   How To Write A CPG
Chairman’s Planning Guide
PLANNING
1.
PRIMARY PURPOSE
The primary purpose of this project is to conduct a CPG training session for the chapter.
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 decided to have a CPG training session to teach our members how to properly write a Chairmen’s Planning Guide. To run this training session we will need to put together a list of projects that need CPGs written, a basic CPG template for the chapter will need to be created, and we will need to set a date, time and location for the event.   This project relates to our Chapter Plan under the Individual Area of Opportunity in the Professional Development commission.

GOAL 1: To conduct a CPG training.
GOAL 2:  To have four members in attendance.
GOAL 3: To have each member attending the training to write one CPG each.
GOAL 4: To 
3. LIST THE SPECIFIC MANPOWER ASSIGNMENTS
Project Chairperson
Eldon Russell
128 Park Ave.

Humboldt, NE 68376

Phone: (402) 862-5269

E-mail: err50127@alltel.net 

Duties/Responsibilities As Chairperson:


Present the project to the board for approval.

Promote the project at GMMs.

Plan a training session
 
Call members to inform them about the project.

Set the date for the event.


Arrange a location for the training.

Attend the event.


Make sure a sign-in sheet is present at event.


Make final report to the chapter.

Write the 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:
Natalie Leseberg
1417 14th St.
Auburn, NE 68305
(402) 274-3969
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/Committee Member
Angela Wredt

1020 O St.

Auburn, NE 68305

(402) 274-7625

Duties/Responsibilities As Committee Member


Make Fliers.


Distribute Fliers prior to the event.


Help the day of the event.

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 project.


Assist in adhering to an approved budget.

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

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

Material/Supply

Member Assigned

Date Needed

Donation/Purchase/Owned
CPG materials


Eldon Russell


3/1/06


Purchased

Ream of Paper


Eldon Russell


3/1/06


Purchased

Computer


Eldon Russell


3/1/06


Donated

Printer



Eldon Russell


3/1/06


Donated

Ink Cartridge


Eldon Russell


3/1/06


Donated

Membership Roster

Susan Stough


3/1/06


Owned

Radio Publicity

Brian Nichols


3/15/06

Donated

Newspaper Publicity

Eldon Russell


3/15/06

Donated

Camera


Eldon Russell


4/29/06

Donated

Sign-in-sheet


Eldon Russell


4/29/06

Donated

Truck & Trailer

Brian Nichols


4/29/06

Donated

Names and Addresses:

Name & Address: Pamida, 2410 Dahlke Ave., Auburn, NE 68305

What: Ream of Paper, CPG Supplies

Name & Address:  Can Pac Recycling, 2215 South 26th St., Omaha, NE  (402) 346-2488
What: Can Recycling Center
Name & Address:  Harley Bros.
Contact: Ernie Harley
What: Semi Truck
Name & Address: Gerking Recyling
Contact: Jim Gerking
What: Trailer
Name & Address: KNCY Radio, 814 Central Ave., Nebraska City, NE 68410  (402) 873-3348

Contact: Debbie Bean

What: Radio Publicity

Name & Address: Humboldt Standard, 317 W. Square, Humboldt, NE (402) 862-2200

Contact: Eldon Russell

What: Newspaper Publicity

Name & Address: Auburn News Press, 830 Central Ave., Auburn, NE 68305 (402) 274-3185

Contact: Kendall Neiman

What: Newspaper Publicity

Name & Address: Darling’s Café, 520 J. St., Auburn, NE 68305 (402) 274-4125
Contact: Ralph Darling
What: Collection stop
Name & Address: Johnson Lumber Yard, 206 2nd St., Johnson, NE (402) 868-3175
Contact: Ray Haack
What:  Collection Stop
Name & Address: Stehlik’s Country Mart, 2410 S. 11th St., Nebraska City, NE 68410 (402) 873-6278
Contact: Steve Stehlik
What: Collection Stop
5. DESCRIBE POTENTIAL PROBLEMS AND THEIR SOLUTIONS TO SUCCESSFULLY COMPLETE THIS PROJECT:
Problem: Not enough Jaycee interest in attending the event.
Solution: Present the project to the board at the February Board of Directors meeting.

Solution: Promote the project at GMMs two months before the project.
Solution: Promote the project at 1st Quarter Region Meeting and State Convention.

Problem: Low attendance.
Solution: Make phone calls and e-mails to members prior to the event.
Solution: Ask other Jaycee chapters to help collect cans.
Problem: Can’t find a trailer to haul cans.
Solution: Call several businesses until you find a trailer to use.
Solution: Tell them they will have trailer back that night or the next morning.
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

Fliers (20)



          10.00




Truck & Trailer Rental

        300.00
Camera




8.00

Membership Roster


            1.00
KNCY Radio Advertising

          50.00

Newspaper Advertising/Publicity
          50.00
Computer



         800.00
Printer



                       50.00

Ink Cartridge



           30.00
Total Donated Items


         1300.20        
Chapter Appropriation


10.00
TOTAL INCOME


       $1310.20
EXPENSES: 
Value of Donated Items

        1300.20

CPG Materials



              5.00
Ream of Paper




  5.00
TOTAL EXPENSES


       $1310.20
7. LIST THE SPECIFIC STEPS TO BRING THIS PROJECT TO A SUCCESSFUL COMPLETION SHOWING PLANNED DATES FOR EACH STEP.

