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SECTION 1        Introduction to a GREAT Class Reunion and  
                              Homecoming Celebration – A Guide for 
                                             Success! 

 

 
Each fall classes from St. Bede return for a Homecoming. This is an 
event that celebrates a return to our Alma Mater, to renew old 
acquaintances, relive experiences, and enjoy a few moments of revere 
and reflection.  
 
Typically, reunions are scheduled every five (5) years following 
graduation. Each event is developed by members of the graduation class 
and can have a range of activities. They can span from the simple to the 
elaborate depending on what the class members would like to participate 
in and experience. 
 
Major milestone reunions usually start with the 5th, 10th, 20th, 25th and 
then the Golden at 50 years. 
 
St. Bede will work with each class to assist with some of the basics in 
developing plans for reunions.  This Guide Book is designed to provide 
some insight into the tasks, actions, and preparations typically required 
to ensure success of your reunion. 
 
This Guide Book will help your class with those special reunions as you 
get further from your graduation. The later reunions (25th and 50th) are 
even more special, not only to the classmates but to St. Bede as well. 
 
As you review the guidelines, please remember these are only guidelines 
to assist in the planning and execution of the reunion activities.  Your 
classes‟ creativity, your camaraderie, and your passion to come together 
again will ultimately be your guide to a successful event. 
 
We hope that this document will be of assistance and we wish you the 
best in making your reunion a great success. 
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Section 2:                  Selecting a Committee 
 

 
General:  
 
Each event should have someone at the “Helm”, i.e., someone who will take the lead 
in planning and executing the event.  The lead person, The Chairperson, the Poo 
Bah, The Big Bear, etc. can be located anywhere. The Chairperson does not have 
to live in the local area or close in vicinity to St. Bede. 
 
Chairperson:  
 
Reunions are a lot of fun and typically someone (or ones) will initiate the “idea” of 
holding a reunion. Usually, they will contact a few classmates to explore the idea and 
thus the process begins.  That initial group has historically become the basis for the 
planning committee. (Exhibit #1) 
 
The person who started the process typically is selected as the Chairperson. They 
must be able to commit time to the event.  Without the availability of time, the 
success of the event could be jeopardized.  The Chairperson‟s responsibilities 
include: 
 

 Selecting a committee 
 Developing agendas for meetings 
 Communicating to the committee and to the class 
 Following-up on all action items 
 Coordinating with St. Bede Academy 
 Herding the “Cats” - getting everyone to the reunion 
 Detailing reviews of all action items and tasks 
 Becoming the “Manager”, the Host and the Champion for the event 

 
Committee Members:  
 
The Chair should solicit and/or select committee members to assist in the planning 
and execution phase.  If your members are “scattered”, i.e. no longer residents of the 
area, we strongly urge that you include at least one “local” person on the committee 
to act as a local liaison with St. Bede and with local businesses, etc. (Exhibit #2) 
 
Committee members may be assigned specific tasks including but not limited to: 
 

 Budget Development  
 Restaurant/Facility Coordination                                                 
 Housing 
 Transportation 
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 Special Events/Activities 
 Merchandise/Memorabilia  
 Website Development (if required) 
 Finance/Money Handling 
 Communications 
 Scheduling 
 Other as required 

 
Each class will establish the size and complexity of their reunion. The number of 
committee members will vary depending on how large or small you decide to make 
your event. We strongly suggest a minimum of five (5) members. This will allow for 
“votes to be taken on issues” and ensure that no “ties” will take place! More 
important, this number is manageable and will be able to spread the work around so 
as to not burden any one person with all the work. 
 
For larger, more extensive reunions, we recommend a committee of seven (7). In all 
cases, if members are added we recommend maintaining an odd number. 
 
And finally, planning and executing a reunion should be a fun activity.  Do not let 
egos get in the way or allow personality conflicts to develop. These will create 
problems down the road both before and after the event!  
 
