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 Introduction

 
This handbook is intended to aid alumni in the formation and management of alumni clubs.  This guide 
contains the necessary tools that volunteer leaders need to run an alumni club officially, as set by the 
University of Montevallo National Alumni Association. 
 

 

Greetings alumni! 

You are the reason why the University of Montevallo is so special! Because of your 
service and generosity, UM continues to grow and prosper for the students today who 
will become future alumni. Many thanks to those of you who liberally give of your 
time, talent and treasure to the University. 

Alumni Clubs and affinity groups are key in keeping alumni engaged. Clearly, special 
connections and friendships made when you were UM students are everlasting. 

On behalf of the board of directors, thank you for allowing me the opportunity to 
serve as president. I welcome you back to campus to attend special events — not just 
at Homecoming and Founders’ Day — but any time your schedule allows. 

Whether near or far, “You belong at Montevallo.” Carry the Montevallo spirit far 
beyond our brick streets. Find an alumni club you connect with or start one of your 
own! I look forward to meeting each and every one of you at an alumni event soon! 

 

 

 

Cynthia Todd ‘88 

UMNAA President 
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Mission & Goals 
 

University of Montevallo Mission Statement: 

The overriding mission of the University of Montevallo, unique in higher education in Alabama, is to provide to 

students from throughout the state an affordable, geographically accessible, “small college” public higher 

educational experience of high quality, with a strong emphasis on undergraduate liberal studies and with 

professional programs supported by a broad base of arts and sciences, designed for their intellectual an 

personal growth in pursuit of meaningful employment and responsible, informed citizenship. 

University of Montevallo National Alumni Association Mission: 

 Enhance alumni ties to and support of the University of Montevallo 

 Promote active and effective participation of alumni in the Association and the University 

 Advocate, promote, and support the University of Montevallo and its unique mission to be a vital part of 

Alabama’s future. 

 

What is an Alumni Club? 

Alumni clubs are geographically, affinity-based (special interests), or identity-based groups of University of 

Montevallo alumni. Their purpose is to: 

 Foster a continuous relationship between alumni and the University through coordinated activities. 

 Involve alumni in promoting the University of Montevallo’s & the National Alumni Association’s mission. 

 

Our Goals Are To:  

 Connect alumni with one another and encourage business networking opportunities.  

 Support UM’s mission through volunteerism and philanthropy.  

 Represent the University of Montevallo in our local communities and continue to attract students to UM.  

 
Alumni clubs will abide by the Alumni Association’s purpose and guiding principles and will work in partnership 

with the University and Office of Alumni Affairs to achieve the above goals.  

 

UMNAA VP of Clubs and Responsibilities: 

 Recruit volunteers for new alumni clubs. 

 Assist club leaders in organizing new alumni clubs.  

 Assist club leaders in planning and coordinating club events as needed. 

 Support club and assist in recruiting volunteers. 

 Hold alumni club leadership conference calls when needed. 

Alumni Director/Alumni Office Responsibilities: 

 Offer programming ideas including arranging speakers, etc. 

 Provide alumni lists from alumni database.  

 Assist with creating invitations. 
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 Promote events on alumni website and social media. 

 Provide contact information when needed (to be used for alumni business exclusively). 

 Provide follow-up emails as needed. 

 Provide assistance with mailings. 

 Supply nametags, registrations materials and door prizes as needed. 
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Club Structure 
 
A University of Montevallo alumni club may be developed by any group with a large enough base of alumni to 
both sustain events and manage a club. Alumni clubs may be geographic, affinity-based or identity-based.  
Alumni clubs are formed for the benefit of both alumni and the University of Montevallo. 

 
Requirements for Starting an Alumni Club 

 Contact the Alumni Office to discuss geographic or special parameters for the group. The Alumni Office 

recommends a minimum of 50 alumni or other constituents in the geographic/affinity/identity area. 

 Hold an organizational meeting with a representative from the Alumni Office to discuss the purpose, 

requirements and benefits of the group.  (This meeting may be conducted via Zoom Meetings with the 

assistance of the Office of Alumni Affairs) 

 Conduct an online survey to gauge interest in being an active alumni club participant. 

