
What to Consider
•Is there enough time to plan for the event and still promote 4 weeks in 
advance?
•Study your membership interests and demographics of your alumni 
population. Are you offering the types of programs that interest

 

your 
membership?
•Analyze the best time of year, time and day of the week, and location of 
events. Careful attention should be given to avoid conflicts with major university 
and local events
•Review the strengths and weaknesses of last year’s programs.
•Research local events and activities occurring in your area that

 

may consider 
hosting a Carnegie Mellon alumni day or evening.
•Determine purpose and goal of program areas and events
•Provide a diversity of events which may include

 

social, educational, civic, 
professional, cultural, newly admitted students, family, young alumni, and 
Carnegie Mellon-affiliated events
•Always keep in mind quality vs. quantity regarding the number of

 

events 
planned



Speakers Available from Carnegie Mellon
Carnegie Mellon boasts some of the most respected faculty members with 
international reputations, and our administrators are widely recognized for their 
leadership in higher education. 
•The Office of Alumni Relations will cover travel expenses for one faculty member or 
administrator per year per chapter to participate in chapter events.
•Please contact your staff partner for ideas and suggestions and to determine topics 
of interest to your population. Your staff partner will then work with you to find the 
best speaker to meet your needs.
•Do not contact the faculty member directly. Your staff partner will work with you to 
determine the best avenue to invite him or her.
•The chapter must remain flexible with dates to accommodate potential speaker 
schedules.
•Please indicate your interest to have a speaker from campus in your Annual Plan 
that is due by July 1.



Possible Event Options
Athletic / Outdoor
Academic / Educational
Community Service (non-fundraising)
Cultural
Family
Professional Development
Social
University-Related



Possible Event Options
Athletic / Outdoor

- Local sporting events
- Pre-game/post-game receptions and tailgate parties
- Carnegie Mellon away game ticket blocks
- Recreational team sports
- Golf, tennis, skiing, biking

Academic / Educational
Community Service (non-fundraising)
Cultural
Family
Professional Development
Social
University-Related



Possible Event Options
Athletic / Outdoor
Academic / Educational

-Cultural events with tours and/or talk backs
-Lectures by Carnegie Mellon faculty or administrators
-Presentations by alumni or students
-Carnegie Mellon conferences or seminars
-Tours of local attractions

Community Service (non-fundraising)
Cultural
Family
Professional Development
Social
University-Related



Possible Event Options
Athletic / Outdoor
Academic / Educational
Community Service (non-fundraising)

-

 

Adopt-a-Highway 
-

 

Big Brother, Big Sister 
-

 

Book Drive
-

 

Habitat for Humanity
-

 

Food Pantry
-

 

Tutoring
-

 

Community Organizations
Cultural
Family
Professional Development
Social
University-Related



Possible Event Options
Athletic / Outdoor
Academic / Educational
Community Service (non-fundraising)
Cultural

-

 

Guided walking tours
-

 

Museum or art exhibits
-

 

Monument or landmark tour
-

 

Symphony or musical events
-

 

Theater performances
-

 

Heritage events/parades
Family
Professional Development
Social
University-Related



Possible Event Options
Athletic / Outdoor
Academic / Educational
Community Service (non-fundraising)
Cultural
Family

-

 

Day at the zoo
-

 

Sporting events
-

 

Movies in the park
- Picnics
-

 

Theme parties -

 

holiday, pool/beach, Super Bowl
Professional Development
Social
University-Related



Possible Event Options
Athletic / Outdoor
Academic / Educational
Community Service (non-fundraising)
Cultural
Family
Professional Development

-

 

Industry speaker event
-

 

Multi-university networking receptions
-

 

Faculty/alumni panel
-

 

Chapter presence at Network Night events
-

 

Networking lunches or dinners
-

 

Attend career or networking seminars
Social
University-Related



Possible Event Options
Athletic / Outdoor
Academic / Educational
Community Service (non-fundraising)
Cultural
Family
Professional Development
Social

-

 

Meals
-

 

Music concerts
-

 

Tastings (wine, beer, scotch, food, etc.)
-

 

Dances 
-

 

Day at the races 
-

 

Food parties -

 

oyster roast, crab feast, chili fest, international chocolate
-

 

Gourmet restaurant tour 
-

 

Happy hours 
- Picnics 
-

 

Receptions
University-Related



Possible Event Options
Athletic / Outdoor
Academic / Educational
Community Service (non-fundraising)
Cultural
Family
Professional Development
Social
University-Related

-

 

Service to the university 
-

 

Student recruitment and yield efforts
-

 

Winter break student mixer
-

 

Attending Tartan away games
-

 

Student sendoff



Thorough planning is essential to successful events. The following information will assist you with planning social, 
educational, and recreational events. Brief & detailed event-planning outlines can be found in the forms section.

•Decide on the purpose of the event. Will there be a speaker? Contact your staff partner to determine the 
best avenue for inviting the requested speaker and determining other logistical details.
•Decide if you want an email and/or post card invitation (allow six weeks for post card)
•Establish a date, time and location, then create a back-planning calendar. 
•Determine menu and cost; set a "break-even" point and make the event as affordable as possible. Don't 
forget promotional costs, tax and tip charges, and the costs of hosting university guests.
•Provide event information to the Office of Alumni Relations
•The Office of Alumni Relations will provide nametags, give-aways, sign in sheets, and other materials for 
your event. Be sure to ask for these to be shipped in advance if

 

a member of the Alumni staff is not going to 
be present.
•Decide if you would like to make phone calls to area alumni and request a list from your staff partner.
•Identify volunteers who will welcome guests as they arrive and check in as well as mix and mingle with 
attendees. 
•Arrive at least 60 minutes prior to the event to set up, decorate and check room layout and PA system.
•Take pictures
•Begin and end on time. Keep the program short. Introduce officers and university guests. Welcome 
newcomers. Thank chapter volunteers.

