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PREFACE
The Alumnae Club

“Too often, active alumni groups have not been recognized as the powerful
factor they are in keeping former students definitely interested in their schools.
The necessity for alumnae activity in colleges for women is even greater. They

have no football teams. Therefore some specific movement must stimulate
interest between the alumna and her school.” Marion McCandless

Preface

The Saint Mary's College Alumnae Association is the oldest among Catholic women's colleges and one of the
oldest among all women's colleges. The first meeting of the Alumnae Association was held on June 25, 1879.
For more than a century, Saint Mary's alumnae have provided a history of dedicated and loyal service to the
College and to one another through Association activities. A vital factor contributing to the success of the
alumnae program at Saint Mary's has been the national alumnae club network.

In a 1932 issue of Courier, Marion McCandless wrote about the need for alumnae club support and the critical
role clubs play: "Too often, active alumni groups have not been recognized as the powerful factor they are in
keeping former students definitely interested in their schools. The necessity for alumnae activity in colleges for
women is even greater. They have no football teams. Therefore some specific movement must stimulate interest
between the alumna and her school."

Since 1897, when the first Saint Mary's alumnae club was founded in Chicago, our clubs have continued to
provide an essential link between the College and her alumnae. Today there are 57 alumnae clubs and contact
areas serving approximately 18,000 alumnae throughout the United States, the United Kingdom and Germany.
Maintenance of this network has proven to strengthen communications to and from the campus and has served to
nurture the relationship between Saint Mary's and her alumnae.

As an alumnae club leader, you are actively participating in the history and traditions of the Alumnae
Association. To help you, we have designed this Handbook to present some guidelines and suggestions for
planning and implementing Saint Mary's club activities. Realizing that no two clubs are alike, we have
attempted to provide information in this booklet that each club, regardless of size or location, can adapt to meet
the particular needs of the club. It is recommended that each club president, whether new or a veteran, review
this guide carefully and refer to it frequently. Ask other club leaders to use it as well, and please remember to
pass it on to your club’s next administration when you leave office.

When the answer to your question about Saint Mary's clubs does not surface in the following pages, remember
that the Alumnae Relations Office staff is at your disposal. Please call upon us whenever we can be of
assistance.

Good luck! Thanks for your work on behalf of Saint Mary's.

PREFACE



Historay of the Alumnae
Association

In June 1879, 35 years after the Sisters of the Holy
Cross founded Saint Mary's Academy in Bertrand,
Michigan, seven alumnae of Saint Mary's gathered at
the new South Bend campus to establish the first
Catholic women's alumnae association in the United
States. First known as "The Association of Post-
Graduates of Saint Mary's Academy, Notre Dame," the
Saint Mary's College Alumnae Association is ranked
seventh oldest among all women's colleges.

In the early days of the Association, alumnae worked
closely with the sisters at Saint Mary's and met every
two years to visit with old friends and to watch the
progress of the current students. During World War I,
alumnae joined forces with the students to raise funds
for the war effort, and in the 1920s, they concentrated
their energies on amassing funds for the construction of
Le Mans Hall which was begun in 1924.

In 1926, the International Federation of Catholic
Alumnae convened on the Saint Mary's campus. As a
result of this meeting, the Alumnae Association
reflected on its position and resolved to provide a
leadership example to the students of Saint Mary's.
Marion McCandless '00 became the first alumnae
secretary and editor of the Holy Cross Courier, the
alumnae magazine, and an Alumnae Association office
was established on the Saint Mary's campus. Marion
served as executive director of the Association from
1926 to 1954, and was succeeded by Helen Carroll '26
who served from 1955 to 1973.

"That the club is an indispensable factor in any
successful program is self-evident in alumni/alumnae
circles,” wrote Marion in her history of the alumnae
association's "Family Portraits." Eagerness to band
together locally was evidenced by the founding of the
first alumnae clubs well before Marion was appointed
secretary to the Alumnae Association; and over the
years their numbers have grown substantially.

