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NACWE Gathering Basics 

Planning for and facilitating a NACWE 

Meeting, Gathering, Chat, or Group 

Are you ready to gather up your friends, colleagues, and fellow 
entrepreneurs in a Godly environment to talk about business? 

10 Steps to Hosting Your Own NACWE Live Group Gathering 

Step #1: Gather together two or more women. That’s all you need to 
start! You don’t need 30 women to begin the group. Get together with other 
women entrepreneurs or business owners. Think of women you know who 
might need a group like this. 

Step #2: Decide on a format. Do you want a monthly meeting or 
quarterly? What locations are available to you?  Will you have a speaker 
each month or will you be the speaker? You are the NACWE Certified 
Group Facilitator, so much of the responsibility falls on you. I encourage 
you to try to stay at one location, perhaps a local woman’s restaurant or a 
room that you can use for meetings that is FREE for groups as long as 
people order food. Keep your expenses down and keep your receipts for 
your records. (All of this can be written off for your business networking; 
just talk to your accountant for details and clarity.) 
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Step #3: Decide on a date. Once you know when, you can begin to share 
the message and invite friends. Tell them to invite friends, too. 

Step #4: Invite your folks. Send out emails or postcards. Use social 
media. Invite a friend and have your friends invite others. 

Step #5: Continue to invite people up until the date of the 
event. Create a Facebook event to invite your online friends. Contact your 
local newspaper for a write-up. People forget things easily, so keep 
reminding them of this exciting new meeting. 

Step #6: Host the GATHERING. Make everyone feel welcome. Know 
your format before the first meeting. It may be just the three of you—very 
casual. As you grow, you will have more of a formal format. Have a sign-in 
sheet for emails, a way to contact those who come for you to stay in touch 
with them.   

Step #7: Facilitate connections. You are the host and the gatherer. 
Help people connect the dots. Help people to find each other. Help people 
to find the common ground related to their businesses. 

Step #8: Invite women to come to our NACWE Monthly Virtual 
Gatherings and to join our FANPAGE. Help them get set up with a 
membership in NACWE by showing them the value you have received. This 
is where we will  keep them posted about updates, announcements, etc. 

Step #9: Allow the group to grow, expand, and evolve. Each of our 
NACWE groups will look different. You have the freedom to create a group 
that fits for you as long as you stay within the NACWE Certified Group 
Facilitator Suggested Guidelines, use the NACWE logo, and give proper 
endorsement to the NACWE brand consistency. The group changes through 
the year. Let it become what God wants. It’s not your group, but one of our 
NACWE groups. Take a consensus and share ideas. Simplify—have a buffet. 
Find out what the women want and need for this group. 

Honor the fact that there might be multiple women that do the same thing 
at your group, two coaches, or two women who are a part of the same direct 
sales company.   We are not industry exclusive so we support and 
encourage women to join us.  We teach women to trust that there is enough 
and that it is not our job to chase someone… business is not about chasing.   
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Step #10: Share the message of NACWE. Invite women to join us as 
members of NACWE for a year. Share why you joined NACWE and what it 
has done for you as a woman and as a business leader. Invite them to join 
you as a Certified Group Facilitator by sharing with them about the 
leadership training module. Set yourself up as the expert and the 
“connector” in your area. 

It’s not overwhelming. Just take one step at a time, and get the message out 
about your business. 

Don’t be afraid. Trust God. Ask for help. I am here to support you, coach 
you, and help you as you move forward. 

We know that groups are a dynamic, changing process and that, as leaders, 
we are willing to learn and adapt as we go. 
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Pre-Gathering Checklist 

    Set time, date, and place, by mutual consent, for the meeting 

 Schedule large enough meeting place that is convenient to you and a 

group of your potential participants 

 Announce meeting by email, phone, fax, word of mouth (at least one 

week in advance). Remember to include directions to the meeting 

location. 

 Decide on your topic for the month by using one of the handouts in 

the NACWE Certified Facilitator Leadership Learning Lab or a 

handout from the Inspired Business Toolkit 

For example: the Launch Plan, the Reality Check, or the One Page 

Marketing Plan 

 Decide who will take notes/keep minutes, if needed 

 Develop the agenda and timeline. (I suggest at least 90 minutes to 

allow time for food and fellowship.)  

 Include desired outcomes as well as estimated times for each agenda 

item 

 The facilitator(s) should develop a more detailed agenda for 

themselves, which would include how each item will be dealt with in 

the meeting. If more than one person will be facilitating, there should 

also be a discussion beforehand on who will do what. 

 Schedule speakers or presenters at least one week in advance or offer 

three women to have 10-minute spots 

   Send reminder a few days in advance 

 Print agenda two or three working days in advance of meeting 
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Meeting Checklist 

 Set the tone by arriving early and getting set up (handouts, flyers, 

business cards, etc)  

 Agenda should be visible to everyone, either on a flip-chart or as 

photocopies, if an agenda is desired 

 Assign someone to keep time and help you with logistics or greeting 

(if needed)  

 If the group has not worked together before it's also a good idea to 

establish how closely everyone wants to stick to the agenda. People tend to 

stay much more calm (and productive) if that's established up-front.  We 

like to allow room for God to do “His thing” so we trust that the agenda will 

change and adapt 

 Pass around sign-up sheet. Get contact information from everyone 

(for future contact) and ask them to note if they don’t want to be added to 

the Facebook groups or Meetup group’s members list 

 Assign people responsible for any tasks needing attention between 

meetings 

 Schedule the next meeting before the end of the current meeting 
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The Gathering Experience 

 Welcome each person as they arrive  

 Introduce yourself and help members connect 

 Depending on the venue and format of the gathering, have each 
person gather their food or place their order 

 Kick off the meeting with prayer and your personal introduction, 
along with NACWE information, announcements, etc.   

 Invite each woman to introduce herself with a 30 second elevator 
pitch. Explain the importance to them of learning to be concise and focused 
during this time and remind them that they will have more time to talk to 
each other and ask questions later in the meeting(the bigger the group gets, 
the more this becomes important.  If 10 women each took 3 minutes that is 
30 minutes of your meeting)  

 Group Format Options:   

 You speak for 20 minutes on a handout from The Inspired Business 
Toolkit and facilitate discussion related to your business  

 You invite another speaker to share as a guest or expert. 

 You a group discussion with a handout and/or a template and 
facilitate each person sharing at the table or in the room 
 

Remember:  Use your networking skills to invite others, and have a 
variety of speakers and topics. You don’t want the same speaker each 
week. Tap into the gifts and talents of the people in your community. Keep 
it fresh, inspiring, motivating.   

 Take photos (of course!). Post the pictures on Facebook. Depending 

on how large your town is, you might email in a photo to the local 

newspaper and let them know what is going on here!   Share the photos 

with Diane so she can promote you and add these photos to our Groups 

page!  

 Finish up the meeting with reminders, announcements about 

upcoming meetings, events, other NACWE opportunities or local events 
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 Invite them to join you as a member of NACWE 

 Close with prayer 

 Networking will continue after you officially end the meeting.  That is 

when women really start to connect 

 Clean up the room or venue and thank the wait staff and/or manager  
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Post-Meeting Follow-Up Checklist 

 Within one or two days, send minutes out by email, fax, or mail.  (if 

needed) 

 Follow-up with those responsible for tasks prior to the next meeting 

 Create invite or flyer for next planned meeting 

 Rinse and Repeat 

 Have fun! 

 Showcase your business and build lifelong relationships, not one time 

sales  

 

 


