








INTRODUCTION

Why does so much staff and volunteer time go into the organization of class reunions?
Obviously, it is a valued service to alumni to bring together old friends to become reacquainted
with each other and the Institute. But on a more profound level, this annual weekend allows the
Caltech community—students, faculty, administrators, and alumni—to take a good look at
each other’s diversely remarkable accomplishments. Each year, this weekend rekindles the
faith and spirit that allows the Institute to continue its philosophy of promoting interaction with
and among its alumni, to highlight the achievements of its alumni, and to provide alumni with
rewarding opportunities to serve Caltech, its faculty, and its students. In turn, alumni leave the
campus with a renewed appreciation for the role Caltech played in their development.

Traditionally, Alumni Reunion Weekend at Caltech is held the third weekend in May in
conjunction with Seminar Day. It runs from Thursday afternoon through Saturday evening. The
2009 Reunion Weekend will be May 14-16.

Reunions are special occasions for you and your Caltech classmates—a time to renew
friendships, visit the campus, and strengthen ties with the Institute. Many alumni are as
nervous as they were as entering freshmen. (Will | remember anyone? Will anyone remember
me?) Soon everyone finds that there is a warm and wonderful feeling about seeing old friends
again and catching up on the years since busy schedules last allowed the time to visit
together.

Your class reunion can be as successful as you and your committee choose to make it. While
the Alumni Association provides a total Reunion Package, only you and your classmates can
bring the class together to enjoy that support.

Our hope is that you will accept as fact that the facilities, events, and staff, are absolutely first
rate. Therefore, your job does not require you to set up tables, tend bar, or serve guests; those
services are all in place for your class reunion.

You and your committee are free to pursue your single most important job . ..
ATTENDANCE. Of course, you will need to make decisions regarding publicity, entertainment,
and awards. First and foremost, however, accept the challenge of bringing your classmates
back to Caltech for what will be a magnificent weekend. As tired a cliché as it is, it's true that
"The more, the merrier."

THINK BIG! Set high goals and plan on smashing past attendance records.

This handbook is meant to serve as a guide. We hope it will grow and expand with your help
and experience. Our goal is to put in motion a flexible, useful tool for you and future
committees.

The Alumni Association staff will assist you in any way possible. Contact us any time you have
a question or need further information. The phone number is 626/395-8366
patsy@alumni.caltech.edu or reunions@alumni.caltech.edu.



YOUR ROLE!

The Reunion Chair is the spark plug that brings together his or her class on Alumni Reunion
Weekend, assembling the committee and overseeing reunion activities. Ideally, you should be
the recruiter and motivator of an enthusiastic committee that will do the bulk of the work for
you.

The Reunion and Gift Chairs work together to encourage patrticipation. The Gift Chair's efforts
are centered around obtaining donations from classmates, while your primary concern will be
planning the events and urging attendance.

Take charge of your class reunion! Not everyone can handle the responsibilities, and you're
here because you can. It's your job to get firm commitments and to follow through on the
assignments you give. If you permit your efforts to drift, they will. Keep in mind that tomorrow
isn't soon enough; things need to be done today.

Enthusiasm is contagious, and it is your example and leadership that will make the difference.
There is no substitute for personal contact. Few classmates who are not contacted
personally by a member of the committee will attend. Don't rely on the mail, the Alumni
Association, or the grapevine. Do rely on the strength of your committee. You put them
together, so they ought to be good!

Your specific duties:
* OQOversee planning and act as liaison with the Alumni Association.
» Select and recruit your committee, and support the Class Gift committee's efforts.

» Call one major meeting with the committee to set reunion concept and delegate
responsibilities.

* Plan and implement reunion marketing strategy; write letters to class.

» Submit final details on all class reunion events to the Alumni Association by deadline
(December 2008).

» Coordinate class calling.

* Follow up with committee for final implementation of the Big Weekend!



ALUMNI ASSOCIATION ASSISTANCE

The Alumni Association sets up the basic framework for Reunion Weekend. It is our pleasure
to help you and your committee in any way possible to make your reunion a success for you

and your classmates. While we are happy to assist with special requests, here are the things
we routinely do:

» Provide current lists of classmates sorted alphabetically and/or by zip code.

» Assist with selection of committee members.

* Send out communications to committee members.

* Host your planning meeting at either the Athenaeum or Alumni House.

* Make facility, audio visual, and meal arrangements for on-campus reunions.