2/1/06-
Board approval of the project.

2/7/06-
Promote project at GMM.

2/21/06-
Make update on project at GMM.


2/25/06-
Book truck and trailer.


3/1/06-
Purchase CPG materials and ream of paper.


3/1/06-
Write first 7 questions of CPG.


3/1/06-
Start calling and e-mailing members about project.


3/1/06-
Contact Darling’s Café, Johnson Lumber Yard, and Stehlik’s Country Mart and ask them 



if their businesses can be stops for the Can Drive.


3/5/06-
Contact bars, churches, individuals to save cans for the event.


3/5/06-
Post info on the event on the Jaycee E-news.


3/5/06-
Make fliers for the event and distribute them.


3/7/06-
Make update at GMM.


3/15/06-
Contact KNCY for free radio advertising.


3/15/06-
Contact the Auburn News Press and Humboldt Standard for free newspaper publicity.



3/15/06-
Report on progress at Board meeting.


3/21/06-
Make update at GMM.

 
4/1/06-
Promote the project at Region Meeting.

4/4/06-
Report on event at GMM.


4/7/06-
Promote the project at State Convention.


4/7/06-
Have collection spots at Convention to collect cans.

 
4/18/06-
Promote the project one last time at GMM

4/29/06-
Conduct Project.


5/1/06-
Write newsletter article after the project.


5/2/06-
Give report at GMM and thank those who helped.


6/1/06-
Complete CPG.

IMPLEMENTATION AND EVALUATION
8. RECORD ANY REVISION OF THE ORIGINAL PLAN.


4/5/06-      It was decided to post the information on the project on the Got Jaycees Forums.


4/6/06-      State Membership VP Brian Finch got involved and put out an incentive to the 




     chapter that donated the most cans would receive membership koozies.
9. WHAT CHANGES OR RECOMMENDATIONS DO YOU HAVE FOR A FUTURE CHAIRPERSON?



Make incentives or challenges out to the member that collects the most pounds of cans



for free food or beverages.



Have more signs around town during day of event to remind people of event.



Post info on cable access channel.

10. GIVE SPECIFIC AND MEASURABLE GOALS FOR EACH GOAL ESTABLISHED. DESCRIBE THE IMPACT OF THIS PROJECT ON THE CHAPTER, INDIVIDUAL MEMBERS AND THE COMMUNITY.
GOAL 1:  To raise $500 for Jaylin Gaston’s medical expenses.

RESULT: Total amount raised was $767.50.
GOAL 2:  To collect 800 lbs. of cans during the project.
RESULT: There were 1,565 pounds of cans collected.
GOAL 3: To involve six Auburn Jaycees in the project.

RESULT: We had eight members collect cans.
GOAL 4: To involve four Jaycee chapters in the project.

RESULT: The following chapters saved cans: Auburn, Aurora, Humboldt, and Louisville, plus numerous chapters that saved cans at convention.
GOAL 5: To run a project in the community fundraising commission.

RESULT: This project raised $767.50 and it’s our goal to raise $500.00 or more at each fundraising

project we conduct.
PROJECT IMPACT:
ON THE CHAPTER:

This was a great opportunity for our chapter members to do something good for somebody in need. We were able to work together as a team to help a little girl’s family pay her medical expenses.

ON THE INDIVIDUAL:

This project brought our chapter members closer together to do something worthwhile and gave each of our members a good feeling to be able to do something to help a family that really needed the help financially. There is nothing better than coming together to help some one in need.

ON THE COMMUNITY: 

Our community sees the Auburn Jaycees work together to help others when they have a need such as this. The community knows how committed the Auburn Jaycees are to helping people. We can make further impacts on our community by continuing to get involved in fundraising projects such as this.

 INCOME:



   PROPOSED


     ACTUAL

(Value of Donated Items)

Pen (1)





1.00




1.00

Sign In Sheet




  .20




  .20

Fliers (20)



          10.00



          10.00

Truck & Trailer Rental

        300.00



        300.00

Camera 



            8.00




8.00
Membership Roster


            1.00




1.00
KNCY Radio Advertising

          50.00


                       50.00

Newspaper Advertising/Publicity
          50.00



           50.00
Computer



        800.00


                    800.00

Printer




          50.00



          50.00

Ink Cartridge



          30.00


                      30.00
Total Donated Items


      $1300.20



     $1300.20

Chapter Appropriation

            10.00



            12.45



TOTAL INCOME


      $1310.20

                              $1322.45
EXPENSES: 
Value of Donated Items

         1310.20



         1310.20

CPG Materials




  5.00



               6.25
Ream of Paper




  5.00



               6.00
TOTAL EXPENSES


       $1320.20



        $1322.45