Founded in 1897, our oldest and largest alumnae club
in the country is the Chicago Alumnae Club, originally
called the Bertrand Club. Its activities have included
everything from a special Red Cross chapter set up
during World War I, which donated a Saint Mary’s
ambulance, to lectures by faculty mem-

bers. The South Bend Alumnae Club, which has
awarded an annual scholarship to a deserving
student for more than 50 years, was founded in
1923. The next year Los Angeles and Fort
Wayne followed suit; and in 1926 Cleveland
organized its club. In addition to bringing
together women who have a common interest in
Saint Mary's, alumnae clubs have traditionally
served a variety of functions. Most importantly,
clubs have extended the College's influence
throughout the United States.

By the time Sister M. Madeleva Wolff, C.S.C.
became the third president of Saint Mary's
College in 1934, 25 alumnae clubs had been
formed across the country. World War Il had
pulled alumnae and students together again to
initiate fund-raising programs; and as the College
continued to grow, alumnae continued to
contribute their time and money to support the
growth of their alma mater. When the Alumnae
Centennial Library was built in 1941, Alumnae
Association president, Helen Holland Voll '17 led
the ground-breaking ceremony.

The dedication and loyalty of the alumnae who
worked so diligently in the early days of the
Alumnae Association laid the foundation for the
Association as it exists today. Currently
numbering approximately 18,000 members, the
Association is governed by an 18-member board
of directors and sponsors a myriad of activities
and programs for alumnae and students, including
an international network of 57 alumnae clubs and
contact areas.
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Alumnae Relations Office Services

If the answer to your question does not appear in this

handbook, just ask! The Alumnae Relations Office staff

stands ready to help you in your club work whenever

possible, and performs a variety of services to make your °

job as club president easier.

The Alumnae Relations Office:

e Provides an address list of alumnae that
can be sorted by last name, zip code or
class year upon request. The alumnae
office provides additional alumnae lists in
zip code or class year order, lists of
current students, incoming first-years,
parents, and mailing labels for any of
these groups.

e Provides address labels or e-mailable
spreadsheets upon request, in either alpha
or zip code order. Labels are generally in
the mail within 24 to 48 hours of your
request.

e Prepares and mails newsletters, notices
and invitations to club events. The club is
billed for the cost of in-house printing and
postage. (SEE APPENDIX FOR
SAMPLE CLUB PUBLICATIONS.)

e Makes arrangements for College
personnel to visit with the clubs.

e Travels to club functions and
organizational meetings upon request (at
no cost to the alumnae club).

e Assists with the development and
updating of alumnae club web pages,
using templates provided by the College.
The office can also send out blast e-mail
messages on the club’s behalf.

e Assists in producing a local alumnae club
directory (can give general counsel on the
project and/or publish it).

e Advises the clubs on how to write a code
of bylaws.

e Assists in the ordering of Saint Mary’s

name tags, napkins, gifts and mementos

from the Bookstore.

Coordinates purchase and distribution of

any student gifts

e Updates the clubs on current on-campus
activities via informational mailings.

e Serves as a liaison between the alumnae
club and other administrative and academic
departments of the College.

Alumnae Relations Office Information

Staff: Kara M. O’Leary ‘89
Director of Alumnae Relations

e-mail: koleary@saintmarys.edu

Jessica Stuifbergen ‘99
Assistant Director of Alumnae Relations
e-mail: jstuifbe@saintmarys.edu

Jacie Baker
Administrative Secretary
e-mail: jbaker@saintmarys.edu

Janet Martin
Records Processor
e-mail: jmartin@saintmarys.edu

Business Hours: 8:00 a.m. —5:00 p.m.

