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Event Planning

Chapter-adumni events are held to give your dumni an opportunity to renew friendships
with other brother. They alow your association to create and keep dumni interest in the
Fraternity, to develop interest on the part of some dumni for active participation in
chapter operations and dumni organization affairs. They can also be used celebrate a
gpecia occasion within the Fraternity.

Many undergraduate chapters consder their homecoming activities and their spring
formas dumni events, however, consder whether the event is actualy being planned for
aumni was it an afterthought. In planning dumni events, ask yoursdlf these questions:

Isthe event primaxily for dumni?

What is the reason for dumni being there?

Were the dumni notified in time to make arrangements to attend?

As an dumnus, would the event be enjoyable?

As an dumnus, why would | not attend?

These questions shoud tdll you whether or not an event could qualify as an dumni event.
The following are additiond suggestionsin planning dumni events.

Plan the event only for alumni!

Although an undergraduate event can coincide with an dumni event, the most successful
events are those where dumni are the main focus and center of attention. Remember that
the chapter can socidize any weekend, but an event for dumni may be the firgt timein
years, they are able to enjoy fellowship and memories of their brothers. Undergraduates
should serve as hogts for dumni by greeting them, talking with them, serving food, and
otherwise assisting with the behind-the- scenes arrangements. If dumni can leave the
event with a specid feding, you have done your job, and probably have helped to build
future attendance at the next sponsored function.
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The event must have a purpose for alumni to attend!

Asan dumnus, if the reason for me to be a an event isto stland around and talk with
people | don’'t know, | probably will not attend. Alumni will attend an event, however, if
thereis an organized program, and if they know other classmates will be in attendance.
Overdl, the event needs to be worth the dumnus’ time before they will make the effort to
attend. In publicizing an event, make sure the program is outlined and if possible, make
sure dumni who have agreed to atend are listed.

Promote the event early!

Many eventsfail because the dumni were not natified in time to make plansto attend. If
aumni are not notified within three weeks of the event( for small-scale events), there will
be poor attendance at the event. For larger scale events, like homecoming or
anniversaries, dumni need natification three months in advance of the event. If you are
using abanquet hdl or hotel, these places need to be reserved monthsin advance.
Suggested time —frames for scheduling large and smd| scale events are outlined later in
this section

The Alumni Corporation needs to plan the event!

Many aumni will not respond to invitations for dumni functionsif the invitation comes
from only the undergraduate chapter. The Alumni Corporation will lend credibility to the
event by giving contact names, which are familiar. Additiondly, the Alumni Corporation

will probably have an easier time reserving facilities.
Make the event enjoyable for ALL alumni!

Too often, dumni events are focused on only the younger dumni because their interests
are generdly more closdy related to the undergraduate members. In planning functions,
make sure that al age groups of aumni will be comfortable. To do so, separate activities
may need to be planned for younger and older dumni.
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Combat the reasons why alumni would not attend!

When planning dumni events ask yoursdf, “Why would an dumnus not aitend?” The
most common answersinclude: “1 was not notified far enough in advance” | can't bring
my wife and children;” “1 won’t know anyone there” and “It'sto far to travel.” Through
proper planning and promotion, al of these objections can be addresses, except lengthy

trave.

A word about alcohol at chapter and alumni events:

All Fraternity-related events, including alumni activities and functions, must
follow Psi Upsilon Fraternity’s policies for alcoholic beverages.

Individual alumni or alumni organization cannot provide alcohol for the general
use at an event; this includes bulk quantities of alcohol (i.e., keg beer, cases of
beer, party balls, punch bowls.)

All alumni events must be either of “BYOB” or “cash bar” format. There
should be no advertising of alcohol in promotional mailings. You will, however,
need to let alumni know how alcohol will be handled at the event.

When dealing with alumni concerning risk management and alcohol procedures,
be up front. Explain the policy through your newsletter and other mailings.

Indicate why the Alumni Corporation must follow the given procedures.

Be prepared to confront any alumni members who violate the Fraternity’s
policies for alcoholic beverages or hazing!
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Large Scale Events

It is more important to have afew “specid” dumni events than to have alarge number of

aumni activities that are generdly not well attended or gppreciated.

