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Audience: 

• Aim for variety and diversity (i.e. social, educational, civic, professional, cultural, students, family, and 
young alumni events) 

• Know the interests and demographics of your constituents – are you offering the types of programs your 
area is interested in? 

• When possible, choose programs that feature local alumni resources and expertise (alumni-owned 
restaurant, NASA astronaut, local professor) 

Location and Logistics: 

• Research local events and activities in your area (through Chamber of Commerce or Visitors Bureau) to 
tie in a VU event or special twist on an existing event (Vanderbilt night at Shakespeare in the Park) 

• Provide a Vanderbilt presence with VU banners, nametags, speakers, etc. 

• Check dates for possible conflicts with major events in your area 

• Questions to ask in selecting a location:   
o Is the facility the appropriate size and condition? 
o What are the expenses? 
o Is it centrally located and easy to find? 
o On a weeknight, is it easy to reach with rush-hour traffic? 
o Is a downtown or suburban location preferred? 
o Is there sufficient and convenient parking? 

Expense Guidelines: 
• Events do not have to be lavish to be successful and enjoyable 
• Chapter events are expected to break even (income gained should cover expenses). Exceptions include 

events involving the Chancellor, which are coordinated and paid for by Alumni Relations 
• Alumni Relations will assist in any necessary upfront deposits and has limited emergency funds to help 

supplement events on a case-by-case basis. Volunteers are not expected to cover event expenses with 
personal finances 

Tips for Keeping Costs Low: 
• Be aware of large fixed costs (renting a room) and of signing binding contracts. Predicting actual turnout 

is difficult, so plan your event so all costs can be adjusted to match actual turnout, especially if there are 
charges based on projected attendance 

• Be creative with locations to keep costs low (office buildings, lobbies, conference rooms, restaurants, 
parks, homes). Sometimes a local volunteer has access to the perfect free space, so ask 

• Food and drinks are expensive. Consider light hors d’oeuvres, or dessert and coffee, or beer and wine only 
instead of a full-service meal and bar 

Financial Procedures: 

• Alumni Relations can provide a credit card to cover upfront expenses (deposits, tickets). Check with your 
Alumni Relations liaison to discuss payment options on a case-by-case basis 

o Bills or requests for reimbursement should be submitted to Alumni Relations for payment after 
the event using the Request for Payment form. (University policy requires a Federal Tax ID # 
from corporations such as hotels or Social Security number from individual vendors for 
reimbursement. Please include on all bills.) You may refer to the Tax Exemption sheet to see if 
Vanderbilt events in your area are exempt from state taxes 

• Events Chair collects checks from attendees and mails them as a group to Alumni Relations liaison once 
the event is over. Checks should be made payable to Vanderbilt University 

• Credit card payments via online registration will automatically come to Vanderbilt 

• “Gifts-in-kind:” Philanthropic credit may be an option in some cases, should the alumni/parent host 
choose to incur the event costs (work with your Alumni Relations liaison to facilitate) 
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Event Suggestions: 
Educational/Cultural 

• Event with VU professor or Vanderbilt update with an administrator 
• Invite prominent local alumni or alumni who are professors at other institutions to speak 
• Pick a hot topic in your city (Olympics, lottery, elections, or pro sports) and invite an expert (faculty, 

parent, or alum)  
• Plan events in conjunction with performances of Vanderbilt alums, parents, students, or faculty  
• Downtown business luncheon or breakfast with VU administrator, professor, or local leader 
• Theater, ballet, symphony, concert in the park or other live performance with special VU seating; or 

museum visit with “VU Night” – This could be a gathering around annual local event (“VU at 
Shakespeare in the Park”) 

• Book club/discussion group – focus on VU alumni or professor authors 
• Host specific professional gatherings – “Calling All Teachers,” etc. 
• Plan seminars using local alumni as resources such as home buying, career networking, or investing 
• Have a professor speak on an art exhibit using slides, even if exhibit is not currently touring the city 
• Connect with VU groups and/or individuals traveling to cities for events, conferences, or other 

reasons (Public Affairs, Athletics, Admissions, deans) 
• Travel to neighboring cities or Nashville for special events or a day on campus 