After the Event
•Debrief event at next meeting. What went well, what didn't? What

 

should be done differently in the future?
•Write thank-you notes to guests and helpful volunteers.
•Send attendance list to staff partner
•Submit original receipts for reimbursements, at the door payments, and invoices for payment, as applicable



Establish a Back-Planning Calendar
This tool provides great assistance in planning your event because it works in 
reverse chronological order beginning from the target date. Here

 

is a sample that 
will guide most events in an ideal calendar timeline.

Item Time to Schedule Sample Dates

Event X NA October 10

Final count due to venue 3 to 5 days prior to event October 6

RSVP deadline 5-7 days prior to final count 
deadline

October 1

Notice receipt date 3-4 weeks prior to RSVP 
deadline

September 3

Mail date (non-profit, bulk 
rate)

2-3 weeks prior to desired 
receipt date

August 20

Printing / mailing 
processing

1 week prior to mailing August 13

Input event details into 
Harris system and on the 
chapter website

2-3 weeks prior to printing / 
mailing processing

July 30

Confirmation of location 2-3 weeks prior to printer’s 
deadline

July 9

Speaker selection and 
confirmation of date

2-4 weeks prior to 
confirmation of location

June 18



After the Event
•Send thank-yous
•Send attendee list to staff partner
•Debrief to learn what went well and what didn’t
•Submit original

 

receipts for reimbursements, if applicable
•Submit at-the-door payments for deposit, if applicable
•Submit invoices for payment, if applicable



Good communication is at the heart of every interaction
between alumni, the university and the regional chapter. 

Development of chapter materials is a collaborative effort
of volunteers and the Office of Alumni Relations staff.  
Effective communications to and from alumni are critical 
to keeping alumni engaged and informed, as well as 
learning more about their interests and accomplishments. Likely topics for chapter 
communications are:

•Local alumni activities in your area; 
•News about local alumni in your region;
•Local and national volunteer opportunities;
•How our students, faculty, and alumni are making an impact around the globe; 
•The latest news about the university; 

Communication from the university and its alumni organizations must be consistent with 
Carnegie Mellon University’s standards and style. To aid chapters in creating effective 
communications pieces, which comply with university standards, The Office of Alumni 
Relations works with chapter leaders to develop all communications pieces for each 
chapter. 

Chapter Communications Strategies 
May Include:

Email
Print 
Phone networking / phone tree
Web sites
Surveys
Social Networking



COMMUNICATIONS
o Email Communications
o Print Communications
o Creating Your Electronic and Print Communications
o Broadcast Email –

 
Chapter Information

o Phone Networking
o Newsworthy Events
o Surveys
o Prohibited Communications
o Social

 
Networking



Email Guidelines:
No more than one email per week
Chapters may maintain a local email 

list of active volunteers & officers 
Emails to the officer list do not need 

prior approval from staff partner. 
Email addresses must be shared with 

the Alumni Association

Email Communications
Email is the most efficient and least expensive way to 
communicate with alumni in your area. The University 
maintains a central alumni directory that includes alumni 
email addresses. All email communications content 
should be developed through collaboration with chapter 
representatives and the staff partner, and emails will be 
finalized, proofed, approved and sent by the Office of 
Alumni Relations.

Email should just be one part of your communications 
strategy.  A weekly email should only be sent if there are 
multiple events or new items to mention.



Print Communications
Mailing printed materials is the most effective way to reach the

 

most alumni within a 
geographic region since not all alumni have or provide an e-mail address. However, this 
is also the most expensive method of communications. Paper mailings can be sent to all 
or a subset of alumni for whom the Office of Alumni Relations has valid mailing 
addresses.  Things to consider when choosing to use a print piece are: amount of 
content to determine size of piece, delivery time, and printing and mailing deadlines

•Each chapter is allowed two mailings per year which are paid for

 

by the Office of Alumni 
Relations.  Your mailing options range from a postcard to a four-page newsletter, depending 
on the needs of each chapter.  There is a limit of one university-subsidized small newsletter 
per chapter annually.  Talk to your staff partner about how you would like to use your mailings 
across the year.
•Any additional mailings will be the financial responsibility of the individual chapter.
•The Office of Alumni Relations retains final editorial control of all mailings sent by the 
chapters, even if it is being paid for by the chapter, to ensure

 

quality and compliance with the 
university’s standards.
•Information must be submitted at least 8 weeks prior to the event date.



Creating Your Electronic and Printed Communications
The most important tip about your communications is to be compelling! Be creative as well as informative. 
Stress the event’s benefits. Is it educational, informative, thought-provoking, or a chance to network?  
Access to a special location can be a benefit. Think of your audience—why would these interest young 
alumni or more senior alumni?  Are you targeting families or individuals?

When submitting information for print pieces or drafting an email, include:

Subject - something that will interest your alumni.
Introduction - a brief description of the event and its benefits.
Location - name and address of the meeting place, including meeting room, if known. Add a link to 
maps and directions or send follow-up directions or map to registered attendees can help.
Price - determined by the event budget.  Is it free? Is there a discount for dues-paying members, young 
alumni or children? 
RSVP - provide a deadline for response. The deadline should be at least three business days before you 
need to notify vendors with any guarantees.
Contact for Further Information - name, class year/college, email, work/home phone.



Broadcast Email – Chapter Information
•Each Chapter should designate at least 2 volunteers to be trained to create the 
initial email draft.
•Using the previous page as a guide, create the initial draft via

 

the Harris system
•If you have additional images or information you wish to include, please attach it 
to the email.
•Emails will be finalized by the alumni association and sent to the chapter as part 
of the review process.
•EMAIL CONTENT SHOULD BE SUBMITTED AT LEAST 5 BUSINESS DAYS 
BEFORE THE EMAIL IS TO BE SENT OUT



Phone Networking
Alumni to alumni dialogue is the best method to increase attendance at events and ensure support 
for other chapter and university activities.  Email communication is not an effective substitute for a 
phone call.

