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Congratulations on becoming an active member of your
Alumni Club! Whether you are starting up a new Club or
simply taking a new role in an established Club know that this
guide was made with you and all of your questions in mind.
Please take the time to read the guide in its entirety. Outlined
in the pages that follow is everything you need to know—
need to do and how the Alumni Association can help!

Lehigh’s Alumni Club network exists to connect you with
Lehigh alumni in your community. The Clubs collectively host
over 400 events worldwide each year, involving over 7,000
alumni! These activities span all interests from sports to the
performing arts and we are looking to increase the alumni
participation in all types of events!

If you can’t seem to find the answer to your questions in this
guide, please feel free to contact us. Thanks for taking the time
to participate in your local Alumni Club and most importantly,
Have Fun!

Jill Anderson ‘91
Director, Alumni Clubs

Big Cities and Back Yards…
Connecting the Lehigh Family

across the Globe
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Expectations of Alumni Clubs
The Alumni Association has established minimum guidelines which each
Club needs to meet in order to be considered active:

• Every Club should plan a full Board of Directors meeting at least
4 times a year.

• Every Club will be encouraged to enact a change of leadership
every 1 to 3 years (2 is ideal).

• All members of the Board of Directors are REQUIRED to participate
in the planning and implementation of one event per year, as
specified by their respective chair.

• In addition, all Board Members should attend other events to show
support for the Club and to recruit volunteers.

Alumni Club Criteria
All Alumni Clubs are required to participate in the following:

• Incoming Student Send-off—One of the largest events that allows
incoming students to meet other classmates, upper class students,
and alumni before leaving for South Mountain. This gathering
welcomes and honors the newest members of the Lehigh family.

• Lehigh/ Lafayette Telecast—The largest event involving the most
Clubs at one time celebrating College Football’s most played rivalry.

• Annual ClubOfficers’ Report—Asurvey requesting information
about your Club’s operation over the past year with regards to Board
meetings, membership, volunteer recruitment, communication
with the Alumni Clubs director, and your Club’s account.

• Annual ClubPresident’s News/ Dues Letter—Informs Club
members of the recent happenings over the past year as well as
soliciting dues for program support. It is e-mailed to the entire Club
constituency and hard copies may be mailed to a preselected market.

•Annual Nomination of ClubVolunteer-of-the-Year

Additional Events are as follows:
• Fall Cultural/Educational event
• AAOHoliday Event/Activity
• Spring Cultural/Educational Event
• Family Event/Professional Sporting Event
• YoungAlumni Networking Event

Organizing
Your Club
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Guidelines for Leadership Positions and
Key Volunteers
The Alumni Association requires that each Club be organized to include
a Board of Directors to coordinate Club activities. Full Job Descriptions
can be found on page 7. The size and demands of the Club should
determine the number of alumni volunteers needed for your Club.
Larger Clubs should have approximately 6-8 key volunteers while smaller
Clubs can operate effectively with 2-4 key volunteers.

Expectations of the Alumni Clubs Office
• Aid with planning, development and layout of online invitations,
e-mail communication and reminders, coordination with other
departments (as applicable), and event supplies (nametags, gifts,
speaker information, etc.)

• Make arrangements with the university to get speakers from
the staff/faculty. The university will cover the expenses of
transportation, lodging and meals.

Organizing
Your Club

4



In order to be an effective member of the Board of Directors, from the Club
President to a Club Chair, you must have strong leadership, communication
and organizational skills so that you can convey your desire to represent
Lehigh to alumni, parents and friends.
The amount of time that you will spend fulfilling your Club duties will
vary. All estimates were established by asking people who formerly held
the positions the amount of time that they had spent, including time in
board meetings, planning, etc.
The time commitment for the:

President, Vice President, Secretary and Treasurer:
Length of Commitment: (Renewable) 2 years with a maximum of
2 consecutive terms
Estimated Total Hours: Yearly-48 hours, Monthly-4 hours,
Weekly-1 hour

The time commitment for the;
Alumni ClubChairs:
Length of Commitment: (Renewable) 2 years with a maximum of
2 consecutive terms
Estimated Total Hours: Yearly-24 hours, Monthly-2 hours,
Weekly-1/2 hour

President
Responsibilities:

• Preside over meetings, determine agenda, location and schedule.
• Establish short- and long-range objectives and goals.
• Structure organization to ensure the opportunity for new leaders
to develop.

• Maintain contact (regarding Club activities) and send out meeting
reminder e-mails to planning committee members.

• Complete Club event forms and return them to the LUAA.
• Complete and submit Club Annual Report andAnnual News/
Dues Letter

• Once term is completed, should be willing to advise
future presidents.

