The following forms can be found online at:
http://www.alumni.wsu.edu and then open the ‘Volunteers’ link 
Event Authorization Form:
(Must be completed for ALL events (this includes viewing parties)
(VP’s are encouraged to take the lead on certain events (doesn’t have to always be President)
(The Event Authorization form must be submitted at least 60 days before an event (When the 60-day requirement is unrealistic, communicate promptly with the appropriate staff member to discuss alternatives)
(Can be submitted via fax, email or website
(Give as much information about the event as possible
(Pay close attention to budget – contact vendors and include all possible expenditures
(Be sure to state if you will need any supplies (raffle items, marketing/membership items, etc)
Alcohol Policy:
(If alcoholic beverages are to be available, a third party qualified vendor (for example, caterer or restaurant) is required
(”Bring your own Booze” (BYOB) events are not allowed under any circumstances

Event Evaluation Form:
(Must be completed within one week after all events
(Explain what went well and what can be improved
(Be sure to note actual attendance
 
Budget/Reimbursement:
($500 per Chapter President is provided on a fiscal year basis for each chapter’s event enhancement (The fiscal year begins July 1st and ends June 30th)
(This includes door prizes
( Kristi can provide you with your Chapter’s current budget
(We ask that you allow the WSUAA to pay for purchases, however this is not always possible. If you purchase supplies, be sure to save all original receipts. Contact the Alumni Relations Office and request an Invoice Voucher. Reimbursement usually takes three to four weeks through the WSU Controllers’ Office. 
Awards
(Alumni Achievement Award
(Honorary Alumnus Award
(Volunteer Service Awards - Distinguished Service; Outstanding Volunteer; Young Alumni Service; Staff Service; Faculty Service; Outstanding Student Volunteer
(Adopted Cougar Awards
(To access forms, visit the above link  (   Volunteers  (   WSUAA Award Nomination Forms

Fundraising:
(WSU Foundation has primary responsibility
(Specific, central fundraising efforts will occur

‘Friendraising’:
(Reaching out to WSU friends and alumni
(Providing opportunities to stay involved
(No expectations or pressure for donations
Communication:

Mailers
(The WSUAA will support the cost of two reasonable and targeted mailers (postcard, flier, etc) a year per district/alliance
(These mailers should cover as many upcoming events as possible
(Non-profit mailings are an option, but must be provided far in advance
Email Blasts
(All email regarding events sponsored by the Alumni Association must be sent from the Alumni Relations staff 
(This will enable communication to be less intrusive for recipients and more efficient for our directors, representatives, and staff 
(Follow up reminders will be sent when deemed appropriate 
(Events are also listed in CougNews the WSUAA newsletter

WSU Alumni Association Website
(Each chapter has their own unique webpage where local information is listed
(Events are listed on calendar
Scholarships
The WSU Alumni Association Leadership Awards provide financial assistance in the form of scholarships to incoming freshmen students who have distinguished themselves through outstanding leadership qualities and academic excellence. All students who have shown outstanding extracurricular and community involvement, in addition to motivation and scholastic ability, are encouraged to apply to the WSU Alumni Association for a student leadership scholarship at Washington State University. The WSU Alumni Association welcomes those from diverse cultural and academic backgrounds. The primary focus of this award is leadership. Leadership may be demonstrated through traditional school activities, work responsibilities, community involvement, church-related activities, and family commitments. The WSU Alumni Association seeks to recognize the accomplishments of youth leaders and endeavors to encourage and support potential leaders.

WHO IS ELIGIBLE:
Seniors attending an accredited high school with a cumulative GPA of 3.3 or better and who have submitted both the WSUAA supplemental application and the WSU Application for Academic Scholarships are eligible. There are also a number of privately endowed awards available for both recruitment and retention purposes.  Students who complete the WSU Application for Academic Scholarships are eligible for review.   Questions with the online review process, the applications, or other coordination efforts can be addressed to Mariah Maki at mmaki@wsu.edu. 
Time Line for Events
3 Months in advance:
1. DETERMINE the type of event
2.  SELECT a date, location, and proposed time
3. CONTACT the location or vendor to determine costs, availability, etc. 
(Be sure to ask about MINIMUMS required and GUARANTEES that must be paid)
4. SUBMIT any contracts required to the Alumni Relations office for review and approval. A member of the ALUMNI STAFF will sign all contracts.
6-8 Weeks in advance:
1. FINALIZE event location, date, and time
2.  SUBMIT Event Authorization form to the Alumni Relations office. A staff member will contact you to officially approve the event.
3. If a DEPOSIT is necessary for your function, contact the Alumni Office. We will need an itemized bill from the vendor for the deposit amount. 
4. INVITATIONS ARE MAILED. Invitations include date, time, location, cost per person (if any), RSVP contact, type of activity, food, beverage, entertainment, special guests, and dress. 
2 Weeks in advance:
1. RECONFIRM ARRANGEMENTS with your contact at the event site. You will receive RSVPs, but many people will put this off until the last minute. When guaranteeing numbers to restaurants, keep overflow, no-shows, and restaurant adjustments in mind.
2. SUPPORT MATERIALS MAILED. Door prizes, name tags, brochures, etc.
3. CONFIRM assignments with volunteers who will be participating. Make sure everyone knows their exact duties, when to be there, etc. 
Event Day:
1. RELAX, have fun at the event!
2. Have attendees complete a SIGN-IN SHEET. We need to know how many people attended the event and their names when submitting receipts. These lists are very helpful to us and you can use them as well!
3. REMIND attendees that their membership helps support these events.
4. ROUND UP volunteers to help with your next event.
5. GET FEEDBACK on how the event is going. What they would like to do for the next event? 
Day After:
1. While it is still fresh in your mind, fill out the EVALUATION FORM.
2. Send THANK YOU NOTES to the volunteers who helped with the event. Also, include caterers and other vendors.
List of Suggested Event Ideas
Adopt a Highway
Barbeque
Beer Tasting/Brewing
Boat Tour
Book Club
Cougar Social
Cruise – Dinner, Scenery
Dinner Club – Try new restaurants in the area
Dinner with Speakers – Local alum of interest 
Dinner Train
Educational Tours – Chocolate and Coffee Factories, Wineries, etc.
Family Retreat
Golf Tournament
Hiking
Holiday Parties
Lifestyle Classes – Cooking, Finance, Automotive, etc.
Mentoring
Museum Tours
Networking  Breakfast or Lunches
Picnic
Play Group
Pro Sporting Events – Football, Basketball, Baseball, Hockey
Rafting or Tubing
Recreational Sport Teams 
Running/Walking for Charity
Ski Trips
Super Bowl Social
Theatre Performances – Arrange to meet cast or backstage tour
Tour of Local Historical Sites
Volunteering – Food Bank, Local Park, School District, Habitat for Humanity, etc
Welcome Reception for New Graduates
Wine Tasting
WSU Sports Teams- Pre/Post Game, Viewing Parties
Young Alumni Networking Events
