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The class reunion meeting agenda should serve as a outline of things that need to be discussed during your first meeting. Remember to include enough time for everyone to mingle before and after the meeting. After all, the idea of this whole event is to get people to re-connect. Have a good time planning.
Class Reunion Planning Meeting Agenda
Insert Date

1- Introductions
2- Volunteer For Committees 
a. Chairperson – Coordinate meetings, follow-up on responsibilities, coordinate committee’s and allocate resources.
b. Finance/Treasurer – Create and maintain budget, deposit money, issue checks, approve expenses
c. Secretary – Keep a record of the class reunion meeting minutes. Help chairperson with any additional responsibilities.
d. Hotel Selection Committee – Get Group Hotel Rates, compare offers, take site tours, and finalize a hotel for the class reunion.
e. Communications Committee - Responsible for creating, and distributing materials like registration forms, save the date cards etc.
f. Classmate Search Committee – Search and contact classmates through various channels both online and off.
g. Entertainment Committee – Search and finalize entertainment within budgetary guidelines.
h.  Decorations Committee
i. Fundraising Committee

j. Catering Committee – Source out different caterer in the area and get competing bids. Finalize on one based on quality, service and affordability
k. Memory Book Committee – Design and create memory book by sending out memory book questionnaire. Source out photographer, if needed.
3- Decide On Dates, Location, And Venue

a. Discuss possible dates and narrow down to 3-4 weekends

b. Where should the reunion be? Present several options

c. How long should the class reunion be? One day or weekend

4- Activities

a. What kind of activities do we want to host?

b. Should there be an elaborate dinner or a potluck?

c. Does the school have room for a class reunion or should it be done at a local hotel.

5- Event Specifics

a. Should we have a theme?

b. Is this a family friendly event? Do we want to create activities for families?

c. Do we need to block hotel rooms for class reunion attendees?

d. Entertainment

e. Activities

f. Fundraising

g. Memory Book

h. Door prizes, memorabilia, decorations

i. Class reunion website

6- Develop Budget

a. How much money do we have to start with?

b. Discuss resources to increase startup capital

c. Discuss how to create a budget for the class reunion with committee members

d. Each committee should be asked to develop their own budget based on their expected expenses. Due at the next meeting

7- Set next meeting date
GroupTravel.org is the fastest way to group rates for hotels, airfare, and cruises. This free service is perfect for weddings, reunions, conferences, meetings, and sports travel. If you find yourself traveling with a group and are in need of group hotel rates, there is no better way (or faster) way than GroupTravel.org


