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EVENT SUMMARY 
 
Professional and Social – Networking Social 
 
The purpose of the Affinity Group Networking Social is to provide an opportunity for Wake 
Foresters working in a given industry to come together, share experiences, and make valuable 
professional networking connections. 
 
I. Set the event (6 weeks in advance at minimum) – date, location, and cost 

 
Because the purpose of the event is to allow alumni, parents, and student to mingle and 
socialize, it is best to find a popular, centrally-located, bar/restaurant with a private or 
semi-private space where attendees can purchase their own food and beverages.   

 
Tip:  Ensure that you have a registration table available for name tags, trinkets, cups, etc. 
and encourage alumni to bring business cards. Name tags and business cards are key to this 
event, so that alumni can follow-up on any conversations.  
 

II. Inform the Office of Alumni Engagement (4 weeks in advance at minimum) 
 

Notify the Office of Alumni Engagement of the time and location selected by the Affinity 
Group, including directions to the venue and information on parking availability, so that an 
email notification with pertinent details can be sent to all alumni in the region.  The email 
will request that alumni RSVP for the event. Alumni invitation emails should be sent 
approximately four weeks before the event and a reminder closer to the event. 
 
Tip:  For free social events like these, you should expect approximately a 25% no-show rate, 
as well as a number of walk-ins. It is important to capture the names of both no-shows and 
walk-ins and send this to the Office of Alumni Engagement post-event.  

 
 

III. Office of Alumni Engagement responsibilities  
 

The Alumni Office will send email invitations to the alumni, parents, and friends in the area 
and collect responses from alumni who register for the event on the Alumni website. At 
your request, the Alumni Office can provide you with nametags, as well as Wake trinkets 
(napkins, koozies, and banners) which can be used to decorate for the event.   

 
IV. Local Affinity Group responsibilities  
 

The local Affinity Group representative is responsible for (i) identifying and securing the 
venue, (ii) providing information required for the invitations, (iii) encouraging attendance 
by alumni and other invitees. 
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Tip:  Affinity Group leaders should make a special effort to encourage alumni and parents 
who hold more senior positions in the industry to attend. This will help ensure that there 
are resources for the many young alumni new to the industry to network with.  
 

 
V. Day of event 

 
At least one Affinity Group leader should arrive onsite at the bar/restaurant at least 45 
minutes in advance to make sure everything is set up properly. Remaining Affinity Group 
leaders and community volunteers should arrive 15 minutes early to assist with nametags, 
collecting business cards, and welcoming guests. 
 
While the networking social should not be program-heavy, this is an excellent opportunity 
to briefly introduce current Affinity Group leaders, begin recruitment of new volunteers, 
and encourage attendees to join or follow any social media pages.  
 
Remember to take photos at the event to post on the Affinity Group’s website, Flickr 
galleries, and social media pages.  
 

 
VI. Follow-Up 

 
Within one week after the event, report back to the Office of Alumni Engagement with the 
attendees at the event and any other feedback you can provide.  Let the Office of Alumni 
Engagement know if the event was successful, and what tips you can provide for improving 
this type of event in the future.  
 
Within 2 business days, the Office of Alumni Engagement will send a brief survey to 
attendees.  
 
Also, post your photos or a summary of your event online to help record the event for your 
community. 
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EVENT SUMMARY 
 
Professional & Intellectual Development – Specialized Panel Event  
 
Many professionally focused Affinity Groups host an annual or bi-annual professional networking 
and panel events. The panels usually consist of 3-5 experts in the field and 1 experienced 
moderator. It is important that the moderator is knowledgeable of the topic and skilled at 
facilitating engaging conversations. 
 
I. Set the event (8 weeks in advance) – date, location, panelists, and cost 

 
The most challenging aspect of this program is securing the appropriate panel members. 
Affinity Group leaders should determine a topic that is timely and will appeal to a wide 
audience of Affinity Group members. For example, the Wake on Wall Street Affinity Group 
hosts a panel and networking event each January on the topic of the financial market 
outlook for that year. Since the market outlook is constantly changing, this topic is always 
applicable.   
 
Other Affinity Groups may have to draw specific topics from the current trends and 
headlines within their field. For example, Global Deacs, the international policy and affairs 
Affinity Group, held a panel on the changing dynamics of U.S.-Cuba Relations in the months 
following the U.S. government’s announcement of normalizing relations with Cuba. 
 
Once Affinity Group leaders determine a topic, they should begin brainstorming potential 
panelists. This is a great opportunity to utilize the contacts that you have made through 
your Affinity Group. Reach out to your University contacts in the Office of Alumni 
Engagement and the OPCD, as well as faculty members. Requests for panelist suggestions 
may also be posted on the groups’ social media sites. 
 
Some Affinity Groups find that selecting one high-profile, well-connected panelist, and 
setting the date and time around that person’s schedule (keeping in mind to select a date 
and time that will maximize alumni participation) can help to recruit other panelists. Obtain 
permission from that panelist to use their name while requesting the participation of other 
professionals, and ask if he/she has any other suggestions for good panelists and/or 
moderators.   
 