The Office of Alumni Relations recommends that the Communications Chairperson or other 
appropriate volunteer contact the chapter's Office of Alumni Relations staff partner and request 
phone roster of alumni in the chapter. The roster will show that, in some cases, geographic 
boundaries of chapters do not require long-distance calls between members. Each chapter should 
determine the phone networking structure or roster sort that suits them best.

Your staff partner can prepare talking points for the event if you need them.



Newsworthy Events
On occasion, your chapter will hold an event that might be newsworthy to your local 
community-at-large.  If you feel that the media should be informed of an upcoming 
event, please tell your staff partner.  The Office of Alumni Relations works very closely 
with University Media Relations and will inform them of the event as well as ask for 
assistance in getting critical information to your local media markets.  Please do not 
contact any news organizations on your own.



Surveys
General Interest Surveys
One way to measure levels of interest for volunteer 
involvement and event activities is to survey the chapter 
alumni population.  It is recommended to survey your 
chapter area no more than once per year. Your staff partner 
can help develop the questions you might want to ask.  
Consider sending surveys in the spring when you are beginning to

 

discuss plans for the 
next year.  We work with surveymonkey.com

 

to create on-line surveys.

Event Evaluations
Feedback surveys are critical follow-up evaluation tools for your events.  The Office of 
Alumni Relations will begin using brief post event surveys after

 

many events and 
activities, including chapter functions.  Results will be shared

 

with the chapters so they 
can incorporate the comments into their thoughts for future events.

Survey Tips to Consider:
•Keep the survey very brief 
and focused.

•Before creating the 
questions, think about the 
answers you want.



Prohibited Communications
The Office of Alumni Relations greatly respects the privacy of our alumni’s contact 
information and the amount of electronic and paper traffic that is mailed and delivered.

The communication tools for the Carnegie Mellon alumni chapters are to be used 
exclusively for university and chapter activities and notices. Under no circumstances 
should alumni promote themselves, businesses, products and services, or their 
individual community service fundraising efforts through electronic, mail, or phone tools 
that are reserved for the dedicated alumni chapter and university use.



Social Networking
Chapter Websites and Online Communities
Chapters are encouraged to maintain a chapter Website and a group on 
Facebook.com.
•Chapter Websites should be built using the Alumni Association’s templates and housed 
in the Alumni Online Community.
•Keeping site content fresh is the responsibility of the chapter.
•To set up a chapter Website, please contact Tim Seidel at tseidel@andrew.cmu.edu.
Facebook Groups
•Group images should feature the chapter’s official word-mark.
•Any alternative group image must be approved by the Office of Alumni Relations before 
it can be used. 
•Keeping site content fresh is the responsibility of the chapter.
Other Groups
•Chapters may also create a listing on other sites such as Orkut

 

or Myspace, but 
Facebook

 

is the preferred social network. 
•Chapters should not create a group on LinkedIn. All alumni are requested to join the 
Carnegie Mellon Alumni group on that service.

mailto:tseidel@andrew.cmu.edu


2009-2010
Fall 2009
August 24

 

Semester Begins
September 7

 

Labor Day, No Classes
October 16

 

Mid-Semester Break
October 29 -

 

31

 

Homecoming and Reunions
November 25-27

 

Thanksgiving Holiday
December 7-8

 

Final Examinations
December 9

 

Reading Day
December 10-11

 

Final Examinations
December 14-15

 

Final Examinations

Spring 2010
January 11

 

Semester Begins 
January 18

 

Martin Luther King Jr. Day
March 5

 

Mid-Semester Break
March 8-12

 

Spring Break
April 15

 

No Classes
April 16-17

 

Spring Carnival
May 1

 

Reading Day
May 3-4

 

Final Examinations
May 5

 

Reading Day 
May 6-7

 

Final Examinations
May 10-11

 

Final Examinations
May 16

 

Commencement

Academic/Alumni Relations Calendar

2010-2011
Fall 2010
August 30

 

Semester Begins
September 6

 

Labor Day, No Classes
October 22

 

Mid-Semester Break
November 6

 

Homecoming
November 24-26

 

Thanksgiving Holiday
December 13-14

 

Final Examinations
December 15

 

Reading Day
December 16-17

 

Final Examinations
December 18-22

 

Final Examinations

Spring 2011
January 10

 

Semester Begins 
January 17

 

Martin Luther King Jr. Day
March 4

 

Mid-Semester Break
March 7-11

 

Spring Break
April 14

 

No Classes
April 15-17

 

Spring Carnival and Reunions
April 30

 

Reading Day
May 2-3

 

Final Examinations
May 4

 

Reading Day 
May 5-6

 

Final Examinations
May 9-10

 

Final Examinations
May 15

 

Commencement



APPENDIX II

•

 

Alumni Relations 
Overview
o History of the Alumni 

Association
o History of Homecoming & 

Carnival
o Alumni Association Board
o Programs and Services
o Alumni Association Bylaws

•

 

Carnegie Mellon 
University Overview
o Carnegie Mellon Vision, 

Mission & Goals
o The Colleges
o President and Provost
o Student Enrollment
o Admissions, Tuition and 

Fees
o Inspire Innovation!

http://www.cmu.edu/alumni/involved/volunteer/AABbylaws.pdf


History of the Alumni Association

The history of the Carnegie Mellon Alumni Association reaches back to the close of Carnegie 
Tech's first commencement exercises in June, 1908.  Since the days when the cafeteria was the 
“Beanery,”

 

when “The Fence”

 

was the “Senior Fence,”

 

when “the Cut”

 

truly was a cut, graduates of 
Carnegie Institute of Technology and, since 1967, of Carnegie Mellon University, have provided an 
active and effective organization to serve the alumni and to promote the interests of the school.

