1.

Starting a YP Community - Checklist

A Companion to the Young Professional Toolkit
Use this checklist to start a Young Professionals Community at your local HBA.

Identify & Engage Young Professionals

[] Create a list of active members under 45.

[ Personally invite engaged young professionals to participate in an informal kickoff
meeting.

[J Identify a current member of leadership to act as a YP champion - offering guidance
on communication, processes and meeting development.

Hold an Informal Kickoff Meeting

Before the Meeting:

[ Schedule a meeting for YPs and YP Champion to sit down for an informal meeting.
- Choose an informal setting (e.g., happy hour, lunch).

[ Assign a staff liaison to guide and support the group. (if applicable)

[J Promote the meeting through email, social media, and word of mouth.

During the Meeting:

O] Introduce attendees and lead Ice-Breaker (see Ice-Breaker Recommendations in
the Young Professionals Toolkit)

[] Facilitate brainstorming on group goals and interests.

[J Collect feedback through surveys to shape future planning. (See Survey in the
Young Professionals Toolkit)

[] Decide on preliminary meeting cadence.

[] Elect or appoint a YP Advisory Council or leadership team. (See Recommended
Structure in the Young Professionals Toolkit)

Conduct a Formal YP Meeting

Before the Meeting:

[] Review feedback from survey and brainstorm
[ Create and Share Agenda

During the meeting:
[] Define and document the group’s mission, vision, and goals. (See Example Mission,
Vision and Goals)



4.

[1Define Clear Roles
[ Set annual goals, event schedule, and meeting timelines.
- Create agendas in advance and respect meeting time limits.

Set Your YP Group Up for Success

Discuss the following with your YP Leadership:
[J Budget & Funding
Questions to ask:
- What costs will be associated with our YP group? (Events, Community
Service, Donations)
- How do we plan on funding YP community initiatives? (see Funding
Suggestions in the Young Professionals Toolkit)
[ Recruitment
Questions to Ask:
- How will we appeal to members under the age of 45?
- How will we recruit new members to our association and our YP
community?
[ Sustaining Engagement
Questions to Ask:
- How will we gather feedback?
- How will we make YP feel welcome?
- How will we integrate Young Professionals into the rest of the local
membership to avoid silos?
- What type of events do we want to host that will provide value to YP

members? See Program and Events Ideas Bank for Suggestions for other

Local HBAs.
= (Coffee chats / Happy hours / “YP Nights”
= Job site tours / Job shadows
= Philanthropic or community service projects
= “Women in Trades” panel
= Leadership or soft-skills workshops
= Speed networking or panel discussions
= Roundtables
=  Q&A with experienced members
= Panels & workshops


https://www.nahb.org/nahb-community/hbas/models-and-samples-pages/idea-bank#sort=relevancy

5. Set your Communication Strategy

[] Decide how you want to communicate with this YP group
- Text, email, newsletter, social media
[J Promote content:
- Member spotlights
- Day-on-the-job reels
- Behind-the-scenes content
- Eventrecaps
- Upcoming meetings/events
- Education
- Professional Development opportunities

6. Expand your Reach

[ Build presence with local student chapters, tech schools, workforce boards, high
schools, colleges, trade unions, and apprenticeship programs.

[J Network with local commerce groups and young entrepreneur circles.

[ Prepare and practice a brief elevator pitch about the industry.

7. Define & Track Success Metrics

[1 Track the number of new YPs recruited (quarterly/annually).
[] Monitor event attendance and repeat participation.

[ Collect satisfaction and feedback surveys (See Survey Guide)
[J Track how many YPs serve on committees or in leadership.
[ Use insights to adjust programs and celebrate wins.

8. Set the Groundwork for the Next Group of YP leaders
[J Identify and mentor potential future leaders early; give them opportunities to co-
lead or shadow.

[ Create clear documentation of processes, contacts, and lessons learned for a
smooth transition.

[1 Encourage outgoing leaders to share insights and reflections with incoming ones.
[] Establish a small advisory committee of past leaders to provide ongoing guidance.
[] Celebrate leadership transitions publicly to build enthusiasm and recognition.

[] Identify leadership training opportunities. Consider applying for NAHB’s Leadership
Development programs.



If your Young Professionals Group is looking to stretch, consider these Add-on Goals that can
boost participation in the HBA.

Onboarding & Orientation

[] Develop and distribute a “YP Welcome Kit” (physical or digital)

[J Host quarterly YP orientation meetings.

[1 Assign YP Ambassadors to help onboard new members.

[] Clearly explain how to get involved and the benefits of participation.

Mentorship Program

[J Match YPs with experienced member mentors.
[J Schedule regular mentor/mentee check-ins.
[] Provide guidance and templates for meetings.
[J Recognize mentorship as a central YP program offering.

Final Tips for Success:

v" Make meetings inclusive and engaging.
v Recognize contributions and celebrate milestones.
v Encourage creativity and evolve based on member feedback.

Contact

Rachel MacKenzie

Director of Membership, NAHB
Rmackenzie@nahb.org
202-266-8639



mailto:Rmackenzie@nahb.org
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