CHAIRMAN’S PLANNING GUIDE

Alexandria Jaycees Chapter Picnic
June 7
PLANNING

1.
Primary purpose.

What is the one reason you want to successfully run this project? Be sure to write only ONE reason!

The primary purpose for this project is to allow members and families to have a picnic and socialize, and to recognize the charter anniversary of the Alexandria Jaycees.  
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.

This in an opportunity for all members and their guest to enjoy lunch and play games together at a park, while celebrating the chapter’s anniversary.  This event is a substitute for our usual “Charter Night”- it reflects programming for a smaller chapter with less resources, but just as much energy and fun as a larger chapter!  Usually the charter night planning is done by the Chairman of the Board.  In light of the resignation of our chairman of the board, this project will be a joint effort of our board members to run a successful project together for the benefit of our members.
Members will be asked to bring an item, based on what their last name starts with.  The chapter will provide drinks and pay for the facility rental- likely, we will rent a shelter at Ft. Ward Park in Alexandria (4301 W. Braddock Road in Alexandria).  Board members will take care of the grilling duties, sharing the responsibilities of putting on this event, and ensuring a successful picnic.
The goals for this project are as follows:

Make sure your goals are quantifiable, measurable.  Example:  To involve 20 Seattle Jaycees.  

A goal like “To have fun” won’t work however. How will you determine if this goal was actually met, how will you measure it? Surveys are very helpful in quantifying subjective types of goals, as well as ones that measure change, e.g. whether participant learned anything, changed their behavior, etc.

GOAL 1
To have 20 Jaycees participate

GOAL 2
To have 3 prospective members attend.  
3.
What are the specific manpower assignments?

Chapter President

Name:
Cathy L.
Duties:
Responsible for all chapter activities and oversees the smooth operation of the chapter.  

Membership Activation Vice President

Show here that there are as many people involved as possible. Jaycee involvement is a good thing! Please put addresses & phone numbers in whenever possible. Please don’t put Seattle Jaycees Headquarters address or phone number.

This should be the area Vice President.

Name:
Sharon S. 



Duties:
Responsible for planning and oversight of activities that keep our members active in the chapter, as well as activities that further the personal growth of members while ensuring that the goals of the Chapter Plan are met. 

(Even if the supervising officer (area vice president) does not have any specific duties, put them into your plan anyway, and give them some duties — promotion from the top is always nice!) Add your area director if you are giving them any duties.

Chairperson

Name
All of the board members!
E-Mail:
see roster
Duties:
Recruits the necessary volunteers.  Promotes the project to the membership through project flyers, event line announcements, newsletter articles, website and listserv.  Runs the project on the day of the event.  Saves all documentation on the project.  Completes the final CPG.  

Under Committee Members below, list out the duties that will need to be handled, even if you don’t have actual committee member names yet. This will help you plan the duties that you’ll need to recruit committee members to perform. Committee members should be Seattle Jaycees. Non-members should be listed under “Additional Manpower.”

Eventline Announcement Coordinator

Duties:
Records eventline announcement regarding event.

Webmaster

Name
Cathy L.
Duties
Maintains and edits website.  Responsible for posting projects as directed by the chairperson.

Newsletter Editor

Name
Stephanie W.
Duties
Organizes, formats, and distributes monthly chapter newsletter.  

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

(Materials, supplies, and/or resources that will be needed to accomplish this project include both donated and purchased supplies. Try  to think of everything, it will help you avoid last minute problems. To use these tables follow these guidelines: 

•Use the mouse to place an insertion point in the first cell that you want to type in. A cell is the square surrounded by dotted lines that your text fits in. Each cell has a dot that shows where your type will go.

•As long as you keep typing in a cell, text will automatically wrap when necessary (e.g. if you have a long list of supplies in the first column like the “Office Supplies” sample shown).

•Move from cell to cell in a row by pressing the TAB key.

•Add lines to a cell (like an address that you want to put on 2 or 3 lines, by pressing RETURN.

•Move to the next row down by using the down arrow key, or tab from the last cell in a row (on the right).

•There is a “Cost Reference” sheet in the forms bins at headquarters that lists costs for standard purchased and donated items that will help you plan your budget.

*Give a value for all items, both planned to purchase, and donated. Use the donated items cost sheet for help with donated items. Give it your best guess if it is an unusual item. What would it cost if you had to buy/rent/create the item?

Necessary materials and/or supplies:

Materials/Supplies                                Resource/Contact Address/Phone     When Needed

List supplies/items here
Where do you plan to get 
Always put an estimated


these supplies/materials?
value. Use our cost



reference sheet for ideas.

	CPG
	Sharon S. 
	3/08 BOD Mtg.

	Flyers, List Serv
	Board member #1 TBD
	Chapter Mtg. and Events

	Website
	Cathy L. 
	Ongoing - Add Details to Website

	Charcoal, lighter fluid, knife, spatula and fork to flip and cook meats
	Board member #2 TBD
	Prior to event

	Alcoholic and non-alcoholic beverages; lettuce, tomatoes, onions for hot dogs/hamburgers
	Board member #3 TBD
	Prior to event, or day of

	Cooler for drinks; cooler for meat; cooler for beer/wine; condiments for hotdogs/hamburgers
	Board member #4 TBD (check chapter’s storage)
	Prior to event or day of

	Tablecloths, paper plates and cutlery; trash bags, ice for coolers
	Board member #5 TBD (check chapter’s storage first!)
	Prior to event

	Dish pan w/hot water, soap to clean things
	Sharon S. 
	Day of event

	Sign in sheet
	Sharon S. 
	Day of event

	Scissors, twine, Jaycee banner
	Board member #6 TBD (should get from storage unit)
	Prior to event

	Location of Picnic
	Sharon S. 
	By 3/31

	Newsletter article
	Board member #7 TBD
	4/20


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

Potential Problem:
 Not enough food, or too much of the same kind of food.
Solution:  Split up food assignments by last name.  This effort, combined with increased efforts in gaining attendance, should ensure ample, varied food choices. 





