Saint Paul Jaycees CPG Cover Page
	Event Name:


	Total number of volunteers needed:



	Event Date:


	Total number of hours of event:



	Event Time:


	How much money are we spending?



	Event Location:


	How much money are we raising?




Why are we doing this? What is the benefit to the community and our members?

Provide a brief timeline for the event. 
How many months before the event do we have to start planning and provide timeline for key milestones to ensure event success.

Example of the Best 100

	Working towards the date of the gallery opening
	Tasks

	6 months prior 
	Receive preliminary approval from the board and get contract signed and deposit paid from the gallery.

Send save the date to teachers

	4 months prior
	Make arrangements/reservations for opening reception

	3-2 months prior
	Secure judges, print documents.

	2 months prior
	Send rules to teachers

	1 month prior 
	Finalize details for opening gala

	10 prior
	Confirm final submissions

	7 - 4 days prior
	Art drop off

	Saturday prior
	Judging

	Sunday prior
	Art Pick up of pieces not chosen

	0
	Gallery Opens

	1 month after
	Art Pick up of winners


Outside contact(s):  [coordinator of a non-profit or other organization/business assisting with this project (caters, bus companies, etc).  Will a chair next year need to contact this person? If so, include their information in the CPG.]

	Name:
	

	Organization:
	

	Title:
	

	Phone:
	

	E-Mail:
	

	Best way to reach them:
	

	Duties:
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The United States Junior Chamber

Chairperson’s Planning Guide

Event Name

Event Date

Event Time

Event Location

1. Primary Purpose

In one sentence-what is the main reason for planning this project? Please ensure only one purpose is indicated, that it is clear and measurable (“having fun” is not measurable).

2. Project Description

This section can range from two paragraphs to a full page depending on the event.  Describe the proposed project and provide relevant background information.  Include enough information, so that future chair people clearly understand the event and how it was organized. Include the following if relevant: timeline if the event includes multiple locations, or separate sub-events, list of invited guests, and list of partner organizations and their role.  In addition, if the event has been run before, provide a brief history of the event and how long it has been running and if the event is new indicate that this is the first year.

Follow this with a listing of the specific measurable goals to be accomplished by this project.

Project Goals

1) Your first goal should be the same as the primary purpose of the event as stated above.

2) List any subsequent project goals. If this event is one the Jaycees have chaired before, please refer to the previous CPG for ideas of goals.

3) Please remember, each goal should be measurable or quantifiable. “Involve at least 10 members” is a measurable goal. “Have fun” is not.

3. Manpower Assignments

The following manpower assignments should be listed for all projects:

	Name:
	

	Project Chair

	Phone:
	

	E-Mail:
	

	Duties:
	To ensure that all project goals are met


Outside contact(s):  [coordinator of a non-profit or other organization/business assisting with this project (caters, bus companies, etc).  Will a chair next year need to contact this person? If so, include their information in the CPG.]
	Name:
	

	Organization:
	

	Title:
	

	Phone:
	

	E-Mail:
	

	Best way to reach them:
	

	Duties:
	


4. Materials, Supplies & Resources
List the specific materials, supplies and resources required to run this event (be specific).  This should include all items that were donated, purchase, or borrowed from the chapter (existing chapter assets).  Include things like paper, printing, specific quantities of plates, or food items, etc.  

	General Description
	Purchased/Donated/ Chapter Asset
	Purchased/Donated From
	Specific Description
	Date Needed
	Person Responsible

	Awards
	Purchased
	AJ Awards

123 Black

Saint Paul, MN  55101
	10 awards engraved with individual names
	Order 2 weeks prior to event
	Admin VP

	Speakers
	Chapter Asset
	
	2 speakers with cords
	Day of event
	Chapter President

	Printing Costs
	Donated
	Project Chair
	75 filers
	1 month prior to event
	Project Chair

	Drinks
	Purchased
	Cub Foods
	2 24-packs of Coke
	Day of event
	Project Chair

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


5. Potential Problems and Solutions 

List all potential problems that could occur in relation to this event and the proposed solutions. 