 Recruit other volunteers to serve as a steering committee for the group. 

 Determine a name for your alumni club. 

 Be granted permission from UMNAA to start your club. 

 Begin planning your first event. 

 

 

Club Levels 

The alumni pool in any geographic/affinity/identity area will determine what level an alumni club is established 

as.  This level structure helps set parameters for required events, club leadership and club funding levels.  An 

outline of club levels is below: 

 

Level Alumni Pool # Required 

Events 

Recommended # Council 

Members 

# Required 

Contacts 

Stipend Funding 

3 1,000> 3 3-5 3 $500 

2 100-999 2 2-4 2 $250 

1 <100 1 1-2 2 $150 

  

 

Membership 

All UM alumni are welcome to affiliate with any/all active alumni clubs that they may choose to whether it be a 

local geographic-based club, an affinity-based club, or an identity-based club related to commonalities they may 

share.  While each alumnus can be a member of multiple clubs, they must designate only one club as their 

primary “home” for statistical unrestricted giving tracking purposes.  
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Requirements To Maintain An Active Alumni Club 

 To remain in good standing, each club must: 

 Maintain required structure and adhere to club expectations 

 Be fiscally responsible (club budget breaks even or under budget)  

 Hold the required number of annual events 

 Hold a minimum of one business meeting per year 

 Submit all required Event Feedback Forms 

https://www.cognitoforms.com/UMClubs1/ClubEventFeedbackForm 

 Submit annual Funding Request Form/Upcoming Year Event Plan (on or before July 31) 

https://www.cognitoforms.com/UMClubs1/UMAlumniClubFundingRequestForm 

Any club failing to meet these requirements will be suspended and ineligible for funding and support benefits 

until such time that it can be re-formed to correct outstanding issues.   

Alumni Club Volunteer Council  

Your alumni club volunteer council will plan and manage the activities of the organization and is expected to:  
 
• Demonstrate a commitment to the Alumni Association’s purpose and guiding principles  
• Support the efforts of club leaders 
• Brainstorm new and creative program ideas  
• Prepare yearly club plan for the period from Oct. 1-Sept. 30 (due July 31)  
• Develop and coordinate events  
• Collect and report event attendance  
• Assist with promotion of events  
• Encourage alumni to become active in club activities  
• Identify and recruit future club and council members  
• Participate in feedback/assessment efforts  

 

Leadership 

Alumni clubs must have an established structure as part of the requirements to be eligible for annual stipend 

funding.  This includes a required number of primary contacts for the club.  The number of required contacts 

varies by club level designation.  Clubs may also have additional volunteer positions or committee heads if they 

choose.  It is recommended that club contacts should be chosen from club membership for terms of two years 

and should serve no more than two consecutive terms, but this is not a requirement.  The goal should be 

avoiding burnout among alumni volunteers willing to take on leadership roles, ideally by rotating out these 

responsibilities.  Primary contacts should ensure that the Alumni Affairs office has their updated contact info at 

all times to allow for efficient communication and coordination with said club.  Each club will be assigned an 

alumni club committee liaison which will be your primary point of contact from the UMNAA board of directors 

for any needs you may have.  The alumni association vice president of clubs coordinates all of these liaisons and 

works directly with the UMNAA Board president and the director of alumni affairs to ensure that all alumni 

clubs operate as efficiently as possible and that all events are successful and work to achieve the mission and 

goals of the UMNAA and the University of Montevallo.   

In addition to your primary contacts, your club may also be required to have a secondary contact and should 

ideally have 2-3 additional council members to assist with planning and executing club activities and events.   

Alumni club council members and leaders are serving as ambassadors for the University of Montevallo. 

Professional and ethical conduct will be expected of club leaders, volunteers, and members. Alumni Affairs 

reserves the right to remove council members who are not conducting themselves in a befitting manner.   
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Various leader positions and responsibilities are listed below.  Again, not all clubs will have/need all of these 

positions, but may choose which ones apply best to your particular club.  

 Level 1 clubs are required to have a primary contact and a secondary contact (primary contact would be 

responsible for both operations and finance for level 1 clubs). 

 Level 2 and 3 clubs are required to have a primary contact for operations, a primary contact for finance and 

a secondary contact. 

