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Chapters serve Alumni by:
Helping alumni stay in touch with the University by keeping them informed about major events and the challenges and opportunities facing UNC Pembroke.


Providing opportunities for alumni to socialize and network.


Organizing fun activities for alumni to enjoy in their own communities.


Providing opportunities for life-long learning and educational enrichment.

Chapters serve UNC Pembroke by:
Helping to keep alumni in touch with their alma mater encouraging involvement with the chapter.


Providing feedback for the University through the Chapter.


Showcasing the faculty, administration, and athletic programs.

Assisting with the recruitment efforts by recommending UNC Pembroke to qualified students and by hosting local admissions receptions and send-off parties.


Serving as an ambassadorial organization for UNC Pembroke in local communities.

Recommending local alumni to serve in leadership roles or nominating outstanding alumni for an annual alumni award.
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T

he following are the basic criteria each group must meet in order to be recognized by the UNC Pembroke Alumni Association. The criteria insures that each alumni group serves the best interest of local alumni, UNC Pembroke, and the Alumni Association.

To be recognized as an active alumni organization and to receive support from the 

Alumni Relations Office, alumni chapters must:
Submit a charter for approval to the Alumni Association.  Final eligibility for recognition of chapters rests with the Alumni Board.

Elect a slate of officers who serve in a leadership role for the group.  At the minimum, each group must have a president, vice president, treasurer and a secretary.  The president will serve as the primary representative to the Alumni Association and will be invited to attend a quarterly Alumni Board meeting.

Submit a chapter action plan annually by the date prescribed.  A form will be provided by the Alumni Relations Office. (See page 12 for form)

Inform the Alumni Relations Office of all chapter-sponsored events and provide a roster and evaluation form after each event. (See pages 13-14 for forms)

Conduct itself in a manner consistent with the goals and objectives of the Alumni Association and UNC Pembroke.

Include all area active alumni or friends of the University and hold all events in facilities where all alumni and friends are welcome on an equal basis.

Demonstrate that group is formed to promote the interests of the University and its alumni by maintaining a mutually beneficial relationship.
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Chapter Profile
Chapters are organized geographically.  Most geographic chapters encompass a metro geographic region like the Triad and Triangle alumni groups that pull members from various neighboring counties.  Others are organized along county lines.  Alumni chapters vary in size from 100-3,000.  Those larger chapters occasionally limit their mailings to those alumni in their area who are considered “active”, or those who have made a financial contribution to the University. 

Chapter Leadership
The key to having an active successful chapter is putting together a dynamic organization.  One person should not and cannot do it all.  The group must be certain that dedicated leaders are chosen.  It is critical that chapters choose leaders who are not only dedicated, willing and capable, but those who will make the commitment of time necessary to get the job done.  Do not shortchange the potential of your alumni group by simply drafting leaders who are reluctant or unable to commit the needed time and energy to the group.

Each chapter is different, but each should have at least the following:

President
Vice President
 
Secretary 
Treasurer


    Recruitment Chairs
        Social Chair  
Chairs for individual events






   At-Large Members

Job descriptions for each of the officer positions is listed on the following page.
It is up to each group as to what additional officers are needed to ensure the efficient operation of their group.

Keys to Successful Chapter Leadership

1.  Select leaders who have the time and desire to serve.

           2.   Establish a two-year term of office for each position. That helps ensure continuity 

                 for your group.

3.   Broaden participation by limiting individuals to two terms in office.

4.   Research to find the alumni in your area best suited for leadership. The Alumni                                                                           
      Relations Office can help you identify those who live in your area.
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President
· Preside at all meetings

· Represent the alumni chapter by attending the Alumni Association’s Board meeting four times per year.

· Serve as the main contact for the alumni group to the Alumni Relations Office and see that all event evaluations and attendance rosters are forwarded in a timely manner.

· Lead the alumni group in planning events and activities.  Organize planning meetings.

· Oversee alumni group activities to ensure goals are obtainable and support the Alumni Association’s mission.

Vice President
· Preside at meetings when President is not present.

· Responsible for notifying area alumni of upcoming events.

· Be willing to serve as President after term as Vice President.

· Aid in identifying and recruiting area alumni to be involved.

Secretary
· Attend all meetings (or find a replacement prior to the meeting) and take thorough minutes of any planning meetings.  Send a copy to the Alumni Relations Office.

· Send in completed event planning sheets, evaluations, and attendance rosters after each event.

At-Large Members
· Participate in the planning of activities and events for chapters.  Usually joined by 8-10 additional at-large members, make phone calls to local alumni prior an event to encourage participation.
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T

he key to successful alumni events is planning. It is best to plan the group’s calendar well in advance and stick to the dates selected for the events. Nothing negatively affects the alumni group’s credibility faster than changing event dates and meeting notices that arrive too late. Each fall, the Office of Alumni Relations will provide a           
        Chapter Action Plan Form which asks for your group’s events for the coming

year (See page 12 for the form).

