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REUNION HANDBOOK 
For Lourdes High School Alumni  

Sponsored by Lourdes Foundation 
 
 
 
 
 
 
 
 
 
 

The Reunion Handbook is a comprehensive guide to executing a 
successful reunion event.  If you have questions, please contact the 

Lourdes Foundation Office at 507-289-2584. 
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Dear Reunion Planners, 
 
 
Congratulations!  You’ve reached a milestone in your affiliation with Lourdes High School!  
Reunions offer a special opportunity to share, reminisce, and reconnect with classmates. 
  
Turning an “OK” reunion into an ever-lasting memory takes time and planning.  Your 
willingness to be a part of this effort will be greatly appreciated by all. 
 
The Lourdes Foundation Alumni Office would like to support you in the planning process.  This 
guide continues to evolve and we are always open to new suggestions.  Please use this handbook 
as a reference.  We are happy to help, but it is the Reunion Committee’s responsibility to plan 
and execute the event itself. 
 
As you begin the planning process, please keep in touch. We look forward to working with you 
and meeting your entire class. 
 
Thanks again for your commitment…and have fun! 
 
 
Sincerely, 
                                                                                 
 
 
Lynn Farrell      
Executive Director     
 
 
 
 
 
Lourdes Foundation Office 
1710 Industrial Drive NW 
Rochester, MN 55901 
Phone: (507) 289-2584       
Email: lourdesfoundation@lfimn.org 
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Lourdes Foundation Reunion Services: 

§ Provide our most up-to-date printout of your class list – names, addresses, email addresses and 
phone numbers. 

§ Promote your reunion information on the Lourdes Foundation web site and through the Aquila 
magazine. 

§ Arrange campus tours, Mass in the chapel, or other uses of LHS facilities e.g. catered meal in the 
commons 

§ Provide on-going support for your reunion planning committee before, during, and after the 
reunion. 

§ Assist in starting or adding to a scholarship in your class’s name to benefit students at Lourdes 
High School  

§ Provide electronic versions of your yearbook (when available).    The Lourdes Foundation has 
scanned in yearbooks from 1945 to 1957 and from 1968 to 2010 (There are no yearbooks from 
1958 to 1967).   

§ Event Registration through Lourdes Foundation website free of charge.   

§ We also have a Facebook account – please join your classmates at Lourdes Foundation 
Alumni Connection and stay connected with upcoming events. 

§ 50 Year Reunion complimentary breakfast or lunch at Lourdes High School 
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PLANNING YOUR REUNION 

 
9 Months to One Year Prior 

 Hold your first organizational meeting. 
 Set reunion date. 
 Communicate with Lourdes Foundation Office for web site posting and publishing in 

AQUILA.  Request class list from Lourdes Foundation. 
 Start deciding on event activities, locations, etc. 
 Discuss event prices, costs, and determine a budget 
 Begin assigning tasks, roles and responsibilities 
 Develop listing of teachers, staff, and others you’d like to invite. 
 Send out “Save the Date” postcards and emails. Include event and registration details if 

known or contact information e.g. LFI website for more information 
 Consider beginning or continuing a Class Scholarship effort.   

             Contact Lourdes Foundation for information: 507-289-2584 
 Begin process of finding “LOST” classmates. 
 Reserve any campus space you’d like to use (e.g. Tour of New Lourdes, chapel for Mass, 

Commons for a meal) via the Lourdes Foundation Office. 
 Reserve event location. 
 Set goals for and schedule next meeting 

 
Six months prior 

 Send reunion invitation via US mail, email, and post on Lourdes Foundation website.  
*Include an RSVP deadline 

 Reserve all necessary rooms at a local hotel for out-of-town classmates. 
 Continue to work on finding “LOST” classmates. 
 Ask the Lourdes Foundation Office to list “LOST” classmates in upcoming Aquila.  
 Discuss how to promote Class Scholarship effort. 

 
One to three months prior 

 Enlist the help of your classmates who have confirmed attendance.  Share the list of 
unconfirmed people with contact information and encourage those who are coming to 
call or write them. 

 Send reminder postcard and/or email (if deemed necessary). 
 
Two weeks prior 

 Release any extra hotel rooms.  Double check with your selected hotel regarding their 
release policy.   

 
One week prior 

 Submit reservation numbers to caterers/banquet facilities. 
 Make nametags. 
 Conduct last Reunion Planning Committee meeting. 
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PLANNING YOUR REUNION (cont.) 
 
