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“Do it Well.  Make it Fun.”

About ten years ago, I agreed to represent my Rotary Club on the Monte Carlo 
Night (MCN) fundraiser planning committee.  The MCN was an event co-sponsored by 
five Rotary Clubs that involved food, music, a casino, and both a silent and live auction.  
The even attracted nearly 400 participants and we raised around $65,000.  It was one of 
the largest fundraisers for our club.  

But the MCN was also very poorly organized.

Representatives from each of the Rotary Clubs would meet, starting about five 
months in advance, to plan all the details of the event from arranging for the casino 
operators to selecting food from the hotel.  At my first meeting, the most common 
question asked was, “How did we do this last year?”

There were no written policies, procedures, or guidelines.  We were flying by the 
seat of our pants and surprisingly, the event came off just fine.

One guy had been involved in chairing the committee for several years and he 
was the memory of the event.  If he had left (which he did two years later) we would 
have been in sad shape.  So as part of my contribution to the MCN, I offered to organize 
a procedural manual for we wouldn’t have to reinvent the blessed wheel every year 
thereafter.

And therein lies my basic philosophy about managing processes and projects.  
There  are steps to every process and if you break them down and record them, you’ll 
have a nice little step-by-step guide to completion.  Most people, however, would rather 
fly by the seat of their Brooks Brothers and adjust if they run into trouble.  That style of 
project management not only drives the project team crazy, it will likely create way more 
work than is necessary.

The following is a suggestion for running processes and projects.  It’s simple but 
effective.  After running through the steps, I’ll show you how to make it more fun.

First, create the team and the timeline.  Before the project begins, the 
chairperson must select a capable group of people to assist with the project.  Please 
note that the word capable means people who not only have the necessary expertise, 
but will also do the work.  A lot of smart people who would love to show up at a meeting 
and impress people with their knowledge but will have no interest in helping with any of 
the tasks are not capable team members.  These people are deadwood and should be 
left to drift rather than weighing the project down.
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The best number for most projects is 8-10 people unless the project absolutely 
requires more people.  In fact ,some projects will require sub groups of people overseen 
by the committee members.  But those folks will not be part of the regular project 
meetings.

Then map out a draft of the timeline to meet the deadline.  This is simply a guide 
to take to your first meeting.

Second, engage the participants and create buy in for the project.  Convene the 
first meeting with the capable people from the first step.  This is the beginning of both 
the project and the team building that must occur to get the work done.  Take time to go 
over the background information explaining why the project was developed, why the 
work must be done, and why this group of participants is the group to do it.  You must 
connect the dots that might be obvious to you and then create excitement about the 
project.  

For example, when I worked in quality improvement, I read a great story of an 
regulatory group that was interviewing a janitor at one of NASA’s facilities.  The 
interviewer asked the janitor, “What do you do here?”  The janitor said, “I help put 
people on the moon.”  

Oh, that all project team members saw the importance of their work relative to 
the overall mission of the organization.  Most don’t and it’s the chairperson’s job to show 
them that they’re helping people get to the moon, or whatever target is set.

The chair and the capable people must then map out a process by which to meet 
the goal.  The process will begin with the end date in mind and will back up from there 
with important benchmarks that must be met in order to stay on schedule.  This may 
also be the point to assign people to particular tasks.  

Lastly, determine who is responsible for what for the next meeting, finish the 
meeting on time, and type up minutes of the meeting and distribute them within 48 
hours.

Third, manage the process.  If you read the chapter on managing meetings, 
process or project management is very similar.  The goal of the chairperson is the 
manage all the parts of the process to get to the goal.

At each meeting, there must be a report on the work done since the last meeting.  
Then the group must assess the effectiveness of the work done, make the necessary 
adjustments, and then identify the tasks to be done next.

In order to make the progress of the work more enjoyable and to continue to 
engage the group members, create fun, interesting, or intriguing benchmarks for the 
work.  Benchmarks are measurable goals that align with progress towards the overall 
goal.  For instance, if planning a fundraiser with a casino, at some point, the casino 
company must be engaged, a contract negotiated, and a deposit paid.  Fun benchmarks 
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make the hitting of the goals more fun and can include tote boards with bells and 
whistles, announcements to colleagues about progress, skits, musical performance 
explaining progress, or other such extravaganzas.  For example, one hospital’s quality 
improvement effort was highlighted every few months with funny videos shared 
throughout the hospital’s internal television station.

