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Alumni Mass and Reception - Sample Event Layout
What: An Alumni Mass and Reception is a great way to bring your alumni back to campus and have them reconnect with their alma mater, fellow alumni, share memories and to see all of the positive things happening at your school. It is a cele   bration of your rich history and your dedication to a strong future. This cost-effective cultivation activity is also a means in which to form relationships with your alumni. The principal and pastor should make every effort to connect with as many alumni and attendees as possible. 
When: Typically, such an event would become an annual occurrence and would take place in either the Fall or the Spring. Attendance-wise, Thursdays and Fridays typically are the best days to hold an event. 
Who: Invitees should include all alumni, friends, current parents, past parents and grandparents. Invitations should go out at least 6 weeks prior to the Mass and Reception and should include a response card. The event should be promoted in your school publications (newsletters, etc) and in your parish bulletin. A point person at your school should be tracking who has RSVP’d and regularly updating the principal and pastor on attendees. 
Format: The Mass can honor/celebrate all of your alumni, a select group (i.e. the 50th Reunion Class) or a person that is deemed in need of honoring (i.e. a well-known volunteer, an alum that has gone above and beyond for your school) 
Flow: The following is a typical timeline for the day, with suggested activities:  
I. 10:00am Mass 
a. Location would ideally be your church, but if it is off campus, the gymnasium or auditorium will work
b. Students and faculty should attend and be visible to other guests
c. If possible, have a student do a reading, have a group of students read the “Prayers of the Faithful” or have a group of students perform a song for alumni (school song, etc.)
d. The message of the homily should coincide with the theme of the day (i.e. traditions, coming back to your roots, life-long friendships, reconnecting, etc.)

II. 11:00am Reception
a. Location can include the cafeteria, gymnasium, library, etc
b. Refreshments should be kept simple (and cost effective). Suggestions include: coffee, pastries, punch, cookies, etc. 
c. If possible, have memorabilia displayed (photos, trophies, etc). A projected slide show of past and present student photos is highly encouraged if they technology is available  
d. If there are current student projects that can be displayed (artwork, etc), have them available for viewing 
e. The principal should briefly (5 minutes) address the group and thank them for coming. If possible, share any highlights from the school year (successful theatre production, basketball champions, etc.) and share future plans for the school (the goal of increasing technology, new programs coming up, etc.)

III. 12:00pm - Guided Tours of the School 
a. Similar to your Open House format, tours of the school should be provided to attendees interested
b. Have your advancement staff and 8th graders serve as tour guides and answer questions; make sure to highlight new developments at the school and future plans
NOTE: Forming relationships with your alumni can have a vital impact on your school. If you speak with someone that is interested is helping out your school (providing treasure, talent, time) it is necessary to follow up with them. Keep track of conversations you have had at the event and share them with your advancement staff or volunteers. These cultivation events can lead to future giving to your school. Make sure to follow up with attendees; it will be integral to the success of your event. If you met someone who you think might be able to support your school, follow-up with a simple “Thank you for coming” phone call or personal note. These small steps can go far to help your school and can open the door for addressing future needs.  
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