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August 2016 
 
Dear Regional Event Volunteer, 
 
Thank you for your willingness to be the hands and feet of Skidmore College! Without your time, 
energy and ideas the College would not be able to reach out to so many alumni, parents and 
friends! After all, that’s our common goal- to bring together members of the greater Skidmore 
community regardless of where they call home.  
 
Each year the Office of Alumni Relations and College Events partners with volunteers across the 
country to coordinate events. Anything from cocktail receptions and faculty lectures to concerts 
and baseball games. There’s a little something for everyone. As you’ll see in the following pages 
of this handbook, it’s a great reference tool to assist you in how to make your event idea a 
reality. Ultimately, the keys to success are creativity, advanced planning and having fun.    
 
Should you have any questions or concerns, feel free to contact any one of us. Good luck and 
happy planning! 
  
Sincerely, 
 
Carissa Miles      Craig A. Hyland ‘05 
Senior Assistant Director   Alumni Association Board, Chair of Regional Events 
Alumni Relations and College Events  10 Liberty Street, Apt. 25E 
815 North Broadway    New York, NY  10005-1550 
Saratoga Springs, NY 12866   C: 585-281-8583   
O: 518-580-5618    E: craighyland@gmail.com 
E: cmiles@skidmore.edu 
 
Crystal Brownell 
Senior Assistant Director 
Alumni Relations and College Events 
815 North Broadway  
Saratoga Springs, NY 12866 
C: 518-728-8610 
E: cbrownel@skidmore.edu 
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Mission Statement of the 
Skidmore College Alumni Association           
 
The Skidmore College Alumni Association is the bridge between the alumni and Skidmore 
constituent groups on and off campus. As the eyes, ears, and voice of the alumni, the Alumni 
Association acts for the benefit of all alumni in their relations among each other and with the 
College community. 
 
The Purpose of Regional Events         
 
The purpose of regional events are to enhance the image, quality and reputation of Skidmore 
College. Regional events are also instrumental in maintaining a relationship between alumni, 
parents and friends. Activities establish a Skidmore presence in the community and provide 
educational, cultural, and social opportunities. In some cases, they may even encourage 
potential students to pursue their education at Skidmore. 

Regional events should: 

1. Encourage INVOLVEMENT from all of the constituents in the area (or in some cases 
targeted groups for different types of events).    

 
2. Encourage FELLOWSHIP and ENTHUSIASM among Skidmore alumni, parents and friends. 
  
3. Encourage the continuing liberal education of the extended Skidmore  COMMUNITY,  

building upon the foundations Skidmore provided, and recognizing that learning  and 
intellectual growth is a lifelong process. 

 
4. Promote the good name of Skidmore and PRIDE in its causes and achievements,  and to 

develop support for its programs and needs. 
 
5. Instill among the extended Skidmore community a commitment to the SUPPORT of 

Skidmore through the recruitment of students, volunteer opportunities, financial 
contributions and other means. 
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Regional Event Volunteer Description        
 

TERM OF OFFICE 
The term of commitment will be determined in consultation with the individual, taking his/her 
personal and professional commitments into account. A two-year term is recommended.   
 

DUTIES 
• Responsible for being a leader (or contributor) to the regional planning committee 
• Help organize, plan, coordinate and serve as a liaison between the committee, its 

appointed officers (if applicable), and the College 
• Have a succession plan in place and make efforts to groom successor(s) 
• Remain involved with events on a consistent basis 
• Recruit and manage volunteers (if applicable) 
• Regional Event leader(s) in particular should attend most planning committee meetings 

 

SKILLS/REQUIREMENTS 
• A love for Skidmore 
• Commitment to advanced planning (promotion of an event should begin 4-5 weeks prior 

to the event date, which requires planning 2-3 months before the event) 
• Willingness to create text for event invitations (typically sent via email and hard copy; 

segmented so persons with email addresses on file do not get hard copies) in partnership 
with the Office of Alumni Affairs and College Events staff whenever possible 

• The ability to serve as an ambassador for the College 
• Make an effort to support the College financially 
• Someone with whom a broad range of alumni, parents and friends in the geographic 

area are familiar – or feel comfortable approaching 
• Committed to achieving reasonable, yet ambitious, goals every year 
• Maintain an open line of communication with the Office of Alumni Affairs and College 

