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Organizing and 
Hosting Racial Equity 
Institute Workshops

Following are important guidelines for organizations or communities that wish to engage racial 
equity training. REI Organizers are happy to assist in guiding you through the following process. 
Please read through the following and discuss with your team before emailing questions or 
requesting a call to discuss further.

General Hosting Information
How to Host Your Own Service
1. Follow the BOOK REI link on our website.
2. Complete a profile. Save and remember your login credentials to access your services and 

profile at any time. Please complete the profile entirely; include both first and last names 
and provide any additional details of your company that you would like us to know in the 
special instructions. You can request a custom time outside of our standard times (9-
12; 1-4) by including any custom times in the special requests. Please also list this 
time in the time zone box and be sure to indicate the time zone even if you are in the 
Eastern Time Zone. We will honor your request unless otherwise noted on the con-
firmation email. Please keep in mind that the booking system is still going to show 
your time as the original time you selected but we will schedule you for the time you 
indicate in the time zone and special request boxes. We will also confirm this in the 
notes section of the confirmation email.

3. Upon successful submission of a request, you will receive an automated email stating your 
request was received and that we will be in touch shortly with a response. Requesting an 
appointment does not signify confirmation.

4. If confirmed, you will receive an additional confirmation email with the next steps.
5. If we cannot confirm your request, we will notify you as soon as we know to reschedule or 

cancel. Should you need a response before we are able to respond to your request, please 
feel free to contact us via email at tafrisby@racialequityinstitute.org  
or by phone at 336-582-0351.

mailto:tafrisby%40racialequityinstitute.org?subject=Booking%20an%20REI%20Training
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Booking System Tips:
• When booking a Phase I, it may appear that we have weekday openings because the system 

does not realize that we require the Phase I’s to be scheduled on two consecutive days. 
You have to find two consecutive weekdays.

• To find the most accurate availability, please use the next five days icon. The calendar tog-
gle will not show you what is currently available.

• When requesting a Phase I, you must book the Phase I dates individually. You will book 
the first date and then go back in and book the second date. We cannot confirm any Phase I 
services without having two appointment requests in the system.

What happens upon confirmation:
1. Clients will need to develop their own internal registration system (i.e. Eventbrite) to manage 

their list of participants for in-person training. For virtual services, we manage the Zoom plat-
form during the presentation and will distribute that link with instructions to the client (contact 
person listed on appointments plus profile) 3-5 days prior to the service. You will need to 
distribute the link to your participants so they can register for the training. All participants 
must register with our Zoom link.

2. Your training team will be assigned with several factors in consideration. You will be able to 
connect with the facilitators the day of your service. Feel free to contact  
tafrisby@racialequityinstitute.org  if you would like specific information shared with your 
assigned trainers. You can also request trainers, but it is not a guarantee that they will be 
available. We will not be able to confirm your training team until about 1 week prior to your 
service.

3. Bios and headshots can be provided upon request after you receive your logistical email 
one week prior to your training. Upon receiving that email, please reply-all to request the bios 
and/or headshots at that time.

4. We do not require any pre-reading or work for the Groundwater presentations, Phase 1, 
Latinx Challenges, and Youth workshops. You can always access resources from our website 
should you be interested in related articles or activities before your service.

5. This document serves as our terms and agreement upon confirmation, we do not require a 
formal contract. A formal contract can be developed for clients upon request.

6. Invoices are sent after services are rendered to ensure that everything went well and that 
there were no issues or changes to your service. Should you need an invoice for multiple 
services at once or before the services are rendered, please contact Megan Hayes-Bell at 
meganhb@racialequityinstitute.org before submitting your service request to ensure that your 
requests can be accommodated. DO not move forward with a submission request before 
confirming that your finance or billing requirements have been approved. 
 
When completing your profile on Appointment Plus, please include ALL invoicing instructions 
in the special instructions box, if necessary. Invoicing instructions include supplier/ vendor 
registration, certificate of insurance needs, and any additional details you need to be included 
on the invoice. We do not accept invoicing requests or changes via email to keep all ac-

mailto:tafrisby%40racialequityinstitute.org?subject=Booking%20an%20REI%20Training
mailto:Meganhb%40racialequityinstitute.org?subject=Booking%20Invoices
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counts protected so please do not request or send any invoice information via email. If your 
company representative for invoicing has changed, please update this information via the 
Appointment Plus profile. 
 
Invoices are ONLY sent via email to the invoice contact/s listed on the Appointment Plus pro-
file within a week after services are completed, on which clients can submit payment directly 
via credit or debit card. Clients may also submit payment by mailing in a check to P.O. Box 
2976 Greensboro, NC 27402. 
 