Student Oriented 
• Host an annual Summer Send-Off Party for incoming students 
• Organize a networking or career event 
• Host VU interns from local areas and invite them to Chapter events 
• Invite students to Chapter events when they are home on break 
• Attend college information nights 

Community Service 
• Participate in a service project (Habitat for Humanity, Special Olympics, highway/park clean up, soup 

kitchen) and wear VU or black and gold T-shirts 
• Organize a toy drive, canned food drive or book drive 
• Help with voter registration (non-party affiliated)  
• Participate in local “Hands On” organization day as a VU group and wear VU shirts 

Family Events 
• Organize family day at the zoo, children’s museum, or other kid-friendly venue 
• Plan a family BBQ or picnic at a local park 
• Organize Family Olympics with games for all ages 

Athletic 
• Host a VU coach 
• Host pre-game and post-game parties 
• Game-watching party at local venue or home 
• Plan a bus trip to VU athletic event (decorate bus and hand out shakers) 
• Attend a professional sports event (VU seating at ballpark/venue) 
• Arrange to have “Welcome VU Alumni” on the big media board at sporting events 

Social 
• Plan a buffet, sit-down, potluck, or cook-out dinner at local park or venue 
• Have a Happy Hour with drink or food specials (“The Commodore Cocktail”) 
• Throw a holiday party at local venue or home 
• Organize an event with other Alumni Associations (i.e. SEC schools) 
• Gather around local events (rodeo, parades, arts festivals, wine tasting) 
• Offer a wine tasting – feature VU connections to vineyards 
• Encourage food to have a VU/Nashville/Southern flare, such as tea cakes or black and gold cookies at 

events, or serve meat-and-three fare and sweet tea 
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Step 2 – Timeline for Events Chair 

12 Weeks Prior 

• Complete Event Estimated Cost Checklist and Event Planning Worksheet 
• Determine strategies for promoting the event with Promotions Chair (Loop calendar mailing, schedule e-

mail invitations and reminders, etc.) 

• Assign a Subcommittee of event volunteers to assist with tasks –Volunteer/Operations Chair can help 
identify volunteers too 

8–9 Weeks Prior 

• Work with Alumni Relations on signed contracts (caterer, venue) for all arrangements made  

• Reserve any necessary tickets (sporting event, museum, symphony) 

• Notify Alumni Relations if deposit and/or tax-exempt forms are needed 

6–7 Weeks Prior 

• Confirm with Alumni Relations liaison the necessary arrangements (hotel, flight, transportation, etc.) for 
any visiting VU speakers, such as a professor or administrator 

• Work with Promotions Chair to publicize the event (send e-mail invitation, etc.) and make certain online 
registration is set-up 

5 Weeks Prior 

• Work with Volunteer/Operations Chair to recruit appropriate Chapter volunteers to help at event  

• Reserve any necessary audio/visual supplies and/or equipment (podium, microphone, check-in tables, 
VCR) with venue or outside provider 

• Coordinate menu with caterer/discuss food options with host 

• Check Chapter supplies (nametags, sign-in sheets, pens) (request from Alumni Relations if out) 

2–4 Weeks Prior 

• Check in with Alumni Relations liaison to go over final event details 

• Finalize meeting/program format (Who will be the master of ceremonies? Write the script? Give the 
welcome? Introduce the keynote speaker? Others on the program besides main speaker? Schedule for 
social/networking, introductions, program content, announcements, closing, etc.) 

• Type a “details sheet” and pass out to volunteers helping out at the event and your Alumni Relations 
liaison 

• Make arrangements for decorations if needed, such as florist, balloons, ones volunteers create 

• Work with Promotions Chair to send e-mail reminder, organize a volunteer phone tree with 
Volunteer/Operations Chair to encourage attendance, etc.  
o NOTE: Work with Alumni Relations liaison if you are planning an Educational/Cultural event with a 

faculty or administrative speaker to ensure minimum attendance of 25 is being met 

1 Week Prior 

• Confirm all event arrangements (guest speaker, a/v equipment, caterer, decorations, tables and chairs, 
parking/valet parking) 

• Provide preliminary head count to facility and others who need it 

• Confirm with volunteers what their jobs are and when they need to arrive 

1 -2 Days Prior 

• Touch base with master of ceremonies/speaker(s) 

• Secure cash for walk-ups at check-in table, if needed 

• Provide final head count to facility/caterer/host 

https://www3.vanderbilt.edu/alumni/test/events/planning.php
https://www3.vanderbilt.edu/alumni/test/events/checkList.php
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Day of the Event 

• Arrive 1 hour prior to start of event and locate facility contact/catering manager/others. 