When an issue is brought forth to the committee, the Chair should encourage 
discussion and then call for a vote. A majority rule should be in place. If the issue is 
“defeated”, then move on and go in another direction.  
 
REMEMBER: The event is to reunite your class and have fun doing it. Keep this 
thought as your main focus throughout the planning process. 
 

Non-Committee Member Input:  
 
Don‟t forget that this event is not just for the committee! This is a “class event” so 
make sure you continue to solicit input and inform classmates of each step in the 
planning process. It is the committee‟s job to develop the excitement to encourage 
participation.  Keeping the plans a secret may discourage classmates from attending 
the event.  See the section on COMMUNICATIONS for some ideas on how this can 
be accomplished. 
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Section 3:        Developing a Time Table & Schedule 

 

General: 
 
Planning an event takes time. And planning an event with a committee that may be 
scattered across the country tends to slow the process.  To ensure the success of the 
event, the committee should first establish an initial schedule or timeline that will be 
their guide to ensuring work tasks are completed on time. 
 
Remember that many of the tasks will be dependent on other tasks being completed 
first so timing is critical. (Exhibit #3) 
 

When to Start? 
 
The easiest answer is AS SOON AS POSSIBLE. We strongly urge classes to start 
planning at least one year in advance. For the Key Events such as 25 year and 50 
year reunions, 18 months is usually required. This will become more apparent later in 
the guide book. 
 

What to Include? 
 
The schedule should start with a high-level look at the event including: 
 

 Start Date 
 School  Homecoming Dates 
 Event Dates 
 Communications 
 Theme Selection 
 Database  
 Follow-up/post event analysis 

 
The schedule should subsequently be expanded to incorporate the specific details of 
each event segment as the planning process allows. 
 
The schedule should be reviewed at every planning meeting and adjusted/modified 
or added to as required to accommodate changes along the way.  
 
One of the committee members should be assigned to maintain the schedule and 
monitor it to keep the event planning on track. 
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Section 4:                      Developing a Plan 
 
One of the most difficult and time consuming tasks (and the most fun) will be to 
develop a plan. You will find that the need for an overview plan of the activities, the 
events, and the times available is needed to bring everything together. 
 
Part 1: Work with St. Bede:  Determine the dates of the Homecoming, what events 
they are planning, and how they expect your class to participate, etc. Ask St. Bede to 
assign a single point of contact who will work with you throughout the process, and 
up to and including reunion weekend. 
 
Part 2: Block out time frames:  You have already (haven‟t you?) set a time 
schedule to get things done. Now that you have met with St. Bede, you should “Block 
Out” segments of time where you can allow for special events focused on your class 
only. As example, some classes just meet on Saturday and have a dinner/celebration 
Saturday night. Some start as early as Thursday and schedule multiple events. Once 
the possible blocks of time are set, then you can begin the process (as described in 
Section 7) of determining what you want to do. 
 
Part 3:  Don’t be shy:  The committee was selected to provide leadership so don‟t 
be shy in identifying possible events for your weekend. Remember, this only happens 
once. Send out your ideas when implementing Section 7.  
 
Part 4: Don’t forget the Spouses!  If your weekend is to be enjoyable, you must 
remember to address the comfort and experience for your spouses. Look at the 
schedules, possible block out times for them to have for their own event, etc.  
 
Part 5: Those who have gone before us:  Unfortunately, every class will have lost 
classmates. Make sure that somewhere in your plan that you make time for a special 
moment and recognition of those who have died. Communicate your plans with 
surviving spouses and family of the deceased. 
 