Beginning in 1908, the Schools of Applied Science (Engineering),

 

Applied Design, Applied 
Industries, and Margaret Morrison Carnegie College established and operated separate Alumni 
Associations.  These groups merged in 1912 to form a General Alumni Association, and, in 1919, 
the Alumni Federation of Carnegie Institute of Technology was officially established with the 
ratification of its first constitution and by-laws.   When Carnegie Institute of Technology became 
Carnegie Mellon University in 1967, the name of the Alumni Federation was changed to the 
Carnegie Mellon Alumni Association.



History of the Alumni Association cont’d

The structural organization of the Alumni Association over the past 60 years has, for the most part, 
remained constant.  Carnegie Clans, territorial alumni clubs, were instituted as the basic units of the 
organization in 1919 as a means of bringing alumni closer together regardless of department or 
school, and, by the following year, 12 clans throughout the east

 

and Midwest were established and 
actively involved in alumni affairs.  By 1936, there were 20 active clans throughout the entire United 
States and an Alumni Federation membership of about 10,000.  By 1964, the number of clans had 
grown to 25 with a Federation membership of approximately 29,000.  

In order to bring individual alumni into closer contact with the

 

officers of the Alumni Federation, an 
Alumni Council consisting of an elected member from each chartered clan was established in 1937.
Graduates have also had a voice in formulating policies of the institution itself since 1924 through 
several alumni appointments to the Executive Committee of the Board of Trustees.  Today, the 
Alumni Association Board President serves as an ex-officio member of the Board of Trustees.



History of Homecoming & Carnival

The first formally organized Homecoming event was initiated in 1920 and became known as 
Campus Week.  This was a three-day spring event to which alumni were invited to renew old 
friendships, to celebrate, and to be entertained.  Students were

 

responsible for providing 
entertainment and ultimately did so with such enthusiasm and involvement that Campus Week 
became more of a student activity than an alumni gathering.

In 1928, Homecoming was transferred to the fall so that it could

 

be celebrated in conjunction 
with a football game and become more nearly like “old home week.”

 

But students were 
disappointed with the discontinuation of Campus Week, and after a few years of appealing to 
the administration, gained permission to institute a similar student-oriented activity which they 
designated “Spring Carnival.”

 

Until 1978, alumni had not been directly involved in Carnival,

 
but for many it is one of the most memorable events of their college life, and for some it is the 
most joyful time to “come home.”



Alumni Association Board
Purpose
The Alumni Association Board works closely with the Office of Alumni Relations to develop and 
strengthen programs that enhance the relationships alumni have to the university and to each other. 
Board members are committed to supporting Carnegie Mellon’s overall interests among the entire 
alumni community and in the world-at-large. Board members meet three times per year. 
Organization
The Alumni Association Board consists of 18 appointed Directors,

 

as well as officers consisting of 
the President, President-Elect, Past President, and Secretary. In addition, the Vice President of 
University Advancement and a representative of the Andrew Carnegie Society, the leadership giving 
organization, serve as ex officio members.
Click here for a list of current members.

http://www.cmu.edu/alumni/association/board.html


Carnegie Tech / Carnegie Mellon Alumni Federation / Association 
Presidents 1919 - 2010

1919

 

Robert E. Noble, E'10
1920

 

W. Ward Powell, E'13
1921

 

Alan Bright, E'11
1921-22

 

James B. Sprague, E'09
1923

 

S. Guy Little, I'10
1924

 

Harold L. Heilman, A'17
1924

 

John F. Laboon, E'12
1926-27

 

Marshall R. Walton, E'09
1927-34

 

Walter J. Blenko, Sr., E'21
1934-37

 

James W. Dougherty, E'11
1937-39

 

Rody Patterson, A'23
1939-40

 

John A. Hagan, E'28
1940-41

 

William B. Skinkle, E'17
1941-42

 

M. Markle Steen, A'08
1942-43

 

Robert H. Caffee, PM 30
1943-45

 

Harold C. Godden, I'22
1945-46

 

Anthony J. Kerin, E'17
1946-47

 

Frank E. Foote, E'30
1947-48

 

Carl Dozer, A'36
1948-49

 

Eugene Dowling, E'09
1949-50

 

Clarence R. Dobson, E'20
1950-51

 

Alfred M. Cox, E'21
1951-52

 

Thomas Pratt, A'30
1952-53

 

Margaret E. Stevenson, MM'26
1953-54

 

Frederick S. Bloom, E'21
1954-55

 

T. Joseph Ess, E'22
1955-56

 

I. Stanley Wishoski, E'24
1956-57

 

John N. Franklin, A'23
1957-58

 

Kenneth Reed, E'49
*1958-59      Alfred S. Andrews, I'26
1959-60

 

Harry D. Kolb, E'32
1960-61

 

Julius H. Penske, Jr., E'22
1962-63

 

Franklin H. Allison, Jr., E'23
1963-64      Otmar A. Eichenlaub, E'26

1964-65       Max W. Lightner, E'30
1965-66       Henry Lehne, E'37
1966-67       John M. Depp, E'39
1967-68       William A. Conwell, E'29
1968-69       J. Howard Joynt, E'25
1969-70       William J. Moore, E'35
1970-71       John W. Ewalt, E'36
1971-72       Edward E. Smuts, E'45
1972-73       Maxwell H. Connan, E'39
1973-74       William T. Lankford, Jr., E'41
1974-75       Donald L. Baeder, E'51
1975-76       Dee J. Andella, PM'42
1976-77       Howard L. Malakoff, E'37
1977-78       Norma Shea Langworthy, A'40
1978-79       John F. Hotchkiss, E'28
1979-80       William S. Perkins, E'48
1980-81       William Goldsmith, E'40
1981-82       W. Logan Dickerson, E'48
1982-83       Hans W. Lange, E'52
1983-84       John D. Reese, E'48
1984-87       Harold G. Hall, E'48
1987-89       Lewis S. Sternberg, E'52
1989-91       Richard A. Elder, S'66
1991-94       Donald E. Stitzenberg, S'63
1994-96       Barrie Dinkins Simpson, MM'68
1996-98       Mary Ann Ulishney, S'78
1998-2000   Richard D. Hamilton, E’59
2000-02       James E. Tomayko, HS’71, 80
2002-03       Anthony Martignetti, HS’84
2003-04       W. David Mills, IM’82
2004-06       Daniel T. Green, A’94
2006-08       Jay E. Price, S’66
2008-10       Richard T. Creech, E’84
2010-12       Beverley Wheeler, HS’76, HNZ’78
*Name changed from Alumni Federation to Alumni Association



