





How to send an email

1. Login to the Admin Tool.
2. Click the Email Marketing link in the left navigation bar.
The Create & Manage Lists page will display.
3. Click the Send & Schedule tab. The Send & Schedule
page will display.
4. Click the Send a broadcast email right now button (
Send a»b{roadcasl email right nmlvr ). The Send an
email window will display. See figure 11.
5. Select the appropriate email from the Available Emails.
6. Click the Schedule this email now, or Cancel to abort.
The Send & Schedule page will refresh with today’s
calendar view loaded with the email in the appropriate
time slot. See figure 12.
7. Click the Approve link under the scheduled email.
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Financial Health

A club's financial health remains one of the key elements in its success. Raising funds
through dues and other entrepreneurial gambits are important if a club is to grow and
remain vital. Some of the best practices in doing this, harvested from the 2007 Annual
Reports, are offered below:

1.

Structuring reasonable and flexible dues levels that vary depending on years since

.graduation, and in some situations free to the recent graduation class.

Billing twice a year with the president’s newsletter, offered free by the alumni
office. The Cape Cod Club includes a return addressed envelope with this
mailing.

Selling club mugs, or other mementos.

Pay as you go programs with an added surcharge to off set unexpected cost or to
partially subsidize other needs.

. Publishing a membership directory for dues-payers, or periodically offering a free

event, or discounted events to dues-payers.

Some clubs send an actual invoice to members requesting payment; apparently
this has been especially effective in the Silicon Valley.

Having a club officer sitting at the check in table for each event soliciting dues
and new members.

These are just a few ideas other clubs have, successfully used; many others, limited only
by your own creativity, are waiting to be tried. But it is important for the membership of
your club to understand that a fun club with good programs and events isn't free: it's
dependent on the financial support of it's membership. It is equally important to make
clear just what these funds are paying for, and then ask, at least twice a year, that dues be

paid.
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Your Club Dues: Sustaining the Dartmouth Community

“Welcome to the Dartmouth Family!” No other phrase will probably have a greater impact on your life.
You are now a member of one of the strongest and most enduring and envied communities in the world.
Whether you become a Rhodes Scholar, a CEO, or a high school teacher, by virtue of your matriculation
at Dartmouth you have becomie part of a special experience that will [ast a lifetime and reach well
beyond the College campus.

During your years in Hanover and after, the 92 Dartmouth clubs around the world are important in
maintaining these strong bonds of fellowship. They provide the essential infrastructure and energy
needed to enhance the close connection of alumni and parents to Dartmouth, to each other, and to-the
local community through activities such as admissions interviewing, continuing education programs,
community service projects, social events, and career counseling.

As with any organization, it takes a certain amount of financial wherewithal to operate, sustain, and
grow a successful Dartmouth club. Although the College does provide some financial support to clubs, it
takes significantly more resources to enable a club to survive and serve as many members as possible,
which is why club dues are so important.

Your club dues are integral in supporting:

» Invitations to local academic and cultural events featuring Dartmouth faculty, College
administrators and coaches, and student a cappella groups and other organizations.

o Networking opportunities with alumni of all ages and in many career fields.
e The abhility to help shape the future of the College by interviewing prospective students.
¢ The chance to join with other alumni to make a difference locally through important community
service projects such as mentoring undergraduates, working with inner-city schoolchildren, or
helping Habitat for Humanity.
* Social events throughout the year, some in unusual locations or after hours.
¢ The chance to rekindle old friendships and make new ones.
o The satisfying sense of being part of something special and unique.
A vibrant Dartmouth club promotes the mission of the College simply by being active in the community.
When asked why they picked Dartmouth, many students cite alumni they met in their hometowns
through a social gathering or the alumni interview process. Those alumni’s passion for the College

convinced prospective students that Dartmouth was a special place.

- Help keep the passion alive around the world; support your local Dartmouth club today.
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Timeline for Planning an Event

10 to 12 Weeks before the Event

[ Finalize plans for the event (date, time, place, cost, RSVP contact, information
contact, event description).

3 Make billing or deposit arrangements for venue and caterer.

6-7 Weeks before the Event
[ The Alumni Office can assist with a broadcast email for the event announcements.

[ Email event details to Re gional Affairs to post on Alumni Relations Web site
“What’s Happening” calendar.

3 Weeks before the Event
(3 Take reservations and update the caterer with attendance figures regularly. -

(3 1f the attendance differs from what you gave the caterers, make appropriate
adjustments.

(3 1f the number of reservations is less than expected, your staff liaison can send a
reminder broadcast email and volunteers can make personal calls to local alumni.