Vice President
Responsibilities:

•Attend all board meetings and Club events.
• Preside over meetings in absence of the President and assume
his/her duties.

• Coordinate Club and volunteer activities with a planning committee.
• Serve as host/ess during club events.

Secretary
Responsibilities:

• Handle and keep records of all Club correspondence.
• Maintain official records of meetings and forward copies of the
minutes and special reports to the Alumni Clubs Office.

• Maintain updated roster of officers and Club members as well as
inform LUAAof any address changes.

• Send out meeting reminder e-mails to planning committee members.
• Coordinate Club and volunteer activities through the
planning committee.

Officer
Expectations
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Treasurer
Responsibilities:

• Oversee Club finances, collect dues (if applicable) and receive
proceeds from events/fundraisers.

• Assist officers in preparing budgets.
• Maintain and supervise Club bank accounts and
membership dues.

• Pay all Club bills.
• Work with LUAA to make financial arrangements for events.
• Report quarterly to LUAA.

Chair-Alumni Admissions Outreach
Responsibilities:

•Maintain good standing with the Alumni Admissions Outreach
program as an active volunteer by fulfilling all AAO duties.

• Serve as the liaison between the AAO Program and the local
Club Network for programs such as yield events and the
Alumni Club BookAward.

• Attend the local Club Board of Directors meetings on a
quarterly basis.

• Provide assistance to Incoming Student Sendoff Chair.

Chair-Young Alumni/ Membership
Responsibilities:

•Work with LUAA to develop appropriate, timely events.
• Arrange event details, location and invitations.
• Help increase interest and attendance by developing
phone/e-mail trees to contact area alumni.

• Make introductory remarks at Membership events.
• Encourage participation at events, on the Club Board of Directors
and in support of the Club via dues.

Chair-Career Networking
Responsibilities:

•Work with LUAA to select speaker for venue and arrange
location, event details and invitations.

• Help increase interest and attendance by speaking with
contacts and calling invitees as necessary.

• Make introductory remarks at Networking events.

Officer
Expectations
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Chair-Incoming Student Sendoff
Responsibilities:

• Provide a location for the Incoming Student Sendoff.
• Arrange catering and rentals (room, chairs, tables, etc…) unless
otherwise arranged with LUAA.

• Maintain and submit to the LUAAall original receipts for
reimbursement or gift-in-kind credit.

• Complete host information sheet prior to event and host evaluation
sheet after event.

Chair-Telecast
Responsibilities:

• Coordinate with appropriate rival Alumni Association contact/office.
• Work with LUAA to arrange location, event details and invitation.
• Provide a location for the Telecast that will have access to broadcast
specifications (DirectTV©, etc).

• Arrange for venue to provide separate area for alumni and menu as
appropriate.

• Conduct the Half-time Raffle.
• Complete host information sheets prior to event and host evaluation
sheets after event.

Chair-Special Events
Responsibilities:

•Work with LUAA to develop potential faculty/staff to accompany
alumni, friends, and family, arrange a location, event detail,
and invitations.

• Contact appropriate locations to discuss group rates, potential meet-
ing areas and special offers available to non-profit organizations.

• Serve as contact person for any pre-event questions or concerns and
as host/ess during the event.

• Complete host information sheets prior to event and host evaluation
sheets after the event.

Chair-Marketing &Communication
Responsibilities:

•Work with LUAA to develop appropriate content for Club Web site
by maintaining accurate links to and from LUAApages.

• Attend all Board of Directors meetings to obtain all updated
information regarding membership, events and activities.

• Arrange with Club Treasurer payment to ISP.
• Ensure all internal and external Club communications meet
standard practice guidelines for appropriate layout, color and
approval by LUAA.

• Attend Club events to encourage use of Web site.

Officer
Expectations
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Affinity Groups
In order to receive assistance from the Lehigh University Alumni
Association and maximize your affinity group’s success, there are several
criteria that should be followed. It is important to remember that
communication between your affinity group leadership, university
department, and the LUAA is essential.

Benefits
• Personnel training, support, and services from LUAA

-Identification of audience
-Development of event purpose and goal

• Free electronic marketing of events
-E-mail invitations as well as reminders
-Postings on the main Alumni Association Web page
-Individual Alumni Clubs Web sites

• Additional collaboration on events with planning, marketing, etc.
• Improved attendance and tracking to Banner system
• Reduced spam to alumni constituencies

Expectations
• Academic departments are requested to provide a general calendar of
events as soon as available

• All Academic departments are requested to get their complete
information to LUAAat least 8 weeks in advance of the event date.
This allows for:
-Formatting and download requests – 4 weeks
-Event invitation (e-mail and/or paper) – 1 month prior
-Event reminder (e-mail only) – 2 weeks prior

• LUAAwill provide information and templates for reservations and
attendance tracking

• LUAAwill ensure the attendance tracking is provided to Records
and Research for appropriate coding (CRM)

See Creative Connections for a current list of established affinity groups.