Programs and Services
Interest Groups
Awards
Chapters
Class Notes
Electronic Services
Reunions
Student Programs
Products
Travel



Programs and Services
Interest Groups
Alumni Interest Groups (AIGs) are organizations comprised of alumni and friends of Carnegie 
Mellon who have common interests arising from their University-recognized co-curricular activities 
or common cultural or professional interests. Click here.
Awards
Chapters
Class Notes
Electronic Services
Reunions
Student Programs
Products
Travel

http://www.cmu.edu/alumni/involved/interest.html


Programs and Services
Interest Groups
Awards
First presented in 1950, the Alumni Awards recognize alumni, faculty and students for their service 
to the university and for their achievements in the arts, humanities, sciences, technology and 
business. To date more than 750 individuals have been honored through the program.
For full award descriptions and deadlines, click here. Chapter volunteers are encouraged to 
nominate fellow alumni.
Chapters
Class Notes
Electronic Services
Reunions
Student Programs
Products
Travel

http://www.cmu.edu/alumni/find/awards.html


Programs and Services
Interest Groups
Awards
Chapters
Carnegie Mellon works with alumni from across the country and around the world to maintain active 
alumni chapters that develop and promote regional activities. These groups provide interaction and 
intellectual stimulation for alumni, as well as for students and

 

their parents, while advancing 
Carnegie Mellon and further developing the alumni network.  Click here to find an alumni chapter in 
your area.
Class Notes
Electronic Services
Reunions
Student Programs
Products
Travel

http://www.cmu.edu/alumni/involved/chapters/index.html
http://www.cmu.edu/alumni/involved/chapters/index.html


Programs and Services
Interest Groups
Awards
Chapters
Class Notes
Share your news and events by submitting a note. Find out what's happening with your fellow 
alumni by searching class notes

 

(must be logged in member of Online Community).
Electronic Services
Reunions
Student Programs
Products
Travel

https://www.alumniconnections.com/olc/membersonly/CMU/classnotes/classnotes.cgi?FNC=GetSubmitPage__Aindex_html
https://www.alumniconnections.com/olc/membersonly/CMU/classnotes/classnotes.cgi?FNC=GetGroupView__Aview_main_html______


Programs and Services
Interest Groups
Awards
Chapters
Class Notes
Electronic Services
Carnegie Mellon provides an array of online services for alumni at our Web site –

 
http://www.cmu.edu/alumni. Among those services are:

•Online Directory –

 

Through a password-protected environment, alumni can update their 
personal and professional contact information, and search for other alumni by geographic 
location, class year, college, or department.
•LinkedIn – LinkedIn is a professional networking site where we have established a group for 
business networking. Free registration is at www.alumni.cmu.edu/LinkedIn.htm
•Email Forwarding –

 

Carnegie Mellon provides email forwarding accounts for all alumni. This 
service allows email to be passed along to another email account. As users change email 
service providers, they do not need to send an announcement to their entire address book, but 
merely change the forwarding address within the service.

Reunions
Student Programs
Products
Travel

http://www.cmu.edu/alumni
http://www.alumni.cmu.edu/LinkedIn.htm


Programs and Services
Interest Groups
Awards
Chapters
Class Notes
Electronic Services
Reunions
Celebrate the anniversary of your graduation from Carnegie Mellon with fellow alumni and friends 
from your class year and decade. Those classes in their reunion year are charged with planning a 
celebration for alumni from their class and throughout their same decade. Additionally, this is an 
ideal time to learn about the university today from faculty, staff, students, and other alumni. 
Reunion based events occur throughout Spring Carnival & Reunion Weekend.
Student Programs
Products
Travel

http://www.cmu.edu/alumni/springcarnival


Programs and Services
Interest Groups
Awards
Chapters
Class Notes
Electronic Services
Reunions
Student Programs
Your relationship with Carnegie Mellon is a lifelong one that begins as a student.  Your participation 
as a role model to students is of utmost importance and value.  By interacting with today’s students, 
you can share the stories of Tartan pride that weave through generations while learning more about 
the current student experience.  To that end, Alumni Relations hosts events that encourage student 
& alumni interaction and facilitates opportunities that foster student leadership within the activities of 
the Alumni Association. Student-and family-related programs are held during Orientation, Family 
Weekend, Homecoming, Spring Carnival and Commencement.  The Highland Ambassador 
program provides opportunities for students to host and facilitate alumni and events.  In addition, 
Alumni Relations sponsors a series of programs, including Dinner

 

with 12 Tartans, Slice of Life 
seminar series, alumni panels and student-alumni social events.
Products
Travel



Programs and Services
Interest Groups
Awards
Chapters
Class Notes
Electronic Services
Reunions
Student Programs
Products
Through the Office of Alumni Relations, the university provides exclusive product opportunities for 
life, health, auto, home and renters insurance; and Pennsylvania

 

license plates.  Click here.
Travel

http://www.cmu.edu/alumni/benefits/insurance.html


Programs and Services
Interest Groups
Awards
Chapters
Class Notes
Electronic Services
Reunions
Student Programs
Products
Travel
Carnegie Mellon’s educational travel program is designed to ensure a unique experience and offers 
a wide variety of land tours and cruises. Tours are carefully chosen for their quality, exciting 
destinations, educational components and interesting itineraries. On some tours, we also offer 
educational opportunities through stimulating lectures and insights by local experts or university 
professors. Recent destinations include Antarctica, Dordogne, China and the Amazon. Click here.

http://www.cmu.edu/alumni/benefits/travel.html


University Vision, Mission & Goals
VISION
Carnegie Mellon will be a leader among educational institutions by building on its distinctive core 
values of innovation and interdisciplinary collaboration to solve problems and make new discoveries 
to benefit society.