[ Recruit volunteers to help you greet guests at the event.

2 Weeks before the Event

0 Request Event Registration Packet from the Alumni Office which includes an event
evaluation form. Make sure yvou have assigned volunteers to take registration at the
door (if necessary), to greet participants and act as general hosts, and to make
program infroductions (if necessary).

5 Days before the Event
(3 Confirm final details with the caterer.

Day of Event

(7 Arrive an hour to 45 minutes early, check the room seating and any aud10v1sua1
equlpment and set up the registration table.

D Check with the caterer to make sure that the food will be served on time and that no
last minute changes need to be made. :

O 1 payments are being taken at the door, be sure to have cash on hand to make
change.

[ Volunteers working at the registration table should take accurate attendance,
checking off attendees who registered in advance and adding names of any guests
who did not register in advance.

1 Week after the Event
(7 Send an email to the participants to thank them for attending.

(7 Record event in newsletter and annual report.
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Navigating the Alumni Relations Club Calendar
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Club and Affiliated Groups:
Representation on the Alumni Couneil

CLUBS

Metropolitan: The following “metro” clubs have seats on the Alumni Council. These clubs

are.

Dartmouth Club of Greater Boston

Dartmouth Club of Chicago

Dartmouth Club of Los Angeles

Dartmouth Club of Minneapolis

Dartmouth Club of New York

Dartmouth Club of Philadelphia

Dartmouth Association of Rocky Mountains (Denver)
Dartmouth Club of Greater San Francisco
Dartmouth Club of the Upper Valley

Dartmouth Club of Washington, D.C.

Regional Representatives: The Alumni Council has worked with the Club Officers
Association to classify all "non-metro” clubs represented on the Alumni Council. The system
divides regions into fairly equal numbers of alumni. These regions are:

Atlantic:
Kentucky
Tennessee
North Carolina
South Carolina
Virginia
West Virginia

Middle Atlantic:
Delaware
Maryland
New Jersey
New York*
Pennsylvania*®

Mountain West:
Colorado *
Idaho
Montana
Nevada
Utah
Wyoming

Midwest & Great Plains:

1linois*
Indiana

Iowa

Kansas
Michigan
Minnesota®
Missouri
Nebraska
North Dakota
Ohio

South Dakota
Wisconsin

Northern New England:

Maine
Vermont
New Hampshire*

Southern New England:

Connecticut
Massachusetts®
Rhode Island
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Pacific West: Southwest:

Alaska Arizona
California* New Mexico
Hawaii Oklahoma
Oregon Texas
Washington

Southeast: International:
Alabama - All alumni living outside
Arkansas the United States
Florida
Georgia
Louisiana
Mississippi

* Representation excludes the metro clubs that have their own Alumni Council representative

Club Officers Association: There are three representatives on the Alumni Council.

AFFILIATED GROUPS

All Affiliated Groups will have representatives on the Alumni Council: -

Black Alumni of Dartmouth Association (BADA)

Dartmouth Asian Pacific American Alumni Association (DAPAAA)

Dartmouth Association of Latino Alumni (DAILA)

Dartmouth Gay, Lesbian, Bisexual and Transgender Alumni Association (DGALA)

Native American Alumni Association of Dartmouth (NAAAD)
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Club Officers Association
Executive Committee

2011-2012

Proposed Ballot
Role Candidate
President Meg Sommerfeld '90- Washington, DC
Vice-President Jethro Rothe-Kushel '03 - Los Angeleé, CA
Secretary Suzanne Young '77 - Regional Affairs
Past President Sara Burbine Potter '91 - Fairfield, CT
Member Sabe Abell '54 - Vero Beach, FL
Member Mike Hoag '90 - Louisville, KY
Member Corinna Knight '93 — Los Angeles, CA
Member Michelle LaFond '83 - Falmouth, ME
Member Mark Heller '70 - Cleveland, OH
Member Michael Lisi '90 - San Francisco, CA
Member Ken Klemm '86 - New Orleans, LA
Member Paul Tuhus '69 - Norwich, VT
Member Howard Hodel '75 - Honolulu, HI
Member Martha Hartfiel '83 - Minneapolis, MN
Alumni Council Rep Michael Vidmar '03 - Chicago, II
Alumni Council Rep Janna Annest '00 - Seattle, WA
Alumni Council Rep David Wagner '99 - Dallas, TX

Alumni Magazine Represeniative  Beth Krakower '93 - NY, NY
Alumni Magazine Club Notes Editor ~ Cherie Comeau '02 - Worcester, MA