If you have not received an invoice within 7 days of your service, please check your spam or 
junk folder for a QuickBooks invoice and/ or email Megan Hayes-Bell  
at meganhb@racialequityinstitute.org

7. Contract and Cancellation Policy Once we confirm a workshop, this date is reserved for 
you. Workshops canceled less than 15 days prior to the confirmed date will be charged half 
the cost of the workshop. There is no penalty to cancel or reschedule a booking request if it 
has not been confirmed at least 45 days prior to the requested date.

 
 

Organizing and Hosting a Phase 1 Workshop
Workshop Costs
The virtual presentation is capped at a firm 35 participants to maximize engagement. 

Workshop Fee: The fee for a two-day Phase I Workshop is
• Corporate - $20,000
• Institution - $15,000
• Community- $12,000

Note – The fee for a two-day Phase II Workshop is the same.

Key items to consider when organizing and hosting a Phase I or Phase II workshop:

Step 1: Identify the Goals

• Consider why you want to bring a Racial Equity Workshop to your community / organization. 
What are your goals for the training?

• Though they can also serve as an early step towards building collaboration, workshops are 
most useful as an organizing tool or a piece of a larger commitment toward achieving racial 
equity in your organization.

Step 2: Identify Your Constituency - Who is the Workshop For?

• Would the workshop be specifically intended for members of your organization? If so, will 
participants be invited, urged, or required to attend?

• Would this workshop be a cooperative effort, involving two or more organizations, communi-
ties, agencies, etc.? If so, what segments of the community will you work to have represent-

mailto:Meganhb%40racialequityinstitute.org?subject=Booking%20Invoices
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ed? In most circumstances, REI recommends inclusion of a certain number of spaces for 
constituents or key partners.

• How will you ensure some racial diversity? Whenever possible, Racial Equity Workshops are 
done in racially mixed settings. Exceptions are made only in certain circumstances and with 
prior agreement with REI. 

Step 3: Assessment of Interest

• Can you generate sufficient interest in the workshop in your organization or community? 
What is your strategy?

• Do you need to send a few members to a workshop in a different location to prepare them to 
help organize? 

Step 4: Assess Organizational Finances and How You Register Your Participants

• Is your organization prepared to fund, raise funds, write a grant, or charge fees to cover costs 
associated with the workshop? Typically, organizations will cover costs with a combination of 
three funding sources: 1) the hosting organization covers all costs, 2) multiple groups come 
together to cover the costs, 3) community members are encouraged to  
register as individuals.

• Will you need to register participants? Collect and handle registration fees? Develop a plan 
for how you will do this?

 
Step 5: Request a Date

• Request the dates you desire using the “Book REI Now” button on REI’s website. If you are 
requesting a 2-day workshop, you need to separately request both days. The second day is 
like a new appointment.

• Virtual Workshops - Typical timing is 9:00AM – 5:00PM for two consecutive days with a one-
hour lunch break and several short breaks to accommodate a pleasurable virtual experience. 
This workshop is conducted via Zoom with only one participant per registration. Multiple peo-
ple cannot share a screen. REI will send the Zoom links to the training host 3-5 days before 
the training date.

• All service requests must be confirmed by our Managing Director. You should look to receive 
an additional email through the booking system stating that the request has been confirmed 
to secure your training session.

 
Step 6: After Workshop
We will send you a copy of post-workshop materials and the invoice. It is your responsibility to 
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distribute these materials to your participants.

Organizing and Hosting a Groundwater Approach 
Presentation
Workshop Fees:
The virtual presentation is capped at 100 participants. Only one participant per registration.
Multiple people cannot share a screen. To add more participants, please contact us for
approval. Additional charges will apply.

Workshop Fee: The fee for a Groundwater Presentation is

• Corporate - $8500
• Institution - $7000
• Community- $5000 

Key items to consider when organizing and hosting a Groundwater Approach workshop:

Step 1: Identify the Goals

• Consider why you want to bring a Racial Equity Workshop to your community / organization. 
What are your goals for the training?

• Though they can also serve as an early step towards building collaboration, workshops are 
most useful as an organizing tool or a piece of a larger commitment toward achieving racial 
equity in your organization. 

Step 2: Identify Your Constituency - Who is the Workshop For?

• Would the workshop be specifically intended for members of your organization? If so, will 
participants be invited, urged, or required to attend?

• Would this workshop be a cooperative effort, involving two or more organizations, communi-
ties, agencies, etc.? If so, what segments of the community will you work to have represent-
ed? In most circumstances, REI recommends inclusion of a certain number of spaces for 
constituents or key partners.