Chapters with successful dumni programs usudly hold two annud chapter-dumni

events. Homecoming and Founders Day are customary times for dumni activities. A few
chapters have devel oped other traditiond functions for dumni. Mgor activities should be
planned to celebrate a chapter anniversary, groundbresking, or building of anew chapter
house. The following list provides good examples of large-scale events, which should be

planned, for dumni:

EVENTS TIME OF YEAR
Homecoming Weekend Fdl

Founders Day Weekend November

Chapter Anniversary When agppropriate
Universty Reunion Weekend When appropriate

Golf outing and barbecue Late soring/summer/early fal
Alumni Family Picnic Late spring/summer

Pig Roast/Barbecue Late spring/early fdl

Holiday Dinner and Dance Early December

Alumni Corporation Retreat Late spring/early fdl

Event Committee

Because of the advance planning and number of people involved, specid respongbilities
need to be delegated to chapter members when coordinating alarge-scale event. Listed
below is a suggested format and responsibilities for alarge-scale events committee.

Events Chair--Oversees the members with specid responghilities for the event, and
the generd membership. Responsible for registration and monitoring the event
budget, and for arranging a guest spesker.

Communications Chair--Coordinates al mailings, promotions, phone calls, bulk
mailing permits, and obtaining mailing labels. Organizes the event program and
schedule.

Banquet Chair-- Arranges the banquet meal, secures the needed facilities, supervises
decorations, organizes the event set-up and head table seeting, and arranges for any
awardsto be given out. In charge of the dance and entertainment.
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Hogpitdity Chair-- Arranges the hotel accommodations for out of town guests, child
care, photographers, check-in/welcome committee, name tags, and the pre-banquet

reception.

Large Scale Event Scheduling and Promotion

Once you have delegated the magjor responsibilities to various members, it now becomes
necessary to begin the scheduling and promotion of the event. For large-scae events, you
will find thet it is necessary to begin plans at least four months before the actua event.
By fallowing the planned time-line, you will find thet the quaity of the event and the
attendance will both be enhanced.

16 Weeks Before

Prepare atentative schedule. Agree on the date, location, possible speskers, promotional
methods, and program of activities.

14 Weeks Before

Reserve the location of the event if other than the chapter house. All facilitiesincluded
hotels, banquet hdls, golf courses, parking facilities; picnic grounds, etc. should be

reserved by thistime,
13 Weeks Before

Fra Generd Mailing- contains event date, times, locations, registration fees and other
costs, program details, return envel ope and registration card/post card, wives program,
child care and hotd information. Never have registration fees sent to the chapter house.
Have them sent to a post office box, or preferably to aloca dumnus.

12 Weeks Before

Arrange for the guest spesker. Offer to provide for his meds and lodging. An dumnus
should be contacted to act as master of ceremonies of the event.

10 Weeks Before

Y our newdetter should contain event details, biography on the guest speeker, any
changes from the first mailing, and alist of dumni registered to dete.

6-4 Weeks Before
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Second Generd Malling- contains alist of dumni registered to dete, additiond details
and changes, return envelope and regigtration card, and afind push for attendance.

Confirm al your reservations and program activities.

4 Weeks Before

Review the event, including an assessment of risk control.
2 Weeks Before

Tdephone campaign, follow —up with loca and key dumni asafind push for

attendance.

1 Week Before

Confirm al arrangements and attendance, including the guest spesker.
1 Week After

Publicly and privately thank al dumni who helped and atended by sending out thank-
you notes and listing dumni who attended in the next newdetter. Evauations-conduct a
thorough evauation of the event, including strengths and weaknesses and

recommendations for future events.

Small Scale Events

Smdl-scde evens dlow for targeting certain dumni for a specific purpose, and can be
planned with minimd effort and cost. Smaler dumni events can be coordinated a
various times throughout the year and can compliment large-scale events.

EVENTS TIME OF YEAR
Annua Alumni Corporation Megting Fal

Graduation Weekend May

School Sporting Events When scheduled
Parent’s Weekend Fal

Holiday Reception Early December
Pedging/Initiation When scheduled
Scholarship Dinner Late spring/early fdl
Recruitment Function When scheduled
Business Luncheon When scheduled
Locd Alumni Dinner When Scheduled
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Event Committee

Y ou probably will find that the committee necessary to coordinate smal-scae eventsis
amilar to the one needed for large-scde events. In planning smdl-scale events, start by
using the same format for your committee, and then assign respongbilities needed for the
event. Even though you will find thet fewer responshilities exig, it will ill be necessary

to delegate to your committee members.
Small Scale Event Scheduling and Promotion

Although an event may be smdler in nature, proper planning and promotion are il
important. However, the smaller the event, the more personabl e the contact and
promotion can be to dumni.