Problem:  It rains and volunteers get cold.
Solution:  Communicate to volunteers that this is a rain or shine event and tell them to bring appropriate clothing.  In addition, work with event organizer to secure an indoor spot for volunteers to take “warm-up” breaks.

Problem: 

Solution:

Problem: 

Solution:
6. Budget
Complete a proposed budget indicating all anticipated income and expenses.  All items, whether paid for or donated, should be itemized here. Please add donated items to the expenses and income areas so that the budget balances.   If you purchase multiple units of one item, include the item, the number purchased and the unit price in the “item description” section (12 cases of coke @ $3/case, 120 dinners @ $20/person).  In addition, list any funds received to support this event—allocation from the chapter budget, foundation, outside financial support from a corporate sponsor.  The “difference” line must balance to zero.
Expenses:
	Item Description
	Proposed
	Actual

	
	$000.00
	$000.00

	
	$000.00
	$000.00

	
	$000.00
	$000.00

	Total Expenses
	$0.00
	$0.00


Income:
	Item Description
	Proposed
	Actual

	
	$000.00
	$000.00

	
	$000.00
	$000.00

	
	$000.00
	$000.00

	Total Income
	$0.00
	$0.00

	Difference
	$0.00
	$0.00


7. Specific Steps and Dates

List the specific steps to bring this project to a successful completion and indicate proposed dates. All of the steps should be presented in the present tense and should be filled-in when the initial CPG is presented to the board of directors. 

	Date
	Action

	0/00/08
	· Person 1 asks person 2 to chair this event.

	0/00/08
	· Person 2 drafts initial CPG.

· Area Director or Area VP posts the initial CPG to the forum.

	0/00/08
	· Someone presents the initial CPG to the 2008 Board of Directors.

	0/00/08
	· Area Director or Area VP posts the event to the website’s calendar of events (day after the board meeting)

	0/00/08
	· Project chair or someone in the Area submits an article or request for advertisement to Connection Editor about the event for inclusion in The Connection.  (deadline is Tues following first board meeting of a month)

	0/00/08
	· Area VP is responsible for making sure the event has a write-up submitted for inclusion in the bi-monthly “What’s Happening?” e-mail updates. (these are sent on the 1st and 3rd Wednesdays of the month; only those events in the next 2 weeks are advertised, unless you use a “save the date” concept)

	0/00/08
	· Any other activities that need to occur before the date of the event.

	0/00/08
	· Date of the event.

	0/00/08
	· Project chair is to e-mail a list of the participants to the Area VP, the Membership VP, and the Admin VP. (day after the event)
· Project chair should e-mail a Thank You to event participants.

· Project chair, along with Area’s Board members, to send a Thank You card to any speakers or other organization with which we’ve worked.

	0/00/08
	· Project chair to complete final CPG, sending copies to the Area VP, President, Admin VP, and Secretary.  (this is due 2 weeks after the event, unless it’s near awards submission time)
· Project chair to coordinate with Area VP for collection of photos taken, pamphlets, fliers used, e-mails sent, and the actual sign-in sheet from the event, to ensure these items get to the Admin VP.


7. Revisions  

Record all revisions that were made to the original plan. This may be a change in the event location, resources used, etc. In addition, please include the date that these revisions were made. Please record changes as completely as possible, so that future project chairs have complete information to work with. 

8. Changes and Recommendations

List any changes or recommendations you have for future chairpeople.  Note things that worked well, suggest ways to make the project run more smoothly, and detail any problem areas.  This may include the most effective way to follow-up with a resource contact, a method for recruiting volunteers, comments regarding the location or time of year.

1)

2)

3)

9. Results 

Give the specific and measurable results for each goal established.  

Cut and paste each goal from #2 and record the results of each goal. Include whether you met the goal or not, along with how/why you met or did meet the goal.

