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PLANNING

1.  Primary Purpose (What Is The One Reason You Want To Successfully Run This Project?)

To provide a forum and opportunity for professional business skills development & growth through arranging speakers to speak on topics of business interest.

State very concisely what the one objective of the project is.  Any explanation of what the project is should be included in #2 below.  The purpose should relate somehow to ID’s “single project category:”  Member Development (Leadership Development or Life Improvement)

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.

Describe what will actually take place during the project (Example:   The chapter will sell doughnuts at $2 per dozen to raise money for the chapter treasury.)  

Then, include the background information.  A suggested format might be:  In the Chapter Plan of the Year for 97-98, the need for ____ was identified.  If you need a copy of the needs assessment from the plan of the year, I can provide it to you.

Goals for the project should be specific and measurable to aid in later evaluation.  Specific and measurable can be guaranteed by answering the who, what, where, when questions (i.e., Have 35 members participate in the project, Raise $200, Hike five miles in four hours, etc.).  

 . The Business Socials 2000 will concentrate on topics for an audience not necessarily looking for a job somewhere else- we hope to differentiate the audience from the networking socials by doing this. Speakers will cover topics such as changes in the tax code, basic accounting for business, business etiquette, internet marketing, English for business, and insurance options

The first meeting will be held on January 13, 2000, Thursday, @ 7:00pm. This event will be a monthly event to be held the 2nd Thursday of each month through December 31, 2000.


7:00 – 7:30pm
Business Networking


7:30 – 9:00pm
Speaker to be followed by Q & A

	Goal #1
	Have 17 People Attend

	Goal #2
	Have 3 Non-Jaycees Attend out of the 17

	Goal #3
	Have at least 3 speakers that are prospective Jaycees and experts in their field


3. What Are The Specific Manpower Assignments? (Show Names And Duties)

Update Director name and Chairperson name, and add to/delete from this list as necessary.  The purpose of this question is to ensure the chairperson has thoroughly considered all people who will play a role in this project, and what role they will play.

	Jim L.
President, Alexandria Jaycees


	Jim oversees all projects conducted by the chapter.



	TBD
Vice President, Individual Development

(   )


	Oversees all projects in the Individual Development portfolio.  In addition, provides any additional support where needed.



	Sharon L.
Program Manager 

Tom C. 
Program Manager 


	The Director, ensures that the project chairperson receives the CPG packet, provides training as needed, communicates with the chairperson on the progress of the event periodically, and for provides feedback to the VP.

	TBD

Chairperson

Phone

Address


	The project chairperson plans the project, promotes the event, writes newsletter articles, and arranges the logistics for the event.



	Richard M.
Hotline Coordinator


	Richard updates the Alexandria Jaycee hotline on a regular basis.

	Patty L.
Public Relations VP
Phone

Address

e-mail

	Patty accepts Alexandria Jaycee Newsletter articles and ensures their publication in the monthly newsletter.

	Annette B.
Alexandria Jaycee Web Site Manager

address

e-mail

	Annette maintains the Alexandria Jaycee web site, and the Listserv that allow for accomplishing project publicity over “the net.”.


4.  What Specific Materials, Supplies And Resources Will Be Required?

Update and add to as necessary.  Completion of this section ensures that the chairperson has considered all “stuff” needed to propose, promote, run, and complete this project.

	What  
	Who
	When Needed

	Facility and/or Directions.
	
	

	Location and Directions
	Tom C. 
	  One week prior to event

	Map to location
	
	

	
	
	

	Entertainment
	
	

	(Not applicable)
	
	

	
	
	

	Communications
	
	

	CPG
	Sharon L. 
	Date December 13, 1999



	Flyers
	Sharon L. 
	Chapter meetings, other chapter events. – December 31, 2000



	Newsletter Articles
	Tom C.  or chair
	Date by the 15th of each month prior to event



	Postcard Announcements
	Tom C. 
	Date by deadline



	
	
	

	Personnel
	
	

	Preliminary Interest Sign-Up Sheet
	Tom C. 
	Before any Chapter get-together

	Project sign-in sheet
	Sharon L. 
	At the actual event

	
	
	

	Miscellaneous Supplies
	
	

	As needed by speaker
	Speaker
	Day of the event:

2nd Thursday of each month starting January 13, 2000



	
	
	


5.  Describe The Potential Problems And Solutions To Successfully Complete This Project.

	Problem 1 :
	Not enough interest

	Solution 1:
	Distribute fliers at Chapter Meetings & announce during portfolio report.  Send around a sign up sheet for an initial interest count. Put event on postcard, website and listserv.  Call members to invite them! 