 
Day before 

 Meet with site location contact and walk through full details. 
 Verify assignments of all Reunion Planning Committee members for tomorrow. 
 Double-check RSVP listing. 
 Make any additional nametags.   

 
Day of 

 Set up – decorations, nametags, memorial to passed classmates , centerpieces, etc. 
 Bring along extra nametags and markers. 
 Present class gift to Lourdes Foundation representative. 
 Encourage feedback from classmates. 
 Have Fun!  You’ve deserve it! 

 
 
 
Reunion Committee Roles and Responsibilities 
 

The reunion planning process is easier when a committee shares the workload.  It is important 
that decisions be made with the entire group to ensure that diverse opinions are heard and 
diverse needs are met.  We recommend assigning specific duties and deadlines to each 
committee member.  
 
 
The First Reunion Planning Committee Meeting 
Gather planners to discuss role assignments.  Examine the class list for “lost” and deceased 
members.  Discuss plan for obtaining correct addresses and phone information.  Brainstorm to 
determine the components of your ideal reunion event.  What is essential, what would be “nice 
and what does your group want to avoid?  You should get an initial idea of location as well as 
other details like food, beverages, entertainment, and decorations.  Discuss event price.  Do you 
want to include families and/or spouses?  What time of year are most people able to attend?  
Do you want to combine your reunion with Homecoming?  Would you like a tour of Lourdes or 
have Mass in the chapel or both? Discuss creating a class scholarship if one doesn’t already 
exist. 
 
 
Selecting a Location 
For the most current hotels and meeting places,  
check the Rochester, MN website at: rochesterlodging.com 
When selecting your location keep in mind the size of the group, gathering space, meal options 
(if desired), your budget, and proximity to reunion activities.  Most locations need to be booked 
9 months to a year in advance. If you are reserving a block of hotel rooms ask if there is a group 
discount. 
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Establishing a Budget 
To heighten attendance, keep your cost within a reasonable range.  Over the years the price 
tends to correlate with your celebration.  Your 5-year reunion will be less expensive than your 
50-year reunion. Keep in mind the personality of your class.  Are they formal or casual? 
 The following are possible expenses to consider when creating a budget: 
 

1. Printing and Postage 
a. “Save the Date” postcard 
b. Invitation 
c. Follow-up mailing(optional) 

 
2. Decorations 
3. Food & Beverage (include tax and tip estimation) 
4. Location Deposit & Fee 
5. Cost of Activities 
6. Nametags 
7. Giveaways 
8. Other 

 
 
 
How to Find Classmates 
Several reunion planners have had success in locating “LOST” classmates by using a 
combination of the following.   

§ Class networks.  Provide a list of people that you are still trying to locate in your 
mailings.   

§ Family networks. Reach out to parents or siblings of classmates. 
§ Phone calls.  Your initial contact list from the Foundation Office will provide phone 

numbers for some people.  Call them.  They may have contact info for other others as 
well. 

§ E-mails.  Sending e-mails is a time and cost effective way to stay in touch with people.  
§ Networking.  Ask someone who may know someone who knows your classmate 
§ Use technology.  Use some of the on-line resources like www.findpeople.com, 

www.anywho.com, and www.switchboard.com along with various “white pages” web 
sites.   

§ Use social networking technology.  Many classes have had great success finding 
classmates through social networking.  Many people have a Facebook  page or are on 
LinkedIn 

§ Aquila newsmagazine – We have a missing alumni section in each Aquila. Contact 
Lourdes Foundation with your list of missing classmates in early spring. 

 
 
Please send your updated class list to Lourdes Foundation to update our database and 
maintain your records for your next reunion. 
 
 
lourdesfoundation@lfimn.org 
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Reunion Publicity 
Good communication about your reunion plans makes all the difference! 
 

§ Create a “Save the Date” Postcard/Email 
As soon as the date and location of your reunion are known, send out a “Save the Date” 
postcard so your classmates can reserve the date on their calendars. 

 
§ Friend us on Facebook  

Lourdes Foundation also has a Facebook presence at Lourdes Foundation Alumni 
Connection.  Please “friend” us and see if you know any of your other schoolmates as well 
as keep up on any exciting school and alumni news.  

 
§ Post on Lourdes Foundation website - Once your reunion details are 

determined, you can post your information the Lourdes Foundation Website.  
 