• Verify the location is set up properly. Make sure any audio-visual equipment is in place. Test volume of 
microphone to be used during presentation. Check lighting and be knowledgeable of how to dim lights 

• Make sure a table is set up for Event Sign-in sheets, nametags, and a wastebasket is nearby 

• Make sure speaker has what he or she needs for the presentation 

• Verify food and beverage tables are set up 

• Make sure necessary directional signage is in place; locate restrooms 

• Be sure to take photographs to use in future publication or on the Web site 
• Make sure volunteers know their tasks and are in place before the event begins 

Following the Event 

• Evaluate event within 2 weeks and fill out the following forms so you’ll have a record of your event. 
Submit updated alumni information you collect. 

o post-Event Evaluation form/Actual Event Cost Summary sheet 
o event Sign-in sheets for attendees 
o photographs  

• Send “thank you” notes to volunteers, host, speaker, etc. 

• Submit bills for payment and checks collected for the event to the Alumni Relations office 

• Work with Volunteer Chair to follow-up with alumni who expressed interest in helping to plan events 

List of Possible Volunteer Responsibilities: 

Work with Volunteer/Operations Chair to recruit volunteers.   
• Help Volunteer Chair and Promotions Chair with phone/e-mail tree to build attendance 

• Pick up Chancellor/speaker/visitors at airport and be available to them during event 

• Serve as a greeter or a seater 

• Help with sign-in, registration, nametags 

• Take photographs 

• Set up, decorations, and clean up 

• Work with Promotions/Communications Chair regarding event information for promotion/Web site 

Suggested Time Flow for Events 

For a Luncheon or Reception: 

10 minutes: Registration and seating 
35 minutes:  Food service 
  

(Begin program after food service) 

5 minutes: Welcome, recognize Vanderbilt visitors (board members, special guests, administrators,  
professors), Chapter business, shut down bar 

40 minutes: Introduction of speaker, speech, questions and answers  
15 minutes: Time for Questions and Answers, if applicable (recommend not exceed total of 1.5 hours) 
  
For a Dinner:   

45 minutes: Social period 
45 minutes:  Dinner  
 

(Begin program after food service) 
 

5 minutes: Welcome, recognize Vanderbilt visitors, Chapter business (can be conducted during dessert),  
shut down bar 

40 minutes: Introduction of speaker, speech, questions and answers (evening programs with speakers  
should be concluded no later than 9:30pm) 

https://www3.vanderbilt.edu/alumni/test/events/eval.php
https://www3.vanderbilt.edu/alumni/test/events/eval.php


EVENT NAME AND DATE:_____________________________________________________________________________ 
 
*Please provide your e-mail address to receive future news and event invitations from Vanderbilt 
 

Name Degree, Year E-mail 
I would like to help  
plan an event 

I would like to help 
with student 
recruitment 

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          
 
Please fax this form to Alumni Relations at 615-343-1412 or mail to VU Station B Box 357735, Nashville, TN 37235-7735. 
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Vanderbilt University 
Chapter Event Form 

 
REQUEST FOR PAYMENT 

 
 
Chapter City: ______________________________Date: _________________________ 
 
Person Making Request: __________________________________________________ 
 
Amount:________________ 
 
Payable To:_______________________________________________________________ 
 
Address: _________________________________________________________________ 
 
________________________________________ Zip ___________ 
 
Purpose of request: _______________________________________________________ 
 
__________________________________________________________________________ 
 
Tax ID or Social Security Number: ___________________________________________ 
(Required by the University for reimbursement) 
 
If an invoice will be mailed to the office, please check here _______ 
 
Please mail this form and ORIGINAL RECEIPTS to:   
 

Vanderbilt Alumni Association 
VU Station B #357735 
2301 Vanderbilt Place 
Nashville, TN 37235-7735 
 
Questions? Contact Your Alumni Relations liaison 
615.322.2929, alumni@vanderbilt.edu  

 