Campus
Connections
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Alumni Admissions Outreach
The Alumni Admissions Outreach (AAO) Program is a fantastic way
for Lehigh Alumni to stay involved with the present-day university.
If you are not already a member of the AAO, now is the time to come
on board! You will join a dedicated assembly of over 800 Lehigh
Alumni, who are trained to assist the University and the Office of
Admissions by recruiting the finest students across the country and
throughout the world. By sharing your collegiate experiences and
professional success with prospective students, you will illustrate the
benefits of the Lehigh experience.

As an Alumni Admissions Outreach Volunteer you will have the
opportunity to refer students to Lehigh University, represent Lehigh
at College Fairs in your area, conduct Alumni Interviews, attend
Admission’s Evening Programs in your area, attend Holiday
Receptions, engage in Accepted Student Congratulations Process,
attendAccepted Student Events, and attend Incoming Student
Sendoffs.

Your involvement, no matter how great or small, will have a tremen-
dous impact on the lives of our prospective students...you may be the
reason a student chooses Lehigh!

For questions regarding the Alumni Admissions Outreach Program,
please contact Barrett E. Frankel ’02, ’03 at lehighaao@lehigh.edu or
610-758-5062.

Alumni Career Opportunities
Some people believe that once you’ve graduated your university will
cease to aid you in your professional pursuits. Well that’s not true.
Lehigh University continues to support its alumni by offering an
online networking service. This includes over 26,000 alumni who
have expressed interest in aiding their fellow alumni by providing
both helpful advice in their field as well as numerous job opportunities.
There is also access to career consulting at all levels including help
with updating your resume, preparing for interviews, and on
campus or online workshops. Once a year networking receptions
are held throughout the United States for both students and alums.
Our database has all fields and industries represented. But keep in
mind…the more people that are a part of the database, the more
resources there are to be utilized!

For more information contact Lori Kennedy at 610-758-4946 or visit
our Web site at http://www3.lehigh.edu/alumni/career/default.asp.

Campus
Connections
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When planning your Club events be sure to consider your target markets.
Offer a variety of events which appeal to the various groups of alumni—
young alumni, senior alumni and alumni with families.
The Alumni Clubs Office will supply the current Club President with an
updated alumni list on request to assist in the recruitment and involvement
of alumni in their regions. The list falls under the current privacy practices
of the university and will only be used for the benefit of the Alumni Club
and the university.
Family Outings:

• Zoos/Animal Activities
• Amusement Parks
• Children’s Museums
• The Circus
• Family Picnics

Educational Events:
• Wine Tastings
• Art Museum Exhibitions
• Historical Tours
• Luncheons/Receptions with Guest Speakers
• Town Halls*

Outdoor Events:
• Local Sporting Events
• Golf Tournaments
• Softball Games (all of which can be arranged with other Patriot
League Schools)

*Town Halls are completely coordinated by the Alumni Clubs Office with
support of the local Alumni Club. It provides an opportunity to look at a
specific topic from various view points (a professor, an alumnus, and an
expert). However, the Alumni Clubs Office does reserve the right to decide
where a Town Hall will be held.

Why SoMany Choices?
By offering a variety of activities your Club has a better chance of
attracting many different alumni and helping them become more involved
with the Club.

Additional Thoughts…
• Please invest both your time and the Club’s treasury to attract new
faces with as much innovation as possible. DO NOT be tempted to
settle for satisfactory attendance among the “regulars”.

• Seek convenient settings, especially in larger Club areas. For example,
plan a luncheon at the headquarters of a major company that
employs a large number of LU alumni in your area.

• Rotate event locations within your Club area (downtown or suburbs)
as well as alternate the day of the week.

• Offer discounts on dinner prices for special classes (i.e. young alumni).
• Contact new people. Promote YoungAlumni activities.
Recent graduates appreciate friendly contacts (Recent Grad
Holiday Welcome).

• Recognize and warmly welcome everyone to the Club event.
• Phone and e-mail tree!!! Utilize your communication committee to
remind alumni to call three other alumni that they know in the area
and encourage them to attend the event as well.

Planning
Your Calendar
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Summer
Incoming Student Sendoffs
Work on Club President’s News/Dues Letter
Club Officers’ Annual Report
Fall Planning
Full Club Board Meeting
Classes Begin (end of August)

Fall
Club President’s News/Dues Letter Due
YoungAlumni Reunion
Lehigh vs. Lafayette Telecast
Tailgates/Telecasts
Fall Receptions/Dinners
Zoellner Arts Center Gala

Winter
Regional Swings
Town Halls
Winter Break (mid Dec. to mid Jan.)