A-E:  Desserts





F-J:  Salads





K-O: Meats (to serve 8)





P-S:  Rolls (to serve 8)





T-Z:  Chips/Snacks 
Potential Problem:  Lack of attendance.

Solution:  Use chapter communications tools: phone calling committee, newsletter, fliers, etc. to notify the membership and prospective members.  Have board members do phone tree to invite members out to picnic.

Potential problem: Board members don’t call members in phone tree.

Solution:  Offer incentive to the board member who calls the “mystery member”.

Potential problem: Poor weather.

Solution: Set up rain date, if event cannot be held.  Ensure picnic area is sheltered.

Potential Problem
Lack of attendance.

Solution
Use chapter communications tools:  phone calling committee, newsletter, fliers, etc. to notify the membership and prospective members.  Have board members do phone tree to invite members out to picnic.

Potential Problem
Board members don’t call members in phone tree.

Solution
Offer incentive to the board member who calls the “mystery member”. 
Complete a Proposed Budget indicating all anticipated income and expense.


ANTICIPATED INCOME

Appropriation from chapter
$200
TOTAL ANTICIPATED INCOME
$200.00
ACTUAL INCOME…………………………………………………$103.92
Look back at the items you listed in question # 4 and include them. Itemize your budget as much as possible. This will help your committee members, supervising officer and staff members to troubleshoot, to make sure that you haven’t left things out. Brainstorming and itemizing every anticipated budget item will help you avoid budget overruns later. The grand total under income should match the grand total under expenses.

EXPENSES 
Non-alcoholic and alcoholic drinks
$55.00
Condiments and ice (lettuce, tomatoes, onions)
$20.00

Tablecloths, charcoal, items not in storage bin
$25.00

Sheltered picnic area (includes $25 alcohol license fee)
$100.00
TOTAL ANTICIPATED EXPENSES
$200.00
ACTUAL EXPENSES:

Picnic area…………………………………………………………………$50

Ice……………………………………………………………………….$8.98

Tablecloths, lighter fluid, charcoal, rolls……………………………….$24.22

Hot dogs, hamburger meat, chips………………………………………$20.72

TOTAL ACTUAL EXPENSES…………………………………….$103.92
TOTAL EXPENSES and TOTAL INCOME should be the same - this will produce a balanced budget!

Re. tickets & admission fees: you should account for anticipated tickets/admission income, and complimentary (free) or discounted tickets you will give away and to who they will be given. It is chapter policy to invite the state president, state vice presidents, District 2A Director and Region 2 Director and offer free admission if they RSVP by a set date.

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

Don’t forget to include the dates you begin to write your CPG questions #1 –7, get approval for, and complete your CPG questions #8–10. Put the dates you came up with the idea for the project, and how it all came about. You don’t have to be totally accurate with these dates, that’s what question #8 is for! Do try to be realistic though, and you’ll be better prepared for your project.

Date
Projected Activity to Accomplish Planning

3/08

Submit CPG for approval.

3/19

Reserve shelter for picnic   (http://www3.alexandriava.gov/recreation/general/fee_schedule.html#picnic)
4/20

Submit newsletter article

4/28

Distribute flyer at April chapter meeting

5/1

Ensure there is listing on website about picnic

5/12

Determine which board member will be responsible for what (from this cpg)
Week of 5/25
Do phone tree

Week of June 1:  Get supplies needed for picnic from stores and storage area

Ongoing
Post information on listserv and eventline

6/7

Conduct event
By 6/30
Do final CPG and present at July board meeting
8. Record any revision of the original plan.

1. We did not have alcohol at our event, as it was cost-prohibitive to get an ABC Banquet license.  Instead, we arranged a CLINC! Event by going to Ramparts afterwards for drinks.

2. We did not have lettuce, tomatoes and onions because the person assigned to provide those items forgot to get them.

3. The shelter was cheaper….because it wasn’t a shelter.  It was a group of tables, a couple grills, and some trees.

4. Cathy L.  arranged the location, because the City of Alexandria required an Alexandria resident’s name be on the application.  The location was not secured in the timeline set originally because of some confusion on the City’s end.

5. Board members did not receive “picnic assignments” at set board date and needed to be approached at later date to get assignments.  Not everyone was present at that time, and not everyone came to the picnic.

6. We had to purchase additional meat/rolls on the day of the picnic as we didn’t have enough brought to match the demand!

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

· Not a good idea to assign things to people to bring to the picnic if they aren’t going to be at the picnic

· Definitely a good idea to do a phone tree, and to call the Keymen.  They love to be invited to things even if not many of them come out.

· Make reservation for the picnic shelter MUCH earlier to ensure you can secure a shelter.

· Self-lighting charcoal….it’s a GOOD thing.

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.

Primary Purpose:  The primary purpose for this project is to allow members and families to have a picnic and socialize, and to recognize the charter anniversary of the Alexandria Jaycees. 

Result:  Success!  We had a great picnic, cooked a lot of meat, and got a lot of members out---new members, old members, and ancient members.  Even those who didn’t attend were called and welcomed to come, and they appreciated being contacted.

GOAL 1
To have 20 Jaycees participate
Result:
Met.  We had 23 Jaycees participate.
GOAL 2         To have 3 prospective members attend.  

Result:           Met.  We had 3 prospective members attend.