Primary Contact- Operations 

 Arranges location and sends out notification of council meetings.  
 Presides at all meetings following the basics of Robert’s Rules of Order.  
 Maintains communication monthly via email or conference call with alumni club committee liaison.  
 Suggests and guides the projects/activities of the club.  
 Prepares and submits an annual report and annual event plan for the Office of Alumni Affairs. 
 Appoints any club committees/committee heads as needed with the advice of other council 

members. 
 Serves as the spokesperson for the club. 
 Is ultimately responsible for the club activities. 
 Submits club news to the alumni clubs liaison for publication. (may be delegated to committee head) 
 Takes pictures and sends them to the alumni clubs liaison so that they can be included on the 

website, Facebook and in the Montevallo Today. (may be delegated to committee head) 
 

Primary Contact- Finance 

 Ensures that club is remaining fiscally responsible. 
 Coordinates financial needs with Alumni Affairs office. 
 Reports club financial status as needed to UMNAA clubs committee liaison. 
 Assists in preparation of annual report and annual event plan for the club 
 
Secondary Contact 
 Assist primary contact(s) with duties as needed. 
 Acts as back-up in the absence of primary contact at club events and activities. 
 Helps recruit and maintain club membership. 

 

Committees (Optional)   

The council has the power to appoint any committee it deems necessary to achieve the club’s mission and goals.  

 

How To:  Recruit Club Volunteers 

• Request data from Alumni Office: You can request information on your alumni base from your alumni 
association staff contact. Alumni population data relevant to your group may include age, major, location 
and student organizations. 

• Use surveys: Whether in-person or online, surveys can be an effective tool to understand who might be 
interested in volunteering with your organization. The alumni association has used surveys to generate 
interest and receive feedback, and can send one to alumni on your behalf. 

• Host a volunteer meet-and-greet event: An alumni networking event provides an opportunity for your 
leaders to share the positive impact of volunteering and get alumni excited about volunteering with your 
group. 
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• Find alumni through social media: Linkedin.com and other networking sites are a great way to search for 
and connect with alumni based on career and location. 

• Empower your membership: The road to recruiting a club leader can start with small steps. Ask some of 
your more committed members to help with short-term projects or events, thank them for their service and 
encourage them to serve on your council. 

• Marketing your volunteer opportunity: Utilize resources at the alumni association — email, web and print 
support — to share information with your alumni base. Additionally, you can post your volunteer 
opportunity on the alumni website. 

 

Funding & Finances 

Alumni clubs are eligible for an annual funding stipend determined by the level of the club.  This stipend is not 

automatically granted but must be applied for annually by completing the online request form and annual 

Alumni club planning outline.  Also, to be eligible, the club must have met the event feedback and financial 

reporting requirements for the previous year.   

Stipend funding cannot be used for the following purposes: 
 
 To fund a chapter’s scholarship account 
 To pay a speaker or special guest (unless they have filed W2 paperwork and are an approved vendor of the 

University of Montevallo) 
 To pay a non-refundable music act (band, singer, etc.) prior to the event 
 
Funds will not be paid directly to a club or to any club leader unless payment is being reimbursed for an 
approved expense.  Proper receipt/documentation is required for all reimbursement requests.  These 
reimbursements will be charged against your club’s approved stipend amount.  Reimbursements will not be 
made to any club that does not have an account in good standing, or that does not have current stipend funds 
available.  Reimbursement requests/documentation should be included with event feedback form. 
 
The University may be able to pay some funds directly to a vendor.  Please coordinate any such requests with 
your alumni clubs liaison.  These payments will be charged against your club’s approved stipend amount.  
Payments will not be made for any club that does not have an account in good standing, or that does not have 
current stipend funds available.   
 
Unused stipend funds do not roll over to subsequent years.   
 
Clubs are not permitted to charge membership dues in any form. 
 
The services and support provided by the Alumni Association to clubs at no cost, combined with careful 
planning to appropriately charge event fees to attendees as needed, should allow most chapters to operate 
without the need for additional fundraising for operations. 
 