Events 
• Willing to ask staff and volunteers for help 
• Possess excellent verbal and written communication skills  

 

BENEFITS 
• An opportunity to reconnect with fellow Skiddies/classmates/friends/; make new friends 
• Expand your network (personal and professional) 
• Reconnect with the College 
• Play a part in helping to shape Skidmore’s future 
• Gain a sense of accomplishment/fulfillment 
• Develop/improve recruiting, management and communication skills 
• Provides a foundation for other volunteer leadership positions (e.g. alumni board) 
• Excellent addition to your resume 
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How to be an Volunteer and/or Lead a Regional Event Planning Committee  
 
 Helpful Questions to Ask Yourself: Food for Thought 

• Have goals been established? Attendance? Number of Events? Type of Events? (see 
Setting Realistic Expectations pg. 14) 

• Are people encouraged to volunteer for committee work and strive for future leadership 
posts? 

• In planning events, do you: 
- give sufficient lead time?  (promotion of an event should begin 4-5 weeks prior to 

the event date, which requires a minimum of planning 2-3 months before the 
event) 

- use facilities that are pleasant and interesting, but not necessarily pretentious? 
- charge fees that most people can afford? (The fee charged for an event is 

typically no more than $30 as anything over this amount will likely become a 
deterrent for attendance. Exceptions can be made.) 

- run events so that they are cost effective? 
- plan events that are conducive to encouraging the camaraderie, networking and 

greater involvement of alumni, parents and friends with the College?  
• Do you provide good directions and maps to event sites and meetings? 
• Do you record the names of attendees and make use of this information for future 

planning and for enlisting the services of potential volunteers? 
• Do you send attendance lists to the Office of Alumni Relations and College Events? 
• Do you lead by example? 
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Regional Event Volunteer Structure        
 
The success of any regional event planning committee depends largely upon the planning and 
organization of its leadership. The structure of a committee is dependent largely upon the 
number of volunteers involved. The following is a basic structure you may consider using: Leader 
(President), Co-Leader (Vice-President), Secretary, Committee Chairs, and members-at-large to 
help when/where necessary. However, you may feel free to develop your own structure/roles as 
see fit. 

Successful Leaders and Volunteers 
• Good organization-have a sense of what they want to accomplish and the time necessary 

to do so 
• Maintain participation and motivation by setting realistic, cooperative goals 
• Encourage networking to motivate new volunteers to participate each year 
• Involve young alumni and/or new volunteers early via committees and one-time 

assignments 
 
Suggested Duties of Officers, When Applicable 

President 
The president should be an active member of the Skidmore College Alumni Association. Prior 
service as an officer is desirable. She/he facilitates meetings, appoints chairpersons of 
committees, and may be in touch with other alumni volunteers in their regions. She/he should 
be in attendance at most planning meetings.   
 
Vice President 
The vice president acts as president when necessary. She/he may serve as chair of a committee 
and will provide support to and maintains contact with the president as well as fellow regional 
planning committee members. 
 
Secretary 
The secretary takes minutes of meetings and distributes the completed copy to the regional 
planning committee in consultation with the president and also shares these minutes with the 
Office of Alumni Relations and College Events regional events staff member. She/he also keeps 
an accurate listing of committee members. 
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Working With the Office of Alumni Relations and College Events: We’re 
Here to Help! 
 
The Office of Alumni Relations and College Events is committed to helping you create a high 
quality event. In order to do so, we offer a number of helpful services: 
 
Mailings and Email Blasts 
The Office will coordinate, print and mail invitations on standardized stationery for persons 
without email addresses on file with the College. Other invitees with an email address on file will 
receive an email invitation. Depending on the type of event and timeframe, sometimes hard 
copy invites will not be sent. For example, for an informal happy hour it may be acceptable to 
promote it only via email. An exception to this policy is for events taking place in Florida, where 
the College sends all invitees hard copy invitations as each area is very small and this method of 
communication is preferable. Events that feature the President may also be sent via hard copy 
to all invitees.   
 
Invitation text should be provided by the planning committee and modified in partnership with 
the Office of Alumni Relations and College Events as appropriate. Please see the Individual 
Planning Timeline information listed on pages 15-16.  
 
