Chairman’s Planning Guide

Chapter Name

Gurnee/Lindenhurst
Chapter Number

930
State

Illinois
State Number

12

Chairman’s Name

Kevin Burkert
Project Name

Spring Expo

Chairman’s Address

2408 SE Thornwood

Lindenhurst, IL 60046


CPG Category

Business Area of Opportunity

Marketing & Public Relations

Chairman’s Home Phone Number

(847)-271-5659


Supervising Chapter Officer

Kevin Burkert

1) State one purpose why you want to run this project.

To attract new members through advertising ourselves.


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.

On March 31st and April 1st, from 9:30am – 3:30pm the Gurnee/Lindenhurst Jaycees will have a membership booth at the LLV SpringFest Expo at Lakes Community High School 

Community Surveys will be filled out by the public at our booth
Wilmot Speedway racing schedules with our logo and website will be handed out
Shop & Share coupons will be distributed for use on April 2nd, 3rd, and 4th 

Jaycee brochures will be distributed
Jaycee candy bars will be sold

Call night will be held to contact prospects

Prospective member social will be held

The measurable goals to be accomplished by this project are as follows:

Goal 1: Obtain at least 50 completed community surveys

Goal 2: To promote the image of our chapter through promotional materials

Goal 3: To acquire 2 new members 

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

Project Chairman:

Name:

Kevin Burkert


Address: 

2408 SE Thornwood 



Lindenhurst, IL 60046


Home Phone:

(847)271-5659

Duties: 

Acquire booth.




Organize project.



Delegate assignments.



Oversee project.






Scheduling manpower

President:

Name:
Pete Arterburn


Address: 
2806 Falling Waters


Lindenhurst, IL 60046

Home Phone: 
(847)757-7494 

Duties: 
Attend Chamber of Commerce meeting




Man the booth






Community Vice President:

Name:
Lori Tross







Address: 
2408 SE Thornwood 


Lindenhurst, IL 60046

Home Phone: 
(847)245-8799 
       Duties:     
Set up Shop and share
 





Order Jaycee candy bars





Provide the laptop





Man the booth

Publicity / Promotion:

Name:
Sheri Mikels

Address: 
31228 73rd Street
 

Salem, WI 53168

Home Phone: 
(262)308-0321

Duties: 
Print Brochures & Surveys





Create poster board





Create power point presentation

Set up booth

 Committee Member:

Name:
Jim Sipple






Address: 
5136 Eau Claire Ct.


Gurnee, IL 60031

Home Phone: 
(847)736-1045 

Duties: 
Business Cards



Name badges 



Man the Booth

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

Materials/Supplies


Jaycee Member Responsible For Getting
Date Needed
Donated, Owned, or Purchased
Estimated Cost

Sign in Sheet
Kevin Burkert
3/31/07
Donated
$.10

Surveys & Brochures
Sheri Mikels
3/30/07
Donated
$10

Name Tags
Jim Sipple
3/30/07
Purchased
$50

Business Cards
Jim Sipple
3/30/07
Purchased
$200

Pens, Clip Boards
Kevin Burkert
3/30/07
Owned by chapter
$15

Shop & Share Coupons
Lori Tross
3/30/07
Donated
$0

Booth Acquisition
Kevin Burkert
2/01/07
Purchased
$75

Jaycee candy bars
Lori Tross
3/30/07
Purchased
$120

Wilmot racing schedules
Ray Underwood
3/30/07
Donated
$10

Poster board & decorations
Sheri Mikels
3/30/07
Purchased
$55

Laptop and power point
Lori Tross
3/30/07
Donated
$125

List names and addresses of suppliers, who to contact, and what materials/supplies you are getting from them.

           Contact:
 Connie Meadie

      Company Name:
 LLV Chamber of Commerce

           Address:
 P.O. Box 6075

                    
 Lindenhurst, IL 60046

      Phone Number:
 847-356-8446

Materials/Supplies:
 SpringExpo Coordinator

           Contact:
 Store Manager

      Company Name:
 Jewel-Osco

           Address:
 6509 W. Grand Ave.

