Rising Phoenix Jaycees

Chairman’s Planning Guide
Project Name: <Enter Project Name Here>
Date:      
Primary Purpose

Provide a brief statement giving one reason why the chapter wants to conduct this project
Background

Summarize the concept of the proposed project (how did it come about or what generated the need for this project.)  Explain how this proposed project relates to the chapter's objectives, priorities and goals)
The project falls under the  FORMDROPDOWN 
 Area of Development.


Goals:

(Project goals must be Specific, Measurable, Attainable, Realistic and Timely)

Goal #1:      
Goal #2:      
Goal #3:      
Goal #4:      
Goal #5:      
Manpower

Document proposed involvement by both member and non-members on the project team.  List each individual along with his or her specific duties and responsibilities.  For manpower assignments where a specific person has not yet been selected, list the specific skills, knowledge areas, and abilities that person should possess.

Project Sponsor:
Enter Name, Enter Board Position
Project Manager:
Enter Name
Deliverable: 
List Deliverable
Owner:

Name of deliverable owner
Contact Info:
Tel: xxx-xxxx; email: Enter Email:
Responsibilities: List responsibilities
Deliverable: 
List Deliverable
Owner:

Name of deliverable owner
Contact Info:
Tel: xxx-xxxx; email: Enter Email:
Responsibilities: List responsibilities
Deliverable: 
List Deliverable
Owner:

Name of deliverable owner
Contact Info:
Tel: xxx-xxxx; email: Enter Email:
Responsibilities: List responsibilities
Deliverable: 
List Deliverable
Owner:

Name of deliverable owner
Contact Info:
Tel: xxx-xxxx; email: Enter Email:
Responsibilities: List responsibilities
Deliverable: 
List Deliverable
Owner:

Name of deliverable owner
Contact Info:
Tel: xxx-xxxx; email: Enter Email:
Responsibilities: List responsibilities
Deliverable: 
List Deliverable
Owner:

Name of deliverable owner
Contact Info:
Tel: xxx-xxxx; email: Enter Email:
Responsibilities: List responsibilities
Deliverable: 
List Deliverable
Owner:

Name of deliverable owner
Contact Info:
Tel: xxx-xxxx; email: Enter Email:
Responsibilities: List responsibilities
Materials/Resources

List all materials and resources that will be needed, from both chapter and community resources, to successfully complete this project.  List each resources, providing detailed contact information (i.e. address, telephone numbers, contact persons, etc.) adding a notation if materials are expected to be purchased or donated, which will assist in preparing the budget)

Purchased Materials

Materials/Resources


Resource/Contact Info

Unit Cost

Total Cost


Donated Materials

Materials/Resources


Resource/Contact Info

Unit Cost

Total Cost


Risk Management Plan

Anticipate potential problems/risks and develop a mitigation strategy and contingency plan.  Also include triggers for your contingency plan.

<<See Risk Management Plan Template>>

Project Budget

Keep 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.

<See Budget Worksheet>

Timeline

Prepare a detailed list of what actions are planned or will need to be completed, including dates for each planned action.

Date

Action


     

Enter action 
     

Enter action 
     

Enter action 
     

Enter action 
     

Enter action 
     

Enter action 