Spring
Scholarship Dinners
L-in-Life (Lehigh Club of New York)
Commencement (Late May)
Alumni Reunion

Annual Calendar
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It is imperative for your Club’s survival that you maintain a good working
relationship with current members as well as work to actively recruit new
ones. If there are no members, then there is no Club! This is why it is impor-
tant for your Club to offer a variety of events that appeal to all age ranges.

Additionally, please note that our fastest growingAlumni population is our
YoungAlumni; therefore, they too should have the opportunity to serve as
active participants in the organization of the Club. Likewise, current
students and their parents should be encouraged to attend Club meetings
and events, since they are the future of your Club.

Another key aspect to recruiting new members and reengaging others is the
Annual Club President’s News/Dues Letter.

ClubPresidents News/ Dues Letter
Draft Outline

1) Section One
a) Presidents Letter

i) Paragraph One: Introduction
(1) Paragraph Two: Review of past years events (highlights)
(2) BookAward/Scholarship

ii) Web site
iii) Paragraph Three: Notice of
upcoming events
iv) Paragraph Four

(1) Solicitation to volunteer
(2) Solicitation of Dues

v) Paragraph Five: Thank you to current volunteers
(1) List names, class years, positions and email addresses

2) Section Two
a) Club Calendar

i) Include contact people
(1) Name, Class Year and lifetime email address

ii) Can be tentative on Spring Dates
3) Section Three

a) Advertisement for Upcoming events
i) Include all event details

4) Section Four
a) Previous Fiscal Year Dues acknowledgements

i) List of Club Contributors from Treasurer (optional)
(1) Names and Class Years
(2) Contacts have been made to discuss publishing names

ii) List of programs that dues has subsidized or provided
(1) BookAward/Scholarship
(2) Refreshments for events
(3) Subsidies for events

b) Dues Card
i) Name andAddress of Treasurer
ii) Amount of dues (if based on class years)

Membership

15



Notes:

16



When deciding on an event ALWAYS keep in mind that the Alumni Clubs
Office will need details at least 8 weeks prior to the event in order to:

• Insert the invitation into the production schedule.
• Prepare the invitation and e-mail the initial message one month prior
to the event.

• Send a reminder 2 weeks prior to the event.

1. ClubOfficers Decide on Type ofActivity
Speaker event, happy hour, athletic event, museum trip, theater, etc.

2. Appoint an Event Coordinator
The event coordinator MUST be in attendance to help assist in the set-up
and, more importantly, be there to meet and greet the alumni.

3. Determine any Special Need
For example, audio/visual, microphone, photographer, etc. Confirm with
the location that they can either provide or work with an outside source to
meet all of your needs. It may be necessary to have a contract in writing
with the location regarding the availability or compatibility of equipment.
All needs must be addressed prior to the final preparation of the invitation.

4. Event Marketing Request
• Contact the Alumni Clubs Office with final details—
date, place, time, cost, directions and contact person via
www.lehighalumni.com/ go/ marketingrequest

• Each e-mail should include the name and contact information of a
person from the Club for questions or reservations.

• Allow 2 weeks for the Alumni Clubs Office to format and send.

5. 1-2 Weeks Prior to the Event
• Phone/E-mail Tree! Make phone calls and send e-mails to alumni to
encourage attendance and provide a personal touch.

• Contact the location to confirm all the details.
• Review and confirm any audio/visual needs and supplies such as
nametags, bracelets, pins, signs, etc.

6. Day of the Event
• At least one officer arrives early to check details, hang banner, and set
up the table for nametags and LUAAmaterials.

• Have nametags prepared in advance if possible.
• Have a list of attendees.
• If it is a dinner meeting, have a list of attendees and their
entrée selections.

• GREETARRIVALS! It is very important to have Club members
greeting alumni as they arrive.

7. Event Evaluation – Within 1 Week
• Return the report forms with the names of those who attended to the
Alumni Club Office.

• Include any change-of-address information.
• If it was an event with a speaker, send a “thank you” note.

Getting Started
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ClubEvent Checklist
Speaker Events

• Determine desired speaker or topic.
• Determine location and select appropriate, quiet room for the
speaker’s needs.

• There is a minimum requirement of 50 attendees for faculty/staff
speakers, so be sure to inquire in advance the maximum capacity
of the room.

• Select a date. Consider the university calendar when requesting
professors as speakers. Also please supply 3 possible dates.

• Contact the Clubs Office with the campus speaker choices, dates,
times and location.

• Courtesy to speaker—offer to meet at airport or hotel and take
to the meeting place.