Guest Speakers 
Please let us know if you would like a particular faculty or staff member or prominent graduate 
to speak in your area. We can provide you with a list of possible faculty speakers and assist with 
your efforts in securing a speaker. The Office will pay an honorarium to the speaker and cover 
their travel expenses. 
 
Skidmore Staff 
A representative from the College will attend select regional events. This person will be on hand 
to provide a college update and answer any questions or concerns from the guests.  
 
Event Enhancements 
To aid in bringing a bit of Skidmore to your events, the Office can provide banners, printed or 
blank nametags, Skidmore cocktail napkins, and Skidmore favors. 
 
Data Retrieval 
We can produce geographic lists with addresses and phone numbers, in alpha, zip or class year 
order. Please remember that this information is to be kept confidential and is only to be used for 
regional event purposes.  
 
Email Blast Policy           
 
Email is a great way to publicize regional events. As a College, we have a commitment to our 
alumni, parents, and friends to communicate with them as efficiently as possible and we ask 
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that volunteers help us to fulfill that commitment. The Office of Alumni Relations and College 
Events sends emails to promote regional events keeping in mind the Skidmore College email 
policy developed within the division of Advancement. This policy considers the frequency and 
message content of email so ideally individuals do not receive more than one email per day. 
 
In order to send a mass email, it must be added on the Advancement Communications calendar 
on a date that avoids duplication with other email blasts in the same area. Once added, the 
Regional Events contact must request an upload of email addresses, which is handled by a third 
party, in the Advancement department, ensuring email is sent as noted on the Advancement 
Communications calendar. The Regional Events contact is unable to complete the process 
themselves. This is why an email blast is not able to be sent as quickly as a regular email 
communication an individual may send.   
 
Steps for sending an Email Blast 
 

1. When a hard copy invitation is mailed, an email invitation will be sent simultaneously at 
4-5 weeks prior to the event. At least one reminder email will be sent approximately 2 
weeks in advance of the RSVP deadline. However, additional reminder emails may also 
be sent depending on when the initial invitation is sent. The copy deadline for invitation 
text/email blasts are due to the Alumni Relations Regional Events contact at least two 
weeks in advance of the initial invitation being sent. 

 
2. When an event has been publicized by email only, two email notices (initial invite and 

one reminder) may be sent to publicize the event provided they are not sent within the 
same week. Additional reminder emails may also be sent.   

 
3. When possible, multiple events may be promoted on one email to maximize the 

communication impact of each email. Email should include pertinent information for 
each upcoming event in a region as well as save-the-date messages for future events. 

 
4. The Office of Alumni Relations and College Events reserves the right to not send an email 

that does not fall within these guidelines, though every effort will be made to 
accommodate requests. 

 
Please remember that regional events are not the only reason Skidmore sends email and we 
want to be sensitive to saturation. It should also be noted that email is not the only means to 
reach a large audience. Personal outreach and utilizing Facebook are also ways to increase 
RSVP’s for events. Each region is encouraged to maintain their own Facebook page. However, if 
you are promoting an event that requires an RSVP, please be sure to set up the post so people 
know they MUST register via Skidmore Connect (or alternative means if applicable) to the 
Alumni Relations and College Events Office. Unfortunately it would be too cumbersome to 
accept RSVPs via Facebook as many of our events require payment. 
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Regional Events: Menu of Regional Programming Ideas     
 

The type of regional events varies from region to region. In general, though, events fall into the 
following categories: 

Academic 
Event highlighting one of Skidmore’s faculty members 
Event highlighting one of Skidmore’s alumni and their area of expertise 
Contact the Regional Events staff member in the Office of Alumni Relations and College Events 
for a current list of available faculty. 

Admissions (subject to population of targeted persons in each region) 
Reception for incoming first-year students (usually held in August) 
Reception for incoming parents (usually held in September) 

Athletic 
Reception for former student athletes (Friends of Student Athletics) 
Reception or event in conjunction with one of Skidmore’s athletic teams or coaches 
Event that allows guests to take advantage of a local sports team 

Community Service 
Event spent volunteering at a local community service organization 

Cultural 
Event that allows guests to take advantage of a local cultural performance like the opera, ballet, 
theater, museum, or symphony  (It is recommended that guests receive some “added” benefit 
like reduced prices for group sales or a pre or post event lecture by a member of the 
group/organization.) 

