   Project Chairperson Training
Chairman’s Planning Guide
PLANNING
1.
PRIMARY PURPOSE
The primary purpose of this project is to conduct a Project Chairperson Training session.
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.
DESCRIPTION
The Auburn  Jaycees conduct two training sessions for project chairpersons each quarter. Our chapter wants our projects to run as smoothly as possible so we provide these training sessions to help out new project chairpersons and to also remind veteran members on how to properly run a project. To prepare for the training session we will announce at the previous GMM that we will conduct the training, we will put together a training agenda, and have a question and answer time following the trainings.  This project relates to our Chapter Plan in the Individual Area of Opportunity in the Professional Development Commission. 
GOAL 1: To provide a project chairperson training.
GOAL 2: To involve 6 Auburn Jaycees in a training session.
GOAL 3: To hold a training session in the Professional Development Commission.
GOAL 4: To have at least 1 new member attend the training.
3. LIST THE SPECIFIC MANPOWER ASSIGNMENTS
Project Chairperson
Eldon Russell

128 Park Ave.

Humboldt, NE 68376

(402) 862-3283 (h) or (402) 862-5269 (c)

Duties/Responsibilities As Chairperson:

 
Promote the project at General Membership Meetings.

Write a newsletter article to promote the training.

Send an e-mail out to members to promote the project.

Put together a training agenda.

Prepare a sign-in-sheet for members attending the training.

Conduct the training.

Take notes during question and answer time to use in the next training.

Write a CPG.

Chapter President
Susan Stough
1202 24th St.
Auburn, NE 68305
(402) 274-1432
Duties/Responsibilities:


Oversees the chapter and all projects run.

Supervising Vice President:
Ryan Thomas
1401 Q St.
Auburn, NE 68305
(402) 274-1411
Duties/Responsibilities:


Assist the project chair and oversee the project to ensure it meets the goals of the area and the 


goals of the chapter.

Secretary

Angela Wredt

1020 O St.

Auburn, NE 68305

(402) 274-7625
Duties/Responsibilities As Secretary:


Keep records of correspondence pertaining to this project.


Maintain needed supplies for this effort.

Record all proceedings relating to this project at meetings.

Treasurer
Tina Kahanca

73103 640th Ave.

Auburn, NE 68305
(402) 274-7765

Duties/Responsibilities As Treasurer:


Monitor financial status of the project.


Assist in adhering to an approved budget.


Provide funding for the project as funds are requested, subject to receipts being turned in.

Chapter Members:

Attend monthly general membership meetings to keep informed of the project.

Attend the project.
4.  LIST SPECIFIC MATERIALS, SUPPLIES AND RESOURCES REQUIRED:

Material/Supply

Member Assigned

Date Needed

Donation/Purchase/Owned
Ream of Paper


Eldon Russell


8/10/06

Purchased
Computer


Eldon Russell


8/10/06

Donated
Printer



Eldon Russell


8/10/06

Purchased

Ink Cartridge (1)

Eldon Russell


8/10/06

Purchased
Training Materials

Eldon Russell


810/06


Donated

Location


Susan Stough


8/15/06

Donated

Sign-in-sheet


Eldon Russell


8/15/06

Donated
CPG materials


Eldon Russell


8/30/06

Purchased

Names and Addresses:

Name & Address: Pamida, 2410 Dahlke Ave., Auburn, NE 68305, Phone: (402) 274-4974
What: Ink Cartridges, Paper, CPG Supplies
Name & Address: Auburn Bowling Center, 1818 Central Ave., Auburn, NE 68375, Phone: (402) 274-5400                                Contact: Becca Jobe

What: Location

5. DESCRIBE POTENTIAL PROBLEMS AND THEIR SOLUTIONS TO SUCCESSFULLY COMPLETE THIS PROJECT:
Problem: Low attendance of Jaycees at the training.
Solution: Announce the training at the previous GMM.
Solution: Write an article about the training in the newsletter.

Solution: Send out a reminder e-mail about the training.