Part 6: Special Accomplishments: You may want to consider some special 
accomplishments of individuals. Examples: Military service, business 
accomplishments, and special community service achievements, etc.  Also have 
some fun with items like “Most Prolific Award” (most kids and grandkids), “Most Miles 
Traveled”, etc.  
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Part 7: Gathering Info: Plan on getting biographical info on all classmates. There is 
no better way to get caught up on who, what, when and where than to have all 
classmates complete a bio of their last 5, 10, 25, 50 years. 
(See Exhibit #1 - Bio Form)         

 
 
Part 8: Be Creative: Not every class needs to do the same thing, i.e., meet, drink 
beer, go to the game, etc. The Homecoming events are important and should be 
attended by all but after that, put your creative and collective thinking caps on and 
have some fun. Meeting classmates that you haven‟t seen for up to fifty years is 
greatly rewarding and brings back many fond memories. Allow your selves time to 
just sit and visit. 
 
And most of all have FUN! 
 
Part 9: 3-Ring Binder:  Developing a 3-Ring Binder gives you a convenient tool to 
collect and disseminate all the “Bios” of your classmates. You can also use the 3-
Ring Binder for any other items you might want to include in your Homecoming event. 
Over the following years you can easily add to the 3-Ring Binder. This is also a tool 
for your Chairman who can keep all updates, communications etc. in one place for 
easy reference. 
 
Things To Do: 

1. Establish Date to Purchase 3-Ring Binders:  ___/____/_____ 
2. Establish Date to Print Cover Page for Binders:  ___/____/_____ 

 
Suggestion: Buy a Binder with a plastic cover under which you can slip a cover page 
for the binder. This would fall under the Merchandise/Memorabilia projects. 
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Section 5:                      Communications 
 

General: 
 
Communications during the planning process is primarily done with the database.  
The communications between committee members, the committee and your 
classmates, and with St. Bede is critical in every respect. 

 
Communication Tools: 
 
Recent experience has shown that the Internet is one of the most effective methods 
of communication. It provides: 
 

 A no cost method to communicate 
 Is instantaneous providing opportunity for quick response to questions or issue 
 Is available to almost 100% of all classmates (ex: Class of 1961 had only two 

members out of 77 that did not use the internet/e-mail) 
 Easy method of transferring documents 

 
In addition, classes are now using the establishment of social media Facebook, 
Twitter and LinkedIn to inform every one of the activities associated with the event. 
St. Bede can set up a Facebook page just for your Class. Encourage classmates to 
update their information on the St. Bede “update contact information” website page. 
 
No matter which tools are selected, the committee must select the Primary Tool for 
communications to all classmates to ensure that all-important information is available 
to classmates. Let classmates know what your Primary Tool will be. 
 
Using multiple tools may be an option but this runs the risk of class members missing 
important updates. We strongly suggest not using multiple tools. 
 

 
Communication with Classmates: 
 
As we noted in Section 2, the Chair is usually the one who “started the ball rolling”.  
In any case, the Chair should initiate the communication process with all classmates.
                          
  The classmate communications should be used to: 
             

 Solicit input on the Homecoming and associated events 
 Invite classmate participation on committees 
 Provide updates on progress 
 Get feedback along the way 
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Committee Communication: 
 
It is very important that the committee members have a clear understanding of who 
communicates to whom. Internal to the committee, each member should be able to 
openly communicate to all members of the committee. 
 
External to the committee, a communication “Tree” should be developed to eliminate 
any duplicate or cross communications that may create problems down the line. 
 
Example: Communication with St. Bede and the assigned St. Bede rep should be 
restricted to a single person AND/OR designated to members based on tasks and 
responsibilities.   
 
The same should apply to event activities such as restaurants, event locations, 
publicity, etc.  
 

Summary: 

 
Timely and current communication with information of substance is critical in event 
planning. And don‟t be afraid to issue changes in the plan or schedule. It is always 
better to admit a mistake or announce a significant change early in the process. 
Remember, classmates may be coming from all parts of the country so they need to 
know if things change – and things will change! 
 
