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Family Reunion Registration Packet (Sample)
Modify this document to suit your family reunion needs
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GroupTravel.org is a popular event planning website for Family Reunions. Planners can get group rates online for hotels in any city by filling out one simple form. Book and plan your group travel without making a single phone call. We guarantee the lowest 
Group Rates For Hotels
Smith-Cooper Family Reunion
Celebrate our first family reunion in Albany, NY (August 5-7, 2011)
Dear family members:

The 2011 Smith – Cooper family reunion committee is very pleased to announce the details of our very first reunion. We have noticed that our family has grown in size and so this is our attempt to get everyone together, share our history, and create new memories. 
We are honored to plan and host our family reunion and hope this will be an annual event. We have worked hard to put together a weekend of activities and entertainment that all will enjoy. 
We have limited the activities to one each day so everyone can have some free time to spend with whomever they please. We have also planned one dinner each night where we can all get together and (hopefully) catch up.

Albany NY is a great central location for our family as it serves as a midpoint for most that still live in upstate New York. In addition to service as New York’s Capitol, Albany has many fun activities and offerings including museums, trolley rides, a minor league baseball team and access to Cooperstown.
As always, please do not hesitate to contact us with any suggestions.

Sincerely,

Your Family Reunion Planning Committee.

____________________________________________________________________________

In this family reunion registration packet, you will find

· Schedule at a glance

· Hotel Information And Area Map
· Daily Agenda

· Registration Form

· Website Information

· Contact information and family statistics
· Brochures of things to do
Schedule At a Glance

Friday, August 5, 2011
· 3:00pm - 5:00 pm:      Check-In @ Best Western for Family Reunion

· 6:00 pm – 10:00 pm:  Get Together In Latham Room
Saturday, August 6, 2011
· 11:00 am:
Picnic at The Crossings Park
· 1:00 pm:   
Lunch will be served

· 2:00 pm:  
Games and Activities Begin

· 4:00 pm:
Volleyball Tournament

· 5:00 pm:
Picnic Ends

· 6:00 pm:
Dinner (On own)

· 8:00 pm:
Bingo Night
Sunday, August 7, 2011 

· 9:00 am:
Breakfast in Colonie Room

· 12:00 pm:   
Farewell Luncheon @ Best Western Albany Airport Inn
HOTEL INFORMATION

The reunion planning committee has selected the Best Western Albany Airport inn as our host hotel for the family reunion. The Best Western offers a central location that's near restaurants, shopping malls, and downtown Albany. 

The hotel has multiple connecting rooms which we create for all the families with young kids. They also have a heated indoor pool and a free full breakfast. In addition, they also offered us a free hospitality suite where we can congregate throughout the day.

Address & Phone Number:

Best Western Albany Airport Inn

200 Wolf Rd.
Albany, NY 12205
Special Group Rates For Family Reunion:

King Bed Deluxe:  $85.00 / night (Sleeps 2)
2 Queen Bed Deluxe:  $85.00 / night (Sleeps 4)
Instructions When Making Room Reservations:

· Call 1-518-458-1000 to make your hotel reservation at the group rate.  Please ask for the Smith-Cooper Reunion.
· You can also reserve online, go to www.bwalbanyairport.com, click on Group Reservations, then enter group code SmithCooper.

· Cut-off Date:  Reservations received after July 12, 2011 will be provided on a space-available basis at prevailing rates. Rooms have been known to sell out fast
Hotel Amenities For Our Family Reunion:

· Free Hot Breakfast every morning (scrambled eggs, sausage, biscuits, pancakes and French toast)
· Free WiFi in every room
· Indoor heated pool (Open 9am to 9pm)
· Free Shuttle to/from Airport and area restaurants  

Directions:
From: Interstate 87. (North or South) Take Exit 4, head south on Wolf Road, to the BEST WESTERN Albany Airport Inn.
From: Interstate 90. (East or West) Take Exit 24, head south on Wolf Road, to the BEST WESTERN Albany Airport Inn.
Family Reunion Agenda

TENTATIVE SCHEDULE OF ACTIVITES AND INFORMATION
Game Rooms

There are two rooms reserved as game rooms for the kids. One room will be for kids 9 and above (X-Box, TV, Board games etc.) and the other will be for kids younger than 8. 
Adult Hospitality Room

Throughout the Reunion Weekend, we will also have an adult hospitality suite with board games, mementos, old family photos, playing cards, beverages, snacks, etc.
	Friday, August 5, 2011
	Saturday, August 6, 2011
	Sunday, August 7, 2011