Advanced planning is important to the Alumni Relations Office, as well.  Because most of the mailings for the chapter events are sent at bulk rate, the Alumni Office staff needs time to ensure proper receipt of your invitation by alumni.  In addition to mailing time, the staff needs adequate time to design and print invitations to chapter events. Please find a time line on page 6 that outlines when to take the necessary steps for successful alumni events.
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12-16 Weeks prior to an event:

Talk with chapter leaders to outline plans for events.


Contact the Alumni Relations Office for program assistance or suggestions.


Set final plans for the event such as location, date, program time, speakers.


Send in event planning form to the Alumni Office.


8-12 Weeks prior to an event:

Alumni Relations prepares invitation and prepares mailing to go out.


Provide names and addresses of any special guests you’d like to attend the meeting.


4-8 Weeks prior to an event:
Send out event/meeting invitations.  Note that many of these are sent at bulk rate, so they may take much longer to be received.


Plan agenda for the event/meeting.


Assign chapter members to assist with the event.


Notify Alumni Relations of any special needs for the event.


2-3 Weeks prior to an event:

Complete publicity plans to local media.


Call members who have not responded.


At the Event

Ask that everyone sign the attendance roster.


Recognize guests.


Announce chapter’s plans for upcoming events.


1-2 Weeks after Event

Mail a copy of the attendance roster and event evaluation to the Alumni Relations Office.

Report address changes, new officers, any alumni news learned at the event to Alumni Relations Office.


Thank the program participants.


Contact Alumni Relations Office if you would like an Event Planning Checklist.
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Staff Support Staff members in the Alumni Relations Office assist chapter leaders with most aspects of planning and promoting events.  Staff members also work to add new groups and revitalize once active groups.

Event Announcements / Newsletters 

The Alumni Relations Office will help design and produce event announcements and newsletters.

Mail Services    

The Alumni Relations staff will provide mailing labels and will mail newsletters and event announcements.  Please note that most mailings are done at bulk rate, which may take up to a month to be delivered.  Early planning is the key to getting announcements mailed out in a timely manner.  Mailing is a considerable expense for any alumni group.  Please make sure to consult the Alumni Relations staff when considering a mailing for an event or newsletter.

Alumni Lists   

The Alumni Relations Office will provide chapters with lists of local alumni.

Event Supplies     

On a limited basis, the Alumni Relations Office provides nametags, Alumni Association information, and give-a-ways for events.

Training for Chapter Leaders     

Any person involved with alumni group leadership is invited to attend the chapter training held annually at UNC Pembroke.

Event and Program Suggestions   

The staff in the Alumni Relations Office will provide club leaders with programming ideas.
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S

uccessful alumni events are the result of a partnership between Alumni Relations staff and chapter leadership.  The collaboration of planning, expertise, knowledge of local venues, and creativity make for memorable events that make a lasting impression on alumni.

Listed below are areas where alumni leadership should take the lead.
· Suggesting a location, date and an approximate cost for the event.

· Setting the agenda for events.

· Communicating all information about the event at least 8 weeks prior to an event by way of the event planning form and telephone conversations to Alumni Relations.

· Contact local media and call selected alumni in local area to publicize event.

· Personally invite prominent local alumni, Board of Trustees members, Board of Governors members, Board of Visitors members, and others.

· Send thank you notes to speakers, special guests and key alumni who helped plan the event.

· Forward attendance roster and event evaluation to the Office of Alumni Relations after the event.

8


Social Events with Academic or University Focus
· Have a speaker from UNC Pembroke in conjunction with a social gathering.

· Conduct a dinner meeting and show a videotape or slide show from UNC Pembroke.

· Showcase a local speaker who will address issues in higher education.

Continuing Education / Enrichment
· Have a local speaker that is well versed in a particular academic area such as an alumnus or a professor at a neighboring college or university.

· Have someone from a campus office such as the University Career Center or Admissions present a program to your group.

· If distance hampers a group from securing a UNC Pembroke faculty or staff member, use a faculty or staff member from a local college or university to present a program.

· Invite alumni business leaders in your area to present timely programs on issues such as investments, real estate, retirement planning, and financial planning for a child’s college education.

Family Events
· Plan picnics at a local park with events and games for children.

· Meet at a local athletic event and plan a tailgate or picnic around the game.

· Have a pool party at a local swimming pool.

· Take group tours of museums, local zoos, etc. Many places offer discounts on tickets for groups of 10 or more.

Community Service

· Perform volunteer work as for a local organization such as Habitat for Humanity or a local homeless shelter.

· Work with community literacy programs.

· Volunteer for UNC Pembroke Alumni Events and Programs.

