   Membership Brochure
Chairman’s Planning Guide
PLANNING
1.
PRIMARY PURPOSE
The primary purpose of this project is to put together a membership brochure to help promote our 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  Board of Directors has decided to put together a new membership brochure. It’s been a few years since we’ve updated our brochure so we thought it was time to put together a new brochure to help promote our chapter. We use the membership brochures to help in our recruiting efforts, to promote our chapter to the area businesses, and to give to new members as a guide to see what the Auburn Jaycees are all about. This project relates to our Chapter Plan under the Membership Retention, Growth and New Chapters Commission.
GOAL 1: To put together a membership brochure for the chapter.
GOAL 2: To involve four of our Board members in a decision making project.
GOAL 3: To have the brochures at 5 Auburn businesses.
GOAL 4: To provide a tool to help our chapter with recruiting.
GOAL 5: To provide new members with a tool to learn more about our organization.
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:

 
Put together the membership brochure.

Buy the needed supplies: paper and ink cartridges.

Promote the project at GMMs.

Call members for input and info for the brochure.

Make all the copies of the brochures.

E-mail a copy of the brochure to each of the board members for approval.

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:
Kassi Koerner
2216 K St.
Auburn, NE 68305
(402) 274-7474
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


5/25/06

Purchased
Computer


Eldon Russell


5/25/06

Donated

Print Shop Presswriter
Eldon Russell


5/25/06

Donated

Ink Cartridges (2)

Eldon Russell


5/25/06

Purchased

Membership Roster

Susan Stough


5/15/06

Owned

CPG materials


Eldon Russell


5/20/06

Purchased
Sign-in-sheet


Eldon Russell


6/1/06


Donated

Names and Addresses:

Name & Address: Pamida, 2410 Dahlke Ave., Auburn, NE 68305
What: Ink Cartridges, Paper, CPG Supplies
5. DESCRIBE POTENTIAL PROBLEMS AND THEIR SOLUTIONS TO SUCCESSFULLY COMPLETE THIS PROJECT:
Problem: Not having enough information to put in the brochure.
Solution:  Request that the board of directors all put together a brief synopsis of what their area of opportunity is about.
Problem: Not having dates finalized for projects to list on the brochure.
Solution: Any project that a date isn’t finalized, just simply listed TBA for now.
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
Computer



        800.00

Printer




          50.00

Printshop Presswriter


        100.00

Scanner



        150.00
Membership Roster


            1.00
Total Donated Items


     $1102.20
Chapter Appropriation

           60.00
TOTAL INCOME


      $1162.20
EXPENSES: 
Value of Donated Items

        1102.20
Ream of Paper




  5.00

Ink Cartridges



            50.00
CPG Materials




  5.00
TOTAL EXPENSES


       $1162.20
7. LIST THE SPECIFIC STEPS TO BRING THIS PROJECT TO A SUCCESSFUL COMPLETION SHOWING PLANNED DATES FOR EACH STEP.

5/1/06-
Project approved at Board Meeting.

5/2/06-
Promote project at GMM and ask for chapter input.

5/15/06-
Get out the membership roster and call a few members for input.

5/16/06-
Make a report at GMM.


5/20/06-
Purchase CPG supplies.


5/22/06-
Start CPG process.

5/25/06-
Purchase paper and ink cartridges.

5/25/06-
Begin working on the brochure.


5/25/06-
Use Printshop Presswriter- it has an awesome brochure template to use.


5/25/06-
Scan pictures of projects to put in the brochure.


5/25/06-
Contact project chairmen for dates of their projects to list in brochure.


5/25/06-
Call board of directors for input for the brochure.


6/1/06-
Make a report at Board of Directors Meeting and have them look over the brochure.


6/1/06-
Make sure that board members that helped with input sign the sign-in sheet.


6/1/06-
Make report at GMM.


6/3/06-
After board and chapter approval print 100 brochures.


6/3/06-
Distribute the brochures to various businesses in Auburn.


6/5/06-
Work on CPG


6/20/06-
Make final report at GMM.

6/20/06-
Put Together GMM Agenda, Secretary Notes, Etc. For CPG.

6/22/06-
Complete CPG.

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


5/27/06-      Decided to put a copy of the membership application inside the brochure.


6/5/06-        Decided to put brochures in doctor offices as well as other businesses.


6/5/06-
       Decided to take some brochures to Cotty’s at Peru. 

9. WHAT CHANGES OR RECOMMENDATIONS DO YOU HAVE FOR A FUTURE CHAIRPERSON?


Put together the brochure in January rather than waiting until May and list all of our proposed projects 



for the year in the brochure.


List the brochure on the membership survey in January of what members would like to see in our 



membership brochure.



Buy slicker paper, makes brochures look a little nicer and more professional.

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 put together a membership brochure for the chapter.
RESULT:
The new chapter brochure was distributed on June 3, 2006.
GOAL 2:
To involve four of our Board members in a decision making project.
RESULT:
Susan, Eldon, Kassi and Angie worked on the brochure.
GOAL 3:
To have the brochure at 5 Auburn businesses.
RESULT: 
The brochure is currently sitting in 10 Auburn businesses and one Peru business.
GOAL 4:
To provide a tool to help our chapter with recruiting.
RESULT:
The brochure will be given to prospective members during recruitment drives, m-nights and projects.
GOAL 5: 
To provide new members with a tool to learn more about the organization.
RESULT:
The brochure includes information on the four areas of opportunity, upcoming projects, and information on the chapter.
PROJECT IMPACT:
ON THE CHAPTER:

The impact this project had on the chapter was that it gave the Auburn Jaycees the opportunity to work together to put together a tool for membership to be used to better inform the community of what the Auburn Jaycees do for the community.
ON THE INDIVIDUAL:

This gave our individual members the opportunity to be involved  in a decision making process on a project that will help us recruit new members and help us grow as an organization. 
ON THE COMMUNITY: 

Our community sees how much the Auburn Jaycees really do for the community through our membership brochure. Our chapter can have a greater impact on the community by having a chapter tool such as this.
INCOME:



   PROPOSED


     ACTUAL

(Value of Donated Items)

Pen (1)





1.00




1.00

Sign In Sheet




  .20




  .20

Computer



        800.00
 


        800.00

Printer




          50.00



          50.00

Printshop Presswriter

                   100.00
                                            100.00

Scanner



       150.00



        150.00
Membership Roster


            1.00




1.00
Total Donated Items


      $1102.20



     $1102.20
Chapter Appropriation


60.00




86.90



TOTAL INCOME


       $1162.20



       $1189.10
EXPENSES: 
Value of Donated Items
                    1102.20



        1102.20
Ream of Paper




  5.00




  6.00
Ink Cartridges




50.00




74.65
CPG Materials




  5.00




  6.25
TOTAL EXPENSES


       $1162.20



        $1189.10
