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Project Name:

Project Date:


Vice President


Director


Chairman

Project Name:      
Chairperson(s):      
Date of Project:      
Location:      
Presented to Board (New):      
Presented to Board (Final):      
 FORMCHECKBOX 
  First Trimester    FORMCHECKBOX 
  Second Trimester   FORMCHECKBOX 
  Third Trimester   FORMCHECKBOX 
  Year-Long

 FORMCHECKBOX 

Recruit Project Chairperson.

 FORMCHECKBOX 

Inform Chairperson about Project Planning class offered by Programming.

 FORMCHECKBOX 

Meet with Chairperson to discuss writing Chairman’s Planning Guide and budget numbers.  Explain importance of saving ALL materials throughout planning and implementation.

 FORMCHECKBOX 

Review elements of Chairperson’s Checklist with Chairperson.  Assist where necessary in the completion of items on the checklist.

 FORMCHECKBOX 

Obtain Area of Opportunity and Mission Statement information from Chapter Plan.

 FORMCHECKBOX 

Assist Chairperson in writing Chairman’s Planning Guide and turn-in to Jaycee Office Staff for typing or downloading.

 FORMCHECKBOX 

Gather all financial information and discuss with Treasurer (if necessary).

 FORMCHECKBOX 

Coordinate with Jaycee Office Staff, Secretary, Vice President and Programming Officer regarding hard copies of Chairman’s Planning Guide.

 FORMCHECKBOX 

Contact Secretary to verify that they project has been placed on the Board Meeting Agenda for the upcoming Board Meeting.

 FORMCHECKBOX 

Maintain a copy of all receipts and signed purchase orders for your records.

 FORMCHECKBOX 

Remind Chairperson of The Projector and Email Happenings deadlines.

 FORMCHECKBOX 

Verify project is placed on Calendar.

 FORMCHECKBOX 

Have project announced at Membership Meetings.

 FORMCHECKBOX 

Have project announced at Orientation Meetings.

 FORMCHECKBOX 

Follow-up with Chairperson to make certain that Publicity and Advertising requests have been submitted.

 FORMCHECKBOX 

Consult Legal Council on contracts and whether or not a release form will be necessary.

 FORMCHECKBOX 

Add project to Recruitment Director’s calendar.

 FORMCHECKBOX 

Follow-up with Chairperson about project details:  room and equipment reservations.

 FORMCHECKBOX 

Voice Mail Board of Directors to remind them of upcoming project.

 FORMCHECKBOX 

Help with phone banks as necessary.

 FORMCHECKBOX 

Assist in implementation of project.

 FORMCHECKBOX 

Follow-up with Chairperson to see if necessary items have been turned in:


 FORMCHECKBOX 
  Equipment



 FORMCHECKBOX 
  Money


 FORMCHECKBOX 
  Sign-In Sheets 


 FORMCHECKBOX 
  Purchase Orders

 FORMCHECKBOX 

Obtain copy of Detailed Trial Balance for project to assist in final budget process.

 FORMCHECKBOX 

Review final budget with Chairperson.

 FORMCHECKBOX 

Discuss final budget with Treasurer as necessary.

 FORMCHECKBOX 

Review final Chairman’s Planning Guide prior to submission to the Board of Directors (Within 30 days of finishing project.)

 FORMCHECKBOX 

Coordinate with Jaycee Office Staff, Secretary, Vice President and Programming Officer regarding hard copies of Chairman’s Planning Guide.

 FORMCHECKBOX 

Contact Secretary to verify that they project has been placed on the Board Meeting Agenda for the upcoming Board Meeting.

 FORMCHECKBOX 

Coordinate preparation of Chairman’s Planning Guide book with Chairperson, Vice President and Programming Officer.

 FORMCHECKBOX 

Turn in final book within 45 days of finishing project.
GREENSBORO JAYCEES 


Director’s Checklist


401 North Greene Street, Greensboro, NC, 27401, (336) 379-1570, www.jaycee.org
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