	
	

	Problem 2:
	Speakers aren’t interesting

	Solution 2:
	Survey fellow Jaycees for topics of interest

	
	

	Problem 3:
	Event lasts too long; people don’t network.

	Solution 3:
	Networking starts promptly at 7, central location holds business cards.  Hold match the card with the member game to encourage networking.  Speaker starts promptly at 7:30, and event ends at 9.



	Problem 4:
	Location doesn’t want to have us due to complaints about cost of parking, and Jaycees walking out on checks.

	Solution 4:
	Talk to management about parking and find compromise, so that paying customers with certain amount paid on bill receive parking voucher.  Encourage restaurant to run a cash bar, with no tabs.




6. Complete A Proposed Budget Indicating All Anticipated Income And Expenses.

$15.00 per month for plaques, etc for our guest speakers. = $180.00

7. 7.  List The Specific Steps To Bring This Project To A Successful Completion Showing Planned Dates For Each Step.

Update with dates and add to as needed.  This section ensures that the chairperson has a good idea of what needs to happen and when.

	Date
	Action

	
	

	10/30/99
	Agreed to run project.



	12/12/99
	Write Preliminary CPG



	12/13/99
	Present CPG at Board Of Directors Meeting.



	Each month prior
	Promote and distribute fliers at the Chapter Meeting.. Circulate preliminary interest sheet.



	2 months prior
	Submit newsletter article & postcard announcement form at Board of Directors meeting.



	At meeting prior
	Promote and distribute fliers at the Chapter Meeting. Circulate preliminary interest sheet..



	One week prior
	Submit Hotline Announcement Request.



	Two days prior
	Call all those who signed up for preliminary interest to update their attendance intentions.  Call several new members to invite them.



	2nd Thursday each month
	Conduct event.



	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	January 2001
	Present final CPG at Board Of Directors




These final three questions are answered as part of the final CPG, due, in most cases, at the first Board of directors meeting after the project is complete.  Do NOT include this page with the preliminary CPG.

Question 8:  Record any revision of the original plan.  My co-chair, Tom C., dropped off in the summer, and I ended up running the project by myself.  There were a few months when we didn’t have speakers, and so the project was not held during those months.

Here, you can include any significant changes.  The change from the Washington metro area is one example.  CPGs that win at the state level also include a date the change was made.

Question 9: What Changes or recommendations do you have for a future chairman?  Go for quality, not quantity.  Perhaps try to run it six times a year, as opposed to 11.  Either end this project, or the networking socials.  There is too much competition and confusion when they both occur each month.  When planning topics, it’s nice to have ideas of topics, but it can be difficult to match up qualified speakers.  Line up the speakers, and then try to get the interesting topics.

I don't think there's any specific tip for completing this question.  You can say as much or as little as you want.

Question 10: Give specific and measurable results for each goal established.  Describe the impact of this project on the chapter, individual members, and the community.

The first part of this is easy. Simply comment on whether or not you hit your measurable goal.  For example:

	Goal #1
	Met.  We generally had 15 to 25 people in attendance for each business social.

	Goal #2
	Hard to measure.  Some months were more fruitful than others for outsiders.  Increased publicity outside of chapter means could increase this number.  Website was helpful in getting outside folks interested, but they didn’t always end up attending.

	Goal #3
	Not met.  Had one speaker from NVCC who was a potential member.


This project was beneficial to the chapter by providing valuable information, pertinent to the members-at-large.  The individual members seemed to enjoy it, but I got the impression some folks just showed up to show support, and have something to do.  I would have liked to see different faces that came out of genuine interest.  Not sure how it impacted the community outside of providing increased revenue to the parking garage and restaurant once a month.  Who knows?  Maybe without this project, Café Calliope would have had to close its doors!