• Keep business at the meeting brief, allowing time for the LUAA
representative to make brief remarks.

• The Club President or event coordinator should introduce the
speaker with biographical information provided by the Alumni
Clubs Office.

• Allow time for a question and answer period at the end of the
presentation. Be prepared with a few questions to keep
discussion flowing.

• If the speaker is arriving with a member of the LUAA staff,
please confirm directions and advise on possible construction,
road closings, traffic patterns, etc.

• Test audio/visual equipment with guest speaker before the
group arrives.

• After the event, follow-up with a “thank you” note to the speaker.

Happy Hours
• Determine location, date and time.
• Have an area for the alumni to sign-in.
• In an open bar situation, determine the feasibility of a
cover charge.

• If there is a guarantee, ensure the Club is able and willing to
cover any costs not raised by the cover charge.

• If there are multiple floors, assist alumni by providing signs or
asking the establishment to post the information.

• Develop a time appropriate for the venue—location and
transportation, suburban vs. urban.

Special Events
• Location, date, and time are usually determined by the show,
athletic event or special event.

• Contact the organization for tickets.

Additional Items for Discussion
• Policies for group sales?
• Discounts?
• Return of unsold tickets or ability to acquire additional tickets?
• Last minute reservations?
• Consider the worst case scenario and be prepared to cover
the costs of unsold tickets.

• Ticket Distribution: mailed, meeting location prior to event,
will call?

• Accommodation paid and unpaid no-shows?
• Distinguish members of the group from the general public by
providing nametags and buttons.

• Determine potential location (if permissible) for marketing
materials and signs to direct alumni.

Getting Started
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The Incoming Student Sendoffs and the annual Lehigh/Lafayette Telecasts
are the two largest events developed and promoted through the Alumni
Clubs Office involving the largest number of alumni volunteers holding
events in a short time frame and/or on the same date and time. Due to the
large volume of information, the complicated logistical preparation, and the
communication and marketing to various constituencies, these events are
organized en mass. To clarify, all gatherings for the Incoming Student
Sendoffs and the telecasts are advertised on ONEmailing to the appropriate
constituencies. This mailing consists of basic information, locations, and a
link to a Web page. The link will guide alumni and friends to additional
information for their particular area and the ability to register online. This
program has been greatly received and attendance for both events has
improved significantly as a result.

Sendoffs
This event is coordinated in conjunction with the
Alumni Association, the Office of Advancement and the
Office of Admissions.

• Aminimum of 10-12 incoming students from your area is required to
qualify for Sendoff resources.

• Please contact the Alumni Clubs Office with any information
regarding the date and time of your event by the date specified on
your information letter.

• The Alumni Clubs Office will provide all invitations and mailings for
the event. In addition, LU Staff will attend the event when possible.

• Event is free to all.
• Detailed receipts are required for Gift-in-Kind credit for hosts within
1 month of sendoff.

• The Alumni Clubs Office will pay for expenses incurred when
detailed receipts are provided for reimbursement. However, please
keep in mind that the Sendoff is a casual, picnic-style event and
costs should be kept at a minimum.

• The event time is approximately 2 hours with any food and/or
beverages served at the 1-hour mark. (This will be noted on
the invitation.)

• If a minimum of 10 incoming students do not RSVP to the Sendoff,
then we may be required to cancel the event.

• Please provide any additional information: directions or activities.

Telecast Parties
• Choose venue for the Lehigh/Lafayette Telecast by October 1.
• Confirm with the bar/restaurant that they have the capability to
receive the game via DirectTV©, DishNetwork etc.

• Be mindful that other rivalry games may be sharing the space, so
ensure that the venue has the capacity to support the crowd.

• Order-from-the-Menu/Cash Bar deals work best.
• Contact the Alumni Clubs Office with details of the event such as
location, cost, etc. by October 7 to allow appropriate lay-out and
mailing time.

Sendoffs
and Telecasts
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LEHIGHLIGHTS is the semi-quarterly Alumni Clubs newsletter that is dis-
tributed to over 38,000 members of the Lehigh family. While it reviews past
Clubs events and accomplishments and markets upcoming activities, it also
provides an opportunity to recognize those volunteers andAlumni Clubs
who have made the difference . . .gone the extra mile . . . exceeded expecta-
tions! These individuals and Clubs show up in our Spotlight Section and
give us just one more reason to be a proud member of the Lehigh family.

Spotlighted volunteers have exemplified true dedication to Lehigh and the
alumni family by contributing time and leadership to enhance the connec-
tion to the university across the miles. They have been innovative in plan-
ning events, increased communication to their constituents, and encouraged
participation in the Alumni Club.