 
Things To Do: Notify classmates of the Primary Communication Tool. 
        ___ check off when done and date done: ___/____/_____ 
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Section 6:          Developing a Classmate Database 
 
General:  
 
Any event is only as good as the people attending. To make your event successful, it 
is critical for the committee to maintain a database of all classmates. (See Exhibit #5 
Class Roster) 
 

Where to Start: 
 
Initially, start with St. Bede Academy. They maintain a database from which they 
address numerous communications each year.  Once you have obtained information 
from them, it is the committee‟s responsibility to locate any names and locations that 
are missing.  Start early! Get classmates involved in finding other classmates. 
 
This does get more difficult as the years go by, so this initial activity can prove to be 
helpful if your class has multiple reunions. As more classmates eliminate land lines 
and go to cell phones only, this is a challenge for St. Bede to keep this information 
current, unless the classmate has informed them of the change.  
 

Database Management: 
 
Many classes have used Microsoft Excel as the tool to construct their “database” of 
class members. Expand the Excel database to track housing, dinner reservations, 
hotel reservations, commitments to the event as well as financial tracking for event 
costs and payments. 
 

What is in the database? 
 
At a minimum the database should include: 
 

 Classmate name 
 Spouse name  or 
 Significant other name (make sure first & last name are included) 
 Home Address 
 E-mail Address 
 Home Phone 
 Work Phone 
 Cell Phone 
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Secondary fields should be added to include: 
 

 Attendance (Y/N) 
 Arrival Times/Dates 
 Hotel/accommodations locations and contact info 
 Payment info 

 
One member of the committee should be assigned to maintain the data on a 
continuous basis. This is extremely important to maintain continuity. 
 

How to find “Lost” Classmates: 
 
This may not be as easy as you think. The more years that pass since graduation, 
the harder this becomes. The first option would be to contact all known classmates 
and keep a list of those who need to be located. Place a level of urgency in your 
communications so that you find classmates ASAP. This will take time and 
commitment. Assign lost classmates to specific people on your committee to track 
down or ask other classmates for help in finding those „lost‟. 

 
The second method would be to contact any known relatives. They usually can be a 
great source of information and hopefully will accommodate your requests. Ask St. 
Bede for those relatives that may have attended St. Bede. You may be able to make 
a simple call or email and find that lost classmate through their relative. Try and 
remember who had other siblings that attended the Academy or family connection. 
 
The third method would be to utilize the Internet and do searches by name and/or 
last known location. Some of these searches may cost money so make sure this is 
taken into consideration.  
 
Another method would be to identify and locate someone in your class or that 
someone may personally know that may have been or currently in law enforcement. 
They may have several ideas and means in which to try and locate lost classmates. 

 
Deceased Classmates:  
 
This can be the most difficult as the years pass. The same methods as described 
above can be used. If a last known residence is available, start there. Contact local 
newspapers or Google “obituary” with full name, city and state of last known address. 
 
Most classes like to make a tribute to those who have passed so this effort is very 
important. Start early as this can take considerable time and effort. 
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Other Database Info: 
 
Depending on how extensive your reunion will be, there can be considerable 
information in the database that can be used by various members of your committee: 
 
 
           

 
Examples include: (See Exhibit 8) 
 

 Dinner selections (steak, chicken etc.)      
 Special events participation (Golf, etc.) 
 Merchandise/Memorabilia (see info later in this guide) 
 Special requirements (handicap, food allergies, diets, etc.) 

 
The database and the expanded use of Excel is the most important part of reunion 
planning. Without it coordination becomes a mammoth job with risks of missing 
people, activities, tracking payments, etc. 
 
For the more recent graduating classes, being more “computer literate” is not a 
problem. For the older classes, being “computer literate” may become an issue. The 
classmates selected to manage the database and the financial data MUST have the 
basic skills to manipulate the data in Excel. This is a critical step! 
 

Updates: 
 
The basic database should be updated as new information arrives and should be 
issued to the committee on a regular schedule. It should also be sent out to all 
classmates on a periodic basis. This is an effective method of communicating with 
classmates, resurrecting old relationships, and encouraging attendance at the 
reunion. 
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Section 7:        Collecting Ideas - What will we do? 
 

