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Alexandria Jaycees

Chairman’s Planning Guide
	Chapter Name and Number:
	Alexandria, #2

	State Name and Number:
	Virginia,    #45

	Project Name:
	Holiday Party 

	Project Chair and Contact Info:
	Sharon S.


	CPG Category and Supervisor:
	Membership/Activation


PLANNING

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

The purpose of having a Holiday Party is to offer a chance for the membership to come together to celebrate the holiday season, while offering them the chance to donate toys and food items to be given to a local charity, such as Hopkins House or Carpenter’s Shelter.  This year’s holiday party will feature a cookie exchange---a great way for people to leave with something even better than they arrived with!

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 Holiday Party will be held on December 9 from 2-5:30 p.m., to not compete with the plethora of other holiday parties throughout the holiday season.  It will be held in the Summerwalk condo building’s party room.  While celebrating the holiday season with friends, we will also be collecting toys and non-perishable foods to be donated. 

This project will require attendees to bring at least 3 dozen homemade cookies to the party.  It is optional for them to bring an item to donate to Hopkins House.  At the party, light snacks will be available, and at a designated time, everyone will be invited to come and get their cookies! They will be supplied with little baggies to put the cookies in, and will bring them home in the container, or on the plate that they brought their original cookies in.

	Goal #1
	To have 15 Jaycee members attend, to include at least 3 new members (members > six months).

	Goal #2
	To have at least 2 Jaycees from other chapters attend.



	Goal #3
	To collect 5 toys and 5 items of food to donate.  


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

	Project Chairperson:

Sharon S. 
	The chairperson plans and executes the event, while keeping the board of directors informed about expenses.  They make sure the event has been advertised, food and beverage is purchased and taken to the location, sets up the room and generally makes sure the attendees are having a good time

	Ty W.
	Book party room at Summerwalk

	Lea Anne C.
President, Alexandria Jaycees
	Lea Anne oversees all projects conducted by the chapter.



	Cathy L.
Vice President, Management


	Cathy oversees the website.  




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.

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

	Location and Directions
	 Chair
	ASAP – Put on list serv and website 

	Entertainment (if applicable)
	
	

	Music and games
	Chair 
	Day of event 

	Communications
	
	

	CPG
	Chair
	October 8



	Flyers
	Chair
	All Jaycees events



	Newsletter Articles
	Chair
	By November 20



	Hotline
	Chair
	Mention if room 

	Personnel
	
	

	Project sign-in sheet
	Chair
	Date of Event

	Publicizing to other chapters
	Laura Murphy


	October and November

	Miscellaneous Supplies
	
	

	Non-alcoholic drinks
	Chapter
	Date of Event

	Spiked cider and egg nog
	Chapter
	

	Light snacks
	Chapter
	

	Baggies, and paper plates for collecting cookies
	Chapter
	

	Cookies
	Attendees
	


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

	Problem 1 :
	 Smaller turnout of Jaycee members than expected

	Solution 1:
	Continue to have fun with smaller group

	Problem 2:
	Weather

	Solution 2:
	Cancellation of event if unsafe for members to travel



	Problem 3:
	We have cookies left over, and everyone’s on a diet.

	Solution 3:
	Collect them and bring them to the Christmas tree lot the next day for volunteers to enjoy.


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

	INCOME:
	PROJECTED
	ACTUAL

	Appropriation from chapter:
	$150.00
	25.00

	Total:
	$150.00
	-

	EXPENSES:
	
	

	Food and beverages: egg nog, cider, bourbon, sodas, chips and light snacks
	$75.00
	107.82

	Supplies: music w/speakers, baggies, paper plates, cups, napkins, sign in sheet, box for collecting Hopkins House items
	$25.00
	0.00

	Party Site rental
	$50.00
	25.00

	Total:
	$150.00
	132.82


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

	Date
	Action

	10/8/07
	Get CPG approved 

	11/20
	Submit information for newsletter

	Oct. & Nov.
	Publicize event to other chapters, via Laura Murphy

	11/26/07
	Publicize event at chapter meeting

	12/8/07
	Do shopping for event

	12/9/07
	Prep beverages and set up for party; Host event from 2-5:30

	12/9/07
	Take leftover cookies to tree lot

	1/2008
	Do final CPG for event


IMPLEMENTATION AND EVALUATION

8.
Record any revision of the original plan.

How this question is answered is up to the individual.  Here are some suggestions that you might like to follow:

1.  Keep a chronological account (a journal) of the activities for the project.  Record every revision to your original plan as a special input.  In other words, review question #7 and account for any unplanned activities that played into the project.

2.  Keep a list of actual contacts with names, titles, addresses, etc. and place this in a separate section of question #8 of this CPG, so that future project chairs can start their planning with your contact/resource list.

3.  Keep an account as members (not previously planned) join the committee and the responsibilities that they take on.  This is an area often forgotten and can be very important to the future of the project.

These are suggestions for a format style which could be better than just a chronological listing of unplanned events that took place.  This question will not look anything like question #7.  They are only asking you to record any revisions—they are expecting this to show actual dates of activities.  Most projects, no matter how well planned, are usually running late or waiting for others to report, etc.

Date
Description of revision
N/A
Laura W., a life member, ended up booking the party room for us instead of Ty W.  Ty still was a big help on holiday party day with getting things set up.

We did not end up taking cookies over to the tree lot.  By the time the event was over, the tree lot volunteers had left for the evening.   I wasn’t back in Alexandria again until December 17, when they weren’t going to be as fresh or desirable.

