Making a Program of Work, WORK for You!
A Well balanced Program of Work, Reflects the purposes of FCCLA, and allows members to develop leadership, management, communication and personal skills by planning, conducting and evaluating activities.
TIPS:


Set aside enough time for officers to complete the entire program at the beginning of the year.


Explain the process to the officers, and keep them focused on the task.


Use Action Verbs in your Theme, Goals and Activity Titles.


Incorporate 4 star chapter and Chapter Showcase requirements in your planning.


Plan activities for the whole year; then focus on details and promotion later.


Have an officer Follow –up with person in charge.  Then follow-up with the officer in charge of follow-up.

Step: 1 – Create a Theme.
· Use the list at the following website.  

· Give each officer a page and pick out 2-3 that they like. 

· Make sure that you have an action verb in your theme.
· The best themes add visuals and allow you to make creative Bulletin Boards, invitations and pages for your Chapter Showcase event.  Into the Wild with FCCLA or Get into the Game with FCCLA VS. Bound to be Different  
· Write them on the board. Vote. 

Step 2 – Goals
· Identify Concerns your Chapter has.

· No more than 4-5

· Make them S.M.A.R.T.

· Specific

· Measureable

· Achievable

· Relevant

· Time Deadline
Step 3- Calendar Activities

· Brainstorm activities. They should reflect FCCLA purposes, your goals, State goals and allow you to complete the 4 Star Chapter. 

· Planning for 5 activities in each of the 6 sections of the Chapter Showcase Manual will give you 30 pages and 6 dividers.  Your Program of Work will look balanced and complete and allow for maximum points in the event.
· Begin putting activities on your Calendar. Check your school calendar and the State Calendar on the Website for Ideas. 

· Do not plan Details – that comes later.
· Choose a person to be in charge of that activity and the date it needs to be accomplished by.
· Tip: We also selected and officer to be in charge of the bulletin boards, and another for member newsletter and calendar for each month.  This person aids reports the public relations officer who is in charge of following up with this officer.