Problem: Not having enough interest in the training session.
Solution: Discuss with the chapter at the previous GMM what points they would like touched on the most during the training.
6.  COMPLETE A PROPOSED BUDGET SHOWING ALL ANTICIPATED INCOME AND EXPENSES:

INCOME:




PROPOSED



ACTUAL
(Value of Donated Items)

Pen (1)





1.00

Sign In Sheet




  .20
Training Materials (10)


2.00

Computer



        800.00
Printer




          50.00

Ink Cartridge



          30.00
Ream of Paper




6.00
Location



        100.00

Membership Roster


            1.00
Total Donated Items


       $990.20
Chapter Appropriation

            5.00
TOTAL INCOME


       $995.20
EXPENSES: 
Value of Donated Items

          990.20
CPG Materials




  5.00
TOTAL EXPENSES


        $995.20
7. LIST THE SPECIFIC STEPS TO BRING THIS PROJECT TO A SUCCESSFUL COMPLETION SHOWING PLANNED DATES FOR EACH STEP.

8/1/06-
Promote the project at 8/1/06 GMM.

8/5/06-
Start the CPG process.


8/10/06-
Put together training including agenda and any other handouts.

8/10/06-
Purchase paper and CPG materials.


8/10/06-
Contact the Bowling Center and confirm the backroom will be available for that evening.


8/13/06-
Promote project at Board Meeting.


8/13/06-
Send out reminder e-mail about the training.


8/13/06-
Make sure Susan has the training on the GMM agenda.


8/15/06-
Conduct training following 8/15/06 GMM.


8/15/06-
Make sure a sign-in sheet is present.


9/4/06-
Make report on the training at 9/4/06 GMM.


9/10/06-
Work on CPG.


9/12/06-
Complete CPG. 
IMPLEMENTATION AND EVALUATION
8. RECORD ANY REVISION OF THE ORIGINAL PLAN.


8/14/06-      It was decided to hand out CPG materials during training as well.


8/15/06-      It was decided to have the training during the GMM rather than following the meeting.   .
9. WHAT CHANGES OR RECOMMENDATIONS DO YOU HAVE FOR A FUTURE CHAIRPERSON?


Promote the training on the E-news and invite other chapters to take in the training.


Have a guest trainer come in and give a similar training so that the same training isn’t used twice in the 



same quarter.
10. GIVE SPECIFIC AND MEASURABLE GOALS FOR EACH GOAL ESTABLISHED. DESCRIBE THE IMPACT OF THIS PROJECT ON THE CHAPTER, INDIVIDUAL MEMBERS AND THE COMMUNITY. EVALUATE YOUR PRIMARY PURPOSE.
Primary Purpose: The primary purpose of this project is to conduct a Project Chairperson Training session.

Result:  The training was held on August 15, 2006 and seven members were able to attend and benefit from the training.

GOAL 1:
To provide a project chairperson training.
RESULT:
Completed. We provided a project chairperson training session during the 8/15/06 GMM.
GOAL 2:
To involve 6 Auburn Jaycees in a training session.
RESULT:
8 members were in attendance.
GOAL 3:
To hold a training in the Professional Development Commission.
RESULT: 
This training promotes running a successful project and the steps to make it a success.
GOAL 4:
To have at least 1 new member attend the training.
RESULT:
 We had a member that was signed in July attend the training.
PROJECT IMPACT:
ON THE CHAPTER:

The impact this project had on the chapter was that it gave the Auburn Jaycees the opportunity to learn more about running a project, asking for a budget, preplanning for a project, and the CPG process.
ON THE INDIVIDUAL:

This gave our individual members the opportunity to be better prepared as a chairperson when they volunteer to either be a chairperson or to work on a committee. 
ON THE COMMUNITY: 

When members get involved in projects such as this, they have better knowledge of our projects and what the chapter expects of them when completing the project. Thus our projects will have a greater impact on the community.
INCOME:



   PROPOSED


     ACTUAL

(Value of Donated Items)

Pen (1)





1.00




1.00

Sign In Sheet




  .20




  .20

Training Materials (10)


2.00




2.00

Computer



        800.00



         800.00
Printer




          50.00



           50.00

Ink Cartridge



          30.00



           30.00


Ream of Paper



            6.00



             6.00


Location



        100.00



         100.00
Membership Roster


            1.00




1.00
Total Donated Items


       $990.20



        $990.20
Chapter Appropriation


 5.00




  6.25



TOTAL INCOME


        $995.20



          $996.45
EXPENSES: 
Value of Donated Items

          990.20



            990.20
CPG Materials




  5.00




    6.25
TOTAL EXPENSES


        $995.20



           $996.45