Materials/supplies not planned for:

Refer to your answer to questions #4 and #6 and make sure you include here any items that weren’t planned for but were actually used for the project. Put approximate value for donated items, actual value for purchased items.

Materials/Supplies
Resource/Contact Address/Phone
Actual Purchase/Donated Value

	Paper products
	Chapter storage unit
	$25.00

	Decorations
	Chapter storage unit
	25.00


Additional committee members that were used to make this project a success: 

List people here who joined your committee after you completed question # 3, and any duties that changed from those described in question #3. Put down the date new people joined the committee and why they joined. Put those dates in your question #8 timeline as changes also.

Committee Member

Name
Dave S.



Address
----
Phone
---
Duties:
did shopping for holiday party, helped set up for party, set up music for party

Committee Member
Name
Laura W.


Address


Phone


Duties:
Booked party room, helped set up for party, helped clean up from party

Committee Member

Name
Bill and Kristie K.


Address


Phone


Duties:
Helped by decorating party room

Committee Member

Name
Amy T.
Address


Phone


Duties:
Helped with providing supplies from chapter’s storage unit, and coordinating with shopping tour chair to share supplies.

Committee Member

Name
Christine F. and Kathleen S.
Address


Phone


Duties:
Helped in cleaning up from party.

9.
What changes or recommendations do you have for a future chairman?  Don’t bother with collecting for Hopkins House, if you’re already asking people to bring something in the first place.  It’s burdensome.  Charge maybe $2 cover charge for members, and $5 cover charge for non-members.   This can be used as seed money for other parties.  Encourage members to make their own cookies---there were a lot of store-bought cookies on the table.  Perhaps, in weeks leading up to cookie exchange, post different cookie recipes on the listserve to inspire people.

Take this opportunity to discuss the good, the bad and the ugly . . . Remember that every project has many sides to it.  Running projects and completing the paperwork is not just a waste of time, but an opportunity for growth and development of leadership skills. Future project chairs will be able to use your planning guide to help them run a successful project. Help them learn from your successes and your mistakes.

10.
Give specific and measurable results for each goal established. Describe the impact of this project on the chapter, individual members and the community. Evaluate your primary purpose.

Restate your primary purpose and describe just how well the project met it. Then restate each of your goals and evaluate them here.  You can just copy, then paste your primary purpose, and goals from questions #2 here, then add a result line. Results can be evaluated by percentage. For example, if one goal was to have 25 people attend, and 50 actually attended, you can say you met that goal by 200%.

Primary Purpose:
The purpose of having a Holiday Party is to offer a chance for the membership to come together to celebrate the holiday season, while offering them the chance to donate toys and food items to be given to a local charity, such as Hopkins House or Carpenter’s Shelter.  This year’s holiday party will feature a cookie exchange---a great way for people to leave with something even better than they arrived with!

Result:
Everyone who came enjoyed themselves and celebrated the holiday season.   They didn’t need a chance to donate toys and food items---everywhere you go during the holiday season, someone is willing to take food and toys for the needy.   Everyone who participated in the cookie exchange took home a different variety of cookies.

Goal 1: To have at least 15 Jaycees attend, with at least 3 being members for less than 6 months.


Result:  We had 22 Jaycees attend, at least 2 of the members were new, possibly 3.  We also had 5 potential members come and enjoy themselves.

Goal 2:  To have at least 2 Jaycees from other chapters attend.


Result:  We had 1 Jaycee from another chapter attend. 


Goal 3:  To collect 5 toys and 5 items of food.


Result:   One person brought some food, and the condo building already had a canned food drive going, so I just had them contribute their food to that effort.  No one brought toys. 


Use the areas below to describe the impact that this project had on the individual, the chapter, and the community.  This is where you will show how the project was a success for the chapter, the community and you, as the chairperson, or for an individual involved in the project.  Let this area tell about the success and the benefits of the project.  There are some, or you wouldn’t have gotten this far with this project.

INDIVIDUAL:  This project allowed me to hone my skills in making spiked eggnog and spiked cider.  I enjoyed  spending time with Jaycees I don’t see that often, in a relaxed, fun environment.   It was a really great time.

CHAPTER:  I believe this project impacted the chapter by finally offering a project that didn’t involve the members having to grill anything or suffer through bad weather.   They got to attend a FREE party, that they all deserved for the hard work they’ve put into the Jaycee s throughout the year.

COMMUNITY:  This project barely impacted the community.   Someone benefited from the non-perishable food that was donated.  And the Ballston community benefited by the Jaycees who hadn’t been to the area, and maybe also did some Christmas shopping before or afterwards at Ballston mall.


Complete an Actual Financial Statement. It should include proposed and actual income and expenses.

ACTUAL FINANCIAL STATEMENT FOR HOLIDAY PARTY:

	INCOME:
	PROJECTED
	ACTUAL

	Appropriation from chapter
	$150.00
	25.00

	Party room rental reimbursement
	
	

	Total:
	$150.00
	-

	EXPENSES:
	
	

	Food and beverages: egg nog, cider, bourbon, sodas, chips and light snacks
	$75.00
	107.82

	Supplies: music w/speakers, baggies, paper plates, cups, napkins, sign in sheet, box for collecting Hopkins House items
	$25.00
	0.00 (DONATED)

	Party Site rental fees
	$50.00
	25.00

	Total:
	$150.00
	157.82


