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This document is a list of the recommended steps for organizing an alumni event for MIT’s Department of Athletics, Physical Education and Recreation. The steps are in a general order, but some may need to be repeated. For example, you may settle on a date for the event, but not be able to obtain a venue, so the date will need to be changed once a venue is identified. 

This document is intended to serve as a concise check list.  More detailed guides to planning events are available from the Campus Activities Complex (CAC), Student Life Programs (SLP) and the Alumni Association.  The CAC guide is found at http://web.mit.edu/campus-activities/www/. The guide includes the policy on serving alcohol at events on campus. The student life program guide is quite comprehensive for campus events and can be downloaded from http://web.mit.edu/slp/sao/events.html. The Alumni Association guide is found at http://alum.mit.edu/ccg/clubs/toolkit/event-planning/index.html.  You will need to register with the web site in order to access the guide. 
There is no requirement to follow all of the steps. The steps are suggestions that have helped make previous events successful. Revisions or additions based on your own event planning experiences are encouraged.

One requirement that must be followed is to inform DAPER, either the head coach or the Director’s Office, prior to the event. This will allow DAPER to ensure compliance with NCAA regulations and to maintain a calendar of the alumni events. 

1.  Discuss a date for the event with the head coach.  Contact information for the head coaches is available at http://mitathletics.collegesports.com/staffdir/mit-staffdir.html.  You ideally want to give yourself at least 5 to 6 months. Include the event in the team schedule to include parents of team members.  If this is a major event, such as a 5 or 10 year anniversary of the sport at MIT, or a large off campus gathering, start planning a year ahead of time. 

2.  Form an event committee.  A good source is a list of past captains and MVP’s.  Work with the head coach to compile a list, and keep him or her informed as planning unfolds.  Contact information is available in the Alumni Directory at the Alumni Association web site (alum.mit.edu).  You will need to register with the web site in order to access the directory, but it is easy to do.

3.   Ask alumni, parents and MIT staff to save the date. Each Head Coach has access to the electronic mail addresses of the sport’s alumni.  The email list can also be used to ask for event planning volunteers and ideas.  Since MIT alumni are scattered geographically, they need advance notice in order to put these events on their travel calendar.  The head coach also can send an electronic mail to team members so they can let parents know of the event. The Head Coach can work with you to inform DAPER staff, the Alumni Association, the Friends of DAPER and Resource Development as they are valuable resources in planning and holding the event. 

4.  Decide on the scope of the event.  Alumni events can range from 

· a low key gathering of students and alumni, to 

· an athletic contest with a dinner before or after, to

· more elaborate and formal events to celebrate major anniversaries or other significant events.

Most DAPER on campus events include an alumni contest and a reception. Work with the head coach to arrange the game venue, referees and contest set up and management. Work with the DAPER administration (617) 253-4498 to arrange a speaker. MIT senior leadership, DAPER administration, and alumni affiliated with the Friends of DAPER have spoken at past on and off campus events.  A DAPER video is available. 

5.  Decide what you will do about food.  The on-campus caterers are MIT Catering through the Faculty Club (617) 253-2111, and Tech Catering (contact Steve Porter at sporter@mit.edu).  Expenses in excess of $3,000 must be justified to MIT’s Procurement Office, usually by providing 3 catering bids. 

6.  Decide if you want any handouts for attendees.  Common handouts include the following.

· The Sports Annual, 

· the DAPER brochure, 

· a team sport history and 

· a Question and Answer booklet on fundraising.  

You can involve alumni that can not attend by collecting pictures and stories from them and posting them to the team web site.

7.  Create a budget for the event.  Determine the funds available to support the event through the head coach and the DAPER administration. Identify alumni willing to host or sponsor the event.  Some events collect fees from participants.     Common expenses include the costs of the space, food, printing, audio-visual, and photography. Budgets from past events can be found at http://web.mit.edu/fofdaper/bestpractice.htm.  The Alumni Association has a web-based registration system, SmarTrans ™, that allows people to register and pay on line. Contact Richard Brewer (rbrewer@mit.edu), Project Manager in DAPER, to determine the budget and create an on line registration. Any activity that provides a benefit to the coach, or the intercollegiate team must be approved by and administered through DAPER.  Please contact Richard Brewer if you are uncertain as to what “benefit” refers to.

8. Reserve the space. For on campus events in DAPER facilities, such as alumni games, contact Sandy Lett (slett@MIT.EDU).  Many of the other large spaces on campus are reserved through the Campus Activities Complex (617) 253-3913. 

9.  Reserve a block of rooms for alumni at local hotels.  The Hotel @ MIT 20 Sidney Street in Cambridge has some very good rates.  The contact there is 

Ginny Lepow, glepow@hotelatmit.com, (617) 577-0200. 

10.  Send invitations to alumni to confirm the event date, time and location, preferably 2 to 3 months in advance.  The invitation can be done by electronic mail for smaller events using the sport alumni electronic mail list, by flyers that are copied and sent through the mail, or by a printed invitation through the mail for larger, more formal events. The Alumni Association provides mailing labels upon request and can also recommend printers. Keep in touch with the alumni via email as you plan the event by sending updates such as a list of alumni planning to attend and the names of confirmed speakers. 

Fundraising appeals and messages must be handled appropriately. Contact Richard Brewer before adding an appeal to your invitation. The Alumni Association on-line registration system should not be used to collect gifts. Please contact Richard to discuss alternative Web based fundraising options. 

11.  Try to find some local alums who can help with any set up required before the event.  Clearly identify the alums that will make sure that the event unfolds as planned. Have a walk through of the event location with the caterer, audio visual, and set up crew to identify unanticipated needs for example signage, coat racks, and electricity sources.

12.  Take photos at the event, and share them with alumni by posting them on the sport’s web site.   Contact James Kramer, the Sports Information Director, for a digital camera or suggestions for a photographer. 

13. Thank the event speakers. 

Appendix

People

Richard Brewer (rbrewer@mit.edu), Project Manager in DAPER

Event notifications and planning, On line registrations, MIT procurement information

Sandy Lett (slett@MIT.EDU
DAPER Space reservations

James Kramer, (jdkramer@mit.edu) Sports Information Director

Team records, photography, web contact

Ginny Lepow, glepow@hotelatmit.com, (617) 577-0200
Hotel @ MIT 20 Sidney Street in Cambridge, MA
MIT Catering through the Faculty Club (617) 253-2111

Tech Catering (contact Steve Porter at sporter@mit.edu).

Web Sites

MIT Department of Athletics, Physical Education and Recreation

http://mitathletics.collegesports.com/
Team information, coach contacts, DAPER Contacts

Friends of DAPER

http://web.mit.edu/fofdaper/
Contacts, Best Practices, Prior event outlines

Campus Activities Complex

http://web.mit.edu/campus-activities/www/
Large space reservations (Walker, Kresge, Stratton), Event Guide

Student Life Programs

http://web.mit.edu/slp/sao/events.html

Alumni Association

http://alum.mit.edu/
Event Guide, On line Registration system, Alumni contacts
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