***INSTRUCTIONS FOR USING THIS RESOURCE***

This resource is a sample.
To adapt this resource for your program:

· Resave this Word file on your computer.
· Select and delete phrases marked by brackets.
· Replace them with your program’s details.
· Remove the header text by double-clicking on the header area, selecting the text, and hitting the delete key.
· Select and delete these instructions.
· Resave the new document before printing or closing out.
You may also revise other parts of the text as needed.
Scroll down to the next page to review this resource. 

Starting up a new Sisters Together group can seem like a challenge. Where do you meet? What do you do? Whom do you invite? Meetings designed to inform others about your group and to recruit new members can go smoothly with some thought on your part. Below are some tips for how to plan and run such meetings to inform others about your Sisters Together program.
Meeting Planning Tips

Before the meeting

· Decide on the meeting place and time, and reserve the room. Many local community centers, libraries, places of worship, or schools offer free meeting space to community groups and may want to partner with your program to show that they care about the community. 

· If you or members of your group have the means, you may want to offer healthy snacks, such as crackers and peanut butter, fruit, low-fat yogurt, or non-sugary drinks (tea, water). Ask the manager at your local grocery store to donate drinks, food, and paper products. Start early to ensure a response in time for your event.

· Arrange for child care if there may be people attending who need services. Members of your group may be willing to take turns watching the children from meeting to meeting.

· Use whatever means you have to promote the meeting: emails, flyers posted around the area, notices at places of worship, phone calls, social networking, texts, and word of mouth.

· Have current members help out, if they are able to. They can reserve the room, make flyers, contact interested people, set up the room, and get or make snacks. Asking people for help makes them feel part of the group.
On the meeting day

· Bring to the meeting:

· Agenda

· Pens, markers for flip charts, or chalk for blackboards

· Refreshments, napkins, cups, and serving utensils (if you have the means) 

· Sign-up sheet (see next page)

· Sisters Together fact sheet and brochures

· Arrive early to set up the room and ensure that all is in place.

After the meeting

· Follow up with an email, phone call, or text to attendees, if you can. If you do not have Internet services, check with your local public library, which may offer free use of computers and the Internet.

· Mention next steps, including details about the next meeting.

Program Sign-up Sheet

Today’s Date: _____________________

	Name
	Email or Mailing Address
	Phone
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


INSERT PROGRAM �LOGO HERE.









