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PLANNING

1.
Primary Purpose (what is the one reason you want to successfully run this project?)

To provide a source of communication to the members at large with

on-going projects and events

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.

Each month, The Charleton editor collects articles and news from the officers and project chairmen to publish in the newsletter.

Goal A:  
To publish a newsletter monthly for membership

Goal B:
To keep members informed of chapter events/planning.

Goal C:
To print and mail The Charleton within proposed budget of

 $89.00 each month

3.
What are the specific manpower assignments?


President:
Paul Myers

Address:
1425 Woodstone Dr. , St. Charles, MO  63304
Duties:
1.  To insure that the goals established in the chapter plan

      are accomplished.

2. To encourage chapter officers and project chair persons to submit articles in a timely manner for publication.

3. To write an opening article for each newsletter

Treasurer:
Chrissy Sommer


Address:
416 Quentin, St. Charles, Mo  63301

Duties:
1.  Issue check for postage




2.  Pay Kwik Kopy bill  


Chairperson:
Raymond Castile

Address:
1005 Ithaca Circle, St. Charles, Mo  63303

           Duties: 
1.
Collect articles & pictures from officers and project




chairmen.


2.
Assemble in a newsletter form using computer.


3.
Once laid out, print and take to Kwik Kopy for copying and assembling and convert to pdf format and upload to web site.


4.
Mail and email to membership or notify that it is available for download from web site.
What specific materials, supplies, and resources will be required?

Articles, clip-art, computer, publishing program, Adobe Acrobat Distiller to convert newsletter to .pdf file, internet access / e-mail, Kwik Kopy, Jaycees, labels, postage - needed by the end of the month.

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

Problem:
Not enough articles to publish

Solution:
Contact officers and project chairmen.  Also, fill with pictures, clip-art, or info on district and state events.  Editor can also use his/her discretion and shorten newsletter.

Problem:
Not getting articles in a timely fashion

Solution:
Contact officers and project chairmen and ask them to submit article.

6.
Complete a proposed budget indicating all anticipating income and expense.

Income



Expense
None



$ 35.00 Printing from Kwik Kopy







$ 37.00 Postage




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

Each month- Collect articles before board meeting or have members fax or e-mail them to editor

By the third to last day of each month - Once newsletter is laid our on computer, print and take to Kwik Kopy for printing and assembly and convert to .pdf file and upload to web site so it is available for the membership to download.

Last Day of each month - Mail to the membership before first monthly meeting or notify members when it is available to download from web site.

8.
Record any revision of the original plan.  None

9. 
What recommendations do you have for a future chairman?


More email addresses from the membership to save on the expense of mailing.

Give specific and measurable results for each goal established.  Describe the impact of this project on the chapter, individual members and the community.

A.  
To publish a newsletter monthly for membership


Result:
Goal met 100%

B.
To keep members informed of chapter events/planning.


Result:   Goal Met 100%.  All projects, current and upcoming, are published in The Charleton.

C.  
To print and mail The Charleton within proposed monthly budget of $89.00


Result:
Goal met, costs varied per month but never exceed the proposed budget

Chapter Impact:
The newsletter kept the region, state, and national Jaycees informed of events in our chapter

Individual Impact:
Individual members were kept advised of chapter happenings

Community Impact:  The newsletter was available on the website for any community members to view