* Prepare and mail reunion notices.

» Update reunion website with dates and other information.

* Receive and log reservations; provide attendance reports for distribution to your committee
three weeks prior to event.

* Produce and provide reunion name tags.

In addition, we will attend your planning meeting to answer questions and to get to know your
classmates better.



REUNION EVENT COMMITTEE RESPONSIBILITIES

Critical to your success are commitments from committee members to attend REUNION
WEEKEND. The size and structure of the reunion committee is left to the discretion of the
Reunion Chair. Each committee must take ownership for its own class reunion.

The individual class committees set the tone for the weekend. There are no shortcuts to a
great event. It will be great only as the result of thorough planning, hard work, and follow-
through. For your reunion to succeed, you must get your classmates to attend. A strong
committee will ensure success.

Class List

The committee should work with the computer generated list of your classmates to expand
and streamline the communication process, and find phone numbers, home and email
addresses for classmates for whom we have no current information. A great many of your
classmates may never know about your reunion unless you can locate and invite them.

When you contact your classmates, explain that you spent a great deal of time trying to locate
them so that you could invite them to their reunion.

Each person on the list will be included in the mailings, but about 50-60% of the list should be
targeted for personal contact. It is that segment who will provide the majority of your
attendance. It may seem like a big job to determine who's who, but your committee needs to
identify this group.

* review current class list

» work with Alumni Association to get current addresses, emails & phone numbers

» identify the 50-60% of the class to get 80% of your results

Phone Calling

Phone contact is more effective than mail. As one of your goals, consider contacting each
classmate by phone at least once before the reunion.

Some general tips:
* Don't be upset by a negative response.
* Remember that this is an invitation to a party! Concentrate on the reunion.

» Determine the general mood and interest. If positive, arrange a second call.



» Ask who they would like to see at the reunion and follow-up by letting those classmates
know that someone wants to see them. This can be done either by phone or with a
personal note.

» Take advantage of the situation when a spouse answers. Use the call as a way to get the
spouse involved and interested.

» Make sure you deliver on promises to contact classmates or find out about faculty, etc.

Meals

If your reunion dinner is to be held somewhere other than the Athenaeum, choose that
location. Use your imagination to come up with some unique ideas that will make your meals
special.

* choose alternate meal location (Alumni House, other campus location, local hotel, meal
hosted at a classmate's home, etc.)

* invite faculty and administration guests

* organize any special seating arrangements

Program

This is your opportunity to be creative. Make your reunion fun and get everyone involved.
» find a member of the class to serve as master of ceremonies

e organize special class events (i.e. softball game, class trivia contest, etc.)

» determine dinner program (speaker, slide presentation, self introductions, etc.)

» choose class favor

* initiate awards—serious or fun

* major reunions: decide on reunion book

Marketing and Communication



The Alumni Association will handle printing, emailing and mailing notices and letters, but you
may want to design some of the publicity yourselves or somehow tailor the regular mailings to
your class. You can also come up with your own theme.

» design announcements, letters, postcards, etc.

* choose a class theme



REUNION PLANNING TIMETABLE

Class Reunions represent the largest annual gathering of Caltech alumni. Involving many
volunteers annually, they are a vital component of the Association’s work, enabling Caltech to
update returning alumni and provide an opportunity for classmates to reconnect with one
another and the Institute. It takes a bit of organizing to make them happen! The following time-
line should be helpful in keeping the committee and planning on track.

AUGUST

Staff
e Save-the-date mailing
e Recruit reunion chairs
e Publicize reunion in Caltech News
e Update reunion website with dates and other information

Committee
e Reunion chairs begin recruiting committee members

SEPTEMBER

Staff
e Save-the-date mailing reaches class
e Update reunion website with any new information

Committee

e Chairs begin brainstorming concepts for class events to present at initial reunion
committee meeting

e Delegate committee responsibilities
e Review lists of lost classmates to work on increasing participation

Committee/Staff

e Schedule initial meeting of reunion committee

e Talk with Association staff about reunions schedule
e First committee meeting
[ J

Determine overall program including additional events and venues, and participation
strategy, including email, web, person to person contact

e Survey class by email regarding the reunion
OCTOBER

Staff
e Update reunion website with any additional reunion information



Committee
e Research reunion souvenir choices (if applicable)
e Create reunion message from committee announcing plans to classmates, and approve
text for November mailing

Committee/Staff
e Research additional events and catering options

NOVEMBER

Staff
e Review and finalize catering options
e Review and finalize event needs (florists, audio visual, music)
e November mailing reaches class

Committee/Staff
e Second committee meeting if necessary
e Follow-up with committee so reunion plans are fully developed by end of December
e Major reunions: Decide on reunion book

DECEMBER

Staff
e Contracts for events finalized (caterers, florists, photographers, souvenirs, reunion
book, etc.)

