
Hairston-Gallant Family Reunion 
Standard Operating Procedures 

 
 
Purpose:  The purpose is to outline the responsibilities and procedures for 
the Family Reunion Officers and Planning Committee(s) in organizing and 
executing successful family reunions. 
 
Scope:  This Standard Operating Procedures applies to all Family Reunion 
Committee(s) in charge of organizing reunions for our family. 
 
Procedures - August to August: 
September 

● Family Reunion Officers meeting to discuss previous reunion and 
next year reunion. 

● Family Reunion Officers meet with the designated Host and Planning 
Committee for the next year's reunion. 

● Confirm the Date and Location with the designated Host and 
Planning Committee. 

● After the reunion, the treasurer will provide a final financial report to 
the Family Reunion Officers, detailing all expenses and any other 
relevant information. 

 
 
October 

● Set a Budget for the reunion and ensure that all expenses are within 
the allocated budget. 

● Select and contact the Venue if needed. 
● Select and contact the Hotel and/or list any other suggested hotels 

and Airbnb. 
 
November/December 

● Select and contact Caterer if needed. 
● Start planning the meal for Saturday's event. 

 
January 

● Save the Date Flyer for the website, email and social media group. 
● Follow-up with the Hotel to finalize the rate and or provide AirBnB 

location information. 



● Determine if a fundraiser is needed to go along with the budget 
provided. 

● Start collecting membership dues for the year. 
 
February 

● Send out first correspondence to the family with hotel information and 
deadline and meal information and deadline if finalized. 

● Keep family in the loop via mail (primary communication), email, 
website, and social media group. 

● Outline your activities for the reunion. 
● Contact any additional venues if needed for activities. 
● Collaborate with the Treasurer and/or Assistant Treasurer to pay any 

initial deposits/payments. 
● All expense receipts should be emailed to the HG Family Reunion 

email account (hgfamilyreunion@gmail.com). 
 
March 

● Send out second or final correspondence to the family with all 
information and deadline finalized for the reunion. 

● Keep the family in the loop via mail (primary communication), email, 
website, and social media group (secondary communication). 

● All deadline dates should be finalized. (Meals, Scholarship, Hotel, 
etc.). 

● Plan events & activities with a schedule (Meet & Greet, Auction, 
Saturday’s Events, Memorial Service, etc.) to ensure that all events 
and activities run smoothly. 

● Collect payment from family members for any expenses that are not 
covered by the budget and set deadlines. 

 
April - August 

● The designated Host and Planning Committee should maintain 
accurate records of all expenses and provide receipts and a final 
report to the treasurer and/or assistant treasurer. 

● Collaborate with the Treasurer and/or Assistant Treasurer to pay any 
final deposits/payments. 

● All expense receipts should be emailed to the HG Family Reunion 
email account (hgfamilyreunion@gmail.com). 

 


