Alumni Relations
Training Packet Supplement 
The ability to communicate with alumni is a very integral aspect of chapter operations, yet it is one of the most difficult tasks facing an active chapter.  This Training Packet Supplement was developed to help you bridge the gap between your active chapter and your alumni brothers.   Active chapter members are the reason that our Order exists, but we must always remember that our alumni are a vital to the fraternity and we should never underestimate the tools and assets that they can bring to the Order. 

Office of the Number V

Traditionally the office of Number V has served as the alumni relations officer.

The Kappa Alpha Laws describe the Number V and his duties as such:  

The V shall accumulate material for the history of the chapter and its members, past and present; keep the prescribed chapter register up to date; act as contact officer between the chapter and its alumni, performing such duties in this regard as may be required of him by the Executive Director; and be responsible to the Number I for the safekeeping of the chapter register, records of historical data, chapter library, pictures and other properties of a historical nature.

As we are initiated into the Order, we are bound together as brothers until death. Unfortunately, this lifelong commitment can easily be overlooked unless the Number V takes a proactive position in contacting the alumni. Unless you and the chapter have taken steps to include your alumni in the chapter’s activities, you are overlooking your most valuable asset.   Most alumni are still interested in their chapter, but they are often hesitant to get involved with the chapter. It is your job as the Number V to provide opportunities for the alumni to become involved.   There are several ways to gather alumni support and this Training Packet Supplement covers the following:

· Alumni & Chapter Newsletters

· Planning Events

· Alumni Advisory Committee

· Alumni Chapters

· Examples of Alumni Events

· Alumni & Chapter Newsletters 
One of the most essential aspects of alumni relations is communication, and recently this has taken on several forms. First and most traditionally is the printed newsletter. Another less traditional method is the e-mail newsletter and list-serve.  Both of these options are becoming the fastest and most economical method to maintain contact with your alumni brothers.  Try giving this option a chance the next time you print a newsletter.  When sending out a newsletter, one must first decide who the target audience is.  Obviously, when sending an alumni newsletter your audience will be the chapter’s alumni and in order to have a successful newsletter you must appeal to their interests. However, don’t forget that your secondary audience contains your parents, province commander, school administrators, and the National Administrative Office.

News that appeals most to alumni are updates on other alumni, current state of the chapter information, new member recruitment, and the overall activity of the chapter on campus. Be sure to include a chapter and university calendar of events. If the chapter does not have any information on alumni, take initiative and call one, often times they will have lots of information on their brothers.

Most importantly, remember that these newsletters are being sent to our brothers who are fathers, husbands, and community leaders.  Nothing could damage the chapter’s reputation quicker than a newsletter containing inappropriate pictures. Also, there are specific times and mediums to ask alumni for money and the newsletter is not one of those times.  
Consistency is the only way to keep your chapter fixed positively in the minds of your alumni. For most chapters, the proper amount of saturation is between 3 to 4 newsletters a year. Keep your newsletter to 2 or 3 pages and as current as possible.  Too often chapters will wait and send a large newsletter; however, most of the news will be old and the alumni will have already received it from other sources. Remember, if you have a special event planned, send a newsletter to announce the event well in advance. Timing is also very important to your newsletter, plan to send your newsletter 6 weeks in advance of any event and try to keep a stable schedule of fall, spring and summer mailings. The more contact you maintain, the better the alumni relations will become for your chapter.  

Pictures and graphics are also very important to the production of a quality newsletter.  There is plenty of clip-art and pictures on the web site to pull from and these will add greatly to the presentation and quality of your newsletter.  Concentrate on pictures of alumni groups, new house improvements, and charitable projects. 

Several newsletters are included to help you develop your own newsletter. These are great examples and they address all the major components of a quality newsletter.  In addition to the newsletter, don’t forget to send Christmas cards!

· Planning Events
When planning your alumni events consider some of these tips:

1. Send your first mailing well in advance (8 weeks or more) of the event.
2. Enlist the help and advice of your alumnus advisor during the planning of your chapter’s event. The alumnus advisor will be able to provide valuable insight to the type of event that will best suit the chapter’s alumni.  Remember that the event should be as fun for the actives as it is for the alumni.

3. In the most current newsletter ensure that you provide all the details of the event.  Include the time, location, parking information, dress, and any related costs associated with the event.

4. Remember to hold 5, 10, 20 year reunions and ask former Number I’s or other notable alumni members to help you plan these events.

5. List the names and numbers of local hotels.

6. Consider scheduling an alumni advisory board meeting or alumni chapter meeting to thank them for their support.  This meeting may also help fulfill the alumni chapter’s requirements to meet once a year.