• How will you ensure some racial diversity? Whenever possible, Racial Equity Workshops are 
done in racially mixed settings. Exceptions are made only in certain circumstances and with 
prior agreement with REI. 

Step 3: Assessment of Interest



8

• Can you generate sufficient interest in the workshop in your organization or community? 
What is your strategy?

• Do you need to send a few members to a workshop in a different location to prepare them to 
help organize? 

Step 4: Assess Organizational Finances and How You Register Your Participants

• Is your organization prepared to fund, raise funds, write a grant, or charge fees to cover costs 
associated with the workshop? Typically, organizations will cover costs with a combination of 
three funding sources: 1) the hosting organization covers all costs, 2) multiple groups come 
together to cover the costs, 3) community members are encouraged to  
register as individuals.

• Will you need to register participants? Collect and handle registration fees? Develop a plan 
for how you will do this? 

Step 5: After Workshop

• We will send you a copy of post-workshop materials at the same time we send the invoice. It 
is your responsibility to distribute these to your participants.

Organizing and Hosting a Latinx 
Challenges Workshop

Workshop Costs
The workshop can accommodate up to 35 participants.

Workshop Fee: 
The fee for a Latinx Challenges Workshop is $12,000.

Key items to consider when organizing and hosting a Latinx Challenges workshop:

Step 1: Your Group’s Interest

• Why does your group, organization or community want or need a Latinx Challenges work-
shop? What specific issues, concerns, events, or situations motivate your interest or drive 
your need at this given time?

• What do you hope to gain from this workshop?
• Can your group organize a team of people who will engage potential participants and mobi-

lize resources needed for this workshop?
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•  The Participants 
  a. Who are the intended participants of this workshop: staff, community groups, 
  agency gatekeepers, etc.? What is the link, relationship, common interest, o   
  shared experience that would bring people together for this workshop?

  b. Is this workshop intended for an English-dominant multiracial audience; a Span 
  ish- dominant Latinx-only group, or both, separately? [For our rationale for sepa  
  rate workshops, please read “The Oppressive Underpinnings of Language Inter  
  pretation.”]
  c. Is there adequate representation of the social identity diversity (race, gender,
  class, nationality, etc.) among anticipated workshop participants? If not, what   
  would you need to do to ensure it?

Step 2: Assess Organizational Finances and How You Register Your Participants

• Is your organization prepared to fund, raise funds, write a grant, or charge fees to cover costs 
associated with the workshop? Typically, organizations will cover costs with a combination of 
three funding sources: 1) the hosting organization covers all costs, 2) multiple groups come 
together to cover the costs, 3) community members are encouraged to  
register as individuals.

• Will you need to register participants? Collect and handle registration fees? Develop a plan 
for how you will do this? 

Organizing and Hosting a Youth Workshop
Workshop Costs
The workshop can accommodate up to 35 participants.

Workshop Fee: The fee for a Youth Workshop is $12,000.

Key items to consider when organizing and hosting a Youth workshop: 

Step 1: Identify the Goals

• Consider why you want to bring a Racial Equity Workshop to your community / organization. 
What are your goals for the training?

• Though they can also serve as an early step towards building collaboration, workshops are 
most useful as an organizing tool or a piece of a larger commitment toward achieving racial 
equity in your organization.

 
Step 2: Identify Your Constituency - Who is the Workshop For?

• Would the workshop be specifically intended for members of your organization? If so, will 
participants be invited, urged, or required to attend?

• Would this workshop be a cooperative effort, involving two or more organizations, communi-
ties, agencies, etc.? If so, what segments of the community will you work to have represent-
ed? In most circumstances, REI recommends inclusion of a certain number of spaces for 
constituents or key partners.
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• How will you ensure some racial diversity? Whenever possible, Racial Equity Workshops are 
done in racially mixed settings. Exceptions are made only in certain circumstances and with 
prior agreement with REI. 

Step 3: Assessment of Interest

• Can you generate sufficient interest in the workshop in your organization or community? 
What is your strategy?

• Do you need to send a few members to a workshop in a different location to prepare them to 
help organize? 

Step 4: Assess Organizational Finances and How You Register Your Participants

• Is your organization prepared to fund, raise funds, write a grant, or charge fees to cover costs 
associated with the workshop? Typically, organizations will cover costs with a combination of 
three funding sources: 1) the hosting organization covers all costs, 2) multiple groups come 
together to cover the costs, 3) community members are encouraged to  
register as individuals.

• Will you need to register participants? Collect and handle registration fees? Develop a plan 
for how you will do this? 

Step 5: After Workshop

• We will send you a copy of post-workshop materials at the same time we send the invoice. It 
is your responsibility to distribute these to your participants
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