The Alumni Association strongly discourages clubs from soliciting general financial contributions from alumni 
for anything other than philanthropic purposes that support the mission of the UMNAA. If you believe your club 
is in need of additional operating funds, please speak with the Alumni Association first to determine the best 
approach to meet your needs. The association may be able to cover upfront costs that will be reimbursed by 
attendance fees. 
 
Alumni clubs are not stand-alone legal entities, but rather subgroups of the UMNAA.  Therefore, alumni clubs 
should not seek to establish club bank accounts of their own.  Accounts may be created with the University for 
larger or more active clubs which have more financial tracking needs.  Coordinate with your UMNAA club liaison 
if your club needs assistance in this area.  
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If the club pursues sponsorship opportunities, sponsors must be approved by the Alumni Association first to 
ensure they fall in line with university guidelines and do not otherwise hinder any other existing activity or 
relationships. Strict guidelines exist for links, logos and mentions of sponsors, so please work with your liaison 
to ensure compliance with all standards. 
 
The Alumni Association cannot fully fund clubs. All groups should operate as close to a break-even basis as 
possible. Groups can build operating funds through events by charging attendance and fees. 

 
Clubs cannot charge membership fees. The Alumni Association is a non-dues paying organization and, by 
extension, so are the clubs. Please contact your liaison if you have questions about ways to raise operating 
funds. 
 
 

Requirements to be Eligible for Annual Stipend Funding: 

 Complete online UM Club Funding Request/Upcoming Year Event Plan before July 31. 

https://www.cognitoforms.com/UMClubs1/UMAlumniClubFundingRequestForm 

 Must be an active club in good standing (see page 7). 
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Programs/Events 
 
Hosting programs and events is not only a great way to promote fellowship among your club members, it is 
also a great way to represent UM and get our name out in the communities that you are a part of.  Make sure 
that you have someone in charge of taking pictures of your events and activities.  That’s a great way to 
demonstrate your Falcon pride and to help provide motivation and ideas to other clubs across the country. 
 

Types of Events 
 

Signature Events 
 

Signature Events are events or activities that are targeted to a broader alumni audience than just the club 
alumni in the region where the event is held or that may be coordinating the event.  These events are 
typically initiated by the University/Alumni Office in coordination with a local club.  Signature events may be 
eligible for additional club funding for the host club.  This determination will be made by the UMNAA vice 
president of clubs in coordination with University priorities. 

 

Kick-Off Events 
 

Kick-Off events are initial events/activities that are established by the Alumni Board/Alumni Office in areas 
where there is no active alumni club to establish or gauge interest in starting a club there.  These events may 
be part of a targeted alumni club expansion effort or may be initiated based on request from area alumni or 
the University.  Kick-Off events will either be fully funded by UMNAA/Alumni Office or designed to be self-
supported. 
 

Normal Club Events/Activities 
 

Normal club events and activities are those that are mainly targeted toward the general membership of the 
local alumni club as an effort to maintain alumni engagement, socialize, recruit or raise funds for 
scholarships.  These activities should be either self-supporting or covered by local club operating funds.   

 
Planning Club Events 
 

One of your club’s key responsibilities is to determine the frequency and type of events it wants to offer in the 
area. Each club is expected to coordinate at least one event per year. When planning, be sure to consider the 
diverse characteristics of alumni (class year, work and family commitments, interests, etc.). Providing a variety 
of events will reach and engage the most alumni. Begin planning at least 12-14 weeks in advance to ensure 
event logistics and communications are completed in a timely manner. This lead time is crucial to appropriate 
event promotion. Below are some suggestions for different types of events your club might pursue: 

 
Community Service* 

 Active, hands-on community service opportunity 
 Does not include making charitable donations 
 Examples: serving a meal at a soup kitchen, cleaning up a local park, food-packing 
* The 4th Saturday of April is the Alumni Association’s “Day of Service” when we encourage all alumni to 
perform an act of service in their community. 