Family-friendly 
Event that is marketed specifically to alumni who have young children in their families 
(children/grandchildren) 

Networking 
Event that allows Skidmore alumni, students, parents and friends to network professionally to 
seek internships, jobs, share advice and information 

Social 
Event that lets guests mix and mingle – cocktail party, happy hour event, or young alumni event 
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Regional Event Ideas: A-Z…          
 
A – Art show, author reading, alumni speaker, admissions event, architecture tour 

B – Boat cruise, baseball game, Broadway show, bike tour, book club 

C – College speaker, cocktail reception, community service project 

D - Dinner theater, dessert reception 

E – Exhibits, embassy tour, era event 

F – Faculty lecture, first-year send-off event, family event 

G – Gallery event 

H – Holiday party, Habitat for Humanity project, happy hour event 

I – Ice cream social, ice-skating at local ice rink 

J – Jazz concert, joint event with another local College’s regional event 

K – Kayaking 

L – Lectures 

M – Museum tour, mid-winter party 

N – Networking reception, New Year’s event 

O – Opera, outdoor concert 

P – Presidential reception, picnic, pub night 

Q – Q&A sessions 

R – Restaurants, readings 

S – Service project, symphony, student groups, Saratoga Reads! 

T – Theater event 

U – Your choice! 

V - Volleyball game 

W – Walking tour, wine-tasting event 

X – Exciting event...sky diving?!  

Y – Yacht club 

Z  - Zoo, zumba class 

 
Each area is different and you may find it helpful to survey the region you are planning events 
for. The Office of Alumni Relations and College Events can help you organize a survey, such as 
the following, specifically tailored to your area. 
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Financing Events            
 
Due to the financial operation of the College and the Office of Alumni Relations and College 
Events, Regional Planning Committees are not permitted to operate their own treasuries (and 
therefore should not be collecting dues). Please work with the Office of Alumni Relations’ 
Regional Events contact to make all necessary deposits and payments directly through the 
College.  Minimal charges or private club sponsorships will be reimbursed by Skidmore with the 
appropriate receipts. Skidmore Regional Events should always strive to operate on a break-even 
basis, as they are not meant to be fundraisers for the College or the Regional Event Committee. 
The College is committed to supporting the reasonable operating and programming costs of 
each active Regional Planning Committee.  
 
Please note that Skidmore enjoys non-profit tax exempt status in the following states:  New 
York, Massachusetts, New Jersey, Florida, Kentucky, and the city of San Francisco, California.  If 
you are planning an event in any of these areas, please ask the Alumni Relations Regional Events 
contact for the appropriate paperwork. 
 
Event Tips             
 
Whatever you plan, remember to have a goal in mind and pay attention to details. There is 
nothing more upsetting to volunteers or embarrassing in front of guests than a carelessly 
arranged meeting or special event. Determine if the purpose is to gain new volunteers, educate, 
promote the College or simply to have some fun. Any event can be a combination of these, but 
having the goals in mind will make planning and implementation much easier. 
 
Don’t forget publicity before and after events. Newspapers are receptive to well-written news 
releases, especially if you have a guest speaker of note. The Alumni Relations Office may be able 
to provide information and/or photographs of faculty speakers. 
 
Please take photographs and send them to the Alumni Relations Office for possible use in Scope 
and/or the new online photo gallery. Please label the photo as noted in the following example 
with the date, region and event name. (i.e. 11/17/10, Seattle, Wine Tasting at Picnic, 7/13/11, 
Greater Capital Region, Sustainability Lecture, Tour and Luncheon, etc.)    
 
In the next few pages, you will find a planning guideline, budget worksheet and an events 
checklist to assist you in organizing a successful event. 
 
Guest Speaker at a Dinner or Reception  
A guest speaker at a dinner or reception is often well received. You might wish to have a faculty 
member or administrative officer of the College, a civic leader or politician, a prominent 
business leader from our alumni base or from the area. Keep in mind that the speaker should 
reflect the ideals and mission of Skidmore College. 
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Helpful hints for arranging a guest speaker   
Guest speakers will assume they are the main part of the program unless you tell them 
otherwise.  As a courtesy, let the speaker know the exact program. For instance, if musical 
entertainment is also featured, the speaker should know that fact and also know how long the 
music will last. 
 