General: 
 
Once you decide to have a reunion for your class, then the creative juices need to 
kick in. Deciding What to Do? When to do it?  Where to do it? All will be keys to your 
planning process. Make sure to be inclusive in your initial process of coming up with 
great ideas. You will be happy you did. 
 

WHO Should be asked? 
 
One of the most difficult aspects of this part of the planning is to request input from 
the class, while not hurting anyone‟s feelings when a pet idea is not used. Here are 
some suggestions on how to go about this: 
 

 Send out a broadcast communication soliciting ideas for the event. Breakdown 
the selections into categories: Banquet/Dinner(s), Special Event(s), Sporting 
Event(s), Women‟s or Men‟s Events, etc. 

 
 Solicit input as to how many events they would like to have and how many 

days they would like to commit to the event. Some do: 
  
 1) Friday/Saturday night event 
 2) Thursday/Friday/Saturday event 
 3) Friday/Saturday/Sunday event 
 4) Thursday/Friday/Saturday/Sunday event 
  
  NOTE: It is very important to find out what the class prefers. It is important 

that they know what events St. Bede has scheduled for the weekend and 
coordinate your class events with those of St. Bede. 

 
 Themes for events are always fun as they bring out a lot of creativity from 

class members. In your initial request, you may ask for Theme ideas to the list 
of events. Classmates will feel involved if they are asked for these responses. 

 
 Make sure you place a deadline for submittal of ideas. You will find that those 

who may not be happy with the final decisions are usually those who don‟t 
respond when asked. 

            
               

 Have your Reunion committee review the ideas individually and narrow down 
to the ones they like. Identifying the same ideas from each member allows you 
to narrow the choices to 6-8 events/themes/ideas.  
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 Send another broadcast communiqué to the class with the top 6-8 choices and 

ask for their votes. Advise them that their choices will be evaluated based on 
appropriateness; schedule; cost and timing. Again, limit the amount of time 
they have to respond with a specific deadline. 

 
 When the responses are received. Select those with the highest vote tally. 

Then, start running the numbers. (See Section 8).   
 

 Make sure you take into consideration a timeline for the events. Most classes 
have a banquet on Saturday as their primary social event. 

 
 The committee should make the final selections regarding schedule, theme, 

number of events, etc. based on the class input. The most successful 
committees use a majority vote as a way of making the final decisions. 

 
 
Whatever you select, be prepared for that one guy or gal who will be asking why did 
you -------------? It will happen and make sure you handle these types of inquiries in a 
sensitive manner. 
 
The most important thing in making these decisions is to make sure the event(s) are 
fun and are structured in a manner that they have meaning to all the class members.  
These events should provide each class with any opportunity to renew 
acquaintances, revisit St. Bede and create a legacy and remembrances for future 
reunions. 
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Section 8:                 Establishing a Budget 
 
General: 
 
Reunions cost money. There is no way around it. The cost depends upon the number 
of events, the type of food and drink at events, hotels, if there is memorabilia, and if 
you establish a goal for the St. Bede Challenge (See Section 9). All of this and more 
will determine the unit costs per classmate. Costs have ranged from a low of 
$50.00/person to a high of $210.00/person. You will spend much time deciding on 
and determining the cost associated with your reunion weekend. 

 
Budget Format & Content: 
 
We again strongly recommend using Excel as you tool for the budget.  The items in 
the budget will vary based on the size and complexity of your event, the number of 
returning class members, the number of spouses or significant others, and the 
number of guests you may invite to the banquet on Saturday night or other events, 
etc. 
 
A sample of a recent reunion spread sheet is attached for your review.  
(See Exhibit #6 Budget Sample)  
 

Costs to Classmates: 
 
The costs to your classmates will obviously be determined by: 
 

 The number of activities in your event 
 The number of attendees including spouses and significant others 
 The number of guests (non-classmates) 
 Gifts and other special items that you may be providing to classmates 
 Other items based on the unique aspects of your events. 

