
Welcome, Class Leaders!



Help us help you:
Know your duties and your deadlines

Model and promote our Volunteer Tenets

When in doubt, just reach out!

Assume good intentions of your peers and our staff



Volunteer Tenets
● Treat all alumnae and staff with respect and civility in person, in 

email, in print, and social media.

● Commit to being inclusive and address issues of diversity along 
numerous demographic lines (e.g., race, class, gender identity, 
sexual orientation, ethnicity, age, ability, religion, geography, etc.)  
in all facets of your volunteer work.

● Communicate regularly with alumnae volunteers and WCAA staff.

● Resolve any conflicts in a transparent and open manner.

● Recognize that your actions will reflect on and speak for not only 
you, but for other alumnae and the College.





A Year in the Life of a Class Volunteer
● Fall

○ Executive Board Conference Call
■ Plan communication strategy for the year
■ Think about mini-reunions you’ll hold this year

○ Secretary collects class notes for fall magazine deadline 
■ Published mid-November

○ Send all-class email 
■ Introduce any new board members
■ Letter from President
■ Call to visit website/social media 
■ Reminder to update records with College

○ Update class website - we can help!



A Year in the Life of a Class Volunteer
● Winter

○ November taxes
■ WCAA will file your IRS 990N e-filing 
■ In order to do this we need your financial report

○ Secretary to submit class notes for winter 
deadline
■ Published mid-February

○ Holiday/winter greeting to entire class
■ Be inclusive
■ Opportunity for reflection
■ What’s to come in the new year for your class?  



A Year in the Life of a Class Volunteer
● Spring
○ Mini-reunion planning (managed by VP)
○ Class Dues/Class Lifetime Membership solicitation
○ Secretary to submit class notes for spring deadline

■ Published mid-May
○ Advertise spring/summer mini reunions
○ Final CLM solicitation of the fiscal year

■ They will be due in the summer!



A Year in the Life of a Class Volunteer
● Summer 

○ Advertise summer/fall mini reunions
○ Secretary to collect class notes for summer deadline 

■ Published mid-July
○ Annual Meeting

■ Gathering, Call, or at Reunion 
○ Fiscal Year ends on June 30th
○ Send CLM names and $$ to WCAA

■ We must receive them by June 30th
○ Treasurer completes Financial Report
○ President completes Annual Report
○ New Fiscal Year begins July 1st



#1: Annual Report
● Online submission - President 

○ Sent out via Top 5 on the 5th
○ Please use format provided!

● Sample questions
○ How often do you send out class newsletters?
○ Does your class have an electronic discussion group?
○ What kinds of mini reunions did you host this year?
○ Did you experience any mid-year board changes?

● No Report = No Class Lists 



#2: Financial Report
● Online submission - Treasurer

○ Sent out via Top 5 on the 5th
○ Please use format provided!

● Sample questions
○ Does your class solicit annual dues?
○ How much did you spend on Mini Reunions?
○ Did your class change banks in the past year?
○ Did the class receive any gifts or contributions?
○ Total Expenditures / Assets 

● No Report = No Class Lists 



#3: Mini Reporting
● We want to hear about every event, big and small!
● Report your Mini Reunions to your WCAA key 

contact via our Event Sign In Sheet
○ VP to ensure reports are sent

● We want to make you a star!
○ Candid action images!
○ High Resolution
○ Landscape (horizontal)

● Why does reporting matter?



Event Sign-In Sheet

● Helps us to identify volunteers outside your formal board
● Contributes to metrics that help boost Wellesley’s alumnae 

engagement scores
● Will help us to build a future library of ideas
● Helps us to keep alumnae contact info up to date

Tip: Assign one event attendee to 
make sure everyone signs the sheet! 
It’s a perfect micro-volunteering 
opportunity for those who say “let me 
know if I can help.” 



What is a Mini Reunion?
● 3 or more alums, a time and place to meet, an open 

invitation, and class spirit!
● Special dates (ex: ‘92 cross-country meetups on 9/2)
● Visit a museum/show/historic location (bonus points 

if a classmate works there!)
● Tag onto club events
● Destination Minis (Road Scholar)
● Just lunch or coffee! 



