to expose the Jaycees to the community and find possible new members.





Community: This project offered the community the opportunity to meet the Jaycees and find out what they are all about and to voice their opinion on what our community needs are.


