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Contrary to popular opinion, the purpose of a CPG is not to give chairperson paperwork to do. Rather, a CPG is a tool to 
help you plan your project, and then to evaluate its effectiveness. This helps increase the likelihood of success of your 
project. 
If you want to run a project, then you need to convince the Board to devote part of its hard-earned assets and resources to 
your project, so you'd better be able to explain to the Board how your project will help the chapter meet its goals and 
convince them that you're capable and prepared to run the project successfully. You show that you've thought seriously 
about how to run the project by listing all of the manpower and supplies you'll need, what could go wrong and what to do 
about it, what money you'll need, and step-by-step instructions for running the project. Afterwards, you need to explain 
how it went differently then you expected, what you'd do differently next time, and evaluate how successful it really was 
and what impact it had. 
This is how the Jaycees run projects and how you can learn to do so as well. 
The CPG serves a second purpose, which is to tell next year's chairman how you ran the project this year. If you're starting 
from a previous year's CPG, each time you discover a necessary part of the project that wasn't described in the CPG and 
wonder why the previous CPG's chairperson didn't document that, be sure to document it in your CPG so that next year's 
chairperson won't be similarly surprised. After a couple of years, the CPG should become a cookbook for how to run the 
project. 

Planning 
 
1. Primary Purpose 

What is the one reason the chapter wants to run this project? Keep it short; one sentence. 
Avoid using the word "and. " 
To teach members of the Raleigh Jaycees how to write award-winning CPG books. 

2. Brief Description 
Give a brief description of the proposed project and background information. 
Insert one or two paragraphs about the project. In the description, include the history (how old is the project), how 
did you come to chair the project, and describe the desired results. 
Since 1932, the Raleigh Jaycees have run successful projects. We have strived every year to document them well 
to be used as a planning tool for the chairperson. The CPG is also used as a tool for the future Chairperson, telling 
them the successes you had and things you would suggest changing in the next years. 

Also list here how this project relates to the chapter plan goals (get this information from your Director). (If the project 
doesn't relate to the chapter's goals, then why should we run it?) 

This project relates to the Raleigh Jaycees 2004 Chapter Plan: 
• Area of Opportunity. Business 

• Commission: Strategic Planning 
 
Follow this with a listing of the specific and measurable goals to be accomplished by this project. How will we know 
whether the project was successful? If successful, how successful? 

Goals must be specific and measurable. The first goals, anywhere from one to four (or more) 



of them, will concern the primary purpose and have nothing to do with Jaycee attendance (unless attendance 
is the primary purpose, but that's rarely the case). 

      Specific and measurable goals: 
Goal A should match your primary purpose stated in section #1. For example, your primary purpose might be to 
raise money for XYZ charity; then your measurable Goal A would be "To raise $10,000 for XYZ charity. " 

The Jan. 1 base of 244 is correct for 2004, will change for 2005.  

Goal A: To train 25 members, or 10% of the January I, 2004 base of 244, how to write a correct CPG. 

There are goals to include involving attendance to your project, as shown. 
 
Goal B: To have 5 members be Jaycees who have been members for 6 months or less. 

Goal C: To have 3 attendees be guests. 

3. Manpower Assignments 
What are the specific manpower assignments? These are people within the chapter who are assigned to your project 
and responsible for helping you make it successful. Keep in mind that you can make use of special directors in the 
chapter such as publicity and legal council. It should also list your committee members and other Jaycees that will 
help you. Community resources who do not have to help you with your project (but you hope they will) should be 
listed in Section 4. 

  
       Chapter President                                 President name 
                                  President address 

   President home phone number 
   President work phone number 
  President e-mail address 

 Duties:  To ensure that the chapter's overall goals are met and to serve as an advisor. 

 Vice President                               VP name 
  VP address 
  VP home phone number 
  VP work phone number 
  VP e-mail address 

Duties: To ensure that the area goals are met and to provide advisory and other assistance toward the project 
success. 

 Director                             Director name 
 Director address 

   Director home phone number 
                                                                               Director work phone number 

Director e-mail address 
 
Duties: To assist the chairperson in the planning, implementation, and evaluation of the project. 

