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PLANNING

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

To get members active in their City’s history while assisting the City with giving walking tours of Alexandria every Sunday for the month of February.

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.).  

 Alexandria Jaycees will attend training given by the City’s archaelogy commission on what will be included on the tour.  The training will occur in January.  Each Sunday in February, Jaycees will lead these tours through the city.

The training will occur at a TBD date in January. The tours will start at 2 p.m.  This event will be a weekly event to be held every Sunday in February 2000.

	Goal #1
	Have at least 8 people volunteer to lead the tours

	Goal #2
	Recruit at least 2 members from tours


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.



	Karen L. 
Vice President, Activation


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



	TBD

Director
Phone

Address

e-mail


	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 provides feedback to the VP.

	Sharon L. 
Chairperson


	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


	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
	Sharon L. 
	  Before training, and before tours

	Map to location
	
	

	
	
	

	Entertainment
	
	

	(Not applicable)
	
	

	
	
	

	Communications
	
	

	CPG
	Sharon L. 
	Date December 13, 1999



	Flyers
	Sharon L. 
	January 2000 chapter meeting



	Newsletter Articles
	Sharon L. 
	Date by the 17th of December



	Postcard Announcements
	Sharon L. 
	Date by deadline



	
	
	

	Personnel
	
	

	Preliminary Interest Sign-Up Sheet
	Sharon L. 
	At chili bowl

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

	
	
	

	Miscellaneous Supplies
	
	

	
	
	

	
	
	


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

	Problem 1 :
	Not enough interest

	Solution 1:
	Distribute fliers at December and early January events.  Send around a sign up sheet for an initial interest count. Put event on postcard, website and listserv.   

	
	

	Problem 2:
	People can’t commit to every Sunday

	Solution 2:
	Have them commit to Sundays that they can, and arrange training on weekly basis on Saturdays if necessary.

	
	

	Problem 3:
	People can’t make training.

	Solution 3:
	Tell them they cannot lead tours without it!



	Problem 4:
	It’s cold, icky, and guides don’t show.

	Solution 4:
	Find alternates.




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

No income, no expense

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

	
	

	5/30/99
	Agreed to run project.



	12/12/99
	Write Preliminary CPG



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



	By 12/17/99
	Meet with Pam Cressey and Joe Shumard from city to nail down training dates.



	12/17/99
	Submit newsletter article & postcard announcement form.



	1/1/99

1/25/99
	Promote and distribute fliers at the Chili Bowl. Circulate preliminary interest sheet.

Line up alternates through sign-up sheet distributed at Chapter meeting.



	One week prior to each training and tour


	Submit Hotline Announcement Request.



	Two days prior
	Call all those who signed up for preliminary interest to update their attendance intentions.  



	 each Sunday in February
	Conduct event.



	
	

	
	

	March 2000
	Present final CPG at Board of Directors meeting

	
	

	
	

	
	

	
	

	
	

	
	

	
	


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.  No revision was made to plan, just exceeded results!

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?  Clarify with coordinator from city exactly what will be expected of the Jaycees, i.e. will they be giving tours, or collecting money, etc.  If not giving tours, separate 

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
	Had six people express interest, but several of the volunteers worked more Sundays than expected, exceeding the number we needed.

	Goal #2


	Almost met this goal.  Recruited one member through this event.


This was a good project for the chapter, as it increased our visibility in the community.  The individual members involved all gave very positive feedback, saying they really enjoyed it, and learned a lot about Alexandria’s history.  The community benefited by having our volunteers provide free manpower to a City committee’s project.  Very worthwhile project.

