Chairman Planning Guide

Project Presentation Guidelines

To The Board of Directors

One of the greatest things about being a Greensboro Jaycee is the Leadership Development training we receive in all aspects of the club.  Presenting a Chairman’s Planning Guide to the Board of Directors is one of those opportunities to learn from.  This should be treated as if a chairperson is presenting a proposal to the CEO of a Fortune 500 company.  Business attire should be worn (khakis or better).  To assist chairpeople in the presentation, these guidelines have been created.

1. Be on time!!  Board meetings begin at 6:30pm the Monday before every first and third Wednesday of the month.  Consult your Director about which meeting you need to attend.

2. Sign in.

3. Stand at the front of the room (to one side of the president).

4. Speak clearly and address the room.

5. State the following:

· Your name.

· Your project’s name.

· Your primary purpose.

· The date and time of the project.

· The Area of Opportunity information (which should have been provided to you by your director).

· Your first 3 goals ONLY.

· Your preliminary budget.

6. Remain standing up front until invited to sit back down.

Your director will take over from this point to move that the project be approved, followed by the Vice President who will second the motion.  After the discussion is over, the secretary will read the motion and the project will be voted upon.  Once the project passes, you may take your seat.  You are welcome to remain for the entire meeting, however, you are may leave at any time you wish once your presentation is over.  We do ask that you do not leave while other chairpeople are presenting.  Instead, wait until the next vote is taken and there is a break between presentations.

If you have questions regarding presentations, please discuss them with your director or vice president prior to the Board Meeting.