 
 
 
 



 
Chairperson                            Chairperson name 

               Chairperson address 
Chairperson home phone number 
Chairperson work phone number 

  Chairperson e-mail address 

Duties: To oversee all aspects of the project and to make sure that the project goals are met. 

 Publicity or State Director Publicity Contact's name 
Publicity Contact's address 

Publicity Contact's home phone number 
Publicity Contact's work phone number 

Publicity Contact's e-mail address 

Duties: To oversee all publicity aspects of the project and to make sure that the project goals are met. 

4. Materials, Supplies, and Resources 
What specific materials, supplies and resources will be required? List everything you will use on this project—if it's 
not listed here, could you run the project without it? Picture making a peanut butter and jelly sandwich, what all do 
you need? Could you make one without a plate, a knife, peanut butter, jelly, bread, etc? This includes things a (ike a 
site to run the event, flyers to publicize it, film for photographs, etc. 

Add as much information here as possible to assist next year's chairman. (The following structure is a table; and 
functions for changing it can be accessed from the "Table" menu.) 
Quantity  Description Person 

Responsible 
Date 
Needed 

Purchase/ 
Donate 

1 Location to hold training Chairperson 3/23/04 Donate 
20 

3000 
10 

2 

Copies of the CPG 
Template 
Gotcha Pamphlets 
Snacks for the project 
Submits to Jaycall 

Chairperson 

Chairperson 
Chairperson 
Chairperson 

211/04 

3/1/04 
3/23/04 
2115/04 & 
3/15/04 

Donate 

Donate 
Purchase 
Donate 

Next list manpower people from the community that can help you with your project but aren't required to do so. 
These are people who can get you donations, that you coordinate your project with, etc. 

 Community Contact Contact name 
Contact address 
Contact phone number 
Contact eomai/ address 
Contact web site 

Assistance: What assistance can this contact provide? Log splitters? Hockey tickets? 

5. Potential Problems and Solutions 
Describe the potential problems and solutions to successfully complete this project. If you think nothing can go 
wrong, either your project isn't accomplishing much or you haven't thought much about how you'll run it. 

Insert any problems you think you may encounter, and what your solution is for dealing with these problems. There 
can be more than one solution for a problem. For example: 
 
 
 



Problem: Rain cancels event. 
Solution:    Arrange rain date mm/dd/yyyy. 
Solution: Cancel the project.  
Solution: Work in the rain. 
 
Proposed Budget 
Complete a proposed budget indicating all anticipated income and expense. All of the materials listed in Section 
4 need to be accounted for. Estimate the cost of donated items based on what they would cost if you bought 
them for cash. When cost is based on the number of items needed, list the number of units expected and the 
cost per unit. 

Budget goes on its own page. If the budget is lengthy, prepare it in a spreadsheet program (such as Excel), format it 
to look like this page, and insert that page in place of this one. 
Income 

Item Proposed 
Cash Income 

Appropriation from Chapter 
Ticket Sales to attend event 

Total Cash Income 
Donated Items 

Use of Jaycee office for site 
Copies of CPG Template 
Pamphlet Printing 

Total Donated Items 
Total Income 

$15.00 
$235.00 
$250.00 

$100.00 
$13.50 
$10.00 

$123.50 
$373.50 

Expenses 
 

Item Proposed 
Cash Expenses 

Income Total = Expenses Total. Donated items 
count as income and expenses- Appropriation 
from the chapter counts as income. Return of 
appropriation to chapter counts as an expense. 
Cash expenses must be less than or equal to 
cash income. Any cash income left over 
becomes a return of appropriation 

6. Specific Steps 
List the specific steps to bring this 

project to a successful completion showing planned dates for each step. Again, consider the peanut butter and jelly 
sandwich idea. You need to take bread out of the bag, put it on the plate, open lid of peanut butter, stick knife in 
peanut butter, etc. Consider everything you'll need to do to get this project done. 

Date Action 
01/25/2002 
02/26/2002 
03/01/2002 
03/04/2002 
03/05/2002 
03/19/2002 
03/23/2002 
03/26/2002 

John Smith accepted 2002 Project Gotcha Chairperson position 
Present initial CPG to Board of Directors. 
Recruit committee. 
Arrange for publicity with Publicity Director. 
Make announcement at General Membership Meeting. 
Make announcement at General Membership Meeting. 
Run the best Project Gotcha ever. 
Present final CPG to Board of Directors. 

