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Chairperson’s Planning Guide

Planning Steps

1. State the purpose of your project or Committee.   Write a single sentence that best describes the reason for your project, activity or Committee.  Consult with other Chamber staff or leadership for assistance.

2. Specific Goals.   They must be SMART  -  Specific, Measurable, Attainable, Realistic and Time-Certain (have a completion date).

Goal 1

Goal 2

Goal 3

Goal 4

Goal 5

Goal 6
3. Relate your purpose to the Mission of the Division and Chamber.  Write one or two sentences that describes how the success of your project, activity or Committee furthers the Mission of the Division and Chamber.  This step helps clarify why this activity should be pursued.  Projects and Committees furthering the Mission of the Division deserve and receive maximum Chamber resources and support.  Those that don’t – well, don’t.

4. Functions and Manpower Assignments.   BEFORE YOU CONSIDER ANY PERSONALITIES THAT YOU MAY HAVE AVAILABLE, draw out a Function Chart, sometimes called a Balloon Chart.  Define your Functions here, not your Goals.  Review your purpose here (Step 1). The main elements of your purpose should serve as primary Lead Functions on your Committee.  This will provide the basic foundation for your Organization Chart.  AS THE LAST STEP – AND ONLY THE LAST STEP – insert the specific people into the various functions you created.  If you have a particularly large Committee or Lead Function, you should repeat Steps 1 thru 4 for each Lead Function.

5. List the Specific Steps to be Taken to Assure Completion.   Review your SMART Goals.  List each Action Item and the proposed date of completion for each. Include presenting your CPG and Final Report to the Board, too!
Action Item to be Taken




Planned Completion Date

6. List Community Resources Needed.  Show the specific people, firms and resources who are not available within the Chamber offices that you will need to help assure your success.
7. List Anticipated Problems and the Proposed Solutions to Each.   WHAT will rise up to prevent you from succeeding?  This step helps keep you and your Committee sane, provides direction and helps prevent panic attacks down the road.  “No anticipated problems” is a signal that you are not prepared.
Anticipated Problems




Possible Solutions 

8. BUDGET WORKSHEET

Use Budget Worksheet to show planned revenue and expenses. Upon completion of term or project, fill in actual amounts of revenue and expense.

Project, Task Force or Committee _______________________________________________

_
Date of Board Meeting  _____________     Chairperson Name  _________________________

NOTE:  Total Revenue must equal Total Expenses










PLAN

    ACTUAL

REVENUE






     

Earned revenue sources (itemize below with amounts)
   $                            $

Sub-Total Revenue 





   $                            $
  Amount must equal Program of Work Revenue which is $__________
Appropriation from Chamber requested


   $

         $

TOTAL REVENUE to the Committee



   $
            
         $



EXPENSES

Itemize below with amounts



   $

         $


Sub-TOTAL Expenses
   




   $                            $
 Amount must equal Program of Work EXPENSE which is $__________
Net amount returned to Chamber



   $                            $

TOTAL ‘EXPENSES’ to the Committee


   $

         $
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