Recommendations from fellow alumni and volunteers are always welcome
and here are just a few of the questions that may assist in identifying some-
one in your Club:

• Has this volunteer developed a new and innovative program?
• Does this person work actively to recruit new members?
• How does this person add that special Lehigh touch to activities
and events?

Spotlighted Clubs have demonstrated consistent leadership, development,
and growth. They have actively engaged in connecting to both alumni and
students in events and activities. Many have been instrumental in the
Alumni Admissions Outreach program connecting prospective students to
the university. They have been progressive in technology by developing
Web sites or Internet groups and have used them successfully to communi-
cate activities and recruit members.

Volunteer
Recognition
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What benefits and services can I expect from the LUAAClubs Office?

All Alumni Clubs will receive the personnel resources required to make
their Club event a success. This can include, but is not limited to:

• General guidance on suggested events (i.e. Sendoffs, Telecasts, etc.)
• Assistance in planning including coordination with academic or
athletic offices

• Calendar planning
• Development and layout of online invitations with a list of all
alumni living in your area

• E-mail communication and reminders
• Coordination with other departments (as applicable)
• Technical support with Web sites and listservs
• Event supplies (nametags, gifts, speaker information, etc…)

Financial support will be determined based on alumni concentration and
past Alumni Club activity in your particular area.

More information…see pages 3-4

How do we set up the Annual ClubPresident’s News and Dues Letters?

All Alumni Clubs will receive the personnel resources required to make the
News and Dues Letter an effective and efficient marketing tool. There are
three ways in which to communicate your information and solicit dues for
program support.

1. E-mail
While most economical and reaches the largest audience, it yields the
lowest returns.

2. 1 Page Mailer to previous dues payers and past event attendees
The Club would provide the list and the cost of printing and mailing
would be covered by LUAA.

3. 1 Page Mailer to ALLALUMNI (or a predetermined segment)
The Club would be required to reimburse LUAA for the printing and
mailing costs of this option from dues collected.

More information…see page 15.

How do wemarket our events?

Club Officers can register their events online using the Event
Marketing Request Form found on the Clubs Web site at
www.lehighalumni.com/go/marketingrequest. An 8 week lead time
is required on all events.

Once the LUAAClub Office receives the information, it immediately goes
into a production schedule for an initial e-mail invitation one month prior
to the event with a two week reminder. Club Event Coordinators will also
be sent an event package containing nametags, various giveaways, and
signs a few days before the event.

More information…see page 17.

Frequently
Asked Questions
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How do we get Faculty/ Staff speakers?

Many faculty and staff are very enthusiastic about working with the
Alumni Clubs and are willing to make time in their schedules. They
look forward to interacting and receiving feedback from alumni on
the exciting programs within their department and the developments
of the university.

In order to make the most effective and efficient use of a faculty
member’s time away from their students, research, and departments,
the Club will be required to guarantee a minimum of 50 attendees
for a speaker event. The Club will cover any mailing costs if a paper
invitation is requested and the LUAAClubs Office will cover any
resources needed for e-mail invitations, reminders and travel.

More information…see page 18.

What are Sendoffs and Telecasts?

The LUAASendoffs and Telecasts are the largest events undertaken
by theAlumni Clubs staff and volunteers. Both events are coordinated
with internal departments in order to effectively present the
university message and the event purpose.

The Alumni Clubs Office sends out information to respective
volunteers outlining important information and deadlines for the
events approximately 2 months prior to the event date(s). Please
review this information
thoroughly when planning your event.

More information…see page 19.

Frequently
Asked Questions
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http://www.alumni.american.edu
http://www.aogusma.org
http://www.departments.bucknell.edu/alumni
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alumni@colgatealumni.org
http://www.holycross.edu/departments/alumnidev
http://www.lafayetteexperience.com/alumni
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Admissions Office (undergraduate)….…………………………..610.758.3100

Alumni Admissions Outreach………………………...………….610.758.4730

Alumni Association…….…………………………………………..610.758.3135
Fax…………………....………………………………………610.758.3316

Athletic Ticket Office………………...…………………………610.7LU.GAME

Bookstore ..…………………………………………………………610.758.3375

Development……………………………………………………….610.758.3120

Registrar’s Office…………………...………………………………610.758.3200

Zoellner Arts Center…………………………………………..…...610-758-2787

Want to make a donation to your alma mater? See how to at
www.lehigh.edu/ giving

Check out all the excitement and top stories concerning your favorite
LEHIGH sports team atwww.lehighsports.com

View The Zoellner Arts Center’s homepage to see what’s new in music,
theatre, dance and the visual arts atwww.lehigh.edu/zoellner

What’s new on campus? Check it out atwww.lehigh.edu/ studentlife

Check out what’s new with The College of Arts and Sciences at
www.lehigh.edu/ arts-sciences