12 Weeks Before

Prepare a tentative schedule. Agree on the date, location, possible speakers, promotional
methods, and program of activities. If it islargely a chapter event, like recruitment or
initiation, decide the dumni’ s role and involvement. Also decide on which of the dumni
will beinvited.

10 Weeks Before
Reserve the location of the event if other than the chapter house.
8-6 Weeks Before

Invitations- contain event date, times, cost, location, program details, return envelope and
registration card for RSV P, and the purpose of the program for the dumni. Y our
newdetter should contain event details and generd invitation to dl dumni.

4 Weeks Before
Review the event, including an assessment of risk control.
2 Weeks Before

Teephone campaign: follow-up with locd and key dumni asafind push for attendance.
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1 Week Before
Confirm dl arrangements and atendance, including the guest pesker.
1 Week After

Publicly and privatdy thank al dumni who helped and attended by sending out thank-
you notes and ligting dumni who aitended in the next newdetter. Evauations-conduct a
thorough evauation of the event, including strengths and weaknesses and
recommendations for future events.

Event Budgeting

Some of the most common mistakes made in event planning are undercharging and
overspending. Financid problem's result because organizers tend to overestimate how
many dumni will attend a function. Mailings sent out well in advance would help to
avoid overestimating dumni attendance, and careful, monitored spending will hep to
correct any overspending that may occur.

When determining cog, it is gppropriate to obtain al estimatesin writing. Take into
account al cogts, from mailings, room renta, and photographer and thank you notes. A
safe formulafor budgeting is to underestimate attendance by 15-20 percent, and
overestimate expenses by 10-15 percent. The following is a sample budget, and the
figures used are only examples. Y our actud costs will vary depending on the specific

event.
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Sample Event Budget
Expenses
Postage and mailings
1% mailing (postage) $56
2"% mailing (postage) $56
Paper $30
Printing costs $70
Tota Postage and Mailing $212
Banquet:
Dinner (100 guests x $15) $1,500
Entertainment $600
Tablecloths $80
Centerpieces $120
Alumni Awards Plagues $80
Programs/Menu $100
Room Rental $100
Miscelaneous $200
Tota Banquet Expense $2,780
Miscellaneous Expenses.
Photographer $100
Guest book $30
Guest Speaker Cost $200
Thank you notes $50
Child care $100
Totd Miscdlaneous Expenses $480
Total Expenses $3,472
Add 15% reserve $520
Totd Alumni Event Expense $3,992

With a consarvative estimate of 100 people in attendance, the minimum price charge to
each person should be $40.00. Figures used for the sample budget are just that —samples.
Y our actua cost will vary depending upon the nature of the event.
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Adding the Extras

Whether your event isalarge or smal function, the following suggestions can be used to
make your event a greater success. In reviewing these “extras,” first decide which points
can be used as part of the event and delegate each respongibility to other member(s), and

follow-up to see that the assgnment is carried out on time,

Alcohol: There should be no advertisng of dcohal in any promotiond mailings.

Y ou need to let dumni know how it will be handled; i.e,, “BYOB” or acash bar.
Contact Local Hotels: Inquire about specid rates, and list available hotels and
their phone numbersin your mailing.

Wives and Older Alumni: Plan aspecid program for wives and older dumni,
such as acampus tour, shopping trip, or vist to acampus art exhibit. Put this
information in the invitation and program.

Welcome Committee: Arrange for dumni and actives to supervise regidration,
sgning the guest book, name tags, handing out programs, football tickets etc..
Child Care: Arrange with chapter members or a sorority to keep the younger
children occupied.

Guest Book: Provide aguest book at the welcome table for the dumni to sign.
Thiswill help update your addresses, and will alow you to recognize dumni who
attended.

Photographer: Arrange for informa and group pictures to be taken during the
event for future newdetters or display a next year’s function.

Alumni Awards: Arrange for sdlection and presentation of outstanding dumni
awards, outgoing dumni organization officers, outstanding senior awards,
outstanding scholarship award, oldest member present, etc. Make sure any giftsor
plagues are engraved in advance.

International Fraternity Speakers: For specid occasons, Executive Council
members, Foundation Directors or Fraternity staff members may be available, but
should beinvited & least two months in advance. Contact Executive Director for
details.

Block off Seating: If the event centers around an athletic event arrange for ablock
of seats to be reserved and announced in the promotional mailings. Orders should
be placed using reservation cards, and the welcome committee should distribute
tickets before the game.