	· Check in

· Meet and greet in hospitality suite

· Orientation, Ice-Breakers

· Dinner at 6pm with juggling act by Shawn Cooper


	· 7am - Morning Exercise
· 8:30am – Breakfast
· 10am - Free time for activities, tennis, hiking, swimming, fishing, golf. 
· Lunch on own
· 3pm – Trolley Tours
· 5-7pm - Family information on display, interactive displays, optional activities and games. Face painting for children.
· 6pm - Family Reunion Gala with Dinner -Music DJ (Cousin Jake), Fish and chips, Tropical cocktails & Beverages
· 8pm - Family Conference, awards
	· 7am - Morning Exercise

· 8:00am - Breakfast

· 9:00am - Worship Service 

· 12pm - Group Photos

· 1pm - Farewell Luncheon




FUNDRAISING

With your help in the past, we have been able to raise enough funds to cover planning costs and are able to provide a free shirt to everyone that registers. We have also lowered the registration fee by an additional $10 so that should make many of you happy.
Raffle:

The following raffle is for a new Laptop (Sony VAIO with all the extras)

Tickets are $7 each and the money will be collected when you check in at the registration desk.
The drawing for the raffle will be at the reunion banquet on August 6, 2011. 


Souvenir Book
A project we wanted to start with our first reunion is a college scholarship fund for one shild every year. In order to pay for this, we would like to sell ad space in our Souvenir book. Please place your business ad or a personal message and help support this initiative. 
Back Cover:  Color ad at a cost of $100

Inside Front Cover: Color ad at a cost of $75.00

Inside Back Cover: Color ad at a cost of $75.00
Full Page: Black & White ad at a cost of $50.00

Half Page: Black & White ad at a cost of $35.00

Quarter Page: Black & White ad at a cost of $25.00

 

Please email your ads to [insert email address] or mail them to the address below. You can pay for your ads on the reunion website.
 

2011 Family Reunion Registration Information

Please be sure to complete this entire form and return it with your

Registration Dues and T-Shirt Order Form.

Deadline to Register is: July 12, 2011
	T-shirts are included with all Paid Registrations, we just need to know your size. 

	Name and Age
 (As of August 5, 2011)
	Registration Fee
	 

T-Shirt

	
	Adult


$99
	Youth


$49
	Senior


$69
	Child


Free
	Youth Sizes


S, M, L
	Adult Sizes
S,M, L, XL, 1X,
2X, 3X, 4X
	Price


$15
	Amount


	1
	 
	 
	 
	 
	 
	 
	 
	 

	2
	 
	 
	 
	 
	 
	 
	 
	 

	3
	 
	 
	 
	 
	 
	 
	 
	 

	4
	 
	 
	 
	 
	 
	 
	 
	 

	5
	 
	 
	 
	 
	 
	 
	 
	 

	8
	 
	 
	 
	 
	 
	 
	 
	 

	                                                                                                                        Total Amount:


Enter details of where to mail the form
Please make copies of this form or forward registration packet by email to family members  that we may have missed.  For questions, please contact [Insert contact information]
The Family Reunion Planning Committee

Finance Committee:  [Insert name(s)]
Activities Committee: [Insert name(s)]
Hospitality Committee: [Insert name(s)]
Registration Committee: [Insert name(s)]
Music and Entertainment Committee: [Insert name(s)]
Communications Committee: [Insert name(s)]
Transportation Committee: [Insert name(s)]
Souvenir Book Committee and Awards: [Insert name(s)]
Logistics and Set-up Committee: [Insert name(s)]
Thank you for your input. We truly appreciate it.

All suggestions will be considered.

For further information call: [Insert number]
Things To Do In Albany
Attractions of all kinds can be found in Albany and the surrounding capital district! You can catch some great live performances at The Egg or the Time Union Center.  A great place to hang out late is Lark Street.  

We have listed our favorite things to do in Albany below and if you have questions, please do not hesitate to call either of us. 

For Food… 

Go around to Wolf road which is a strip that is filled with restaurants.  You should be able to grab a bite of something there.  

If you’re looking for steaks, try Butchers Block on Central avenue

If you’re looking for seafood, try Reel Seafood on Wolf Road. 

If you’re looking for Italian, try Carmine’s in Central Ave.

For Museums… 

The New York State Museum serves as a repository for New York State's artistic, historical, natural and social history.  The splendid building dominates one end of the Empire State Plaza.

Sightseeing….

Aqua Ducks & Trolleys is absolutely the best way to soak up Albany.  They have great tours that will take you around Albany by land and by….sea…. Right on the Hudson. Try it and you’ll thank us.

Hiking..

Want some fresh air? There are tons of local hikes in Albany.  Try the Indian Ladder trail in Thatcher state part or the Pine Bush preserve which is one of the most endangered regions in the US containing almost 6,000 acres of scenic landscape.  If waterfalls are your thing, then try Plotter Kill reserve which has three very nice waterfalls as well.  For directions to any of these hikes, click here.
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