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    THE UNITED STATES JUNIOR CHAMBER ©



Revised 11/03


    Chairman’s Planning Guide (CPG)

Chapter Name 
Project Name 
Area of Opportunity 
Chairperson’s Name      


 Supervising Chapter Officer      




Address      













City     



State      

 ZIP      




Home phone      



 Business phone      





Fax      



 E-mail address      







Job Title      


Employer Name      








PROPER USE OF THE GUIDE: Good advanced planning and record-keeping will assure

success. Use this guide in planning and conducting the project by answering each of the following questions. The

form should be used as a cover sheet to the Chairman’s Planning Guide.

PLANNING

1. Primary Purpose. (What is the one reason this project should be run?)

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. (Example: To involve 25 Jaycees.)

3. What are the specific manpower assignments? (Show names and duties.)

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

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

6. Complete a proposed budget indicating all anticipated income and expense.

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

IMPLEMENTATION and EVALUATION

8. Record any revision of the original plan.

9. List solutions or recommendations for a future chairperson.

10. Give specific and measurable results for each goal established. Describe the impact of this project on the

chapter, individual members, and the community.

*Upon completion of the project, fill out the financial statement.

Date approved by board/by Chapter     




Date Final Report approved      






PLANNING

1. Primary Purpose. (What is the one reason this project should be run?)

The primary purpose for this project is Insert your primary purpose in this box.

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. 
Insert your description here.  Be concise and clear.
Project Judging Category       
Area of Opportunity     


Commission      
The goals for this project are as follows:
GOAL 1:
List your PRIMARY PURPOSE as Goal 1.
GOAL 2:
List your goals here.
GOAL 3:
Use parallelism in writing your goals.
GOAL 4:
Use "To . . ." to start each goal.
3. What are the specific manpower assignments?

Chairperson
Name:

Your Name


Address:
Your Address
Phone:

Your Phone Number
Duties:

Your Duties
Supervising Chapter Officer
Name:

VP's Name


Address:
VP's Address
Phone:

VP's Phone
Duties:

VP's Duties
Chapter President
Name:

President's Name


Address:
President's Address
Phone:

President's Phone
Duties:

President's Duties
Committee Member
Name:

Committee Member's Name


Address:
Committee Member's Address
Phone:

Committee Member's Phone
Duties:

Committee Member's Duties
Committee Member
Name:

Committee Member's Name


Address:
Committee Member's Address
Phone:

Committee Member's Phone
Duties:

Committee Member's Duties
Committee Member
Name:

Committee Member's Name


Address:
Committee Member's Address
Phone:

Committee Member's Phone
Duties:

Committee Member's Duties
Committee Member
Name:

Committee Member's Name


Address:
Committee Member's Address
Phone:

Committee Member's Phone
Duties:

Committee Member's Duties
Additional Manpower
What kind of manpower do you need to accomplish this project? How many people do you need, to do what and when?

	Number of members
	Job Description, Date/Place/Time Needed

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


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

	Material or

Supply & Quantity
	Member Responsible
 for Obtaining
	Date

Needed
	Is Resource Donated, Owned  or Purchased
	Cost/

Value

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


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

Potential Problem :
List your potential problem here.
Solution:
List your potential solution here.
Potential Problem :
List your potential problem here.
Solution:
List your potential solution here.
Potential Problem :
List your potential problem here.
Solution:
List your potential solution here.
6. Complete a proposed budget indicating all anticipated income and expense.

See attached budget worksheet.

*Income and expenses MUST be equal!

Proposed Budget 

INCOME:
PROPOSED

Appropriation from chapter
$     
Value of donated items (list)
List donated items and assign a value.
$     
List donated items and assign a value.
$     
List donated items and assign a value.
$     
List donated items and assign a value.
$     
Other sources of income (list)

List potential income (raffles, fundraisers, etc.)
$     
List potential income (raffles, fundraisers, etc.)
$     
List potential income (raffles, fundraisers, etc.)
$     
List potential income (raffles, fundraisers, etc.)
$     
List potential income (raffles, fundraisers, etc.)
$     
List potential income (raffles, fundraisers, etc.)
$     
__________________________________________
TOTAL INCOME
$     

EXPENSES: 
PROPOSED

Value of donated items (list)
List donated items and assign a value.
$     
List donated items and assign a value.
$     
List donated items and assign a value.
$     
List donated items and assign a value.
$     
Other expenses (list)

List potential expenses (i.e.: materials for the project).
$     
List potential expenses (i.e.: materials for the project).
$     
List potential expenses (i.e.: materials for the project).
$     
List potential expenses (i.e.: materials for the project).
$     
List potential expenses (i.e.: materials for the project).
$     
List potential expenses (i.e.: materials for the project).
$     
Return of appropriation from chapter
$     
Return to chapter (profit)
$     
(OR Donation to “Charity X”)
__________________________________________
TOTAL EXPENSES
$     
7. List the specific steps to bring this project to a successful completion showing planned dates for each step.

