TFA Annual Reunion Planning

Any member can propose a future reunion location. Your proposal needs to be shared with the
Vice President who will then share with the board.

Your proposal should include:
the relevance to the Towne family
rationale for the location
timing - plan for 3 nights (usually Thursday, Friday, Saturday) in mid-September
travel logistic - accessible from major airports
ideas for speaker - free or available with donation
ideas for excursions - separate participant fee should cover costs

If your proposal is approved by the board, your next steps are:

reach out to local hotels to obtain pricing for rooms (paid for by members), hospitality
room, (available all days of reunion), separate meeting room if needed for annual
meeting, banquet options and any other included perks like breakfast and parking. Any
perks included with room price like free breakfast.

If hotel does not have adequate banquet facilities, reach out to local restaurants or
catering services for pricing for the banquet.

prepare a budget for the board to review and approve - your base is the estimated
number of registrants X $40 registration fee plus $500 from TFA treasury to cover
general expenses, plus $500 from previous reunion raffle for extras (ex. estimated 35
people, you would have $2400 to spend.)

* Banquet costs are paid by members. Add at least 25% to price of meal to the cost
per person to cover taxes and gratuity

* Your expenses include meeting/hospitality rooms if not free with room block,
microphones/sound system, reunion packets, name tags, ribbons, banquet
table decorations, raffle tickets, etc

Reach out to the speaker(s) to see if they are interested and book

Prepare the itinerary

Required events to work around - the board meeting, welcome dinner,
dessert social, annual member meeting and banquet

Update the Vice President regularly on the status of your planning progress so it can be
related to the board

Once board approves the hotel pricing, you will need to obtain the contract from the

hotel for the president to sign

Recruit volunteers to help you

Don’t forget about someone taking pictures and selling raffle tickets throughout the

reunion

*If you would like any assistance with any step along the way, we are happy to assist you! You
are not alone in this process.



