Speed Mentoring Task List

· Select date of event

· Select venue for event

· Create save the date/invite & send to members

· Include area of specialization and other registration criteria in email to Diane

· Promote event:

· Send out invite to last year’s attendees

· Send out invite to list of educators on school list

· Send out invite to any student contacts

· Make sure NEWH board has received invite and is helping promote event

· Vender participation:

· Find vender sponsorship

· Find vender donations for raffle drawing give-aways

· Food and beverage (non-alcoholic) sponsor

· Scholarship Recipients:

· Contact scholarship recipients as soon as a date is selected for the event and confirm that they can attend event

· Obtain signatures from scholarship recipients on the Hold Harmless policy form

· Request scholarship certificates be mailed to you from Nicole Crawford

· Maintain RSVP list (assign numbers to mentors’ area of specialization)
· Keep board updated on student/mentor RSVP numbers

· Create table tents to thank sponsors

· Create name tags

· Send reminder email to list of attendees a couple days before event- including directions and parking information

· Print hand outs including icebreaker questions
· Follow up after event:
· Send thank you email to mentor attendees

· Send thank you cards to sponsors

· Send Check Request Form to Julie Buntrock for any costs you need to be reimbursed for

· Send Sponsorship Invoice for event sponsors to Julie Buntrock

· Fill out Results of Activity Report and send to national office

· Give any new member applications to membership chair

· Post photos and summary of event on the chapter’s website and facebook page

· Post photos of scholarship recipients receiving certificates on the chapter’s website under “Scholarship News”
· Share summary of event at next board meeting 
Speed Mentoring Event- Information to Share with Other NEWH Chapters

· Find a location to hold the event that supports many one on one meetings (Furniture Dealership recommendation).

· I sent personalized emails with the speed mentoring invite to all of our chapter’s educator contacts- I included both schools that are accredited and non-accredited schools.  I also visited some college classrooms to promote the event.

· Sent invite to Designers, Reps, and Professors that were in the industry to donate their time for the few hours to attend event.  We have many sales reps on our board that helped promote it when they visited design firms.  Getting mentors to attend is the most challenging part!

· Organize RSVP mentors by categories (Corp/Education, Hospitality, Reps, and Healthcare/Senior Living) this number will coordinate with their name tag.  Numbers to be set out prior to event so each student is in front a variety of sectors and not repetitive.  

· We had gifts that were donated by venders for a student raffle.  We also had door prizes that were donated by venders.  There was food and non-alcoholic beverages (also sponsored by venders).

· We announced the student scholarship award at the event.

· From 6:15-7:15, the students rotated around to speak with a variety of different professionals in the design industry.  They spent about 10 minutes with each mentor then when the bell rang, they moved to next mentor.  They met with about six mentors.

· We had 50 students sign up and 15 additional ones on a waiting list and 30 mentors registered.  However, only 37 students showed up but all the mentors came.   So our numbers ended up being almost one-on-one but some students still had to double up/rotate around as pairs.  

· The students are told to come with questions.  In addition, the mentors received “icebreaker” cards to help start conversation if needed.  Mentors were also told to bring business cards to share with the students.   

· Cost of the event came to only around $40 total (name tags, thank you cards, printing costs).

Speed Mentoring- items needed for event: 

For registration table:

· Dollar bill scholarship application flyer

· Membership forms

· Membership drive gift certificates

· Icebreaker cards for students

· Name tags- filled out and blank ones

· Final RSVP list

· Pens, highlighters

· NEWH brochures

· NEWH calendar of events

Other:

· Food

· Beverage (non-alcoholic)

· Scholarship certificates for recipients

· Raffle tickets 

· Bowl for raffle tickets

· Raffle prizes

· Table tents for sponsors

· Timer 

· Bell or ringer

· Large NEWH banner

· Registration signs & coat sign

· Rotation direction signs

· Place holder numbers (Fluid has place holder stands)

· Camera

· Tape to hang signs

· Welcome/announcement outline

Make sure Fluid has:

· Clean dishes

· Place holder numbers

· Coat rack

· Table for registration

· Enough seating

2010 NEWH Speed Mentoring-Example Write Up About the Event….


This past February, the North Central Chapter of NEWH hosted it’s first Speed Mentoring event.  You heard right, Speed Mentoring!  In the past the North Central Chapter of NEWH tried numerous ways to get students involved with professionals and networking opportunities.  The economic situation has made everyone reevaluate and try to find ways to simplify and become more efficient.  Keeping this in mind, the Scholarship committee wanted to spice things up a bit and try to connect industry professionals with students outside of regular work hours.  


Our definition of speed mentoring was to give students the opportunity to network with a variety of professionals in the design industry.  No question was off limits and the students were able to bring anything from their resume to portfolio to review with their designated professionals; which turned out to be one on one time with 4 professionals in an hour.  

 Over 30 professionals attended with experience in corporate, hospitality, healthcare, education and sales.  30 plus students accepted the invitation and represented Art Institute, Brown College, Century College, Dakota County Technical College, Dunwoody College, University of Minnesota, University of Wisconsin - Madison and University of Wisconsin – Stout. 

At the last ding of the bell, when everyone was ending their last conversations one point was clear, all had a great time and are ready to sign up again for next years Speed Mentoring event!

Special thanks to Fluid Interiors for letting us use their space and to MDC Wallcoverings for donating door prizes.