(Please note that South Bend is now on Eastern Time,
“New York time” year round)

Location: 110 Le Mans Hall (East Wing)

Office of Alumnae Relations
110 Le Mans Hall

Saint Mary's College
Notre Dame, IN 46556-5001

Mailing Address:

Telephone: (574) 284-4578 (for all staff members)
FAX: (574) 284-4749
E-mail: alumnae@saintmarys.edu

Web Address: www.saintmarys.edu

PREFACE



mailto:koleary@saintmarys.edu
mailto:jstuifbe@saintmarys.edu
mailto:jbaker@saintmarys.edu
mailto:jmartin@saintmarys.edu
mailto:alumnae@saintmarys.edu
http://www.saintmarys.edu/




TABLE OF CONTENTS

SECTION 1: The Alumnae Club

The Alumnae Club: The Heart of the Alumnae Association........... 1
To Form (or Revitalize) a Saint Mary’s Alumnae Club................. 2
Standards for Alumnae Clubs. ... 2
CONtACE ATCAS. ...ttt 3
The Alumnae Club Annual Report.................oooiiiiiii. . 4
Club Organization “At-a-Glance”..............ccoiiiiiiiiiiii i, 4
Alumnae “Club ofthe Year” Award.........cccooiiiiiiiiiiiiiiii, 5
Evaluation Criteria for “Club of the Year” Award...................... 5

SECTION 2: General Organizational Tips

The Electronic Address List...........ovvviiiiiiiiiiiiiiieen, 7
Alumnae Club SUIvey.......cvviiiii e, 8
Producing a Club Directory...........oovviiiiiiiiiii i, 8
Alumnae Club Management...............ccoiviiiiiiiiiiiiiiiieanenns. 8
Bylaws. ... 8
L@ 175 ¢ 8
Record Keeping.........oooviiiiiiiiie e, 10
Basic “Housekeeping” Forms..............cccooviiiiiiiiiinnnen. 10
Treasury, Dues, and Club Expenses...............cccooevviinn.o 10
Leadership and Membership...............ocooiiiiiiiiiiiiiii e 14
Tips on Recruiting Alumnae Club Volunteers.................... 14
Maintaining a Vital Club Membership............................ 15
SECTION 3: Club Events and Programming
Winning Programs and AcCtiviti€s. .........oouvieiriiieiiiniiineieneaannn.s 17
12-Week Event Planning Guide...............coooviiiiiiiiiiiinn, 17
Suggested Program Planning Checklist.................cooiiviiiinan... 18
Guidelines for Publicity..........ccooiiiiiiiii e 19
Photographing Your Event..............oooiiiiiiiiiiiiiie, 19
Popular Club Events...........coviiiiiiii i 20
Founders’ Day.......cccoviiiiiiiii i 20
Presidential Visits to Alumnae Clubs.............................. 22
The Student Send-Off..........ccooiiiiii 23
Service Projects......ovvuiiiiii i 24
BoOK ClubS. ..o 24

BOOK AWArd. .. ...oonie e 24



SECTION 4: Club Communication

| FENTA 17 1101 27
INEWSIBIEETS . .. ottt e, 27
Tips for Producing an Effective Club Newsletter........................ 28
Stylistic Guidelines for Alumnae Club Publications.................... 29
Mailings. ...oovii i 30
First Class Mail.........c.oooiiniiii i, 30
BUIK Mail..... ..o e, 31
SECTION 5: Alumnae Association Programs and Awards
How Your Alumnae Association Works for You........................ 32
Alumnae AsSoCiation AWards............co.eeiiiiiiiiiiiniiiiieian, 33
Our Winning Students...........cooovriiiiiiiiiiiiii e, 33
The Humanitas Award..............ccooiiiiiiiiiiiiieiee e, 33
The Distinguished Alumna Award.......................ooenin 34
The Alumna Achievement Award.....................ccoenennt. 34
The Outstanding Young Alumna Award.......................... 35
Outstanding Senior Award...........cccooviiiiiiiiiiiiininnannnn.. 35
Helen Holland Voll Award...............cooviiiiiiiiii, 35
Alumnae Association Board of Directors...............cccoeiiiiininnnn. 36
Criteria for Alumnae Board Service.............coooiiiiiiiiiiiinin.n, 37

SECTION 6: Club Financial Support of Saint Mary’s

Special Giving Opportunities. .........c.ovviiniiiiiiiii e 38
Alumnae Club Scholarships............cooiiiiiiiiiiiie 39
Establishing an Annual Scholarship..................oooiiiiiiin. .. 39

APPENDIX



	Cover.pdf
	Preface-1.pdf
	TABLE OF CONTENTS.pdf