 

Diversity/Culture 
 An event that educates alumni about and/or celebrates cultural diversity 
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 Examples: speaker presenting on diversity topics, viewing of a film with strong historical and/or social 
justice themes 

 

Student Programming 
 Events that allow members to engage in student recruitment or programming 
 All recruitment events are in accordance with the policies and procedures of Undergraduate Admissions 

Examples: Summer Send Off event, Winter Break Catch Up, Falcon dinners, career advice 

 
Special Interest 

 Structured event or events that feature a specific area of interest held by a significant number of group 
members 

 Examples: speaker with expertise on a subject of interest to the group, Homecoming College Night watch 
party 

 

Arts 
 Event that serves to educate and/or celebrate the fine and/or performing arts 
 Examples: attend a live theater event, social painting events, visit an art museum 

 

Lifelong Learning 
 An educational event that aims to continue learning and development among participants 
 Example: book club, Falcon evening with guest from the alumni association’s speakers list  

 

Networking 
 Events that create opportunities for alumni to connect professionally and socially. 
 Event must have a formal networking component/activity. 
 Activities: formal business card exchange, Networking Bingo, Falcons After Work 

 

Health & Wellness 
 Events that focus on being aware of and making choices toward a healthy and fulfilling life. 
 Events can focus on any of the nine dimensions of health and wellness: physical, emotional, financial, 

spiritual, social, career, intellectual, creative and environmental 
 Examples: tai chi, finance workshop, 5K, yoga, healthy cooking class, attending an interfaith dialogue 

 

Virtual Events 
 Events that don’t require members to travel or even be geographically close may allow your club to 

appeal to a broader number of alumni, or allow more alumni to be active/connected than they otherwise 
would be. 

 Examples: topic panel discussions, book clubs, dance parties, trivia/games 

 
Event Best Practices  
 

 Know your members/audience and try to match the events to their interests. Make sure you have a variety 
of events that attempt to cover the range of age, gender and ethnic groups. Since it is impossible to please all 
of the people all of the time, at the very least one event per year will spark a particular group’s interest.  

 Schedule annual or seasonal events for the year so members can plan and look forward to upcoming events. 
Check dates for possible conflicts with other events in your community or with the University.  

 Check with the local Chamber of Commerce, Convention and Visitor’s Bureau and or the Calendar/Life 
sections of your local newspaper for locations and event ideas. Choose your location carefully and make sure 
it is convenient as possible for all members of the club. If you have multiple events it is a good idea to have 
events in different geographic areas of your club in case travel time factors into a member’s decision to 
attend.  
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 Encourage members to RSVP by reducing the price of the event for RSVPs versus the door price. This will 
help with the headcount and planning the event.  

 Budget wisely! The Office of Alumni Affairs offers a fixed budget depending on the club level to assist clubs 
with offsetting event ticket prices, so keep in mind the price point per person and make sure that your 
membership is willing to pay the ticket price.  
 

Guidelines for Events and Communication Pieces  
 

 Contact Alumni Affairs 12-14 weeks in advance of any events you would like to schedule so that we can help 
with appropriate planning.  

 University of Montevallo policy does not permit alcohol to be served at on-campus events where prospective 
students, admitted students or current students are the main audience. (Off-campus events where a third 
party vendor is used may be excluded from this policy) 

 Communication is essential to the success of your club and its events. All communications, no matter the 
vehicle, will adhere to UM brand guidelines and must be approved by Alumni Affairs prior to distribution. 
University of Montevallo Offices of Marketing and Communications and Alumni Affairs have the final 
authority on the design and copy of all print and electronic pieces.  
 

Mailings & Emails 
 
 Alumni Affairs will help design and write copy for event invitations.  
 Final event details are due to Alumni Affairs at least eight weeks prior to an event to allow for sufficient time 

to create and if using print invitations (Any print invitation for a club must be approved by the director of 
Alumni Affairs and the vice president of clubs).  

 Invitations should be mailed at least four weeks prior to an event (www.montevallo.edu/design-branding/). 
 Email is the preferred and recommended primary communication for most club events and activities.  All 

event invitations and club activities may be communicated to alumni via email.  
 Emails must be sent through the Alumni Affairs broadcast email system.  
 Alumni Affairs will help design and write copy for all emails.  
 Allow two week lead time before an email is distributed.  
 The initial email invitation for an event should go out three to four weeks prior to the event. Follow-up 

emails will be sent at weekly intervals as necessary.  
 Club emails will be scheduled so as not to overlap with other University e-communication.  
 Please share any information updates you receive from alumni with Alumni Affairs.  

