	Family reunions are a special time and organizing one takes time.  Use the following worksheets to help get things in action.
 

 

Committee Heads:    2 people in each category
 

Finance/Fundraising:_____________________________________
 

Food Committee:__________________________________________
 

Invitation/Communication Committee:_______________________
 

Family History:___John Blair________________________________
 

Entertainment/Activities Committee:________________________
 

Set-up Committee:_____John Blair____________________________
 

Clean-up Committee:______________________________________
 

Registration/Welcoming Committee:______________________
 

Decoration Committee:___________________________________
 

Photography and Recording Committee:______________________
 

 

 

 

Date of Event: 
  
Day of Week: 
Time: 
Location Site: 
  
Estimated # of People: 
  
Address of Site: 
  
Estimated # of Invitations: 
  
Contact Person #1: 
  
Phone: 
  
Pager: 
e-mail: 
  
Contact Person #2:
  
Phone: 
Pager: 
  
E-mail: 
Theme Colors: 
  
  
Theme: 
  
 

SITE LOCATION WORKSHEET  
Location: 
  
Address: 
  
  
Contact Person: 
Phone: 
  
Web Site Address? 
Fax: 
  
  
Time Frame: 
  
  
Base Rental Fee: 
  
Fee Per Hour Extra: 
  
Extra Time: 
Pre-set up allowed: 
  
Set-up Time: 
Fee: 
Clean-up Fee: 
  
Security Fee: 
Fee for Tables: 
Sound System 
  
TV/Monitors 
Fee for Chairs: 
# of Tables Needed: 
  
# of Chairs Needed: 
Fee for Table Clothes: 
  
Alcoholic Beverages Allowed? 
  
Electrical Outlets 
Food on Site? 
Other Services/Amenities: 
Handicap Parking
Plenty of Parking
RV Parking
Kitchen
# of Restrooms
Play area
Covered outdoor Pavilion
Piano
 
Tennis Courts
Swimming Pool
Golf
Meeting Room
Pool Table
Horseback Riding
Nearby Park
Volleyball
Notes:
Other Requirements: 
  
  
  
  



 

SCHEDULING WORKSHEET      
	RSVP Due Date: 
  
	Final Head Count 
	Delivery Dates/Times: 
    
  
  

	Setup Time/Date 
  
	Clean-up Time
  
	Rental pickup date and time: 
  
  

	Other: 
      
	Other: 
	Other: 


 

          
	( 
	Consideration/Element 
	Comments/Decisions 

	  
	Potential site location visited 
	  

	  
	Theme chosen 
	  

	  
	Chairperson selected for each committee 
	  

	  
	Gather cost estimates for Budget 
	  

	  
	Check for proposed date to avoid conflicts 
	  

	  
	Finalize date
	  

	  
	Begin designing invitation
	  

	  
	Develop press release listing for family reunion web sites
	  

	  
	Select program entertainer, MC, family speaker 
	  

	  
	Compile mailing list, data base, email listings, etc. 
	  

	  
	Investigate the need for special permits, licenses, insurance, etc. 
	  

	  
	Select photographer for event; arrange for photo session and assignment 
	  

	  
	Gather written contracts for site, catering, entertainment, decorations, etc.  if needed
	  

	  
	Finance committee drafts initial budget 
	  


	  
	Family Crest/Shield for printing needs 
	  

	  
	Order plaques, certificates, trophies, other awards or gifts 
	  

	  
	Send reunion announcement in local newspapers 
	  

	  
	Determine menu with caterer and family sponsor
	  


	  
	Mail invitations, registration forms, and other information
	  


  
	  
	Put together registration/welcoming packets 
	  

	  
	Provide caterer with an estimate of guests expected 
	  

	  
	Review script 
	  

	  
	Confirm transportation needs for elderly
	  

	  
	organize guest homes, hotel accommodations, etc.
	  

	  
	Prepare name tags  
	  

	  
	Assign head table seating if desired
	  

	  
	Formalize Lunch program (or other program) agenda 
	  

	  
	Print program or other special handouts 
	  


  
	 
	Meet with committee and helpers 
	  

	  
	Write checks for payments due 
	  

	  
	Gather receipt book, mobile credit card terminal/equipment, etc. 
	  


	  
	Load up all required materials, equipment, packets, etc. 
	(obtain permission to set-up in advance) 

	  
	Provide or arrange transportation for VIP’s and guests 
	  

	  
	Initiate a cock-tail hour for VIP’s and guests 
	  

	  
	Recheck all necessary equipment 
	  


  
	Possible Locations:
Old Homestead
Old Fort
Family Cemetery
Historical Building
Restaurant
Picnic in the Park
Large Home
Campgrounds/RV Park
Bed and Breakfast
Dude Ranch
Cruise
Theme Park
 
	Activities:
Silent Auction
Raffle
Family cemetery clean-up
Church Service
Talent Show
Family History Skit
Tour opportunities
Fire Works Show
Time Capsule
Quilting Circle
Pie/Watermelon Eating Contest
Outdoor Games: Horseshoes, volleyball, tennis
Golf Tournament, 
Dance
Guess Who?  bring baby photos 

Old fashion sack race, egg race, balloon toss, etc. 

Plant a tree/bush 

	Children's Activities
Crafts Table
Color family crest/design one
Board Games
Outdoor Games
Frisbee
Puppet Show
 
	Remembrances
Family Video
Home Movies
Slide Show
Power Point Show
 

	Memory Table
Old memorabilia with identifiers

Old Quilts

Photos

Documents, Marriage Certificates, etc.

Old Kitchen items

Newspaper clippings

old greeting cards, post cards & letters

 
	Family Reunion Conference
Have scheduled events during the afternoon for family members to attend such as:


Genealogy Research Class
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Family History Information Gathering Time
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Interview/videotaping the elders


	Family Directory
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Names, addresses, email, phone
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Services offered
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Special talents
 
	Name Tags 

List name 

son/daughter of 

grandson/granddaughter of 

City 

	Sign-in Registration Table 

Guest Book 

Large Plastic Table Cloth with marker pens 

Large Family Tree print
	Silent Auction/Live Auction 

Attendees bring crafts, products and other items for money raised benefiting the next year's reunion or to cover the extra costs of the current year's reunion 

 


 

NEEDS LIST
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	Welcome banner about 10'
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Name Tags and markers
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Registration guest book
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Souvenir T-shirts, caps, aprons
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DJ, band or professional story teller
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Web site for reunion notices
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Tent rental
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Maps
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Survey forms for evaluation purposes
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Welcome packet, newsletter, etc.
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Balloons
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Decorations


	 
	 