Committee
e Invite faculty and other guests to reunion
e Order reunion souvenirs

Committee/Staff
e Finalize schedule of reunion events, and confirm committee members’ roles at events
e Event prices finalized
e Approve text for March registration mailing
e All reunion event details complete for integration into Alumni Reunion Weekend &
Seminar Day Preliminary Program
e Approve text for January mailing (if applicable)

JANUARY
Staff

e Proofread reunion registration materials: reunion activities, schedule of events,
registration form, any additional inserts



e Optional January mailing reaches class
e Post event details on reunion website

Committee
e Order reunion souvenirs (if applicable)

FEBRUARY

Staff
e Coordinate with gift chair/key gift people to discuss contact strategies. Make sure both
committees are in sync.
e Send out “coming soon” message to class email list — registration materials and reunion
event details
e Reunion booklet materials and instructions mailed

MARCH

Staff
e Continue class email communication (Registration open, details, event teasers, etc.)
e Preliminary Program with registration materials reaches class
e Post link to “look who's coming” on website

Committee
e Orchestrate personal calls to classmates encouraging them to attend reunion

Committee/Staff
e Finalize any remaining event details, including audio visual needs

APRIL

Staff
e Reconfirm details with all vendors for class events
e Reunion books printed
e Continue class email communication (Registration is open, event details, event teasers,
etc.)
e Incorporate registration deadline into last email teaser message to class email list
e Update “look who's coming” on website

Committee
e Committee continues to contact individual classmates, inviting them to attend reunion
weekend

Committee/Staff
e Confirm all audio visual requirements with Association staff
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MAY

e Registration closes (beginning of month)
e ENJOY YOUR REUNION!

Staff
e Thank committee members and guest speakers
e Online evaluations sent to event participants

Committee
e Complete reunion evaluation

JUNE
Staff

e Update class websites with reunion photos and captions
e Send email to class email list with link directing them to photos
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TENTATIVE SCHEDULE
OF EVENTS FOR CLASS REUNIONS

THURSDAY, MAY 14, 2009

Class of 1959—50th Reunion
Registration/Lunch 11:00 — 1:30 p.m., Alumni House,
345 S. Hill Avenue
Classes of 1939, 1944, 1949, 1954, and 1959
President’s Reception 6:00 — 7:15 p.m.
Hosted by: Dr. Jean-Lou Chameau and
Dr. Carol Carmichael

415 S. Hill Avenue

Dinner 7:30 p.m., Athenaeum

FRIDAY, MAY 15, 2009

All Reunion Classes Continental Breakfast, 8:00-9:30 a.m.
Alumni House, 345 S. Hill Avenue

All Reunion Classes CATS Tour, 10:00-11:30 a.m.
Tour will depart from the Alumni House at 9:15 a.m. First stop will be 155 Arms for a 45-
minute dual-slide presentation, followed by a 45-minute walking tour (optional).
Half Century Club Reception and Luncheon, Athenaeum
Reception noon, Lunch 12:30 p.m.
Class of 1958, Half Century Club members and guests

Class of 1959 group photo, immediately following luncheon, on west steps of Athenaeum.

FRIDAY, MAY 15, 2009

(The following reunion schedule applies to all class reunions listed below unless otherwise
noted.)
Alumni Fund Reunion Reception 6:00 p.m., Athenaeum
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ALL REUNION CLASSES

Reunion Dinner
Class of 1964—-45th Reunion
Class of 1969-40th Reunion
Class of 1974-35th Reunion
Class of 1979-30th Reunion
Class of 1984-25th Reunion
Class of 1989-20th Reunion
Class of 1994-15th Reunion
Class of 1999-10th Reunion

Class of 2004-5th Reunion

SATURDAY, MAY 16, 2009

72st Annual Seminar Day
Registration Beckman Mall

Wine and Cheese Reception
Gates Annex

All Alumni Barbecue
Beckman Mall

Glee Club Concert

8:15 a.m.

4:45 p.m.

5:30 p.m.

8:00 p.m.
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