See what’s happening in The College of Business and Economics at
www.lehigh.edu/ business

View new programs and news involving the P.C. Rossin College of
Engineering andApplied Science atwww.lehigh.edu/ engineering

College of Educationwww.lehigh.edu/ collegeof education

Important Phone
Numbers

Frequently Used
Web sites

http://www.lehigh.edu/giving
http://www.lehighsports.com
snyder
www.lehigh.edu/ giving

snyder
www.lehighsports.com

snyder
www.lehigh.edu/ zoellner

snyder
www.lehigh.edu/ studentlife

snyder
www.lehigh.edu/ arts-sciences

snyder
www.lehigh.edu/ business

snyder
www.lehigh.edu/ engineering

snyder
www.lehigh.edu/ collegeof education

http://www.lehigh.edu/zoellner
http://www.lehigh.edu/studentlife
http://www.lehigh.edu/arts-sciences
http://www.lehigh.edu/business
http://www.lehigh.edu/engineering
http://www.lehigh.edu/collegeofeducation


Arizona
Richard Schmidt, Jr. ‘52
17319 E. Teal Drive
Fountain Hills, AZ 85268
480-836-0632
rschmidt26@cox.net

Arizona (Southern)
Pat Moran ‘52
6481 E. Placita Acambay
Tucson, AZ 85750
520-299-9785
patmoran27@comcast.net

California, Los Angeles
Jim Gellas ‘98
1421 South Shenandoah Street, #3
Los Angeles, CA 90035
(b) 310-273-2770
jgellas@rkco.com

California, Orange County
Bradley T. Gillespie, Jr. ‘62
378 5th ST
Huntington Beach, CA 92648
714-536-3549
BGillespie@socal.rr.com

California, San Diego
Tim Dougherty ‘96
1767 Neale Street
San Diego, CA 92103
858-922-8463
tjd396@alumni.lehigh.edu

California, San Francisco
Paul Littlefield ‘91
2132 Cedar Ave.
Menlo Park, CA 94025
650- 926-9566
p_littlefield2002@yahoo.com

Carolinas (Coastal)
James Cutler ‘54
91 Bobcat Drive
Pawleys Island, SC 29585-7525
843-237-8391
jlcutler91@aol.com

Carolinas (Western)
Norm Gasswint ‘56
353 Twin Oaks Dr
Spartanburg, SC 29306-6639
864-573-5275
silvfx@msn.com

Colorado, Denver
Jim Hall ‘81
7982 South Vincennes Way
Englewood, CO 80112-3333
303-290-0152
james.hall@shawgrp.com

Connecticut, Cape Cod
John Gregg ‘70
P.O. Box 207
South Orleans, MA02662
508-255-7455
greggfam@cape.com

Connecticut (Fairfield County)
Steven D. Scharkss ‘78
68 Runningbrook Lane
New Canaan, CT 06840
203-972-1797
stevenscharkss@deloitte.com

Connecticut Valley
Kevin Chick ‘95
34 Cortland Way
Newington, CT 06111
kevinjchick@yahoo.com

Florida (Central)
James G. Esch III ‘79
1691 Chestnut Avenue
Winter Park, FL 32789
407-740-6605
jimesch@cfl.rr.com

Florida (Mid-South)
Larry Salerno ‘72
20796 Soneto Drive
Boca Raton FL 33433
561-487-9446
lsalerno@us.ibm.com

Florida (North)
Douglas R. Henning ‘75
7421 Lawn Tennis Lane
Jacksonville, FL 32277
(904) 234 - 3725
DougHenning@alumni.lehigh.edu

Florida (Southwest)
Charles H. Horn ‘48
3016 Sandy Lane
The Villages, FL 32159
352-750-4094
pachorn@comcast.net

Florida, Tampa Bay
Mitch Shriber ‘79
3157 Landmark Drive
Unit #423
Clearwater, FL 33761-1946
727-786-2855
mitchell.shriber@axa-advisors.com

Georgia, Atlanta
Keith Conley ‘81
2947 Major Ridge Trail
Duluth, GA 30097
770-232-9211
keitheconley@msn.com

Georgia, Savannah and Hilton Head
Dick Berger ‘68
64 Wax Myrtle Court
Hilton Head Island, SC 29926
843-837-2284
thialfi@yahoo.com

Hawaii
Jeffrey D. Lau ‘70
2039 Lanihuli Drive
Honolulu HI 96822
808-945-9091
jlau@gte.net

Alumni Clubs
&Contacts
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New York (Northern)
Christine Zemsky ‘92
39 Dunwoodie Rd.
Glenmont, NY 12077
518-478-0402
christine.zemsky@ps.ge.com