 

How Alumni Affairs Will Market Your Event  
 

 Post on the montevallo.edu/alumni calendar of events  
 Include in Montevallo Today (for larger club events if publication deadlines are met) 
 Email invitation  
 Social media 
 Optional direct mail invitation (if approved by UMNAA vice president for clubs and the Alumni Affairs office)  
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Event Checklist 
 

_____   __________________________  Date 

_____   __________________________  Time 

_____   __________________________  Location 

_____   __________________________  Event Purpose 

_____   __________________________  Theme 

_____   __________________________  Target Audience 

_____   __________________________  Estimated Attendance 

_____   __________________________  Contact Person 

_____   __________________________  Insurance Needed 

_____   __________________________  Volunteers/Club Members On-site 

_____   __________________________  Guest List/Registration 

_____   __________________________  Invitations 

_____   __________________________  RSVP Date and Who’s Collecting 

_____   __________________________  Event Program/Itinerary 

_____   __________________________  Speakers 

_____   __________________________  Budget Available for Event 

_____   __________________________  Expenses Incurred 

_____   __________________________  Cost for Attendees 

_____   __________________________  Space Reserved 

_____   __________________________  Caterer Secured 

_____   __________________________  Beverages (tickets provided; cash or open bar) 

_____   __________________________  Decor 

_____   __________________________  Entertainment 

_____   __________________________  Equipment (tables, chairs, risers, podium, etc.) 

_____   __________________________  Audio Visual 

_____   __________________________  Marketing 

_____   __________________________  Giveaway 

_____   __________________________  Security 

_____   __________________________  Photography 

_____   __________________________  Parking 

_____   __________________________  Directional/Location Signs 

_____   __________________________  Nametags 
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Event Planning Suggested Timeline 
 

12-14 weeks  
o Discuss ideas for event with the Office of Alumni Affairs  

 
10 weeks  

o Date and program confirmed  
o Venue selected  

 
8 weeks  

o Event fee determined (if applicable)  
o Invitation copy sent to Alumni Office - please include date, time, location, event fee if required, 

parking instructions, and any other information to be included on invitation  
 

4-5 weeks  
o Invitations mailed/emailed  
o Event posted on club website and marketed with social media  

 
3-4 weeks  

o Catering ordered  
 

1-3 weeks  
o Reminder emails sent  
o Updated RSVP lists sent to Alumni Office  
o Event re-advertised through social media  

 
1 week  

o Event kit mailed if Alumni Affairs staff not attending the event  
 

Four days before  
o Final guest list prepared  

 
Event Day  

o Arrive at least 45 minutes prior to ensure venue is set up properly  
o Ensure accurate attendance is recorded 
o Take pictures  

 
Next Day  

o Complete Event Feedback Form and include any approved invoices and/or receipts for payment or 

reimbursement.  Also be sure to attach pictures of the event!   



16 | P a g e  
UMNAA Alumni Club Handbook (revised 02/23/21) 

Club Fundraising Guidelines 
 
Scholarships 

Alumni clubs may wish to raise money toward a University of Montevallo scholarship.  This may be done in one 

of two ways: 

1. Raising funds long-term for an endowed scholarship to be presented annually.  This is the preferred method 

and ensures a more lasting “legacy” for the club’s efforts. 

2. Raising funds short-term for a one-off scholarship given locally by the club.  This scholarship may or may not 

be awarded annually. 

Stipend money provided by the UMNAA may not be counted toward scholarship funds for any reason.  This 

money is meant only to offset club expenses for events or meetings.  Scholarship donations must be made 

directly as such, or may be made by clubs as proceeds from events after expenses have been paid.   

Clubs will work with the Advancement office in accordance with their scholarship requirements to assist in the 

establishment of their scholarship criteria. 

Endowments 

Alumni clubs may also choose to raise money toward specific UM endowment funds.  These efforts allow clubs 

to financially support the University’s mission and goals in other ways than scholarships alone.  

Stipend money provided by the UMNAA may not be counted toward endowment fund giving for any reason.  

This money is meant only to offset club expenses for events or meetings.  Endowment fund donations must be 

made directly as such, or may be made by clubs as proceeds from events after expenses have been paid.   

