How to Use the Chairman’s Planning Guide
Planning
1.  Primary Purpose (What is the one reason to successfully run this project?)
Under this question, the project committee should define the one reason they plan to conduct the project.  A project may be multi-purposed, but this answer should reflect the main reason you are running the project.  The primary purpose must correspond with the Single Project Category.

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.)

This should be a 3 part answer.

The first part of the answer should be a brief description of the project which expands upon the primary purpose.  Summarize the concept of the proposed project - the who what or how that provided the idea - and briefly describe the desired results.  Describe how the project idea developed, is this a new project, etc.

The second part of the answer should relate the project to a specific programming area, priority, and goal in the Chapter Plan.

The third part of the answer is the specific and measurable goals of the project.  These goals should relate to the primary purpose and the background information given in the first part of the answer.  Goals may reflect dates, participation, or budgets, etc., however, they must be specific and measurable.  There is no minimum or maximum number of goals a project may have.  Remember that successful achievement of project goals will have a positive influence on achievement of the primary purpose.

3.  What are the specific manpower assignments?  (Show names and duties.)
List the name of individuals on the committee and their specific duties to be completed.  Try to plan additional manpower needs necessary to conduct a successful project.  For manpower assignments where a specific person(s) has not yet been selected, list the specific responsibilities, talents, skills, knowledge or abilities that person(s) will need to possess.

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

As a committee list all the materials and supplies that will be necessary to conduct the project.  Define who will be responsible for each item and by when.  It does not matter if they are community or Jaycee materials or supplies.  They still must be arranged and prepared for the project.

Following the listing of supplies the committee should list all outside and internal resources, including the contact name, address, and phone number.  This will provide well documented records to pass on to a future project committee as well as serving as an excellent communication tool between current committee members.

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

To answer this question correctly the project committee should brainstorm and discuss the possible problems that could occur during the implementation of the project.  Once those problems are identified, the committee should then develop an alternative plan or possible solutions to solve identified concerns.

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

This does not mean “See budget sheet”!  Right after the question the committee should list what income and expenses are planned.  Include the value of donated items (goods and services).  The Proposed Budget is what is prepared during the planning stages of a project.  The Financial Statement is completed after the project has been conducted and inserted behind the Financial Management tab.

Project budgets do not have to be limited to the Budget Sheet/Financial Statement example in the USJCC Awards Manual.  This form is provided as a tool to assist in documenting the financial management of a project. Some projects may be too large to consider using this form and any form of ledger sheet may be used.

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

List the date and follow it with a brief statement detailing what action is planned or what will need to be completed to bring about a successful project.  Be as specific and detailed as possible.

At this point the planning of the project has been completed and is ready to go to the Board of Directors for approval.  Give copies of the first seven (7) questions of the Chairman’s Planning Guide to all members of the project committee to help further define their responsibilities and there will be no misunderstanding of any project deadlines.

Implementation and Evaluation

8.  Record any revision of the original plan.

Anything that changed in the original plan, questions 1-7 should be recorded.  The primary purpose may have changed as the project continued.  The committee may have a Ways and Means project that was intended to be a fund-raiser, but turned out to be a Public Relations effort.  The committee may have added new manpower assignments or identified some new resources.  It is important to highlight these modifications so that a clear understanding can be developed for future chairmen.  Show the dates or time periods that these changes occurred.  Don’t repeat planned steps if they fell into the proper sequence.

9.  List solutions or recommendations for a future Chairperson.

Upon conclusion, the chairperson may have some changes that he or she may want to communicate that they wish they had made.

Recommendations may be explanations of problems, how a problem could have been handled, or just suggestions a future chairperson would like to or need to consider if they are running this project.

10.  Give specific and measurable results for each goal established.  Describe the impact of the project on the Chapter, individual members, and the Community.

2 part answer

The committee should begin by responding to the actual goals and results, then illustrate the impact of the project in relation to individual members, the chapter and the community.

The project accomplishments and impact may be tied together in a conclusion statement.  Do not get carried away!  Long statements often lose their effect.  Tie the goal impact, the purpose of the project, and the feel of the project in one or two sentences.  From this question and the response, anyone reading your planning guide should have a clear understanding of the project and results.