Snacks $250.00 
Total Cash Expenses 
Donated Items 

$250.00 

Use of Jaycee office for site $100.00 
Copies of CPG Template $13.50 
Pamphlet Printing $10.00 

Total Donated Items $123.50 
Return of Appropriation $0.00 
Total Expenses $373.50 



03/28/2002 Put together CPG book at CPG assembly. 

List out the dates when you agreed to chair the project, when you plan to contact key people about parts of the 
project, publicity dates, initial and final CPG presentation to the Board, when the project is to be run, when you'll 
announced at the General Membership Meeting, etc. 

Everything before the date you present the initial CPG is in the past tense. The presentation of the initial CPG to 
the board is in the present tense, and every after is in the future tense. (Remember this is a plan, not a record of 
what you did since it is written before the project occurs.) 

Implementation and Evaluation 

7. Revisions to the Original Plan 
Record any revision of the original plan. Place a date as to when the decision was made to make any 
changes. These should be significant changes, such as new steps not planned for or rearranging the order 
of steps so that they work better. 

Date New Action 
02/28/2002 Received a corporate sponsorship from Wally World of 1 ,000 widgets, 

made a committee person to handle widget distribution to attendees 
03/0112002  Original site lined up was not available, moved site to XYZ Hotel 

8. Changes and Recommendations 
What changes or recommendations do you have tor a future chairman? What would you do differently ifyou had it 
to do over again? This is the most important part. This is where you let next year's chairperson know about the good, 
the bad, and the ugly. 

Again, if you have no chgnges, then either you planned the project perfectly and Should run a more complex one 
next time to challenge yourself better, or you're not thinking very hard about how the project went and what could 
be better. 

1. Make sure there is no conflict with the Jaycee office the date of the event. Since the Happy Horserace Meeting 
was already being held there, we had to move the event to the XYZ Hotel instead 

2. See if Wally World or another corporate sponsor can donate something more useful than widgets next year. They 
were distributed to the attendees, and none of them could figure out what to do with them 

9. Results and Impact 
Give specific and measurable results for each goal established. Describe the impact of this project on the chapter, 
individual members, and the community (three separate paragraphs). 

Copy and paste all goals, then give statistics as to their results. Express each result as a percentage of goal, 

Goal A: To train 25 members, or 10% of the January 1, 2004 base of 244, how to write a correct CPG. 
Result: 30 members, attended, 120% of goal. 

Goal B: To have 5 members be Jaycees who have been members for 6 months or less. Result: 4 members, or 13% of 
those attending, were new members, 80% of goal. 

Goal C: To have 3 attendees, be guests. 
Result: 3 members, or 10% of those attending, were guests, 100% of goal. 
Impact on Chapter: The impact this project had on the chapter was... 
Impact on Individual Members: The impact this project had on the individual members was... 



Impact on Community: The impact this project had on the community was... 

Final Budget 
Compare proposed budget with actual budget. Must be on its own page. The proposed column must be the same as 
in Section 6. 

Income 

Item Proposed Actual 
Cash Income 

Appropriation from Chapter 
Ticket Sales to attend event (sold 30 @ $10) 

Total Cash Income 
Donated Items 

Use of Jaycee office for site 
Copies of CPG Template 
Pamphlet Printing 

Total Donated Items 
Total Income 

$15.00 
$235.00 
$250.00 

$100.00 
$13.50 
$10.00 

$123.50 
$373.50 

$15.00 
$300.00 
$315.00 

$100.00 
$2.50 

$10.00 
$112.50 
$427.50 

Expenses 
  

Item Proposed Actual 
Cash Expenses 

Total Cash Expenses 
Donated Items 

Use of XYZ Hotel for site 
Copies of CPG Template 
Pamphlet Printing 

Total Donated Items 
Return of Appropriation 
Total Expenses 

$250.00 
$250.00 

$100.00 
$13.50 
$10.00 

$123.50 
$0.00 

$373.50 

$315.00 
$315.00 

$100.00 
$2.50 

$10.00 
$112.50 

$0.00 
$427.50 

 


	Planning
	1. Primary Purpose
	4. Materials, Supplies, and Resources
	Cash Expenses
	6. Specific Steps
	9. Results and Impact