Make sure to ask if the speaker has any special requests; whether audio-visual needs, flipcharts, 
lectern preferences and dietary needs. When possible, appoint someone specific to greet your 
guest speaker. This person should take the speaker around the room to meet other committee 
members.   
 
Be sensitive to the physical layout of the room. Podiums/lecterns must be positioned correctly 
for good visibility. Microphones should be checked in advance as should any other audio-visual 
equipment.   
 
Timing is important. If the event is a reception the speaker should present midway through the 
evening when people have had time to arrive and socialize. If the event is a dinner, the speaker 
should not be scheduled too late as people begin to tire and leave for home. 
           
Special Dinners/Receptions 
Regions have had success sponsoring dinners at unique restaurants, private clubs or special 
locations. Wine tastings, for example, are often popular. If there is a private club in your area 
that does not usually accept private parties, an event there might be an attraction. 
 
Calendaring is Key 
Please coordinate the scheduling of your events with the Office of Alumni Relations and College 
Events to make sure your event is not in conflict with a previously scheduled campus event and 
to ensure that the Office will be able to assist you with your event. Please do NOT plan to have 
events in May or in early June as Commencement and Reunion take place. Due to our small 
staff, all are involved with the preparations for these other campus focused events.    
 
To Increase Attendance at Events, Keep in Mind the Following: 

• Consider the type of programs that are attractive to alumni, parents and friends of all 
ages 

• Creative Thought Matters 
• Connect events with Skidmore happenings 
• Enthusiastically host your events 
• Always thank volunteers 
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Setting Realistic Expectations         
 
It is important to remember that your committee is made up of volunteers who have other 
commitments. For that reason, it is necessary to plan ahead as effectively as possible to ensure 
that your volunteers can put events on their calendar and you've allowed sufficient time to 
successfully organize and publicize an event. Advance planning is the key to success and working 
6 months to a year in advance is ideal. Even if you only have the month and type of an event in 
mind, that is helpful to share with the College. It should also be noted there is one full-time and 
one part-time Skidmore staff members dedicated to regional events throughout the entire 
country, which necessitates spreading events throughout the year and not “clustering” too 
many together. This helps to ensure all events are managed appropriately. 
 
Skidmore populations of alumni, parents, and friends differ widely among geographic locations. 
Larger areas are typically granted more programming than smaller areas. In order to ensure the 
appropriate amount of outreach, the following notes the maximum number of events the 
College is able to support in each region. Available volunteers to assist in planning events in a 
region play a key role as to the quantity of events that take place.  
 

Tier 1- 1,500+ alumni, parents, friends  four - six events per year 
Tier 2- 800 - 1,499 alumni, parents, friends  two - three events per year 
Tier 3- 101 - 799 alumni, parents, friends  one - two events per year 
Tier 4- Under 100 alumni, parents, friends one event per year (case by case 

basis) 
Note: The number in parentheses after each city indicates the total mailable (aka 
reachable) number of alumni, parents and friends in a particular area. These figures will 
vary over time as people move, etc., but is a reasonable estimate of the number of 
invitees in each area. 

 
Tier 1- NYC (4,345); Boston (4,202); Greater Capital Region (3,229); Fairfield/Westchester areas 
(2,582) includes the Fairfield Villages (1,162), Westchester North (628), Westchester South (792); 
North Jersey (1,601) 
 
Tier 2- Philadelphia (1,275); Washington, D.C. (1,173); San Francisco (1,152); Hartford (1,094); 
Southern California are includes Los Angeles (986); Long Island (905) 
 
Tier 3- Maine (701); Chicago (646); Rhode Island (593); Denver (448); Seattle (416); Cape Cod 
(366); Boca Raton (357); Rochester (319); Sarasota (298); Atlanta (268); London (177); Naples 
(165); Houston (154); Indian River (134)  
Note: Areas in Florida should focus their events January-March 
 
Tier 4- Tucson (96) 
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Calendar Planning 
 
Due to the volume of events the College supports on an annual basis, it is important to keep the 
following timeline in mind in order to insure the appropriate level of staff support for your 
event.   
 