Fraternity Songs: |t may be appropriate to open or close the program with asong
or two. Printed words will help those who have forgotten the words. Songbooks are
avalable from the Internationd Office.

Decorations: Decorate the main banquet area with Fraternity colors using flowers,
flags and crepe paper.

Souvenirs: If itisagpecia dedication or anniversary, arrange for souvenir
mementos.
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Display: Arrange for adisplay during the event of historica pictures, chapter
scrap books, publicity clippings, letters from aumni who could not attend, and a
vaiety of Fraternity publication.
Follow Banquet Etiquette: Plan for a head table and speskers. The following
program is suggested for a banquet:

l. Introductory Remarks by Master of Ceremonies

. Ps U Doxology

. Dinner

V.  Wecome by Alumni Presdent

V. Guest Speaker

VI. Brief remarks by Archon (if in attendance)

VIl.  Presentation of awards

VIIl.  Singing of “Shrine Song’

IX. Group Photo
School Official: Contact your Greek Advisor to seeif aschool administrator
would be available to attend the event and offer brief remarks on behdf of the
schoal.
School Alumni Office: Notify your school’sadumni relations office of your plan
and seeif they will provide additiond publicity in the dumni magazine.
Alumni Representatives: Ask past Archons, key regiona aumni and members
from various eras to promote the event by writing persond |etters or by telephoning
former classmates to urge attendance. Publish the names of dumni representetives
in your promotiona mailing.
Reception: Arrangefor asocid hour prior to the evening banquet, including food
and dternative beverages and entertainment.
Parents: Congder inviting parentsto certain events.
Open House: Arrange for an open house to give dumni and their wives atour of
the chapter house.
Anniversary Recognition: Present 25 and 50 year membership certificates or
other recognition to older dumni who have reached those milestones.
Event Write: Up-Arrange for awrite-up of the event for the next newdetter and
archives. Include the names of those who attended, thanks to those that helped, and
promote the next event. Also send in the release to The DIAMOND, school and
aumni magazines, and locd newspapers.
Thank You’s: Publicly and privately thank dl dumni and members who have
helped.
Evaluate for the Next time: Document what went well, and what to improve for
the next time. Include names and phone numbers of dumni and businesses who
provided services or assstance, and outline al expenditures of the event.
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Suggested Activities and Programs

Brief noon luncheons with short programs. The main ideais to provide networking
opportunities.

Early morning breskfast meetings.

After work receptions (5-6 p.m.) with short program.

Weekend dinners or brunches a convenient locations and moderate prices with
SPOUSES.

Annua banquet with spouses to coincide with loca or regiond attraction.
Ficnics.

Pot Luck- covered dish dinners with spouses.

Professond Association gatherings.

Canoe trip, camping trip, lake outing.

“Monday Night Footbal” parties.

Costume parties.

Fund raising drives to provide undergraduate scholarship.

Golf, ki outings.

BY OB tallgate parties.

Bdl games

Aid area chapters with recruitment activities.

Some Programming Do’s and Don’ts

For every socid or dinner meeting, there should be a socid hour or reception aong
with a hogt responsible for meeting newcomers. Otherwise, the timid young
aumnus, attending hisfirst meeting, will snk into alonesome corner, gulp hisfood
in slence and sneek out during the gpplauise -vowing never to return.

A receaiving line isimportant for forma gatherings of twenty or more where thereis
afeature spesker or guest of honor. Do not let one or two aumni buttonhole
important guests al evening so no one else can say hello.

Form a tedephone committee to follow up written invitations with phone cals.
Telephone calstypicaly double attendance.

Do not keep the plans secret. Give at least three weeks notice for association
events.

Plan to take pictures (black and white if possible) at events and get names of those
in the posed shots. Use them in the association’s newd etter and pass them dong to
the Internationa Office for usein The DIAMOND.

Association meetings should generdly not be used to raise money. If thisruleis
broken, attendance will suffer thereafter. Never pass the hat to collect or to pay
bills

K eep the association financidly sound. Plan to have enough money in the treasury
to cover at least the cost of the speaker’s medl. Structure the event pricing so that
the association is able to cover related overhead.

Do not expect miracles from the most recent graduates. In most cases, dumni have
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be graduated five to ten years before the “bug” bites them and they begin to get
involved again. On the other hand, dways be on the lookout for the exception to
thisrule, ayoung aumnus might want to stay involved with the chapter.

Include spouses and dates oftent this usualy improves attendance.

HAVE FUN!!!!
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