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 Impact 100 Richmond Party Check List
Helpful Hints for Hosting Your Event
Thank you for sharing the Impact 100 story to your friends, family and colleagues.   We’re in this together and our recruitment efforts today will determine the number of grants we can award at the Big Give in May.   Our goal is to raise $225,000 by January 15, 2011 so we may award TWO transformational grants!  Please find below helpful hints for hosting your own informal event.  And thank you for being part of Impact 100!
Schedule Your Event. Please let us know your plans so we may add your gathering to our calendar.  Don’t worry – we won’t send uninvited guests!  We only ask for tracking purposes. 

Request a Speaker.  A member of the Impact 100 Leadership is available to speak at your informal event.  Please send your request in a timely manner to Lisa O’Mara 804-330-7400, ext. 122 or by email at lpomara@tcfrichmond.org or impact100@tcfrichmond.org.   

Request Materials by Mail.  If you don’t have access to a printer, uou may also contact Lisa for a packet of materials for your event. 

Materials 

Membership forms

List of Frequently Asked Questions (FAQ’s)

· Master Calendar

· Create an agenda to hand out at your event


Impact 100 mission cards/business cards (available by mail only)
Preparation

· Consider hosting an event with a friend (to increase attendance and share the responsibility) 

· Read through FAQ’s so that you are able to answer any questions

· Call the place you are gathering at the day before to let them know (if not being hosted at your own home)
· Decide who will cover which parts of the agenda

Suggested Agenda

I.  Overview and Introductions (10 minutes)
a. Give a warm welcome and introduce yourself.
b. Give a very brief (2-3 sentences) overview of Impact 100 and note that you’ll give many more details in a moment.

c. Hand out an agenda: you’ll share more details about Impact 100, inform them of the ways to be involved and also have some time for them to share ideas they may have.  Then, you’ll wrap up within the hour timeframe.  But, first, you want people to introduce themselves.

d. Ask the women present to introduce themselves.  Perhaps they can say their name, how they heard about Impact 100, and what excites them about the project.  If your group is larger than 10, you won’t want to go around the room letting each person speak because it will take too long and get boring.  Instead, ask each person to talk with one or two people they don’t know and share the same information.  You can pull the group back together by asking for a few thoughts about how people heard and what they are enthused about.
II. About Impact 100 (20 minutes)
a. Basic Facts:  Our mission is to advance transformative giving in the Richmond region by uniting women's ideas and actions through philanthropy.  Our goal is to change the lives of women and their families by transforming a local nonprofit through a significant, collective financial investment.  Our strategy is well-researched, yet simple: 100 women will give $1,000 each to create a $100,000 grant to be given to a mutually-selected nonprofit.  The first grant of $100,000 was awarded to Southside Child Development Center at the Big Give event in May 2010.  In the first year only, we also awarded “runner up” grants of $3,000 each to the other three finalists: Art180, Elk Hill Farm, and Capital Area Health Network. 
b. Important Points.  Use the FAQ page to give you the accurate information.  Add as you like but it seems like the important points include those below.  You actually don’t want to cover every single detail because you want to leave room for guests to ask a question.
i. How Impact 100 works
ii. Impact Circles
iii. The Five Focus Areas
c.  Questions.  Ask what questions they have.  If they are slow to jump in, it may help for the TCF staff person to say “sometimes people ask if they can pay over time or if their gift is tax deductible” and then to give the answers.  That will hopefully prompt some additional questions.
d. Recap.  Summarize the discussion and note that all of the information is available on the website.
III. How To Get Involved (5-10 minutes).  
Review their options for involvement.  This is a great time to briefly refer to the membership form and procedures for completing it, as well as the master calendar with dates.

IV. Sharing Ideas.  (10-15 minutes)

Note that since this is a “grassroots” collaborative effort, we would love to spend a few minutes gathering their ideas.  Ask them what they would like to see happen or what ideas they have for how to make this an amazing project.  If they are slow to respond, you can prompt by asking:

· How can we best get the word out about the opportunity to nonprofits who’d like to apply?

· What would make being on a grants committee a great experience for you?

· What do women want to get out of being involved in something like this?  What ideas do you have for how to ensure that that happens?
· How could we make the final event special?

Please make some notes about their ideas and say stuff like “great idea!”  There is no need to commit to implementing any ideas or to say why an idea won’t work.  Note that you’ll take all their input back to the Leadership Team.
V. Closing.  (5 minutes).  
Solicit a few comments in reaction to all that has been shared.  If your group is small, you can ask for one comment from each person.  If it is larger, just say that you would love to hear two or three comments as a way of wrapping up.  A good way to phrase this is simply:  “What do you think and/or how do you feel about what you have heard?”