7. Schedule your activities so they do not conflict with those of the school.

8. Ensure that your house is clean and orderly.  

9. During an alumni event, make sure that all chapter members are present and properly dressed.

If you consider these tips during the planning and preparation of your event, then you have set the stage for a successful event.

· Examples Of Events
Almost any event can be considered an alumni event.  The following is a list of events that chapters have had success with in the past:
· Homecoming

· Golf Tournament

· Convivium

· BBQ, shrimp, crawfish, etc…boil

· Attendance at sporting events i.e. Football, Basketball, etc…

· Fishing Tournaments

Included with this report are promotional examples for these events.  

· Alumni Advisory Committee 
An alumni advisory committee can be an active chapter’s greatest asset.  Instead of having just one alumnus advisor, a committee should be formed in which the alumnus advisor is the chairman. 
As stated in the Kappa Alpha Laws:
9-236. Alumni Advisory Committee.  The Province Commander shall appoint for each Active Chapter in his province an Alumni Advisory Committee consisting of not less than three alumni members.  Members of the Alumni Advisory Committee shall periodically attend meetings of the chapter and advise the chapter officers and members upon matters of chapter affairs when they deem such advice to be in the best interest of the chapter or the Order, or when requested to do so by the chapter, the Province Commander, Staff, or by a General Officer of the Order.  The Alumnus Adviser shall serve as chairman of this Alumni Advisory Committee.  Adopted by 67th Convention, 1997; amended by the 69th Convention, 2001. 
For more information on Alumni Advisory Committees, manuals are available through the Kappa Alpha Order National Administrative Office.  

· Alumni Chapters 
There are currently 104 alumni chapters across the United States, which probably means that there is a chapter fairly close to you.  Consider attending one of their meetings and asking for their assistance.  These groups meet because they still care about Kappa Alpha and their membership is full of multi-talented people. Do not be afraid to ask these alumni for help.  Send your chapter newsletter to the alumni chapter president and try to include the alumni chapter in your plans.  There are many cases of alumni who still would like to be involved and are unfortunately too far from their home chapter.  These men usually are involved in their alumni chapter and are just waiting to be asked for help. 

If you have any questions about the alumni chapter in your area, call your province commander or the National Administrative Office and we will be more than willing to help locate the alumni chapter nearest to you.  

Conclusion

At times it may be difficult and frustrating to maintain contact with your alumni, but remember that alumni relations are an important aspect of chapter operations. Proper cultivation of alumni support will greatly assist your chapter’s efforts to be a strong and successful chapter.  

Alumni Newsletter Checklist

______
Information concerning all alumni related social events (Homecoming, Convivium, etc…).  Include the 5 W’s.




Who -

What-


Where-


When-

What to bring & wear-

______
A short capsule of previous alumni events (Include pictures if possible).

______
List all alumni who made financial contributions to the Kappa Alpha Order Educational Foundation or the chapter.

______
A status report of the chapter from the Number I or the Number IV.  Include information covering the following topics:



Names of New Officers



Number of Pledges

Rush & Recruitment

Finances

Community Service

Individual Accomplishments

Campus Leadership

______
Space for alumni to update their address and to comment on the chapter or the newsletter.

______
Send updated alumni contact information to the National Administrative Office. 

Kappa Alpha Order Biographical Form 
Full Name________________________________________ Nickname______________

Home Address ___________________________________________________________

City _______________________________State ______________ Zip Code__________

Year Initiated _______________________ Pledge Class__________________________

Year Graduated ______________________ Major ______________________________

Occupation______________________________________________________________

Firm ___________________________________________________________________

Business Address_________________________________________________________

Wife’s Maiden Name______________________________________________________

Date of Marriage________________ 

Names of Children, gender, and ages__________________________________________

________________________________________________________________________

Special interests, hobbies, clubs, civic, professional, or cultural organizations of which you are a member.

Special Events Planning Checklist
(Homecoming, and other types of events) 
_____

Appoint your committee and make assignments.
_____
Set a schedule for committee meetings – KEEP THE MEETINGS SHORT!

_____
Secure the speaker if you are having one, ask as far in advance as possible.

_____
Secure the location as far in advance as possible.  Select a menu.

_____
Send out invitations.

_____
Secure a master of ceremonies and give him time to prepare.

_____
Don’t forget any decorations that may be necessary.

_____
Assign the head table (place cards are a nice gesture.)

_____
Inform the chapter on the time, location, cost, and attire.

_____
Have a guest register available at the event.

_____
Ensure that if you are presenting awards that you have them in advance and they are correct.

_____
Send out news releases to the Kappa Alpha Journal and to the school newspaper.  

_____
Send out thank you notes to all the parties who helped make your event successful.