Fourth, reward and acknowledge the participants.  At each meeting, as you 
report on work done since the previous meeting, make necessary adjustments, and 
identify the tasks on the schedule to be done next, recognize the members of the 
committee and the progress made thus far.  It doesn’t matter if the participants are staff 
or volunteers, people appreciate being appreciated.  Consider using fun methods to 
recognize the work such as gag gifs, gift certificates, or simply clever public 
recognitions.  For example, one organization presented a framed photo of a staff 
member (yours truly) in drag to a member of the team who did something creative.  The 
photo became an icon of creative thinking and the individual got to keep the photo in 
his/her office until it was given to someone else.

Fifth, celebrate the achievement of the committee - regardless of the outcome.  
At the final meeting of the team, you either succeeded in your goal or failed miserably.  
Review the results of the project and the process.  Take careful notes about those 
things that worked well and those that didn’t.  And remember, your ego will want to 
relinquish responsibility for any failures.  However, growth and future success depend 
on you’re valid assessment of the process.

After yo’ve made an accurate assessment of the work that was done, celebrate 
like it was 1999.  This is the time to celebrate the process - not necessarily the end 
result.  Celebrate the teamwork, the time, the energy, and the effort contributed by the 
team.  That’s always worth something.  You may want to consider having this meeting 
offsite where you can share pizza, drinks, or a happy meal together as you celebrate.

Finally, create a report of the process.  If this is a recurring project, update the 
procedure manual to show adjustments that were made along the way.  And then, send 
personalized thank you notes to those who participated.  Appreciation goes a long way.

That’s it.  See how simple managing a process can be?

At the time of this writing, I am embarking on the greatest project I’ve ever 
pursued.  In a little over a year, I will become president of the National Speakers 
Association (NSA).  I didn’t specifically seek this job out nor did I want the glory.  But I’m 
one of those people who seems to get on a committee and then becomes the chair.  
After that, I move to a new committee and repeat the process.

I’ve always committed to volunteer work.  Years ago, I joined NSA at the 
recommendation of a friend.  I attended a meeting at the local chapter and for a year, I 
was uninvolved and went unnoticed.  Then, one day, someone announced that they 
were holding a fundraising auction and needed help with it.  After the meeting, I 
approached the auction committee chairperson and told her that I used to be an art 
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auctioneer and that I’d be happy to help with the auction.  And that was the start of my 
ultimate ascent through the organization.

The next year, I was chair of the auction and was then asked to be on the board 
of directors.  Two years later, I was president of the Washington, DC chapter.  At about 
the same time, I began volunteering at the national level.  I chaired their humor special 
interest group and then chaired the certification board.  From there I was asked to run 
for the national board and did so.  But I was not elected.  I was crushed but it was my 
first year so I took the complimentary feedback as an indication that I would have 
another chance the next year.

But then, I experienced a fortuitous twist of events.  The incoming president 
asked me to be his special appointee to the board.  I readily accepted.  During my time 
on the board, I chaired an important task force, ran two small national conferences, and 
last year, I ran for president and was elected.

The responsibilities for this position involve assigning nearly 30 volunteer and 
committee positions in addition to setting the tone for all of the educational events 
during the year that I’m president.  There are many cogs in this wheel and I am already 
having trouble keeping everything straight.  But going through this chapter reminded me 
of the critical aspects of completing a project, no matter how large or how small.

Every process has steps.  By paying attention to the steps, you can manage the 
process.  And while it might be rare, if you do it right and the project will be well done.

© 2012 Ron Culberson.  This information may be copied and shared as long as the 
following information is included.

Ron Culberson, MSW, CSP is a former hospice social worker, middle manager, and 
senior manager who helps mission driven organizations tap into the power of combining 
excellence with humor.  Ron is the author of Do it Well. Make it Fun., Is Your Glass 
Laugh Full?, and My Kneecap Seems Too Loose.  Find out more by visiting 
www.RonCulberson.com.

www.RonCulberson.com

http://www.RonCulberson.com
http://www.RonCulberson.com

