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�
CHAIRMAN’S  PLANNING  GUIDE


Project Name: ___________________________


�PLANNING


1.	Primary purpose.  








2.	Give a brief description of the proposed project and background information.  








The goals for this project are as follows:





GOAL 1:  


GOAL 2:  	


GOAL 3:  





3.	What are the specific manpower assignments?





Supervising Officer & President  


Name:		


Address:  	


Phone:  


Duties:  


Chairperson


Name:	  	


Address:  	


Phone:  		


Duties:  





Additional Manpower 








4.	What specific materials, supplies, and resources will be required?


Donated Items


Materials/Supplies�
Resource/Contact Info�
Estimated Donated Value�
Person Responsible�
�
�
�
�
�
�
�
�
�
�
�






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


Potential Problem:	


Solution:	





Potential Problem:	


Solution:	








6.	Complete a Proposed Budget indicating all anticipated income and expense.


	





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





DATE�
PROJECTED  ACTIVITY  TO  ACCOMPLISH  PLANNING�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
IMPLEMENTATION AND EVALUATION


�8.	Record any revision of the original plan.    





DATE�
DESCRIPTION  OF  REVISION�
�
�
�
�
�
�
�






Materials/supplies not planned for:  








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


CHANGES  OR  RECOMMENDATIONS�
�
�
�
�
�
�
�






10.	Give specific and measurable results for each goal established. 





Primary Purpose:  


Result:   





Goal 1:  


Result:  





Goal 2:  


Result:     





Goal 3:  	


Result:  











INDIVIDUAL:	








CHAPTER:	





COMMUNITY:	


�
Project Name	Proposed  Budget�  (item #6)


INCOME:	PROPOSED	


Appropriation from chapter	$.00


Value of donated items	$.00


Other sources of income (list)


	$.00


	$.00


	$.00


	$.00


	$.00


	$.00


	$.00


	$.00


	$.00


	$.00


	$.00


	$.00


TOTAL  INCOME	$.00


�EXPENSES: 	PROPOSED	


Value of donated items	$.00


Other expenses (list)


	$.00


	$.00


	$.00


	$.00


	$.00


	$.00


	$.00


	$.00


	$.00


	$.00


	$.00


	$.00


	$.00


	$.00


Appropriation from chapter	$.00


Return to chapter (profit)	$.00


TOTAL  EXPENSES	$.00


�
Project Name 	Budget Sheet/Financial Statement�


INCOME:	PROPOSED	ACTUAL


Appropriation from chapter	$.00	$.00


Value of donated items	$.00	$.00


Other sources of income (list)


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


TOTAL  INCOME	$.00	$.00


�EXPENSES: 	PROPOSED	ACTUAL


Value of donated items	$.00	$.00


Other expenses (list)


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


	$.00	$.00


Appropriation from chapter	$.00	$.00


Return to chapter (profit)	$.00	$.00


TOTAL  EXPENSES	$.00	$.00