              Gurnee, Il 60031





      Phone Number:
 708-531-6464

Materials/Supplies:
 Shop and Share coupons


           Contact:
 Nancy Green

      Company Name:
 Lamontagne Chocolate

           Address:
 4540 Garlock 



 Sherbrooke, Quebec Canada J1L 1W9

      Phone Number:
 819-564-1014

Materials/Supplies:
 Jaycee candy bars

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

a) Problem: 
Booth space unavailable or expo cancelled


Solution:
Share booth with another civic organization or expo rescheduled


b) Problem:
Jaycee candy bars or shop and share coupons not received
Solution:
Contact other chapters to acquire similar promotional materials

c) Problem:
Not enough manpower 
Solution:
Call region staff and other chapters for support

6) Complete a Proposed Budget indicating all anticipated income and expense.


Income
Proposed

Value of Donated Items (Total of 160.10)


All Printed Material Combined
20.10

    Pens & Clipboards
15.00

    Laptop and Power Point Presentation
125.00

    





Appropriation from Chapter
500.00




Candy Bar Sales
208.00




Shop and Share Proceeds
60.00




Total Income
928.10

Expenses
Proposed

    Name tags and business cards for chapter
         250.00

    Jaycee Candy Bars
120.00

    Poster Board and Decorations
55.00

    Booth Rental
75.00




    Value of Donated Items combined
160.10




    Candy Bar Sales Returned to Chapter
208.00




Shop and Share proceeds given to relay for life
60.00










    


Total Expenses
928.10

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

Date

List










a) 1/22/07
 

Chapter approved participation in Spring Expo

b) 1/29/07


Apply for shop and share with Jewel

c) 2/1/07


Send in fee to acquire booth space

d) 3/1/07


Order candy bars if booth has been secured

e) 3/12/07


Order business cards and name tags

f) 3/19/07


Set booth manpower schedule using sign up sheet at GM

g) 3/19/07


Have name tags, business cards, surveys and brochures ready 

h) 3/30/07


Meet at Expo location at 5pm for set-up of booth

i) 3/31/07 

Arrive at 9AM to prepare for opening of expo

8) Record any revisions of the original plan.

Date

Description of revision







       4/1/07                          Went through the expo to distribute literature, sell candy bars, take surveys, and schmooze               with both the public and the other vendors.  Should have done this from the start, as it worked much better.

       4/1/07

Members had to sell candy bars on their own time, as they did not sell out at the expo.  

9) What changes or recommendations do you have for future chairpersons.

· Make sure there is enough coverage for booth at all times.

· Be sure to have something to attract individuals to your booth, there is a lot of competition to stand out from all the other booths.

· Don’t be afraid to go out and talk to other non-profits and businesses and ask for membership while you are there.

· Go out into the public to take care of business; do not wait for them to come to you.

· Probably would not do candy bar sales again.

10) Give specific and measurable results for each goal established.

Goal 1:  Obtain at least 50 completed community surveys.

Result:  Partially met, approximately 40 community surveys completed.

Goal 2:  To promote the image of our chapter through promotional materials.

Result:  Goal met, we gave away all of the racing schedules that we brought to the expo along with the brochures and shop-n-share coupons.  We greeted and talked with hundreds of community members.

Goal 3:  To acquire 2 new members 

Result:  Goal not met, no new members, but several that are still interested from community surveys..

      Describe the impact of this project on the chapter, individual members, and the community.

Chapter:  worked together as a team to pull together this large project, most members contributed some effort to its success.  

Individual:  Several individuals picked aspects of the project that helped them learn new skills; either working with Jewel for shop-n-share, coordinating time schedules for booth coverage, designing and ordering supplies for our booth, and talking to unfamiliar members of the community.

Community:  Donated $31.36 to our relay for life fund from the shop-n-share.  Encouraged community to support our organization and made them more aware of our goals and objectives in the community. 

Financial Statement

Income
Proposed
Actual    

Value of Donated Items (Total of 160.10)



All Printed Material Combined
20.10
20.10

    Pens & Clipboards
15.00
15.00

    Laptop and Power Point Presentation
125.00
125.00









Appropriation from Chapter
500.00
440.87





Candy Bar Sales
208.00
208.00





Shop and Share proceeds
60.00
31.36





Total Income
928.10
840.33

Expenses
Proposed
Actual





    Value of Donated Items totaled
160.10
160.10

    Name tags and business cards for chapter
         250.00
212.00

    Jaycee Candy Bars
120.00
123.00

    Poster Board and Decorations
55.00
30.87

    Booth Rental
75.00
75.00

    Candy Bar Sales Returned to Chapter
208.00
208.00

    Shop and share proceeds given to relay for life
60.00
31.36

























Total Expenses
928.10
840.33

