UWE | s

Bristol | &,

Example reunion event timeline and
checklist

What When Done?

Six months to one year before
Six months to one year before
Six months to one year before
Six months to one year before
Six months to one year before

Set up asocialmedia group + promote IS E plelslta SR e Ne s SRV Tl IS (o] ()
the event

Send ‘save the date’ Six months to one year before

Two - five months before
Two - five months before
Two - five months before
Two - five months before
Two - five months before
Two - five months before
Two - five months before

A month before
Organise guest badges A month before
Send out a one week reminder A week before

Confirm numbers and details with your WA= Qs {elf=)
venue

Send joining instructions to your guests WARYEE = 0]

Promote the event Ongoing
Ongoing

Thank you email/letter After the reunion
After the reunion
Share on Social media After the reunion

Feedback to Development and Alumni After the reunion

team



