
Guide to Hosting a Chapter Guest Day
Follow the tips below to ensure a successful event!

Select a future chapter meeting to host the Guest Day. Getting this
planned at least 2 weeks in advance will help you have a successful event. 

The Guest Day should be at your normal chapter place/day/time.

Run the meeting like a normal chapter meeting. Though it may be
tempting to do something different, guests want to see exactly what
they’d be signing up for. There’s no better way to show them that than to
let them get right in on the action

Note specific details and specific industries your chapter is looking to add
You can invite currentmember to the Guest day as well; as a bvest practice,
they should bring a guest with them.

Add Your Guest Day to the HUB by emailing details to info@centersphere.com

People will arrive early, so be sure set up for the meeting at least 15
minutes prior to start time. 

Be open and welcoming to guests when they enter the room, and
don’t be afraid to let them you know want them to be a part of your
group! Be sure to provide next steps for member registration.

Have all guests enter their information on the Sign-In Sheet provided
Chapter Leadership will use this to follow up with guests after the
meeting.

Follow up individually with each guest – see Email Template - Guest
Follow Up.

Use Guest Day Image to promote your meeting. Email to your family
friends and colleauges, and don’t forget to post on Socail Media! 

Templates and other resouces for a sucessful Guest Day can be
found on the HUB - Resources > Guest Information 


