
 
 

5th Annual Great Hour of Caring 

Wednesday, September 26th from 8am-9am at the Hilton Eugene 

 

Table Host Timeline 
Once you receive your packet Begin inviting guests 

Week of August 13th 1st check-in from Nicole 

Week of August 20th  2nd check-in from Nicole 

Week of August 27th  1st reminder to your guests 

By Monday, September 10th  Submit your final guest list to Nicole 

Week of September 17th  
2nd reminder to your guests 
Send Nicole any updates to your guest list 

Tuesday, September 25th  Final reminder email to your guests 

Wednesday, September 26th  Arrive at Hilton by 7:30am 

Thursday, Sept 27th – Sunday, Sept 30th   
Call and thank each guest for attending 
Get their feedback and send to Nicole 

 

Questions? 
 

Nicole Hughes, Development Assistant 
(541) 345-3628 ext. 317 

nhughes@ccslc.org 

Wendy Ames-Dionisio, Director of Development 
(541) 345-3628 ext. 313 

wamesdionisio@ccslc.org 

 
  



Table Host Job Description 
 

 

Before Event: 

1. Fill a table of 8-10 guests at the event (this will mean trying to confirm at least 10 guests).  

2. Ideally, some guests have attended a kNOw Poverty Hour prior to the event. If 

they haven’t, tell them the upcoming dates and if they can attend one, tell Wendy or 

Nicole and they will follow-up with them. 

3. Mail a Confirmation Card to each guest as they accept your invitation. 

4. Keep a list of those who are unable to attend (on the back of your confirmed guest list). 

5. Submit final guest list to Nicole by Monday, September 10th.  Notify her immediately if any 

changes occur between submitting your list and the event day. 

6. Remind your confirmed guests personally by phone or email one week before and also 

the day before the event. If someone cancels last minute, call Nicole or Wendy. 
 

At Event: 

1. Arrive at the event at least 30 minutes early (by 7:30am) to greet your guests and pick up 

your Table Host day-of-event packet at the Table Host check-in table. 

2. Pass out pledge cards and envelopes as instructed  during the pitch. 

3. Set an example for your guests by enjoying the event and filling out your own pledge card 

at this time. Guests will be looking to you at that moment to see what they are supposed 

to do. 

4. Collect completed pledge cards and envelopes from your guests, put them in the large 

envelope and return them to the Table Host check-in table before you leave the event. 
 

After Event: 

1. Call your guests within 1-4 days to thank them for coming and get their impressions and 

feedback. (Do not ask them for money) 