Philanthropy 

Yet another way alumni clubs may support UM’s mission/goals financially is through giving toward various 

philanthropic efforts.  Ideally these philanthropic endeavors would be directly beneficial and targeted toward 

UM alumni, students faculty and/or staff.   

General Fundraising 

General fundraising by alumni clubs is discouraged.  Fees may be charged per event to help offset costs and/or 

to build club funds for future events.  However, other fundraising should be limited only to the areas mentioned 

above.  If members wish to contribute more, they should be directed to do so via the general fund for the 

University. 
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Resources & Benefits 
 
Alumni Office Support/Resources 

 
Running an alumni club is a joint effort between alumni volunteers and the Office of Alumni Affairs. 
The Alumni Affairs team will communicate with your club to provide staff support in planning 
activities and events, as well as to offer expertise and guidance. Maintaining good standing as an active 
alumni club gives you access to a variety of resources that will result in less work for you and your 
volunteers and a greater opportunity of having successful events.  Assistance may be provided in the 
following areas:  

 
 Coordination of event site and catering  
 Event marketing  
 Assistance designing invitations 
 Online event registration and payment tools (for events with fees)  
 RSVP tracking  
 Payment management for event costs  
 Event kits (name tags, attendance sheets, publications, etc.)  
 Email and chapter website support  
 Alumni contact lists  
 Database management  
 Conference call capabilities for alumni club meetings  
 Listing of event on UM website and in Montevallo Today (if deadline requirements are met) 
 Obtaining event feedback from participants 

 

Volunteer Benefits  
 

Active alumni club leaders are eligible to receive the below benefits (required leaders only):  
 

 Early registration for club events  
 Formal UM alumni club name tag  
 Free admission to one alumni club event per fiscal year  

o Must be to an alumni club event for the club you volunteer on  
o Must actively participate in council meetings, conference calls, event planning and regularly attends 

club events  
o Only pertains to events under $20 
o One guest ticket is permitted  
o May be redeemed once a year (Oct. 1 – Sept. 30)  

 

Alumni Club Pride 
 

 Club Flag/Banner-- Each alumni club will receive a personalized UM flag with your club name.  This flag can 
then be used as decoration at club meetings, events or tailgates.  
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Best Practices 
 

Volunteer Management Best Practices  
 
 Volunteer candidates should be considered for positions in the club based on their available time and desire 

to contribute to the club.  
 When enlisting new volunteers, it is helpful to use written job descriptions, which detail the specific 

responsibilities of each chairperson and committee member.  
 Teamwork!! One person cannot do it all nor should they. Delegate, delegate, delegate!  
 Use me or lose me! Keep volunteers busy, involved and appreciated.  
 Don’t waste the time you spend together. Everyone has busy lives and volunteers will continue to help only 

if it is not a waste of their time.  
 Enthusiasm is contagious! Club leaders should have a clear vision and be willing to work hard to accomplish 

that vision.  
 

Recruiting Attendance/Members Best Practices  
 

 Email blasts, and Facebook work well to spread the word about events (you can even use e-vite as your 
invitation to smaller events or Facebook).  

 Location, Location, Location! — Keep in mind the size of your area and if it is large consider having events at 
different geographic locations for all members to have events at a convenient location at least once a year. 
This applies to affinity/identity clubs as well.  Be sure to respect that your club membership may reside in 
various locations and plan events accordingly so that all members have a good chance to participate.   

 Vary events to hold onto members’ interest in the club. Usually it is a good idea to hold one young alumni, 
one family, one social and one continuing education event. This way, members should be interested in at 
least one event per year if not more.  

 Offer virtual events as an alternative to requiring club members to travel to interact or meet. 
 

New Graduates Best Practices  
 

 Clubs should make it a regular practice to reach out to new graduates soon after graduation to introduce 
yourselves and get them involved with club activities. 