MISSION STATEMENT
To create and disseminate knowledge and art through research and

 

artistic expression, teaching 
and learning, and to transfer intellectual products to society.
To serve our students by teaching them problem-solving, leadership and teamwork skills, and the 
value of a commitment to quality, ethical behavior, society and respect for one another.
To pursue the advantages provided by a diverse and relatively small university community, open to 
the exchange of ideas, where discovery, artistic creativity, and

 

personal and professional 
development can flourish.



GOALS
Education: Build upon, broaden and enhance our educational programs through

 

international, 
multidisciplinary and community-based initiatives to allow students to explore various fields while 
maintaining depth in their primary area of study.  Our students will become broadly educated, 
humane leaders who will have an important impact in their professions and communities.
Strategic Areas of Leadership: The University has identified areas of focus in which its existing 
strengths and collaborative, problem-solving culture can positively impact the world.  These areas 
of comparative advantage are:  
-biotechnology and the life sciences
-environmental sciences and practices  
-information and security technology  
-the arts and humanities  
-business and public policy
International Initiatives: Selectively and strategically expand our international impact by 
leveraging university strengths to establish international partnerships to compete effectively on a 
global basis for research and educational opportunities, academic talent and financial resources, 
and to provide a global education for students.
Community Success: Provide a rewarding, welcoming and diverse environment that enables our 
students, faculty, staff and alumni to achieve professional success while helping to advance the 
university mission.



The Colleges
The College of Engineering
The College of Fine Arts
The H. John Heinz III College
The College of Humanities and Social Sciences
The Mellon College of Science
The School of Computer Science
The Tepper School of Business

http://www.cit.cmu.edu/
http://cfa.cmu.edu/
http://www.heinz.cmu.edu/index.aspx
http://www.hss.cmu.edu/
http://www.cmu.edu/mcs/
http://www.cs.cmu.edu/
http://tepper.cmu.edu/index.aspx


Jared L. Cohon became the eighth president of Carnegie Mellon University in July 1997 and was reappointed 
in 2007 to a 3rd

 

term. 

Mark S. Kamlet was appointed provost in 2000 and in 2005 was reappointed and also named senior vice 
president, recognizing the key role he plays in almost all administrative aspects.



Student Enrollment 

Top 10 States (undergraduate)
•

 

Pennsylvania

 

1,175
•

 

New York

 

636
•

 

New Jersey

 

596
•

 

California

 

298
•

 

Maryland

 

244
•

 

Massachusetts

 

210
•

 

Virginia

 

183
•

 

Ohio

 

170
•

 

Texas

 

160
•

 

Connecticut

 

126

Top 10 Countries (full headcount)
•

 

India

 

607
•

 

Korea

 

412
•

 

China

 

330
•

 

Taiwan

 

126
•

 

Canada

 

104
•

 

Singapore

 

74
•

 

Turkey

 

71
•

 

Thailand

 

64
•

 

Japan

 

57
•

 

Australia

 

46

As of fall 2008, the University enrolled 5,892 undergraduate students, 3,398 
master’s degree students, and 1,668 doctoral students. Among undergraduate 
students, 88 percent come from all 50 states, Washington, D.C., and U.S. 
territories. 102 foreign countries are represented in the student body. The top 10 
represented states and countries are:



Admissions, Tuition and Fees
In 2008, University-wide admissions statistics were as follows:
Applied

 

13,527
Admitted

 

5,129
Admitted

 

37.9 percent
Enrolled

 

1,465
Yield

 

28.6 percent
SAT Average Scores
Section            Carnegie Mellon           National
Verbal                        665

 

503
Math                          715

 

518
Total                       1,380 1,021

Tuition and Fees
Undergraduate Tuition: $39,150
Graduate Tuition: *
College of Fine Arts

 

$31,470
Carnegie Institute of Technology

 

$35,700
H. John Heinz III College

 

$36,000
College of Humanities & Social Sciences

 

$33,810
Information Networking Institute ** $71,400
Mellon College of Science $35,000
School of Computer Science $35,000
Tepper

 

School of Business

 

$47,800
Carnegie Mellon Silicon Valley

 

$49,000
Mandatory Fees:

 

$414
* Graduate tuition displayed is for most programs in each college. 

Tuition may vary by program.
** Tuition is for a 16-month program
Room and Board:
Average Room*

 

$5,890
Average Board**

 

$4,160
* Average Room is based on the cost of a standard double room.
**Average Board is based on the cost of a full dining service program.
Total Estimated Cost:*
Resident: $51,960
Commuter: $38,618
* Cost includes tuition and fees, books and supplies, incidentals, room and board (for on-campus residents) 

and lunches and transportation (for commuters).

Top 10 Overlap Schools
Overlap refers to the number of applicants or 
admittees

 

who applied or were admitted to Carnegie 
Mellon and one of the other schools listed.

