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Project Officer Meeting Agenda

June 30, 2011
1. Previous Meeting Recap

A. Integrate 8th Habit “feel good giving” not “fundraising”
B. 2010 Final Report Review
C. Determined Installation Campaign Focus Areas
D. Giving Potential Discussion

E. Goal Setting Orientation

F. Installation Plan Orientation

G. Rename Keyworkers to fit new logo more positive image

2. Task List Follow Up 





A. Chapters 5 - Express Your Voice & 11 One Voice – Pathfinding Shared Vision, Values and Strategy

B. Get updated manning totals & provide to PCFO for next meeting; Determine anticipated deployments of personnel; verify with each command/directorate;
C. Build contact data of commanders and execs for all organizations broken out on ledger

D. Update ledger with new/merged organizations and forward to PCFO finance officer, Doug Bannick:  Bannick@aol.com

E. Determine Giving Potential

F. Calculate 3 goal recommendations

G. Begin preparing installation campaign plan for achieving goals

H. Rename Keyworker position to fit new logo of “star” and more positive image
I. Continue to plan for online giving marketing ideas (Communications Plan)

3. The 8th Habit –  

A. Chapter 5 – Express your Voice – Vision, Discipline Passion and Conscience

B. Chapter 11 One Voice – Pathfinding Shared Vision, Values and Strategy Recap

C. Next Meeting:  Chapter 6 – Inspiring Others to Find Their Voice—The Leadership Challenge
4. Giving Break Out Statistics – Status Report – IPOs
A. Updated Personnel Strength 
B. Unit Personnel Break-Out Information Update (merged organizations)
5. Giving Potential Calculations
A. Giving potential formula
6. Installation Goal Setting
A. Goals Determined by:
1) Giving Potential

2) Historical Giving 
3) Economic Conditions    
4) 8th Habit Increase recommendation
7. Installation Campaign Plan

A. Executing the Goals
B. Commander Power Point presentations

C. Commander Presentation of Plan Scheduling

D. Commander approval of plan and goal
8. Internal Campaign Action Plan (who, what, where, when)

· Communications Plan 

· Schedule UPO & KW Training Dates & Locations 

· Commander Video Remarks Campaign Events – Planning 

·  Kick Off Planning 

· Kick Off theme – “50th Anniversary”

· Kick Off Commander Briefs 

· Green sheet preparation for pre-brief of speaker

· Brief prepared for host commander (who, what, where, when)

· Coordinate with Director

· Kick Offs –  Mandatory Training for UPOS & KWs

· Kick Off Logistics 

· Chairperson

· Committee

1. Security

2. Transportation

3. Protocol

4. Catering

5. Audio/Visual

· Invites – electronic 
· Invitation e-mail address list from protocol
· DVs - Commanders, First Sergeants, Chiefs

· RSVP – USAFA Protocol

· UPOs and Keyworkers – your list
· RSVP – you collect for your organization 
· PA Representative

1. Installation paper story with pictures for all installations

2. Video

3. Still photographer
9. Campaign Solicitation Structure  

A. Teambuilding

A. Ownership

B. Collaboration

C. Best Practices

D. Previous team member evaluations/recommendations

E. Unit campaign plans

B. Team Planning

· Timeline – it always takes longer than it should
· Recruitment – red light/green light chart presentation at weekly commander calls
· Logistics – when and where you will meet with your team on a regular basis
10. Solicit Unit Commanders for Unit Project Officers

A. Unit Commander “Heads Up”

B. Installation Commander Letter Request – PCFO sends by June 25
C. Request follow up

11. Task List –July
· Campaign Logistics Preparations 

1. Make sure campaign director has access to training sites 

2. Determine Solicitation Structure 

3. Final Campaign Ledger Update 

4. Keyworker Training Schedule distributed to assigned keyworkers
5. Solicit PA officers for regional support 
6. Coordinate with CCX and PA to schedule the CC CFC videotaping (CFC Director provides draft script).  Organization time & resources 

7. Prepare internal campaign action plan (who, what, where, when) 

8. Develop an internal communications plan 

9. Commander/agency head support letters for keyworkers follow up
10. Prepare Keyworker list & contact info data base 
11. Request campaign material storage & distribution facilities 
12. Campaign Materials Distribution Plan 
13. Develop meeting schedule with keyworker chain of command 
14. Kick Off Event preparations 
15. Request invite list from Protocol for KO event 

12. Next Meeting - July 19– US Postal Service Union Hall @ 1330 
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