July/August 
Hold a regional planning meeting to plan events for Skidmore’s fiscal calendar (June 1-  
May 31).  Appoint a volunteer(s) to be responsible for each event. Communicate your ideas to 
the Office of Alumni Relations and College Events, including any requests for Skidmore faculty 
speakers or other campus speakers. 
 
Individual Event Planning Timeline 
 
Three to six months ahead 

• Together regional event volunteers/leaders and the Office of Alumni Relations and 
College Events, determine the type of event/program best to host (social, educational, 
cultural, athletic). The targeted number of guests should be considered to ensure 
appropriate planning (i.e. venue size needs, etc.) 

• Select a date (or a few “ideal” dates) for your event – try to avoid scheduling conflicts 
with speaker, facility, other city events etc. by running dates by them early (also 
remember to check the calendar for holidays, typical vacation times, that may conflict) 

• Keep in mind a budget (room rental fee, food/alcohol, entertainment, audio-visual 
equipment, etc.) Ideally, the goal is to break even on an event thought Skidmore may 
be able to underwrite a portion of the event depending on the cost.  

• Skidmore will sign event contracts, arrange payment as needed with venues, etc., but 
regional event volunteers are more than welcome to research venue fees, suggest best 
locations, etc. and then share this information with Skidmore’s regional events contact. 
Written contracts should contain pertinent information about facilities (room rental 
fee, food/alcohol, entertainment costs) – It’s always best to try to negotiate some 
flexibility since it is so hard to predict response for events. It’s ideal to avoid minimums, 
etc. whenever possible. 

• Recruit speaker/determine program for event 
• Make sure you understand parking/transportation arrangements of the facility 
• Recruit volunteers to take digital photos for the regional event’s online photo gallery, 

Scope, etc.  
• Recruit volunteers to help with event and/or help with event publicity 
• N.B.  While ideally, the Office of Alumni Relations would love all events to be planned 

three months in advance, we do realize that some event ideas come up “at the last 
minute”.  When this is the case, we will do everything we can to try to make the 
necessary event preparations.  Please note that we need at least six weeks notice in 
order to produce/mail invitations etc. 
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Twelve weeks ahead 
• Confirm “timing” of event (ex. Hors d’oeuvres at 6:00 p.m., speaker at 6:45 p.m.) 
• Determine RSVP deadline (usually one week prior) and RSVP contact 
• Confirm correct spelling of speaker’s name and topic of discussion (if applicable) 
• Confirm directions to venue (if applicable) 
• Send invitation information to the Office of Alumni Relations and College Events to 

determine invitation type and printing  
• Reserve audio-visual equipment and related logistical elements (if applicable) 
• Determine “master of ceremonies” for event, if necessary 
• Confirm menu and bar set-up – make sure to offer something for everyone (vegetarians, 

Kosher etc.) 
• Determine when payments need to be made to various vendors.  Does the caterer/florist 

etc. need 1) deposit paid prior to event 2) payment on day of event or 3) will bill after 
event? 

• Request tax exempt forms from Alumni Relations Office (if applicable) 
 
Six weeks ahead 

• Invitations mailed from the Office of Alumni Relations and College Events often can be 
bulk rate mail.  First class will be used when appropriate or necessary.  Bulk rate may 
take more time to arrive. 

• Make sure all guest speakers receive a copy of invitation and if appropriate, mail 
invitations to family/friends/colleagues they would like to invite 

 
Four weeks ahead 

• Confirm facility, caterer, entertainment 
• Confirm with guest speaker 
• Update Office of Alumni Relations and College Events on event status – ask for help, if 

necessary 
• Encourage regional event planning committee volunteers to attend event 

 
Two to three weeks ahead 

• Have regional event planning volunteers make phone calls to encourage participation 
• If Skidmore staff member isn’t going to be present, be sure to request a Skidmore 

banner, napkins, “give-aways”, etc. if appropriate for the event 
• Request pre-approved checks from Alumni Relations Office (we will need an original 

invoice in writing to prepare a check.) 
• Alumni Relations Office will send reminder email  
• Confirm details and attendance with volunteers 