In a community where most alumni and parents work, selecting a time after work makes 
the program accessible for more people.  Many of our panel events take place on Tuesdays, 
Wednesday, or Thursdays, with registration and networking starting between 6 and 6:30, 
and the panel roughly an hour later. Don’t forget to leave some time after the panel for 
further networking and opportunities for attendees to meet the panelists. 
 
The venue should offer both a place to hold a networking reception prior to the panel and a 
location for the panel presentation that includes audio/visual projection capabilities.  
Consider the size of the local alumni and parent base and anticipated attendance in 
selecting a location.  The location should have suitable acoustics for the panel and for a 
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lively reception.  Many businesses have excellent, and often free, options for this type of 
professional event. Once a venue is selected, the Affinity Group leaders can elect what 
refreshments will be available for the reception.  Typically the Affinity Group will arrange 
for catering for a light reception (beer / wine / appetizers) prior to the event.   
 
Each event should be self-funding, so the cost of attending a panel event should be based on 
the cost of the reception and any venue cost.  The Office of Alumni Engagement will handle 
payments through the university’s website when alumni sign up to attend the event. 

 
Tip:  Other venue options would be community meeting space in public buildings (though 
public spaces may limit the ability to bring in food or alcohol), and conference or meeting 
rooms in convention centers, arts centers or at local businesses.  Local communities should 
consider making use of the business and charitable contacts of their members to secure a 
suitable space.  Venues often have approved caterers that they can put the organizers in 
touch with as well. When calculating cost, do not forget to include the cost of any rentals, 
labor, tax, and gratuity. 

 
II. Inform the Office of Alumni Engagement (6 weeks in advance at minimum) 
 

Notify the Office of Alumni Engagement of the time and location selected by the Affinity 
Group, including directions to the venue and information on parking availability, so that an 
email notification with pertinent details can be sent to all alumni in the region.  If the full 
panel has not been confirmed at this time, a note can be included that other panelists may 
be added.  The email will request that alumni RSVP for the event, and the online registration 
process will require payment of the charge from each registering attendee. Alumni 
invitation emails should be sent approximately four to five weeks before the event and a 
reminder closer to the event. 
 
If the panel includes a Wake Forest faculty member, the local Affinity Group leaders should 
be available to assist the faculty member in any travel arrangements or questions about 
visiting the area.  Depending on the travel schedule of the faculty member, the executive 
board of the Affinity Group may also have the opportunity to host the faculty member for a 
dinner or lunch before or after the presentation. 
 
Tip:  The local Affinity Group point person for the event should be able to recommend 
nearby hotels, restaurants, and other local amenities for any visitors.  Also, coordinate with 
the Alumni Office to make sure that multiple invitation emails are sent, and to monitor 
registration for the event.  The local Affinity Group representative(s) should actively solicit 
registrations from Affinity Group members to ensure that the event is well attended.   
 
Spouses, colleagues, parents, and current students are welcome to attend a panel event.  It 
is also a great way to showcase the University to guidance counselors at local schools or to 
prospective students and parents, so consider forwarding the invitation to any of your 
community contacts as well.   
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III. Office of Alumni Engagement responsibilities  
 

The Alumni Office will (i) send email invitations to local alumni and, (ii) collect responses 
from alumni who register for the event on the communities’ website.  After the event, the 
Alumni Office will send a brief survey to all attendees and share the results with the Affinity 
Group leaders. 

 
IV. Local Affinity Group responsibilities  
 

The local Affinity Group representative is responsible for (i) identifying and securing the 
venue, (ii) confirming the topic, panelists, and moderator (iii) arranging for any catering 
services for the event, (iv) providing information required for the invitations, (v) 
monitoring registrations and encouraging attendance at the event by reaching out to local 
alumni and (vi) transmitting invoices for services to the Alumni Office. 
 
Tip: After confirming the topic and panelists, the three critical tasks for the local Affinity 
Group are selecting an appropriate venue (with the correct size, location and price), 
selecting the refreshments for the event, and ensuring good attendance at the event so the 
investment of time by the panel members is worthwhile.  
 

V. Day of event 
 
At least one Affinity Group leader should be at the venue at least 45 minutes prior to the 
event to assist with setup, ensure all microphones and other technology work properly, and 
meet the panelists.  Other local leaders should assist with welcoming attendees, 
registration, nametags, and ensuring a lively reception. 
 
 An Affinity Group leader should introduce the panel members.  Also, be sure to recognize 
any other community leaders who have been instrumental in organizing the event, and 
announce upcoming Affinity Group events.  Remember to take photos at the event to post 
on the Affinity Group website and social media. Also, use this opportunity to encourage 
people to join or follow any social media platforms.  

 
VI. Follow-Up 

 
Since most participants have previously registered and paid for the event, the local Affinity 
Group generally has little trouble keeping track of attendance.  After the event, report back 
to the university regarding the event, including attendance, results, and recommendations 
or tips for other communities. The Affinity Group should make appropriate gestures to 
thank the panelists, as well as any community members or other persons who assisted with 
the event.  Also, post your photos or a summary of your event to help record the milestone 
for your Affinity Group. 

 


