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CHAIRPERSON’S PLANNING GUIDE

Planning

1.  Primary purpose.  What is the one reason this project should be successfully run?
2.  Give a brief description of the proposed project including idea origin information and how this project fits into the chapter’s Plan of Action for the year.  Follow this with a listing of the specific and measurable goals to be accomplished by this project.
DESCRIPTION:   

GOAL 1:


GOAL 2:


GOAL 3:  

3.  List the specific manpower assignments.
	Name and Contact Information
	Position
	Duties

	
	
	· 

	
	
	· 

	
	
	· 

	
	
	· 

	
	
	· 

	
	
	· 

	
	
	· 


4.  List specific materials, supplies, and resources required.

Materials, Supplies, and Resources:
	Item:

	Quantity:
	Purchased/Donated/Existing Asset/Borrowed:
	Resource:
	Date Needed:

	
	
	
	
	

	
	
	 
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


5.  Describe potential problems and their solutions to successfully complete this project.
PLANNING


PROBLEM:   

SOLUTION:  

TRAINING


PROBLEM:  

SOLUTION:  

PERSONNEL MANAGEMENT


PROBLEM: 
SOLUTION:

COMMUNICATION


PROBLEM:   

SOLUTION:  

FINANCIAL MANAGEMENT


PROBLEM:   


SOLUTION:  

6.  Complete a proposed budget showing all anticipated income and expenses.
Income:
	ITEM

(Donated/Purchased)
	PROPOSED AMOUNT

	
	

	
	

	
	

	TOTAL
	$


Expenses:

	ITEM

(Donated/Purchased)
	PROPOSED AMOUNT

	
	

	
	

	
	

	TOTAL
	$


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

	Proposed

Date
	Activity

	3 months prior to project
	· 

	2 months prior to project
	· 

	1 month prior to project
	· 

	2 weeks prior to project
	· 

	Day of Project
	· 

	Within 1 month after project
	· 


IMPLEMENTATION AND EVALUATION

8.  Record any revision of the original plan.
REVISION AND REASON: 

REVISION AND REASON:  
REVISION AND REASON:  
9.  What solutions or recommendations do you have for a future chairperson?
RECOMMENDATION 1: 

RECOMMENDATION 2: 

RECOMMENDATION 3: 

10. Give specific and measurable results for each goal established.  Describe the impact of this project on the chapter, individual members, and the community.
Was the primary purpose achieved and how?
How were the goals met?
GOAL 1:


GOAL 2:


GOAL 3:

IMPACT ON THE CHAPTER: 

IMPACT ON INDIVIDUAL MEMBERS: 

IMPACT ON THE COMMUNITY:

FINANCIAL STATEMENT

INCOME:

	ITEM

(Donated/Purchased)
	PROPOSED AMOUNT
	ACTUAL AMOUNT

	
	
	

	
	
	

	
	
	

	
	TOTAL
	$


EXPENSES:

	ITEM

(Donated/Purchased)
	PROPOSED AMOUNT
	ACTUAL AMOUNT

	
	
	

	
	
	

	
	
	

	
	TOTAL
	$


