Getting Started
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Please incude your name, email, and whether or not you are bringing a guest along with
Your §20 check (or $40 check if bringing a guest).If you'd like to drink something other
than beer/soda you are more than welcome to BYOB.

There was also a short questionaire in the mailing, s send your answers o the.
following with your check:

married?

where iving places you have lived?

occupation?

bestiworst memory from db?

college?

strangestfunniest moment since high school

achievement most proud of

PLEASE Continue to additionally RSVP through evite as well. This allows everyone else
0588 Who is able to come and helps us keep track of who has the information evenif
they are:a no or maybe. So THANK YOU for doing sof Vvhen you RSVP pleaseinclude
your ful hame in the comment area ( and maiden name if applicable))

Ifyou received this link via a second source (forward, myspace, etc) ANDIT DOES NOT
GIVE YOU THE OPTION TO RSVP click on INVITE MORE PEOPLE and type in your own
email address. You should then receive a link that should give you the ption to RSVP.
Hope you can make it

THANKS! -Brian, Michelle, Dan, and Jessica

Who's Coming? This event occurs in the past.
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Once you have formed a committee there are a few basic questions you will need to answer:

When are you going to have your reunion?

Where are you going to have your reunion?

What will you do at the reunion?

Who will you invite?

How many people do you anticipate attending?

When?

Picking a date for the reunion can be difficult.  You will want to make sure that you pick at least 3 possible dates.  This way, you have options in case one date will not work for the place you want to hold your reunion.  

Things to consider—
· Weather

· Will the event be inside or outside?

· Holidays

· What holidays are near?  Will people be out of town, traveling?

· DB Events
· What events are going on at DB?  Will you encourage classmates to attend a game?

Since your reunion is a rare opportunity for your classmates to gather, (and many may have to travel) you may want to think about planning more than one reunion event.  You can celebrate the weekend.  This would work well especially if you are celebrating a milestone such as the 25th or 50th reunion.  Many reunions plan a Friday night fun activity (such as attending a football game at the school or having a social hour at a bar), plan a Saturday night dinner, and then a brunch or mass on Sunday.  There are many different activities that you can do throughout a weekend.
** Keep in mind that DB is run on a school calendar.  The calendar for the school year is usually set in January.  We may not be able to give a date until then.  We encourage you to pick your top 2 or 3 dates and submit them.

Where?

You may want to hold your reunion at Bishop DuBourg High School.  Coming back to where it all started, you can see your old classrooms, tour the school and see all the changes that have been made since you were a student here, and most of all you can have a GREAT time!  

Reunions may be held in 
The Cafeteria-holds approximately 400 people
****Recommended

The Cafeteria is air-conditioned and includes the kitchen

The Lobby-    holds approximately 150 people, The Lobby is not air-conditioned
The Gym-
can hold over 400 people, The Gym is air-conditioned
(the gym is only used for groups too large to fit in the cafeteria)
The following is available for us at the school- 
· 26 8ft rectangular tables that can seat 8-10 people each 

· [image: image2.jpg]


12 5ft round tables that seat 8 people each

· Chairs are available for use
· Ice machines are available on the 2nd and 1st floor

· Coat racks 
· DB also has a limited number of centerpieces 
· Drop down screen in the Cafeteria with speakers

There is no rental fee to hold your reunion at school!  
The only fee charged to the reunion committee will be a 
cleaning fee of $150.  This fee is due 2 days prior 
to the reunion.  This fee needs to be turned into the Advancement Office.  It is the reunion committee’s responsibility to collect and take with them, anything that they bring in –                     ex. decorations.  Maintenance will clean the facility and dispose of trash after the reunion.  We require at least one maintenance person to be present during the reunion, along with a representative from the Alumni Office.  He/she will open the building up for your decorating committee, workers, caterers, DJ, etc., and will be available throughout the event, in case questions or concerns arise during the reunion.  We do try to be good neighbors, so reunions that are held at the school, must end by 11:00 pm.
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For a list of caterers, please see the list included with the packet.  Many of the caterers on the list have worked at the school before and know their way around.  If you use a caterer other than Food Service Consultants, you must coordinate with the school, the use of our kitchen.
DB no longer has a walk-in refrigerator and has limited refrigerator space.  If you need to store items, please notify the Advancement Office at least 1 week before the event to see if accommodations can be made.
Having your reunion at DB will also give you the benefit of not having to set up tables and chairs.  Meet with the Advancement Office the week of your reunion and do a walk through of where you would like everything and it will be set for you and ready to go before your event.  All you and your committee will have to do is come in and set up your decorations.
Or you may choose to hold your reunion off campus.  There are a variety of places to hold your reunion.  For small reunions or 5 year reunions a common place to hold them is the park for a picnic.  Many groups also host reunions at local bars or restaurants. This helps to lower the cost and make the reunion more casual and welcoming.  There are many other places to look into also—ballgame outing, nightclub outing, city/historical tour, Six Flags, the Zoo, restaurants, banquet halls, and much more.  You will want to call around and get quotes from more than one venue.  Remember that usually as your group gets bigger, your price per person gets smaller.  
What?