Your Class Website on AlumniMagnet
● Fundraisers 
● Dues / Membership Collection
● Mini-Reunions (past and 

upcoming)

● Officer Bios & Contact Info
● Letter from the President
● Photo Albums









Website Administrator Access

Look for the blue dot!



AlumniMagnet Resources
● Comprehensive training manual and videos

○ When in doubt, use our request form



List and Label Requests
What we can provide

● First Name 
● College Last Name
● Current Last Name (if different) 
● Mailing Address
● Phone Number (in most cases)

What we cannot provide 
● Email 

● Please submit all list and label requests using the form. 
● Please plan for and expect a 5-7 business day process
● This form can be found on our Online Resources page 
● For an individual alum’s contact info, visit our Online Directory 



No Emails??
● Privacy Policies

○ Wellesley’s own 
○ Domestic anti-spam regulations
○ EU’s new General Data Protection Regulation (GDPR)

● Recipients must have the ability to unsubscribe from Wellesley
○ Please, no Paperless Post or other 3rd party platforms
○ Generic mass emails 

● Metrics
○ In-house communications contribute 
○ Contacts will be as up to date as possible

● Still need to reach a certain person?
○ Use our alumnae directory to look them up
○ One-on-one, non-soliciting emails are okay

 



Broadcast Emails / “Newsletters”



Email Request Form

● Use this form to have us send an email for you
○ No personal messages, please

● Fill out all relevant fields for faster turnaround!
○ 5-7 business days
○ Test emails available

● You can send these too!
○ Online training manual
○ Q’s? → Key Contact



Mailings
● Costly, so use sparingly if at all!

○ Postcards 
○ More pages/more color = pricier!
○ Only to those without email

● Print inquiries should be directed to your 
WCAA Key Contact

● Allow time for proofs
○ May take several weeks 
○ Other vendors are acceptable $$$



Social Media



WCAA: @wellesleyalums



Banking
● Bank Account

○ 2 signatories: Ideally class president and treasurer
○ Bank letters available to indicate non-profit status 
○ Managed by class
○ After 60th Reunion, funds may be managed by WCAA 
○ Reminder: WCAA files your class taxes

● Stripe Accounts
○ Allow funds to be directly deposited to your class bank account
○ No wait to access your funds
○ Easier record-keeping and reporting 
○ Not sure if you have a Stripe account? Email your key contact!



Dues and Membership
● Classes set their own prices for both
● Dues

○ Paid membership (not required, encouraged)
○ Go to class treasury for programming (Reunion!)
○ Do not count towards participation
○ Tax-deductible

● Class Lifetime Memberships
○ One-time purchase ($$$)
○ Used to purchase shares of endowment (need several CLMs to 

purchase a share; price fluctuates with the market) 
○ Class receives the dividends
○ Compound interest!

● Treasurers will collect, track, & report on dues/CLMs



More on Money
● There are many ways to give as an alumna, and it’s 

important to be able to explain the distinctions to your 
classmates

● Gifts to Wellesley
○ Individual gifts to the College 
○ Class gift to the College 

● Gifts to Class 
○ Individual gifts to the class treasury 
○ Dues
○ Lifetime Memberships
○ Spirit Fund to help Reunion attendees 

W

‘88



Volunteer Tab - Class Toolkits

● President
● Vice President
● Secretary
● Treasurer
● Reunion Chair
● Website Chair
● Nominating Chair 
● Record Book Chair
● Wellesley Fund Volunteer 

Resources



wellesley.edu/alumnae/volunteer/online-resources

Volunteer Tab - Online Resources

● Technological Help Form   
for Emails/Lists/Labels

● Key Contacts list
● Online Directory
● Event Sign-In Template
● Social Media Guidelines
● Website tutorials
● Print templates
● Policies and Guidelines



WCAA Key Contacts
(Your primary contact, but not your only one!)

Janet

Kelly

Darcy

Emily

Tulika


