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EVENTS AND ACTIVITIES 
 
BEFORE PLANNING AN EVENT, YOU SHOULD DO THE FOLLOWING: 
 

 Contact UHAA (Coordinator of Reservations) to determine possible date conflicts 
with UH or UHAA pre-existing events. Also, check with your community and board 
members’ calendars for conflicts 

 Plan an annual activity calendar to submit to the UHAA 

 Have a commitment from each board member to support and attend the programs 
and bring at least two alumni or special guests (If board members are not committed 
to the project, do not proceed) 

 Select event sites that reflect the quality of an outstanding university and its alumni 

 Be sensitive to "room psychology." Do not arrange a function for 50 alumni in a room 
designed for 200 

 Offer a variety of programs and activities to reflect the differing interests of alumni. 
Do not try to plan one event that appeals to all alumni 

 Seek input from the board and, whenever possible, the general membership to learn 
the type of program activities alumni would enjoy. (Brief telephone, mail, and e-mail 
surveys work well) 

 Always prepare a written agenda for each program or activity, including starting and 
ending time 

 For functions that require payment by alumni for a dinner or reception, add a small 
surcharge to ensure that the group’s expenses are covered 

 Alumni should be encouraged to reserve in advance (especially if there is a cost    
involved) 

 Attendance is not the sole measure of success. The quality of the event and what is 
said about the university is more important. Over time, consistently good functions 
should attract increasing participation 

 
RESERVATION CHARGES 
 
The most significant expense that alumni consider when deciding whether to attend an event is their 
time. Charges for a dinner or a nominal fee to offset the costs of a reception do not deter attendance 
if it is perceived to be worthwhile and of value. You may consider different charges for UHAA 
members’ vs. non-members, i.e., $15 for the UHAA members and $20 for non-members. 

 

EVENT SUGGESTIONS 
 
Creative and well organized functions are at the core of every successful alumni group. One good 
activity is much better than three or four poorly planned and executed functions. All programs and 
activities should be a justifiable use of the group's resources and should be meaningful and fun. 
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EDUCATION 
 
Educational Excursion 
Historical Excursion 
Educational Seminar 
Cultural Experience 
Graduate Testing 
Lecture Series 
On-campus Open House  
Legislative Advocacy 
 

SOCIAL 
 
Athletic Events 
Membership Campaign 
Community Service Projects 
Happy Hours 
Speaker Series 
Reunions 
Homecoming Activities 
Frontier Fiesta Activities 
Awards Dinners 
Singles Mixers 
Cultural Engagements 
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EVENT CHECKLIST

Program  

 Stage 
 Skirting 
 Steps 
 Podium 
 Podium light 
 Podium Banner 
 Microphone/Lapel microphone 
 Emcee 
 Printed Program 
 Volunteer to cue participant 

Food/Tables 

 Napkins 
 Forks 
 Spoons 
 Knives 
 Cups 
 Coffee Cups 
 Condiments (salt/pepper, 

sugar, creamer, stirrers) 
 Ice 
 Serving utensils 
 Serving dishes 
 Burners 
 Tablecloths 
 Tables 
 Chairs 
 Centerpieces 
 Table 

Staffing/Volunteers 

 Registration 
 Set-up/Tear-down 

 

Registration 

 
 Chairs 
 Tablecloth 
 Small wastebasket  
 Nametags 
 Pens/Markers 
 RSVP list 
 Change Bag 
 Credit Card slips 

Other 

 Tickets for door 
prizes/giveaways 

 Box or basket to collect tickets 
for drawing 

 Printed programs 
 Giveaways or favors 
 UHAA or sponsor banners 
 Trash cans 
 Trash bags 
 Extension Cord(s) 
 Liquor license  

Supply Box 

 UHAA materials 
 Tape  
 Scissors 
 Markers 
 Pens
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GOLF TOURNAMENT GUIDELINES 
 
We request that all reservations and payments made before the golf tournament be run 
through UHAA as to help expedite the reconciliation process. ** 

 
*** Checks need to be made payable to the UH Alumni Association. *** 

 
Within the week before the Golf Tournament please pay attention to the following items: 
 

1.) If no one from the UHAA staff will be in attendance, please make arrangements to 
check out a manual credit card machine. If a member of the UHAA staff will be in 
attendance, please make arrangements with that individual to have him or her bring the 
electronic credit card machine.  

* Please note we do not accept Discover. * 
 

2.) If you need hole markers for the tournament please call ahead to be sure they will be 
available when you need them as, occasionally, the tournaments do overlap. If they are 
available, please come pick them up 2-3 days before the golf tournament.  

 
3.) If by 3 p.m. the business day before the golf tournament you have not received an 

updated spreadsheet, please call 713.743.0828 and request that one be sent as soon as 
possible.  

 
4.) Once the updated spreadsheet is received please print out all columns of the 

spreadsheet. Usually legal paper with a landscape setup is recommended. Each of the 
columns will prove beneficial to you at the actual tournament so be sure to have at least 
one copy with you on the day of the tournament.  

 
On the day of the golf tournament please pay attention to the following items: 
 

1.) Make a note of which individuals or teams have not fulfilled their pledges yet and 
attempt to collect the payment at the golf tournament. 

 
2.) Checks need to be made payable to the UH Alumni Association. 
 
3.) If more individuals or teams show up that had not previously registered please make 

note on the credit card slip or in the “Note” or “Comment” section of the check what 
the payment is in reference to. This also applies when someone purchases additional 
mulligans or auction items.  

 
4.) Also, please make note in a separate location of each purchase made and the reason for 

the purchase, if possible. For example, if a team purchases the maximum mulligans per 
person and writes one check please note the check number, the number of mulligans 
purchased, and what team the mulligans were for on a separate log.  
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5.) The same applies when a cash payment is made. Please write down the person who 
paid and what was purchased.  

 
6.) Make sure to count cash up at the tournament and make note of it in order to have an 

accurate account on the day of the tournament. 
 

After the golf tournament please pay attention to the following items: 
 
1.) When preparing the information to be deposited please break down the revenue into 

auction, mulligans, individual fees, foursomes, sponsorships, and, if necessary, 
merchandise. There may be more or less sections depending on the tournament. 

*Also note that IF merchandise is sold a sales tax will be assessed.* 
 

2.) Please bring or send in all checks and cash in with a deposit form. (Please see attached 
Deposit Form.)  

 
3.) Please bring or send all check authorization forms in with the Deposit Form. (Please see 

attached Check Authorization Form.) 
 

4.) Both the Deposit and Check Authorization forms should be brought in or sent in within 
three to five business days after the event. 

 
5.) Please have cash already counted before depositing the money with UHAA. 

 
6.) Make sure that the President or Treasurer has signed off on the check authorization 

form.  
 

7.) Last, but not least, turn everything in together if possible.  
 
 

 
HAVE A WONDERFUL TOURNAMENT! 

 
 
 
 
 
 
 
 
 