 

Determining Costs: 
 
Getting cost information from suppliers, restaurants, hotels, etc. is not difficult but it 
can be time consuming. The key is to get this done EARLY in the process. 
Remember, yours will not be the only class returning to St. Bede that weekend. 
 
                                   

1. Hotels: (See Exhibit 7) Many of your classmates will be coming from outside 
the area. To have a successful event, it is much more fun to     “house” all in 
the same hotel. Pick out several of the best hotels in the area and request 
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quotes on room rates. Ask for special group rates based on several different 
quantities of rooms, ex. 20, 30, 40 or more.  
Also, ask them to include at no cost, a meeting room where your class can 
gather, pick up information packets, meet and greet and possibly have a 
reception on the first night of the event. 
 
NOTE: The “NORM” is that those members of your class traveling will make 
their own reservations. We strongly suggest that the committees do NOT get 
into handling hotel reservations. Peoples‟ schedules change, they may decide 
not to come, they may want to change their type of room, etc. Let classmates 
deal with the hotel directly and save the committee a lot of headaches. 
 

2. Restaurants: (See Exhibit 8) There are numerous fine dining locations in the 
area ranging from very nice to bar type food. Some groups have two nights of 
dining and choose a casual and then a more formal location.  It is important 
here as well to get competitive pricing similar to that mentioned in hotels.  
 
Pricing should include: 

1. Cost of the basic meal. For sit down dinners, you may want to consider 
offering several entree selections. Be sure that they give you separate 
pricing for each type of entree. 

2. Require that they give you a separate quote for taxes. That way you will 
know exactly what your meal cost is for comparison purposes. 

3. Quote deserts separately. 
4. Quote appetizers separately and ensure that the appetizers will be 

sufficient for the size of your group. 
5. Require a percentage quote for gratuities. 
6. Require that they give you a price list for drinks.  We recommend that 

you provide tea, water, and coffee as beverages included with the meal.  
A cash bar limits your exposure for cost overruns.  If you are setting up 
in a banquette room, require that a bar be set up for your exclusive use. 

7. Make sure you get everything in writing before you send out 
information to the class. 

 
3. Other Items: If you are planning on providing any gifts or memorabilia as part 

of the overall costs, use the same tactics as mentioned above. Get all prices 
firmed up in writing before you publish anything to the class.        

 
                       
 Other classes have included things like: 

1. Tote bags – great to put everything else in 
2. Caps 
3. Embossed mugs or wine glasses 
4. Embossed golf, polo or sweat shirts 
5. DVD‟s of the event        

 
Things like embossing can range from something as simple as the graduation year 
and Homecoming date to creating your own logo for the event. 
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Again, any/all of these items must be accounted for in your budget in advance of 
telling the class what their costs will be. 
 
Note: The worst thing the committee can do is publish a price and have to change it 
especially if the price goes up.  
 
 
        4. St. Bede Class Gift Challenge (See Section 9 for Details): This can be 
handled any number of ways:     
 

1. Set the level of donation your class wants to make to St. Bede (if you 
want to make one). 

2. Determine the amount requested on a per person (classmates only) 
basis. 

3. Determine if you want that to be collected and maintained in a 
separate fund or as part of the event costs 

 
         5. Contingency: You may want to include a small contingency in the 
             quoted price for the class to cover incidentals that you missed. It won‟t   
   hurt to have a small surplus of money at the end of your event. 
 
         
FLEXIBILIY: Budgets are a target to meet. When your initial communication is 
issued, make sure that you advise classmates that the budget is subject to revision. 
Try not to commit to a hard budget early on in the preparation as there will ALWAYS 
be items that you determine to be needed as the planning process continues. 
 
Another Key to a successful event: be honest and open with your class about the 
costs. This is their reunion and they will soon realize that an event like this carries 
with it a cost. 
 
 
 
 
 
 
 
                                   