 
Ten to Seven days ahead 

• Guarantee numbers to caterer 
• Update Office of Alumni Relations and College Events on event status  
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Day of the Event 
• Arrive early 
• Have all instructions, directions, phone numbers, keys, extra parking permits and guest 

lists with you. 
• Have all guests sign-in with address, phone, email information (to capture new address 

and email information) if applicable. 
• Hang banner. Set up registration table with name tags and materials from the Office of 

Alumni Relations and College Events. Introduce yourself to the caterer/head waiter and 
make sure you are both comfortable with the event plan/timing 

• Test audio-visual equipment before group arrives 
• Greet guests 
• Allow Skidmore representatives to make brief remarks and/ or recognize key guests 
• Introduce guest speaker 
• Allow time for questions and answers 
• Remind group of other upcoming regional events and encourage participation 
• Thank guest speaker and attendees 
• Smile and have a great time 

 
After Event 

• Send a copy of the sign-in list to the Office of Alumni Relations and College Events when 
applicable 

• Send event photos for possible publication in Scope (make sure to include names of 
guests as they appear in photos if at all possible) or the new online photo gallery. Please 
label the photo as noted in the following example with the date, region and event name. 
(i.e. 11/17/10, Seattle, Wine Tasting at Picnic, 7/13/11, Greater Capital Region, 
Sustainability Lecture, Tour and Luncheon, etc.)    

• Send “thank-you” to speaker 
• Forward all response forms and payment information to the Office of Alumni Relations 

and College Events 
• Evaluate event – positives and negatives – and send feedback to the Office of Alumni 

Relations and College Events 
 
Regional Event Checklist          
 
You may find that this checklist is more detailed than is necessary for each event and not all of 
the steps will apply.  It is designed to help you remember those “little things” that can make the 
difference between just another event and a true success.  It is organized by categories so that 
you can easily focus on those areas that are relevant to your event. 
 
Event Title              
Event Date              
Start Time       End Time        
Location              
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Purpose              
Coordinator/Committee Members          
             
              
 
Type of Event:  Athletic          Cultural       Educational              
  Outdoor         Social           Student Send Off     
      Other          
 
Number Invited    
Number Expected    
Tickets/Reservations Needed?    
Number of Tickets Pre-Purchased     Cost per ticket $          Total $      
Cost for attendees $    
 
The Facility 

• What is our cost for the facility?  $     
• Name/Title of contact person at the facility?       
• Is enough parking available?    Cost? $    Well lighted?    
• If the event is outdoors, what is the rain plan?        

The Room(s) 
• How soon before start time of the event can we get into the room?    

   
• Does the size of the room meet our expected guest count (aka what’s the capacity?)   

  
 Size: Length     Width     
 (Be sure that the room will not be too big -- you don’t want a lot of empty space.) 
• Is there a thermostat in the room?      If so, can we control it?     
• Is “canned” music piped into room?    If so, can we control it?     
• Are there sufficient outlets?    
• Do we have a diagram of how the room is to be set up?    
• Number of tables     Number of guests per table     Table Shape    
• Are linens available?     Additional cost for use of linens? $    

   
Lighting/Electrical 

• Does the room have adequate lighting for the event? 
• Do we know how and from where lighting is controlled? 
• Can the room be blackened completely for film? 
• Where are the electrical outlets? 
• Will extension cords be needed? 
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Equipment 
Check to see that necessary equipment is available.  Be certain that it works and how it 
operates.  Are outlets within reach of where you want to place all equipment? 
 
Blackboard             Chalk/Eraser       Easel                 Lectern     
Microphone                Overhead Projector     Full Podium       
Projection Screen    Tape Recorder     TV      DVD      
 
Food and Beverages 
               Buffet          Sit-Down      # Expected        Cost per person 
Breakfast         $    
Brunch          $     
Lunch          $    
Cocktail          $    
Dinner          $    
Dessert         $    
 
Additional Food/Beverage Questions: 

• Menu selection? 
• Make sure there is a firm price per person, including tip, tax, etc. 
• Did you guarantee a minimum number of attendees? 
• Do you have a written, signed contract in advance? Contracts may only be signed by the 

Office of Alumni Relations and College Events 
• Will there be wine at the table? 
• If so, is there a corking fee?  How much? 
• Will there be an open or cash bar?  Cash bars keep event costs low. 
• Beer and wine, or full bar? 
• If the bar is open, how will we be billed? 
• If the event is for cocktails only, have you arranged for peanuts, chips, etc. or something 

more elaborate? 
• Is the meal during a dinner hour where you'd need to offer hearty hors d'oeuvres? 

