
Class Reunion Planning Kit
A practical set of worksheets to organize your class reunion.

How to Use This Kit
1. Print all pages or share the PDF with your committee.

2. Fill in the worksheets as you make decisions.

3. Use the Classmate Tracker to keep one master list.

4. Update the Budget and Day-of Run sheets as you finalize plans.
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Planning Timeline (Six Phases)
Fill in your reunion date below, then work backward through each phase. This 
plan works whether you have a year or ten weeks. Adjust the pace, not the 
order.

Phase What Happens Timeline Owner Done

1. 
Foundation

•  Form committee
•  Pick 2–3 candidate 
dates
•  Start classmate list 
from yearbook

____ weeks ☐

2. Lock-In •  Call venues
•  Set budget and 
ticket price
•  Announce save-the-
date

____ weeks ☐

3. Find 
Everyone

•  Search Facebook, 
LinkedIn, alumni office
•  Divide classmate list 
among committee
•  Track status for each 
name

____ weeks ☐

4. Invitations 
& Money

•  Send invitation (one 
link)
•  Set RSVP deadline
•  Offer early-bird price 
if time allows

____ weeks ☐

5. Details & 
Program

•  Confirm headcount 
with caterer
•  Order name tags 
with yearbook photos
•  Plan run-of-show and 
memorial

____ weeks ☐

6. Final Week •  Call vendors to 
confirm
•  Print everything
•  Brief committee on 
day-of roles

____ days ☐

Reunion Date (work backward from here): ______________________________
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Classmate Tracker (Page 1 of 3)
Fill in one row per classmate, working from your yearbook. Update status as 
you find, contact, and hear back from each person.

RSVP key: Y = coming · N = not coming · ? = waiting to hear.  Paid: check 
mark = paid.

# Name How Found Contact Info RSVP Paid

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

reunacy.com



Classmate Tracker (Page 2 of 3)

# Name How Found Contact Info RSVP Paid

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30
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Classmate Tracker (Page 3 of 3)

# Name How Found Contact Info RSVP Paid

31

32

33

34

35

36

37

38

39

40

41

42

43

44

45

Total found: ____   Confirmed RSVP'd: ____   Paid: ____
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Budget Worksheet
Add up estimated costs in the middle column. Update with actual costs as you 
lock in vendors.

Line Item Estimated Actual

Venue deposit/fee $__________ $__________

Food/Catering (per person: $____) $__________ $__________

Bar (open or cash bar) $__________ $__________

DJ or Music $__________ $__________

Name tags (with yearbook photos) $__________ $__________

Decorations $__________ $__________

Photography or photo booth $__________ $__________

Printing and invitations $__________ $__________

Audio/Visual (projector, sound, mics) $__________ $__________

Reunion app or website (if paid) $__________ $__________

SUBTOTAL $__________ $__________

Contingency (15% of subtotal) $__________ $__________

TOTAL BUDGET $__________ $__________

Expected attendees: ________     Ticket price: $________

Break-even rule: Price tickets to cover costs at 60% of expected attendance.

Example: $3,000 total budget ÷ 60 attendees = $50 per person
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Venue Comparison
Call 3–5 venues and fill in the details side by side. This helps the committee 
decide together.

Details Venue 1 Venue 2 Venue 3 Venue 4 Venue 5

Name ____________ ____________ ____________ ____________ ____________

Capacity ____ people ____ people ____ people ____ people ____ people

Cost / F&B 
min

In-house 
catering?

Y / N Y / N Y / N Y / N Y / N

Alcohol 
policy

Parking? Yes / No Yes / No Yes / No Yes / No Yes / No

Good 
acoustics?

Y / N Y / N Y / N Y / N Y / N

Staff 
helpful?

Y / N Y / N Y / N Y / N Y / N

Notes

Venue chosen: ________________________
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Vendor Contact Sheet
Track every vendor here: who they are, how to reach them, what they cost, 
and whether they're confirmed.

Vendor 
Type

Vendor Name
Contact / 
Phone

Cost Confirmed? Notes

Venue

Catering

Bar Service

DJ / Music

Photography

Printing

Name Tags

Decorations

AV / Sound

Reconfirm every vendor by phone one week before the event.
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Day-of Run Sheet
Print this and carry it with you the night of the reunion. Update times as the 
event unfolds.

Time What Happens Owner Notes

____:____ Venue open, setup complete

____:____ Check-in table opens, name tags

____:____ Welcome remarks / ice breaker

____:____ Food service begins

____:____ Music / DJ starts

____:____ Group photo

____:____ Memorial tribute (reading of 
names)

____:____ Moment of silence / raised glass

____:____ Dancing / mingling

____:____ Last call / final remarks

____:____ Venue closes, final count

The reunion bag (pack before you arrive):

 Cash box for door sales    Tape    Markers    Blank name tags☐ ☐ ☐ ☐

 Extension cords    Phone chargers    First aid kit    Trash bags    ☐ ☐ ☐ ☐ ☐
Committee phone numbers
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Final Week Checklist
The week of the reunion, work through this checklist day by day.

MONDAY / TUESDAY

 Call venue and confirm final headcount and any last-minute changes☐

 Call caterer and confirm final count and menu details☐

 Call DJ / music vendor and confirm arrival time and setup needs☐

 Call photographer and confirm arrival time☐

 Confirm all other vendors (bar, printing, name tags, AV)☐

 Send final reminder to the whole committee☐

WEDNESDAY

 Print name tags☐

 Print check-in list and run-of-show☐

 Print day-of assignments with committee phone numbers☐

 Prepare memorial tribute materials and name-reading list☐

 Assign setup crew for day before or morning of☐

 Pack the reunion bag☐

 Confirm who is bringing what (decorations, memory board, yearbooks)☐

THURSDAY

 Final count of paid tickets☐

 Brief committee on day-of roles and assignments☐

 Confirm parking plan and signage needs☐

 Set up any early items if the venue allows☐

 Confirm all volunteers know their tasks☐

FRIDAY (Day Before, if applicable)

 Set up venue if available the day before☐

 Test all AV and music equipment☐

 Check decorations and lighting☐

 Review the memorial moment with the reader☐

DAY OF

 Arrive two hours early☐
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 Final setup and decor check☐

 Brief committee on any last-minute changes☐

 Keep the run-of-show printed and in hand☐

 Enjoy the reunion — you've earned it☐

AFTER THE REUNION

 Send a thank-you to all attendees within one week☐

 Thank the volunteers and committee members☐

 Settle final vendor payments☐

 Save the classmate list for the next reunion☐

 Save and share photos with the class☐
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Name Tag Template
Print on cardstock. Tape or glue a yearbook photo above each name — people 
change in 30 years, and the photo saves everyone an awkward squint.

CLASS OF ______ CLASS OF ______

CLASS OF ______ CLASS OF ______

CLASS OF ______ CLASS OF ______

reunacy.com