Cross Applicants
Cornell University
Massachusetts Institute of Technology
Stanford University
University of Pennsylvania
Princeton University
Northwestern University
Columbia University
University of California -

 

Berkeley 
Johns Hopkins University
Harvard University

Cross Applicants by Admittance Percentage
Rensselaer Polytechnic Institute
Washington University -

 

St. Louis 
Johns Hopkins University 
University of Michigan -

 

Ann Arbor
Duke University
University of California -

 

Berkeley
Northwestern University
Cornell University
University of Pennsylvania
Columbia University



In 2008, Carnegie Mellon University launched the public phase of

 

its comprehensive 
campaign.  Full details about the campaign and its financial and engagement

 

priorities 
can be found here.

http://www.cmu.edu/campaign/index.html
http://www.cmu.edu/campaign/index.html


APPENDIX III

•

 

Forms
o Annual Projection
o Annual Chapter Volunteer Report
o Meeting Minutes Report
o Deposit Form
o Reimbursement Form
o Alumni Contact Information Update Form
o Chapter Event Planning Summary
o Detailed Chapter Event Planning Outline



 

Please fax this form to 412-268-1754, or mail to your chapter liaison at:  
Carnegie Mellon Office of Alumni Relations, 6 PPG Place, 14th Floor, Pittsburgh, PA  15222-5409. 

 
Annual Projection 
To be returned to the Office of Alumni Relations before July 1. 
 
Chapter Name:   
Chapter Liaison:   
Submitted By:   
Email:   
 
Chapter Information: 
Year:   
Total Number of Activities Currently Planned:   
 
Activity Details (Please estimate a date or season for planned events): 
 
Activity #  : 

Name:   
Date:   
Location:   
 
Description:  
           
           
            
 
University Requests (requests for speakers/aid in promoting the event, etc…): 
           
            

 
 
Activity #  : 

Name:   
Date:   
Location:   
 
Description:  
           
           
            
 
University Requests (requests for speakers/aid in promoting the event, etc…): 
           
            

 



 

Please fax this form to 412-268-1754, or mail to your chapter liaison at:  
Carnegie Mellon Office of Alumni Relations, 6 PPG Place, 14th Floor, Pittsburgh, PA  15222-5409. 

 
Activity #  : 

Name:   
Date:   
Location:   
 
Description:  
           
           
            
 
University Requests (requests for speakers/aid in promoting the event, etc…): 
           
            

 
 
Activity #  : 

Name:   
Date:   
Location:   
 
Description:  
           
           
            
 
University Requests (requests for speakers/aid in promoting the event, etc…): 
           
            

 
 
Activity #  : 

Name:   
Date:   
Location:   
 
Description:  
           
           
            
 
University Requests (requests for speakers/aid in promoting the event, etc…): 
           
            

 



 

Please fax this form to 412-268-1754, or mail to your chapter liaison at:  
Carnegie Mellon Office of Alumni Relations, 6 PPG Place, 14th Floor, Pittsburgh, PA  15222-5409. 

Annual Chapter Volunteer Report: 
To be returned to the Office of Alumni Relations before July 1.  
 
Chapter Name:   
Chapter Liaison:   
Submitted By:   
Email:   
 
President 
Term Started: _____________________ 
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 
 
Vice President 
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 
 
Secretary/Recorder 
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 
 
 
 

Title: ___________________________ 
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 
 
Committee Chairs & Key Volunteers 

 
Communications 
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 
 
Events 
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 
 
 



 

Please fax this form to 412-268-1754, or mail to your chapter liaison at:  
Carnegie Mellon Office of Alumni Relations, 6 PPG Place, 14th Floor, Pittsburgh, PA  15222-5409. 

 
Membership 
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 
 
Web site 
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 
 
Other:   
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 
 

 
Other:   
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 
 
Other:   
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 
 
Other:   
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 



 

Please fax this form to 412-268-1754, or mail to your chapter liaison at:  
Carnegie Mellon Office of Alumni Relations, 6 PPG Place, 14th Floor, Pittsburgh, PA  15222-5409. 

 
 
 
Other:   
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 
 
Other:   
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 
 
Other:   
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 

 
 
 
Other:   
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 
 
Other:   
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 
 
Other:   
Name:   
Home Address:   
  
  
  
Phone (H):   
Phone (W):   
Phone (C):   
Fax:   
Email:   
Class Year: ________ Major: ________ 
 
 

 
Photocopy this page as needed. 



 

Please fax this form to 412-268-1754, or mail to your chapter liaison at:  
Carnegie Mellon Office of Alumni Relations, 6 PPG Place, 14th Floor, Pittsburgh, PA  15222-5409. 

 
Meeting Minutes Report 
To be returned to the Office of Alumni Relations to summarize a chapter meeting.  
 
Chapter Name:   
Chapter Liaison:   
Submitted By:   
Email:   
 
Meeting Information: 
Meeting Name:   
Date:   
Attendees (attach attendance sheet):   
 
Meeting Agenda: (Attach and list any additional notes in this sheet) 
               
               
               
                
               
               
               
                
 
Action Items: (Please list any assignments to be completed and who is taking leadership) 
               
               
               
                
               
               
               
                
               
               
       
 



 

Please mail this form along with your deposit to Jack Gaines at:  
Carnegie Mellon Office of Alumni Relations, 6 PPG Place, 14th Floor, Pittsburgh, PA  15222-5409. 

 
 
Deposit Form 
To be returned to the Office of Alumni Relations. 
 
Chapter Name:   
Chapter Liaison:   
Submitted By:   
Email:   
 
 
Credit the funds to my chapter account 
 

Total cash enclosed for deposit      

Total checks enclosed for deposit      

 Checks are made payable to Carnegie Mellon – (name of chapter)* 

   *Ex.: “Carnegie Mellon – Sacramento” 

  TOTAL DEPOSIT________________________________ 

 
Purpose of Deposits (please describe what activities these payments were for):   
  
  
  
  
  
  
  
  
  
 
 
 
I verify all statements on this form are accurate to the best of my knowledge:   
 
 
 
 
(Please sign) 
 
 
Oracle ID (for use by chapter liaison): 
  
 
You can mail this form with your deposit to Jack Gaines at, Carnegie Mellon Office of Alumni 
Relations, 6 PPG Place, 14th Floor, Pittsburgh, PA  15222-5409. 



 

Please mail this form along with original receipts to Jack Gaines at:  
Carnegie Mellon Office of Alumni Relations, 6 PPG Place, 14th Floor, Pittsburgh, PA  15222-5409. 

