
 

Reunion Checklist 
 

Once you’ve reviewed the following list and decided which ideas you want to incorporate into 
your next event, split up the responsibilities between members, and make sure to follow through 
with them so you know what’s getting done. 
 
 
The checklist:  
 

 Appoint an alumni committee six months before the reunion date.   
 

 Call committee meetings to decide reunion specifics—promotions, speaker(s), location 
and assignments.  

 

 Line up a keynote speaker three months prior to the event (you may need to do this 
earlier depending on your prospect).  

 

 Notify your university’s alumni office of your plans, and find out if it will provide 
additional publicity in its publications.  

 

 Secure a block of seats at a football game or other athletic event. Tickets can be 
distributed by a welcome committee. 

 

 If spouses will not attend the main event, arrange for their dining and/or entertainment 
elsewhere while alumni are occupied. Include this information in invitations and 
programs.  

 

 Select and reserve a location for the main event (banquet, picnic, dance) if it will take 
place somewhere other than the chapter house. A new location can provide variety, more 
space, glamour, fewer restrictions and better parking facilities. 

 

 Arrange for an issue of your alumni newsletter to mail prior to the reunion. To build 
interest, it should include a picture and biography of the main speaker and/or highlights 
of the event.  

 

 Involve as many alumni as possible in the planning, promotion and conduct of the 
reunion, so that the event appeals to all members. Plus, their participation builds 
interest.  

 

 Invite representatives of the university and Executive Offices. 
 

 Capitalize on particularly prominent alumni or other dignitaries who will be present.  
 

 Determine a direct mail promotion schedule and how you will utilize other types of 
communication—key regional alumni, class presidents, personal appeals to charter 
members, telephone committees, appeals to wives, etc.  

 



 

 If an annual alumni meeting will be held during the event, make sure the Graduate 
Council president, treasurer and nominating committee chairman get their material in 
the mail on schedule,  

 

 Include in the first general mailing (at least two months prior to the event) all important 
plans: date, major program events and locations, keynote speaker, wives' activities, 
lodging, registration fees and/or other costs, participating members. Enclose a return 
envelope if a reservation check is required, otherwise a simple reservation card will 
suffice.  

 

 Arrange for overnight lodging. Reserve a hotel room block, offer space at the chapter 
house and check for possible on-campus housing.  

 

 Determine a registration fee based on anticipated attendance and costs—meals, drinks, 
promotion, programs, souvenirs, guest dinners, awards and senior dinners.  

 

 Figure out how you’re going to collect registration.  
 

 Recruit and instruct class/year presidents to promote the event by writing personal 
letters and telephoning former classmates.  

 

 Recruit/instruct key members in major cities to promote attendance and arrange 
transportation.  

 

 Call the alumni committee together to make sure all plans are rolling smoothly.  
 

 Arrange for a welcoming committee to supervise registration, guest book, preparation of 
name tags, and distributing programs, football tickets, hotel registrations, etc.  

 

 Plan a social hour prior to an evening banquet. Think about food and drink, who will 
serve and entertainment. But, don’t forget Phi Kappa Tau’s risk management policy. 

 

 Arrange for all luncheon or dinner participation, including invocation, songs, emcee, 
speakers, entertainment, etc.  

 

 Prepare printed dinner programs, listing after-dinner activities, committee names, 
menu, charter members (during anniversary celebrations), contributing alumni (during 
a dedication or fund raising dinner), others to be thanked or honored.  

 

 Consider a souvenir memento if this is a special dedication or anniversary reunion.  
 

 Plan a golf outing, bowling tournament or other participant sport. Don’t forget about 
awards or communicating the plans in advance.  

 

 Be sure all chapter members and associates are aware of the reunion event and what is 
expected of them/how they are to participate.  

 

 Arrange for a final direct mail promotion, including a tentative schedule, last- minute 
additions and changes in the program, and a last-minute push for attendance.  

 



 

 Arrange for a group picture, and let your attendees know in advance when the picture 
will be taken.  

 

 Assign someone to write a press release about the reunion for publication in your alumni 
newsletter, scrapbook or The Laurel.  

 

 If the event includes a formal dinner or luncheon, arrange for a speakers table and 
instruction of who will be seated at the table, and special instructions for the welcoming 
committee.  

 

 Arrange for a selection and presentation of an outstanding alumnus award.  
 

 Arrange for a traditional, and potentially humorous, award to the member who travels 
the most miles to attend.  

 

 Arrange for a chapter open house.  
 

 Plan an alumni display of pictures, publicity clippings, promotional material, old 
scrapbooks, composites, letters from alumni who couldn't attend, etc.  

 

 Use Fraternity colors to decorate for the banquet.  
 

 Publicly and privately thank all alumni who helped.  
 

 Present 25- and 50-year membership certificates to alumni who have reached these 
milestones with Phi Kappa Tau. Certificates are available from the Executive Offices. 

 

 Allow for reminiscing during the event.  
 

 Arrange for free babysitting as a service to young alumni members. Contact campus 
sororities to see if they are willing to help with the babysitting.  

 