New York, Rochester
Jill O’Connor ‘88
4 Apple Cross Lane
Fairport, NY 14450-1176
585-388-1152
cpoconn@juno.com

New York (Western)
Bill Helfrich ‘58
116 Tanglewood Dr W
Orchard Park, NY 14127-3511
716-662-7927
bh7831@aol.com

New York, Westchester
Ken Fuirst ‘86
43 Devoe Road
Chappaqua, NY 10514
914-238-5008
kfuirst@levittfuirst.com

North Carolina, Charlotte
Keith A. Anthony ‘78
13815 Pilcher Dr.
Charlotte, NC 28278
704-394-6913
kaa278@alumni.lehigh.edu

North Carolina, Raleigh-Durham
Susie Nargi ‘89
120 Graylyn Drive
Chapel Hill, NC 27516
919-968-1484
susie.nargi@sas.com

Ohio (Northern)
Dave Anderson ‘87
225 Sterncrest Dr.
Moreland Hills, OH 44022
440-519-0508
danderson@metroninstruments.com

Ohio Valley
Charles Marcks ‘49
2 Sheldon Close
Cincinnati, OH 45227-4425
513-561-6205
cmarcks@fuse.net

Pennsylvania, Philadelphia
Melissa (Robinson) Glozman ‘94
36 Overbrook Pwky
Wynnewood, PA 19096
610-649-3449
missmelis01@yahoo.com

Pennsylvania, Pittsburgh
Greg R. Casten ‘87
2018 Buckingham Dr.
Mars, PA 16046
gregcas@nauticom.net

Illinois (Chicago)
Marc Ippolito ‘92
4430 N. Clifton #2
Chicago, IL 60640
773-334-6708
marc@burnsent.com

Louisiana, New Orleans
Clinton Coldren ‘77
1535 Soniat Street
New Orleans, LA 70115
504-891-5654
clintcoldren@bellsouth.net

Maryland, Baltimore
Tom Imperiale ‘91
18 E. Aylesbury Rd.
Lutherville, MD 21093
410-308-2044
imperiales@comcast.net

Massachusetts, Boston
Sarah (Jones) Girotti ‘93
10 Lincoln Terrace
Lexington, MA02421
781-652-8280
jonesy30@hotmail.com

Michigan
Jill Triani ‘94
2936 Remington Oaks Ln
West Bloomfield, MI 48324-4787
248-360-6987
jilltriani@yahoo.com

Minnesota, Twin Cities
David Yussen ‘99
3110 EmersonAve S. #1
Minneapolis, MN 55408
612-501-8551
dby2@alumni.lehigh.edu

New Jersey (Central)
Mary L. Cottingham ‘90
2127 US Highway 206 N
Belle Mead, NJ 08502
908-359-3719
mlcottingham@alumni.lehigh.edu
mlcottingham@environcorp.com

New Jersey (Northern)
Carey Smith ‘95
214 Mayhew Dr
South Orange, NJ 07079
973-458-0932
csmith@medical-billingonline.com

New Jersey (Southern)
John McDonald ‘88
17 Michaelson Dr.
Mount Laurel, NJ 08054
856-231-9332
jtmcd50@yahoo.com

New York, New York
Dan Zarrilli ‘97
7901 4th Ave. Apt.D10
Brooklyn, NY 11209
646-623-4225
daz4@alumni.lehigh.edu

Pennsylvania, Susquehanna Valley
Randy Blasdell ‘82
530 Mockingbird Drive
Columbia, PA 17512
717-684-6573
rcblazer@aol.com

Ross Santangelo ‘84
420 Maple Avenue
Hershey, PA 17033
ross@roomllc.com

Susan Kotek Sprague ‘84
251 W. Chestnut St.
Dallastown, PA 17313
717-246-8137
sk@csdavidson.co

Texas, Houston
C.G. Black ‘52
12203 Old Oaks
Houston, TX 77024
713-932-9701
cgb252@alumni.lehigh.edu

Washington D.C.
Diane Dipietro ‘96
4784 Tapestry Drive
Fairfax, VA 22032
703-503-9419
diane.dipietro@usda.gov

Washington, Seattle
Sandy Stelling ‘91
5225 44th Ave SW
Seattle, WA98136
206-935-0730
sandy.stelling@alaskaair.com

Vermont
Harry “Hop” Delp ‘72
52 Scarff Ave.
Burlington, VT 05401-5034
802-658-1379
limbcorp@limbcorp.com
Hop@limbcorp

Virginia
Phyllis A. Errico ‘81
5044 Flaherty Dr.
Mechanicsville, VA 23111
804-781-1771
perrico@vaco.org
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