 
Event Preparation Questions: 

• Are all handouts prepared? 
• Will an agenda be distributed in advance of the event? 
• Have you requested a table for registration for nametags? 
• Have people been assigned to staff the registration? 
• If name tags are made before the event, be sure to have blank tags on hand. 
• Will there be decorations, flowers, favors? 
• Who is responsible for any clean-up? 
• Is there a copier available for last minute items? 
• Where are the restrooms?  You may want to have signs directing guests from the event 

room to the restrooms. 
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Out of Town Speakers or Guests 
• Arrival time? 
• Where will you meet them? 
• Who will meet him/her? 
• Do they have directions to event site? 
• Do they have copy of invitation/agenda? 
• Have dinner or after event plans been made for them with committee members? 
• Is the speakers spouse attending?  Make sure they feel included. 

 
Do’s and Don’ts for a Successful Event       
 
Here are a few suggestions in order to give your regional event planning committee the best 
chance for success. 
 
Do’s 

• Do have a planned schedule of activities and announce early in the year. 
• Do develop alumni leadership to provide the energy every successful regional event 

planning committee needs. 
• Do regularly appoint lead volunteers. Appoint those who have been committed 

volunteers and have indicated their willingness to serve. 
• Do delegate the work to standing committees.  A one-person operation can lead to 

failure later on, when that person is no longer available. 
• Do plan well in advance for all programs. 
• Do inform the Office of Alumni Relations and College Events of all regional event 

activities. 
       We may be able to help in ways you have not thought of. 
• Do try to vary your programs so that they appeal to all interests, age groups and price 

points. 
• Do ask for feedback from participants regarding events they’ve attended. 
• Do consider inviting current students to your events; particularly those held during  
 vacation times.  Involving current students in some regional event activities can spark  

their interest for involvement after graduation. 
 
Don’ts 

• Don’t plan too many meetings or events a year (see Setting Realistic Expectations on pg. 
14) 

• Don’t announce special guests on your invitation unless you are certain the  
• individual(s) will appear. 
• Don’t rush an event – only proceed if ample planning and mailing time is available. 
• Don’t get overwhelmed, let others assist in coordinating and leading programs. 

 
TThhaannkk  yyoouu  ffoorr  vvoolluunntteeeerriinngg!!  TThhee  OOffffiiccee  ooff  AAlluummnnii  RReellaattiioonnss  aanndd  CCoolllleeggee  EEvveennttss  

  llooookkss  ffoorrwwaarrdd  ttoo  wwoorrkkiinngg  wwiitthh  yyoouu  ttoo  mmaakkee  yyoouurr  eevveenntt  aa  ssuucccceessss!!  
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Office of Alumni Relations and College Events 
Skidmore College, Colton Alumni Welcome Center 
815 North Broadway 
Saratoga Springs, New York 12866 
(800) 584-0115 and (518) 580-5610 
www.skidmore.edu/alumni 

 
 
Crystal Brownell 
Senior Assistant Director 
518-580-5618 
cbrownel@skidmore.edu 
 
Jessica Cellini 
Senior Assistant Director 
518-580-5611 
jclark1@skidmore.edu 
 
Jennifer Clark 
Administrative Assistant 
to the Director 
518-580-5614 
jclark@skidmore.edu 
 
Megan Mercier 
Director, Alumni and Volunteer 
Engagement 
518-580-5613 
 

 
Mary Monigan 
Editorial Associate/Web Editor 
518-580-5617 
mmonigan@skidmore.edu 
 
Desiree Palmateer  
Administrative Assistant 
518-580-5610 
dpalmate@skidmore.edu 
 
Janis Petroski 
Senior Assistant Director 
518-580-5675 
jpetrosk@skidmore.edu 
 
Michael Sposili  
Executive Director of Alumni 
Relations and College Events 
518-580-5612  
msposili@skidmore.edu       
                                               

      Judy Messore 
      Administrative Assistant 
      518-580-5610 
      jmessore@skidmore.edu 
       
      Carissa Miles 
      Senior Assistant Director 
      518-580-5618 
      cmiles@skidmore.edu 
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