 
 
Reimbursement Form 
To be returned to the Office of Alumni Relations. 
 
Chapter Name:   
Chapter Liaison:   
Submitted By:   
Email:   
 
 
Reimburse an individual for expenses incurred on behalf of the chapter 
 
Event name:             
Event date: _______________  
 
Name of recipient:            
 
Address:   
City/State/Zip:   
Phone:  Fax:   
E-mail:    
 
Total Reimbursement Amount:   
 
Purpose of expense (for note on account activity statement):   
  
  
  
  
 

Please attach receipts  -- you will not be reimbursed  
without valid receipt showing payment.  

 
I verify all statements on this form are accurate to the best of my knowledge:   
 
 
 
 
(Please sign) 
 
 
Oracle ID (for use by chapter liaison): 
  
 
 



 
Alumni Contact Information Update 
To be returned to the Office of Alumni Relations. 
 

Please fax this form to 412-268-1754, or mail to your chapter liaison at:  
Carnegie Mellon Office of Alumni Relations, 6 PPG Place, 14th Floor, Pittsburgh, PA  15222-5409. 

FULL NAME DEGREE YEAR E-MAIL MAILING ADDRESS PHONE 
      

      

      

      

      

      

      

      

      

      

      

 



 

Please fax this form to 412-268-1754, or mail to your chapter liaison at:  
Carnegie Mellon Office of Alumni Relations, 6 PPG Place, 14th Floor, Pittsburgh, PA  15222-5409. 

 
Event Summary 
 
Event Title: 
Date: 

Time: 

Admission Fee: 

RSVP deadline: 

 

Location: 

Specific Room: 

Address: 

Contact Person: 

Phone #: 

Fax#: 

E-mail: 

 

Caterer: 

Contact Name: 

Phone #: 

Fax #: 

E-mail: 

 

Program Emcee: 

 

Carnegie Mellon representatives attending: 

 

Lead Event Coordinator: 

Phone: 

E-mail: 

 

Other Important Contact: 

Phone: 

E-mail: 



 

Please fax this form to 412-268-1754, or mail to your chapter liaison at:  
Carnegie Mellon Office of Alumni Relations, 6 PPG Place, 14th Floor, Pittsburgh, PA  15222-5409. 

 
Chapter Event Planning Outline 
 
 

Event: 
_______________________________________________________________ 
 
I. Action Items 
Details       Target/Deadline Confirmed Date Completed 
Inform Liaison __________________________________  _____________   __________  ________________ 

Confirm Site ____________________________________  _____________   __________  ________________ 

(rain location, insurance...) 

Confirm Date ___________________________________  _____________   __________  ________________ 

(avoid conflicts with institution or city functions) 

Confirm Speaker ________________________________  _____________   __________  ________________ 

Request Mailing _________________________________ _____________   __________  ________________ 

Develop Budget _________________________________  _____________   __________  ________________ 

 

II. Budget  
Projected Costs      Projected Revenue___________________ 
Site Rental fee   _____________   Registration fees    _____________ 

Group ticket advance purchase  _____________   Group Ticket Sales   _____________ 

A/V Fees    _____________   Sponsorship Fees    _____________  

Catering(incl. applicable taxes)  _____________   Gifts in Kind     _____________ 

Alcohol     _____________        _____________  

Cash Bar/bartender   _____________       _____________ 

Hosting University Guests  _____________   Other _________________ _____________ 

Photographer    _____________   Other _________________ _____________ 

Transportation    _____________ 

Printing     _____________ 

Chapter Mailing    _____________ 

Decorations    _____________ 

Door Prizes    _____________ 

Entertainment    _____________ 

Gift for Speaker    _____________ 

Other ____________________  ____________  

Other ____________________  _____________ 

Other ____________________  _____________ 

 

Total _____________      Total _____________ 

 



 

Please fax this form to 412-268-1754, or mail to your chapter liaison at:  
Carnegie Mellon Office of Alumni Relations, 6 PPG Place, 14th Floor, Pittsburgh, PA  15222-5409. 

Projected Attendance  __________ 

Break even Point  __________ 

Per Person Cost $  __________ 

 
III. Committee Assignments  
Task      Person______________________ 
Main Contact for Alumni    _________________________________ 

Logistics      _________________________________ 

Promotions      _________________________________ 

Transportation, parking, lodging    _________________________________ 

Request materials, giveaways from liaison   _________________________________ 

Program planning     _________________________________ 

(i.e. emcee, agenda, speakers introduction) 

Seating arrangements (if applicable)   _________________________________ 

Other ________________________________  _________________________________ 

Other ________________________________  _________________________________ 

 

IV. Promotions 
Details      Target/Deadline Confirmed by  Date Completed 
Save the Date E-mail _______________________ _____________   _____________   _____________ 

Phone Tree _______________________________  _____________   _____________   _____________ 

Mailing _________________________________  _____________   _____________   _____________ 

Mailing draft sent to liaison for approval at least 48 hours prior to printing _____________   _____________ 

E-mail Invitation __________________________  _____________   _____________   _____________ 

E-mail draft sent to liaison for approval at least 48 hours prior to sending _____________   _____________ 

Co-Sponsorship (if applicable) _______________  _____________   _____________   _____________ 

Other ___________________________________   _____________   _____________   _____________ 

Other ___________________________________   _____________   _____________   _____________ 

 

V. Event Post Mortem 
Evaluation Tools       Date Completed 
Electronic survey sent to attendees     _____________ 

Committee post event meeting     _____________ 

Feedback from Carnegie Mellon staff in attendance    _____________ 

Compile feedback from electronic survey    _____________ 

Final budget summary      _____________ 

 

VI. Thank Event Volunteers     _________ 
 
VII. Mail Post-Event Report to Carnegie Mellon Alumni Association  _____________ 
 