Result:

Result:

Result:

10. Impact 

Describe the impact this project had on the chapter, individual members and the community.  Chapter: Describe the impact this event had on the chapter. Did the chapter establish new partnerships or contacts?  Will our good work at this event assist us in securing future events or successful collaborations? Did we enhance membership opportunities by promoting our good reputation? Individual Members: What did individual members get out of this project? Did they learn new skills? Discover something new about the community they live in? Community:  How did the community benefit from this project? Did people enjoy a local community celebration more? Were families in need served? Is a park more beautiful, thanks to our efforts?

Chapter:

Individual Members:

Community:

12: Attach photos from the event

13: Public Relations: Attach copies of Connection articles, What’s Happening, Facebook posts and other PR about the event

14: Email: Attach emails related to the planning of the event.

	Date approved by Board/Chapter:
	00/00/08

	Date Initial CPG Approved:
	00/00/08

	Date Final Report approved: 
	00/00/08


Appendix A

	[image: image2.jpg]Salnt Paul

ycees

Afﬁllated with JCI®






	Project:

	
	Date:

	
	Time:

	 
	Name
	Phone #
	Email Address
	Guest?
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Incident Report

Saint Paul Jaycees

This form must be completed immediately following: Any incident that requires the care of a medical professional or moderate first aid.  

Chairperson Name: 







Date: 




Event Name: ________________________________________

Time: Beg 

  End 

 Location 









Name of Person Injured: 




      Phone of Person Injured: 




Email of Person Injured: 









Describe activity being performed: 







__________________


Describe incident: 








________________________













_________________












 (attach additional paper if needed)
If applicable, describe the nature of the accident and any injuries received: 






Describe resolution to incident: 













Note: Please ensure all incidents / injuries are reported to the Chapter’s Legal Counsel

2010 Saint Paul Jaycees Board of Director contacts:
	Position
	Name
	E-mail
	Phone

	President
	Justin Lashley
	justinlashley1@yahoo.com
	651-747-6748

	Administrative VP
	Deb Most
	debmost@comcast.net
	651-334-1457

	Secretary
	Meghan Ruecker
	Meghan Ruecker
	651-340-1144

	Treasurer
	Amy Zajack
	amybz@live.com
	651-998-0437

	Legal Counsel
	Adosh Unni
	adosh.unni@gmail.com
	507-210-3954

	Public Relations VP
	Mike Wiess
	Mike.MiamiWeiss@gmail.com
	608-217-7266

	Connection
	Dawn Stillmunkes
	dawnstillmunkes@hotmail.com
	651-247-4588

	What's Happening
	Jackie Garding
	jackie.garding@gmail.com
	651-764-0590

	Community Development VP
	Anneke Schultz
	ajohns14@comcast.net
	

	Community Development Director
	Natasha Pribyl
	npribyl@gmail.com
	651-208-3340

	Youth Activities Chair
	Rebecca Henders
	rebeccahenders@hotmail.com
	612-597-1373

	Individual Development VP
	Dan McGarry
	danmcgarry@mcgarrylegal.com
	651-328-0515

	Membership Meeting Chair
	Tara Broker
	brokertl74@hotmail.com
	612-708-7798

	Meet and Greet Chair
	Elyssa Weber
	weber14us@yahoo.com
	651-324-2415

	Fundraising Director
	Sandra Sims
	Kerosene08@yahoo.com
	612-221-6113

	Membership VP
	Nicole Anderson
	andernj@gmail.com
	651-428-2741

	Membership Director
	John Schwietz
	Jmschwietz1@gmail.com
	651-214-8836

	Membership Director
	Sam Goodwin
	samgoodwin12@hotmail.com
	406-461-3814

	State Delegate
	Kelly Czech
	kkari2@yahoo.com
	651-307-1229

	Immediate Past President
	Joy Goodwin
	justjoy1@gmail.com
	612-508-8699

	Senior Advisor
	Debbie Ackerman
	debbieackerman@comcast.net
	612-868-2356
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