 The alumni office can provide your club with a list of new graduates for you to reach out to. 
 The UMNAA Junior Board will also be assisting in this effort by informing graduates of the nearest 

geographic alumni club to them in their post-graduate destination area as well as other affinity or identity 
based alumni clubs that may be of interest to them. 
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Awards & Recognition 
 
Each year the vice president of clubs will review each club’s activities and present to the Alumni Board for its 
approval awards under the following categories:  
 

Alumni Club Improvement Award – This award recognizes alumni clubs with improvement in organization, 
events and attendance from the previous year.  

 
Criteria for this award include, but are not limited to improvement from previous year in at least one category:  

 
 Number of events  
 Percentage of attendance at events  
 Number of council meetings and/or percentage of attendance at council meetings  
 Addition of social media or an increased use of social media  
 Number of volunteers  
 Addition of a service event  
 Addition of a student send-off event  

 
Alumni Club Individual Contribution Award – This award honors individual volunteers who provide 
exemplary service to a University of Montevallo alumni club in that year.  
 
Criteria for this award:  

 
 Represents the University of Montevallo as an alumni ambassador at events with integrity, dedication and 

loyalty  
 Understands the mission and importance of alumni clubs and their role within the University  
 Proactively plans events and follows through to ensure all aspects for the events are completed and event is 

a success  
 Communicates and works closely with the club coordinator on all events  
 Reasonably and realistically prices events so that both alumni are able to attend and the event does not 

adversely affect the club budget  
 Attends and actively works at the events  
 Attends council meetings and shares club responsibilities with the council members  
 Brings forth new ideas for events with varied locations and topics  
 Respects and takes into consideration the following: the opinions of all council members, the needs of the 

alumni in the area, and the needs of the university  
 

Alumni Club of the Year Award – This award honors the alumni club that has exceptional organization, events, 
or programming which serve to enhance alumni engagement. 
 
Criteria for this award:  
 
 Meets all minimum expectations for alumni clubs as outlined in the Alumni Club Handbook.  
 Must participate in UMNAA Day of Service on the 4th Saturday of April. 
 Holds more than the minimum number of events for club level  
 Adds new initiatives when possible 
 Uses social media to promote events and keep alumni in the area informed of club activities.  
 Holds consistent council meetings (in person, conference calls, email consensus decisions)  
 Has a strong council with leadership skills who actively participate on a regular basis  
 Maintains a high percentage of attendance at events  
 Encourages alumni in their area to give back to UM with time, talent or treasure
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Award Nomination 
 
All alumni clubs are encouraged to nominate individual members or their club as a whole for one or more award 
annually.  The club should submit all award nominations online at montevallo.edu/alumni/alumni-awards/ on or 
before Nov. 1.  Nomination forms should be filled out completely.  Nominations do not roll over to subsequent years.  
Awards will be presented at homecoming.  Please note that all awards may not be presented each year 
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Alumni Office Contact Info 
 
 
Office of Alumni Affairs 
University of Montevallo 
Station 6215 
Montevallo, AL 35115 
Main 205-665-6215  
www.montevallo.edu/alumni 
umalumnioffice@montevallo.edu 
 
 
Tiffany Bunt 
Director of Alumni Affairs 
205-665-6214 
bunttr@montevallo.edu 
 
Carolyn Jones 
Associate Director of Alumni Affairs 
205-665-6223 
jonescl@montevallo.edu 
 
Greg Lee 
UMNAA Vice President for Alumni Clubs 
205-276-4354 
UMalumniclubsVP@gmail.com 
 

UMNAA Alumni Club Liaisons: 
 

Region 1 Region 2 Region 3 
North Alabama, Tennessee South Alabama, Florida West Alabama, Mississippi 

Shana Arnold Antonio Williams Greg Jones 
205-915-7408 334-315-0444 703-926-5169 
UMalumniclubsR1@gmail.com UMalumniclubsR2@gmail.com UMalumniclubsR3@gmail.com 

 
Region 4 Region 5 Region 6 

Central Alabama East Alabama, Georgia General US 

Kirk Lightfoot Stacy Moon Raymond Rainey 
205-901-1839 256-535-5011 205-789-4262 
UMalumniclubsR4@gmail.com UMalumniclubsR5@gmail.com UMalumniclubsR6@gmail.com 

 
Region 7   

Affinity/Interest   

Kay Butts-Pruett   
770-286-7556   
UMalumniclubsR7@gmail.com   

 