What activities will you be planning for your reunion?  Things you will want to consider:

What attire do you wish for everyone to wear?

Do you want your reunion to be formal or casual?  If you hold it off campus, is there a dress code at the place hosting your reunion?  This is a question that comes up often with Reunions.  Many groups have started adding a dress code line on their invitations.
Will there be a mass?  If so, where?

If you have your reunion at DB you can book the chapel, connected to DuBourg House.  Chapel must be booked beforehand and guests must enter through DuBourg House.

Will there be a program/schedule?

Will someone be speaking at the reunion?  If so, plan it out accordingly.  Are you going to give out awards?  Who will give them?  Will you want someone to speak from the school?  This is a great opportunity to have someone from DB speak about all the new and exciting things going on at DB that people may not know about.
Will you want a DJ, a band, use Pandora, etc?
What kind of entertainment will be at your reunion.  If you hire a DJ, give him a playlist before the reunion to request music from your year.  If you are looking to save money, DB has a Pandora station that can be prepared with a playlist from the committee.
Will you want a photographer?

You can hire a photographer to take a group photo, or take party pics.  You can also work with a company to rent a photobooth so people can take home their own souvenir.
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Will you need rentals?


Do you need to rent tablecloths, tables, chairs, etc.

Do you want a theme? 

If you want a theme, let your guests know before the 
reunion so they can participate.  Some classes have done a theme from their decade and asked people to dress up.
Do you want a sit-down dinner, a buffet, or snacks?

Sit-Down dinners cost more than buffets or appetizers.  Something to keep in mind when setting prices.  And if you choose to serve only appetizers make sure people know not to expect a full meal.
Will you need AV Equipment for slide show, etc?

If you need AV Equipment, you must request it from DB or the place your reunion is being held.  Keep in mind that you should test the equipment before the reunion date.

Will you have a full bar or a partial bar?
If you have a full bar it will be more expensive.  Most reunions have a bar that consists of beer, wine, and soda.

Price?
One thing to keep in mind is that whatever you do and whatever you get, make sure you include it in your price for attendees.  A good rule of thumb is to add 10-15% on top of your total for any unforeseen costs.

When looking at pricing for your reunion, think about your audience.  If you are planning a 5 year reunion, you may want a more low key and less expensive ticket price.  If you are planning a 50 year, you may want it to be more special.

Some classes consider donations in part of their price or allow that as an option.  If you choose to do this, you must let your classmates know ahead of time.  If you would like to consider making a class donation, it is a great idea to include your classmates.  The committee can decide where the money goes to, and you can inform your classmates of the project in the invitation.  DB always has projects that they are looking to fund.  You can meet with the Advancement Office to get a list of options.
Who?

[image: image5.jpg]


Do you want to invite former teachers from Bishop 
DuBourg that your class had while attending?  Many 
teachers love coming back to DB for reunions.  
They enjoy seeing former students and finding out 
what everyone is up to. 

Do you want to invite the present administration at 
Bishop DuBourg? 
Something to consider--do you want to have a family 
picnic and invite families or just have a gathering of 
the class and their spouses?

You may even want to look into having a cluster reunion, where you invite a class or two below you and a class or two above you.  This option would interest classes who knew each other really well.

How Many?

The reunions that attract the most people are usually the milestone reunions such as the 10, 25, and 50.  These will be the reunions that you will want to plan big things for.  
Usually the 5 year reunion is small so something simple would work best for this one.  A lot of the times, your classmates may still be finishing up school, so again something simple would work.
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Planning Worksheet


When:  (top three dates)

Where:

What- The Details:

Attire












Mass












Program











Music












Photos












Rentals











AV Equipment










Food












Beverages











Extra People to Invite:  (coordinator, teachers, etc.)