 
 
Invitation Mailing 
The invitation mailing will be your most comprehensive mailing.  The mailing should include: 

 Flyer/Invitation with details of location, time, price, and recommended hotel 
accommodations.   

 Plans for and request for a Class Gift. 
 List of “LOST” and deceased classmates.  Ask classmates to review listing and forward 

any information known about lost classmates.  Please forward any news of classmate 
deaths to Lourdes Foundation. 

 Response card to include: names of attendees, change of address, e-mail information, 
food request (if applicable), and events to be attended by classmate or instructions on 
how to RSVP or register on Lourdes Foundation website 

 You may set up an online registration for your reunion events.  If you would like on-line 
registration, please send the following information to our webmaster at:  
webmaster@lfimn.org 

 
§ Your class year 
§ Location and address of events 
§ Beginning and ending time for events 
§ Event fee and deadline for on-line registration 
§ Information you want collected on-line (ex. # of children attending, # of adults 

attending, name of children and adults, etc.) 
§ If you want us to publicize the event on our website and Facebook 
§ If there is a block of hotel rooms reserved with location, address and price 
§ If you have a Facebook page you’d like us to put on the registration form 
§ Who is your contact person for registration information, e-mail and/or phone 

number 
§ If you want an e-mail blast sent out to the names we have in our database for 

your class year 
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Giving Back – Your Class Gift 
 
Lourdes High School continues to be an educational leader, with a challenging curriculum that 
emphasizes development of the whole person.  We hope your class will help support the good 
work LHS teachers, staff, and administrators do on a daily basis.  The gifts of many make a 
difference to every student! 
 
We encourage classes to consider directing a class gift to financial aid by starting a class 
scholarship fund.  Many classes have a scholarship and add to it with each reunion. 
 
A Scholarship Fund can be started for any number of reasons by contacting the Lourdes 
Foundation.  A Fund can be started to honor families, individuals, LHS Classes, 
organizations, businesses or as a memorial to those that have passed on.  
 
Although there is no minimum amount to start a scholarship fund, the scholarship 
cannot be awarded until the scholarship reaches a minimum of $10,000. Lourdes 
Foundation’s policy states that 5% of the total amount of the scholarship is awarded. For 
example, a $10,000 scholarship will produce a $500 award to a Lourdes High School 
student.   
 
The Lourdes Foundation awards its scholarships to students whose families show 
financial need based on the financial eligibility process done through Lourdes and a 
third party. All financial information of the families remains confidential. All 
scholarship information is held in the strictest of confidence.  
 
The next step is to consider the financial goal:  a dollar amount, or 100% participation.  Do you 
have a classmate that would be willing to match the full amount or up to a specified amount 
raised? Do your class mates have employers who would match their donations? 
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Consider Visiting Campus   
We would love to have your class visit the campus of the new Lourdes High School as part of 
your reunion activities.    The new school opened in the fall 2013 with its first class graduating 
in 2014.  There are numerous architectural pieces from the old Lourdes High School 
incorporated into the construction of the new school. Around every corner is a sign or symbol 
from the old Lourdes.  The library and commons area have giant canvases of old yearbook 
pictures.  Come see how the old and new are tied together. 
The Lourdes Foundation can provide a guided school tour and/or reserve the chapel for a class 
mass.  Your class could even share a catered meal by Taher Food Service together in the 
commons.  
 
Enjoy a Meal with Your Class  
If your class would like to enjoy a meal on campus, Lourdes Foundation can help you with that.  
Lourdes High School has its own catering service and they would love to help you plan a meal 
for your reunion whether it is very casual or very elegant.  Contact Lourdes Foundation for 
more information. 
 
**50th Class Reunions can enjoy a complimentary breakfast or lunch provided by the Lourdes 
Foundation. 
 
 
After your Reunion 
Once your reunion is wrapped up, the Lourdes Foundation would appreciate a copy of your 
updated class information. We will update our database and have everything ready for your 
next reunion. Please send us any photographs that we can publish on our website and/or our 
Facebook page t0 webmaster@lfimn.org  
 
 
Thank you for your allegiance to Lourdes High School and keeping your 
classmates connected! We hope your reunion is a great success. 
 
 
 
Sincerely, 
Lourdes Foundation, Inc. 
lourdesfoundation@lfimn.org 
 