	DATE
	PROJECTED  ACTIVITY 

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


IMPLEMENTATION and EVALUATION

8. Record any revision of the original plan.

Only list actual revisions to proposed events.

	DATE
	DESCRIPTION OF REVISION

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


Resources/Contacts added or modified:

Refer to your answer for question 3 and make sure you include here any contacts that were made or resources that were discovered during the process of the project.
Materials/supplies not planned for:
Refer to your answers 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 and actual value for purchased items.
9. List solutions or recommendations for a future chairperson.

List here anything that you would do differently for the next time this project is run.  Would you have made contacts earlier?  Would you have asked for more volunteers?  Could the project be broadened?  Does it need to be more focused?
10. Give specific and measurable results for each goal established. Describe the impact of this project on the chapter, individual members, and the community.

Primary Purpose: Restate your primary purpose.
Result:   Concisely state the result of the project.
Goal 1:
Restate your goal
Result: 
 State the results, in measurable numbers when possible (i.e.: you wanted 10 Jaycees to attend and 15 actually attended: 150% success).
Goal 2:
Restate your goal
Result: 
State the results, in measurable numbers when possible (i.e.: you wanted 10 Jaycees to attend and 15 actually attended: 150% success).
Goal 3:
Restate your goal
Result: 
 State the results, in measurable numbers when possible (i.e.: you wanted 10 Jaycees to attend and 15 actually attended: 150% success).
Goal 4:
Restate your goal
Result: 
 State the results, in measurable numbers when possible (i.e.: you wanted 10 Jaycees to attend and 15 actually attended: 150% success).
INDIVIDUAL IMPACT: 
Use this area to describe the impact that this project had on you or another individual. Use this opportunity explain why this project should (should not) be run again.  This is your time to brag!  Be descriptive and POSITIVE.  
CHAPTER IMPACT:

Use this area to describe the impact that this project had on the chapter, using the information above.
COMMUNITY IMPACT:
Use this area to describe the impact that this project had on the community, using the information above.
See attached final budget worksheet.

*Upon completion of the project, fill out the financial statement.  Income and Expenses MUST match in the proposed column and then again in the actual column.  The proposed and actual will probably not match.

Final Financial Statement

INCOME:
PROPOSED
ACTUAL
Appropriation from chapter
$     
$     
Value of donated items (list)
List donated items and assign a value.
$     
$     
List donated items and assign a value.
$     
$     
List donated items and assign a value.
$     
$     
List donated items and assign a value.
$     
$     
Other sources of income (list)

List potential income (raffles, fundraisers, etc.)
$     
$     
List potential income (raffles, fundraisers, etc.)
$     
$     
List potential income (raffles, fundraisers, etc.)
$     
$     
List potential income (raffles, fundraisers, etc.)
$     
$     
List potential income (raffles, fundraisers, etc.)
$     
$     
List potential income (raffles, fundraisers, etc.)
$     
$     
__________________________________________

TOTAL INCOME
$     
$     

EXPENSES: 
PROPOSED
ACTUAL
Value of donated items (list)
List donated items and assign a value.
$     
$     
List donated items and assign a value.
$     
$     
List donated items and assign a value.
$     
$     
List donated items and assign a value.
$     
$     
Other expenses (list)

List potential expenses (i.e.: materials for the project).
$     
$     
List potential expenses (i.e.: materials for the project).
$     
$     
List potential expenses (i.e.: materials for the project).
$     
$     
List potential expenses (i.e.: materials for the project).
$     
$     
List potential expenses (i.e.: materials for the project).
$     
$     
List potential expenses (i.e.: materials for the project).
$     
$     
Return of appropriation from chapter
$     
$     
Return to chapter (profit)
$     
$     
(OR Donation to “Charity X”)
__________________________________________
TOTAL EXPENSES
$     
$     
