How to utilize the Chairman’s Planning Guide (CPG)

Single Project Area of Opportunity Award entries are judged on the impact of the project on the chapter or community served. The CPG is one of the best tools for success that The U.S. Junior Chamber has. It is a ten-step tool used to plan and evaluate a project. It has been effectively used in launching businesses, political campaigns and chapter projects across the nation. Every project the chapter runs should utilize this guide.

The CPG is a series of questions designed to guide the project chairperson and the members of the committee through the process of running the project. 

1. Primary Purpose. 
· A brief statement giving the ONE REASON the chapter wants to conduct this project.

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. 

· Summarize the concept of the proposed project — the who, what, or how that provided the idea — and briefly describe the desired results. 

· Explain how this proposed project relates to the chapter’s objective, priorities, and goals. The brief description will relate specifically to a priority and goal in your chapter business plan.

· Project goals must be SPECIFIC, MEASURABLE, ATTAINABLE, REALISTIC, and TIMELY. There must be at least one goal, but there is no maximum number of goals a project may have. The first goal must match the primary purpose.

· Questions three through seven are the plan of how to attain these goals. Remember that successful achievement of project goals will have a positive influence on achievement of the primary purpose.

3. What are the specific manpower assignments? 
· Document proposed involvement, both member and non-member. List each individual along with his or her specific duties and responsibilities. For manpower assignments where a specific person(s) has not yet been selected, list the specific responsibilities, talents, skills, knowledge, or abilities that person(s) will need to possess.

4. What specific materials, supplies, and resources will be required? 
· List all materials and supplies that will be needed, from both chapter and community resources, to successfully complete this project. Listing each resource, providing detailed contact information (address, telephone numbers, contact person, etc.), adding a notation if materials are expected to be purchased or donated. This will assist in preparing a budget later.

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

· Anticipate potential problems and develop backup plans or alternate solutions to each problem. For best results, examine problems by management technique areas of planning, training, communications, personnel management, and financial management.

6. Complete a proposed budget indicating all anticipated income and expenses. 
· Keeping project goals in mind, refer to the list of materials, supplies, and resources, along with the proposed action steps, to determine estimated project income and expenses. Include the value of donated items (goods and services). List all anticipated income and expenses.

· The Project Financial Statement is a helpful form to maintain good budgeting of the project. The form is available on the Guide to Successful Chapter Management CD-Rom or on the USJC Website at www.usjaycees.org.

7. List the specific steps to bring this project to a successful completion showing planned dates for each step. 
· Prepare a detailed list of what actions are planned or will need to be completed, including dates for each planned action.

8. Record any revision of the original plan. 
· Anything that changed in the original plan, steps one through seven, should be recorded and explained. It is important to highlight all modifications so that a clear understanding is provided for future chairpersons. Minor changes do not need to be listed, such as a committee meeting held on Tuesday instead of Monday. Note: record actual income and expenses, including any revisions, on the budget sheet under tab two. 

9. What solutions or recommendations do you have for a future chairperson? 
· What changes could have been made that would have made the project more successful? What things made the project successful? Compile a detailed list of recommendations for the next project chairperson. 

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

· First list each goal from question two and the results for each goal. What were the specific results of each goal? Then describe the impact of the project on the chapter, individual members, and the community. Identify the impact on the committee members, the chapter, and the community as a result of the completion of the project. Only area(s) of impact need to be discussed. Use the opportunity to reach the reader as to why this project should – or should not - be run again.  

Not only is the CPG a valuable tool in conducting successful projects, it is also the basis for project award entries on a state and national level. For guidelines on submitting the Chairman's Planning Guide for national awards, refer to the National Awards Manual. 
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