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How to Organize a Successful Alumni Event
Step 1: Identify Foundation alumni in your area.
Communicate with Alumni Relations staff at The Rotary Foundation to get a list of alumni who currently reside in the area of the potential event. Work with Rotary clubs within that area to confirm that alumni contact information is current. E-mail alumni@rotary.org to obtain lists of alumni who reside in your area. Be sure to involve the appropriate district leaders in the planning process.
Step 2: Pick a date and location for the event.
Pick a location you think would interest alumni and a date and time that they would be likely to attend. Often it is convenient to coordinate alumni events with club or district events already taking place, such as a district conference or Rotary institute. Send an e-mail to alumni in the selected area asking them to put the date of the upcoming event on their calendars.
Step 3: Plan a program. 

Decide whether or not the event will be simply a social/networking reception or whether it will include presentations, speeches, or workshops on alumni activities. Also decide on whether or not a small fee will be charged for attendance. Although charging a fee may discourage some alumni from attending, if they have registered and paid they are more likely to attend.
Step 4: Send invitations.
Send invitations for the event by mail or e-mail. If sent by e-mail, encourage alumni to forward the invitation to any other alumni they are in contact with that might be interested in attending. 

Step 5: Provide a sign-in sheet.
A sign-in sheet for attendees at the entrance of the event will be not only a good way of knowing who and how many people attended; you can also collect new contact information. A typical sign-in sheet includes columns for name, address, and e-mail address. 
Step 6: Document the event.
Take pictures at the event and write a short summary of activities to send to alumni relations staff at The Rotary Foundation at alumni@rotary.org. Include a copy of the sign-in sheet so that alumni contact information can be updated in the Foundation’s records.