9

Events with UNC Pembroke Athletics Focus
· Feature speakers from the Athletic Department.

· Take bus trips as a group to Braves basketball games or other athletic events.

· Hold socials before sporting events in your area.

Social Events
· Host holiday theme parties.

· Plan monthly or quarterly cocktail hours after work at a local restaurant.

· Hold monthly Dutch treat lunches at restaurants. 

Cultural Activities
· Purchase group tickets to a show or concert in the community.

· Attend receptions at local art galleries.

· Take trips to local historical sites.

· Host a UNC Pembroke performing group such as the Jazz Choir and Ensemble Choir, and Chancellor Pembroke Singers.

Recruitment Socials
In conjunction with the Alumni Relations Office and the Office of Undergraduate Admissions:
· Plan summer send-off socials for enrolling freshmen.

· Host special information sessions presented by a member of the UNC Pembroke’s Admissions staff for prospective students and their parents.

· Host events for prospective students featuring panels of current UNC Pembroke students and a member of the Admissions staff.
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The Alumni Relations Office of UNC Pembroke provides money for each chapter to help cover the initial cost of mailings.  However, most events need to be self-supporting, or generate enough revenue to cover the cost of conducting them. Chapter leaders should work closely to determine pricing for events and tracking budgets.
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Chapter Action Plan

200__ - 200__
Chapter Name __________________________________________________________________                                                                                                                             

Name                                                                        Office  _______________________________                                                           

List your Goals for the Upcoming Year
(Plans of action, areas of concentration)

List Chapter Events for the Upcoming Year

Type of Event:




Approximate Date:

1.

2.

3.

4.

5.

Use an additional sheet of paper if necessary and attach to this sheet.
List your ways you plan to increase alumni participation in your group.
1.

2.

3.

List your officers for the 200__ - 200__ year.
President____________________________________                                                                         

Vice President________________________________                                                                  

Secretary____________________________________                                                                          
Treasurer____________________________________

Do you plan to hold elections this year?
Yes.  If yes, which officer positions will be filled with new members?

No
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Attendance Roster
	CHAPTER:
	
	EVENT:
	
	DATE:
	

	NAME

(First, Maiden, Last)
	Class Year
	Address
	E-mail
	Home Phone
	Work Phone

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Date of Event:
          _______________________________________________________                                            

Event Name:
___________________________________________________________
                                                                                                                     

Location:
____________________________________________________________                                                                                                                    

Time:

____________________________________________________________                                                      

Attendance:
____________________________________________________________                                                       

Charge

                Yes

               No

Amount                     ____________________________                             

Comments:
____________________________________________________________
 

                        ____________________________________________________________ 

                        ____________________________________________________________

                        ____________________________________________________________                                                                                                                     
                                                                                                        

AR:EEForm
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Over 16,457 students have graduated from UNC Pembroke with one or more degrees.

Approximately 36% of alumni live in the Robeson County region.

There are 7,364 alumni living in North Carolina.

Current Active Chapters

Robeson
Fayetteville
Greensboro

Triangle

Charlotte

Scotland

Chapters Pending Charter
Wilmington / Jacksonville

Pitt / Surrounding Cities

Columbus / Bladen
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Events and Programming





Tips for successful programming








Plan a good variety of events.  Also, ensure variety in the details of location, time, and day of the week.





Don’t over plan.  Two successful events per year are better than four poorly attended ones.





Create a tradition by establishing an annual event.





If your alumni group encompasses a large metropolitan or geographic area, rotate the location of meeting places.





Choose locations carefully.  Hold events in venues that welcome all alumni and friends.





Consider scheduling events for the entire family.  Many alumni have children and are seeking events in which to include their entire family.





Consult the Alumni Relations Office about the type of events you are considering.
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Points to Remember











1.  Chapters should generate enough income to avoid deficits.  Events and programs should break even or make money to help pay for future events; or be given as gifts to the University.





2.  When planning a budget for an event, investigate all costs.  Make sure there are no hidden costs like taxes, tips, rental and cleaning fees.  Hidden costs can really add up.





3.  Always add a small amount to the cost you charge alumni.  This will give you some cushion.  Invariably, there is always an unexpected cost associated with an event.  Remember to factor in the cost of guests of your group in your numbers, as well.  Guest speakers and Alumni Relations staff are not expected to pay for their admission to an event or for their meal.





4.  Try to find a local business that is willing to help cover the cost of a program in return for getting recognition or publicity.  A number of groups have their event notices or newsletters paid for by a business or businesses that place an ad or logo in the publication.





5.   RSVP’s Roughly 20% of those indicating they plan to attend an event don’t show.
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Recommendations  ______________________________________________________________                                                                                                          





                                                                                                                                                    ____  												





______________________________________________________________________________                                                                                                                                                      





                                                                                                                                                      





Alumni Demographics








