To: All Chairpersons

From: The Board of Directors

Re: CPG Presentation

The Board of Directors has compiled the following guidelines for presentation of a preliminary or final PLANNING GUIDE (CPG).  A CPG is the business plan the Jaycees; used to formulate and execute Chapter projects.     This is an explanation of the Chapter By-Laws and protocols govern CPG presentations.

The Board of Directors is the governing body of the Pasadena Jaycees.  The Board works to keep a straight course and smooth operations of Chapter.  There are five (5) portfolio area: Administration, Community, Individual Development, Management, and Membership.

The Board regulates Chapter finances, determines the project, issues checks, reviews and approves business contracts and hears reports on the progress of Chapter projects and discusses important Chapter matters. The Board meets on the first and third Tuesday of every month from 7-9pm in the Curtain House at the Junior Chamber of Commerce Office, 474 West Walnut St. Board meetings are open to all members of the Pasadena Jaycees.

Upon being selected to chair an upcoming project, there should be an initial meeting involving the project Director and/or Vice President and the Chairperson. At this meeting, the Chairperson is presented a general overview of the project, past project CPGs and on occasion, specific project goals from the Board.  At this point, the Chairperson should begin recruiting committee members, scheduling committee meetings, writing the CPG and completing the project budget.   Any questions or concerns that you have should be directed to your Director or Vice President.

The preliminary budget must be reviewed and approved by the Board before any checks can be issued or any price to an event can be published. It takes approximately 14 days for a check to be approved by the Board.  First, the check goes “ON NOTICE," a week before it is paid.  The Chapter expense report form must be properly filled out and in the Jaycee Office no later than Monday afternoon to be considered for the ON NOTICE list.  At the following meeting, the check will be approved for payment.   Typically, approved checks are mailed out immediately after the meeting.  Please take these guidelines into account and plan accordingly.

The PRE-CPG is presented to the Board at least 6 weeks prior to the project's day-of event.  The Final CPG is presented as soon as possible after the project day of event. The CPG presentation should be treated as would a presentation at a business meeting. Please wear your membership name badge for the presentation. Chairpersons and guests are asked to sit at the tables closest to the door of the Boardroom.  You will need to make 9 copies of the PRE and FINAL CPGS.  Please use the Jaycee copier for this as YOU WILL NOT BE REIMBURSED FOR COPIER CHARGES. There is an official time on the meeting agenda for the presentation of the PRE and FINAL CPGS.  A specific time can be arranged through the Vice President or Director.  In order for you to be on the agenda to speak at the board meeting, you must contact your Director at least 3 days  prior to the meeting to arrange your presentation. The CPG presentation should take approximately 5 minutes to complete.

The President will recognize the portfolio area Vice President or Director who will make a motion to approve the CPG, followed by a "second" of the motion.  Then the Vice President or Director will introduce the Chairperson: "FOR THE PURPOSES OF PRESENATION OF A PRELIMINARY/FINAL CPG, I WOULD LIKE TO INTRODUCE JANE, CHAIRPERSON OF THE PANCAKE BREAKFAST TO PRESENT THE PRELIMINARY/FINAL CPG." At this point, the Chairperson should get up and stand in the middle of the boardroom, before the Board and present the CPG.

There are several key points that you should focus upon during the PRE-CPG presentation: THE PRIMARY PURPOSE OF THE PROJECT, TIMELINE AND BUDGET.  For presentation of the FINAL CPG, focus on the RESULTS OF THE PROJECTS GOALS REVISIONS TO THE ORIGINAL PLAN, SIGNIFICANT RECOMMENDATIONS AND THE FINAL BUDGET.  Any other points the Chairperson wishes to make are at his/her discretion. Please make an effort to keep the CPG presentation to a maximum of 5 minutes in length.  Following the formal CPG presentation, the Board will ask questions, make comments and offer is advice.

When you come before the Board of Directors serving as a Chairperson to present a PRELIMARY or FINAL CPG, you should remember that this is an official meeting and the people with whom you enjoy conversation and drinks at a mixer are now serving as

elected directors of a California Corporation, THE PASADENA JUNIOR CHAMBER OF COMMERCE.  The most simple and effective advice that the Board could give to Chairpersons is "COME TO THE BOARD MEETING WITH YOUR PROJECT PLANS CAREFULLY THOUGHT OUT AND THE CPG PROCESS THOROUGHLY REVIEWED."

The Board acts as a "SOUNDING BOARD" and a resource for Chairpersons. The Board asks thoughtful and thorough questions, but if you are adequately prepared and have a good understanding of your project, the answers will come easily.  In addition, the Board offers Chairpersons constructive criticism to foster positive project results. Know that the Board wants to see the project succeed and will endeavor to assist you and your committee in any way possible.

BOARD OF DIRECTORS

                1.  Board Structure

The Board of Directors is responsible for the general management of the Chapter.  The Board is divided into several programming area, or portfolios.  Each portfolio is assigned to a Director for oversight.  The Director works closely with the chairperson and provides regular progress reports to the Board of Directors.  The director is the liaison between the Board and the chairperson and/or committee members.

                2. Board Meetings

The Board of Directors meets the first and third Tuesday from 7pm-9pm.  Board meetings are held in the Curtain House (474 West Walnut St.) Board meetings are open for everyone. All Chairpersons must present their preliminary CPG to the Board at least 6 weeks prior to the event and the final CPG to the Board two weeks after the event.

