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Alumni Event Planning Toolkit 
 

Alumni teams have the advantage of knowing what will work best for a local alumni gathering. You know the hippest 
brewery in town. You know where people go – online or offline – to find out about events in town. This is why the Office 
of Alumni Relations is thrilled to partner with you to host an alumni event in your community.  
 
Details determine event success. Whether you are planning a lunch for five or a social for 50, a significant amount of time 
goes into planning events. Below is a list of recommendations to help you successfully execute alumni gatherings in your 
area. 
 
☐  Understand your timeline. 
Allow four to five months to plan an event. Work backwards from your event date to determine deadlines for each task 
you need to accomplish.  
 
☐  Understand your budget. 
The Office of Alumni Relations has funds allocated for events each year. Although limited, they may be able to assist with 
funding for your event. However, sponsorships and admission fees will need to fund the majority of the event. 
 
If you are requiring a fee to attend, think about the amount per person that will help you cover your costs. Work with the 
Office of Alumni Relations to put advance ticket sales on www.msubfoundation.com/shop. Consider having a discount for 
buying tickets in advance, compared to at the door, which will help you get a better idea of attendance for the event. 
 
All transactions will take place through the Office of Alumni Relations – so don’t worry about creating a bank account for 
your team. You’ll send us the sponsorship funds you receive, and we’ll use that money, as well as any other profits, to pay 
the bills that you also send us. 
 
☐  Understand your audience. 
Do most of your alumni live within city limits of your community? Are alumni mostly retired or looking for activities where 
they can bring their children? Knowing your audience will help you gauge where and when to host your event – and what 
type of event to host. Don’t know where to start? Contact the Office of Alumni Relations to access a list of alumni in your 
area.  
 
☐  Choose a date and time. 
Take a glance at community calendars in your area to ensure there will not be a major event that conflicts with yours. 
Think about when it would work for you to go to an event, and compare to what would work best for most people in your 
community. The Office of Alumni Relations has found that weekday evening events work well in Montana, while weekend 
events work better in more urban settings (i.e. Phoenix). Think about traffic and weather patterns to help narrow your 
date and time. 
 
☐  Choose a venue. 
Envision how many people you expect to attend your event and what kind of atmosphere you would like. Ensure your 
venue of choice has your date available, and find out what they require to lock down a date with them. Some venues 
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require a deposit or a minimum catering order, while others do not. Learn those details to help you determine the best 
location for your event. 
 
☐  Find Sponsors. 
Brainstorm businesses that may want to sponsor the event. They could contribute in-kind donations, which are non-cash 
items, or they could make cash donations.  
 
When you approach sponsors, explain that their name/logo will be on display at the event and on event marketing 
materials. In addition, they will be announced at the event and have the opportunity to speak, if they would like! They will 
want to know how they will benefit from being involved – so be sure to clearly communicate these perks. 
 
You may consider starting with the venue. Would they be willing to give you a non-profit discount on your rental – or let 
you use the space for free? Then look at your caterer. Would they be willing to sell you a keg of beer at-cost – or donate 
all or some of the food?  
 
Before you seal the deal, make sure you get the value of their donation in writing, such as with an invoice or email. This 
way, we can properly thank them and provide them with documentation for their tax purposes. Please send the Office of 
Alumni Relations the contact information and point person for the business/person who has donated, as well as an invoice 
or an email stating the value of their donation. Plus, remember to collect their logo, so we can proudly display it! 
 
☐  Develop your program. 
Choose an activity to help draw your crowd. Perhaps you have a special guest speaker from MSU Billings or from your 
community. Maybe your program is an activity, such as a service project or a tour of a local historical attraction. Your 
program will help you sell your event – so choose something the alumni in your area will find interesting and fun! Solidify 
your program before you begin marketing. 
 
☐  Market your event. 
Work with the Office of Alumni Relations to determine your marketing plan. Does your budget allow you to send postcards 
to 300 people within a 50-mile radius of your town? Are you skipping the snail mail and focusing on targeted email and 
social media campaigns? Will your venue or caterer share your event on social media or hang posters at their businesses? 
Don’t overlook the power of personal invitations. Personal calls, texts, and Facebook messages make people feel more 
inclined to attend. 
 
Marketing, such as emails, flyers, and Facebook events, will be executed through the Office of Alumni Relations. However, 
it will take all of us to make personal connections and encourage others to attend the event. Contact the Office of Alumni 
Relations to access the list of alumni in your area so you can get started on those personal invitations.  
 
☐  Track RSVPs. 
As your event approaches, work with the Office of Alumni Relations to keep track of the names and contact information 
of people who’ve said they’ll attend. If you’re selling tickets through www.msubfoundation.com/shop, this will make it 
easy! Tracking RSVPs helps you have a more accurate catering count. Plus, you can send a reminder email before the event 
to say how excited you are to see them – or that you look forward to meeting them. The more personal touches you 
provide, the more likely people will be to commit to attending. 
 
☐  Prepare materials. 
Work with the Office of Alumni Relations to gather anything you need for the event, such as a box of alumni swag, 
centerpieces, and handouts. Do you have a speaker who needs a screen or podium? Do you need a sign to showcase all 
of your event sponsors? Do you need an Alumni Association tablecloth for your check-in table? Remember to pack a sign-
in sheet to track attendance. 
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☐  Recruit volunteers. 
Managing events is no small feat. Think about how many alumni you will need to help run the event. From set-up and 
teardown, to check-in and program facilitation – make sure you communicate to your team how many people you need 
to run the show – and at what time(s) they will be needed. 
 
☐  Follow up after the event. 
Remember to return any leftover materials that the Office of Alumni Relations may need for an event elsewhere, such as 
Alumni Association signage. Also, please send the sign-in sheet back to the Office of Alumni Relations after the event, so 
we can track event attendance and update contact information in our database. You may also consider holding a 
debriefing session with your alumni team to recap what went well with the event and what you would like to change in 
the future.  
 
The Office of Alumni Relations is available to help you every step of the way. We want to know how things are progressing 
– from the dates you choose to the materials you need from us to make your event happen! Thank you for helping us to 
reach alumni in your area! 
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