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Dear Class Agentsé 
 

 

Thank you for your volunteer service to Luther! Without your help, the college would not be able to maintain 

connections to her alumni, so thank you for serving in this critical role. 

 

This handbook is designed to help you perform your class agent duties. Please refer to it anytime you have a 

question about the class agent programðits purpose, due dates, letter-writing tips, etc. For additional 

information, please feel free to contact those of us in the Development Office who work with the class agent 

program; we are happy to help: 

 

Sue Drilling       Tracy Elsbernd 

Director of Special Programs     Development Office Secretary  

  

800.225.8664 or 563.387.1100     800.225.8664 or 563.387.1509 

e-mail drillisu@luther.edu     e-mail elsbtr01@luther.edu 

 

We hope itôs easy to find the information you need in this yearôs handbook.  Please refer to the table of 

contents on page 2 when searching for information.  If you have suggestions for how to better organize this 

information, please let us know. 

 

Dates to remember are listed on page 3, but the two ñmost-asked-forò datesðfall and spring letter due 

datesðare also listed here for your convenience: fall letterðOctober 19; spring letterðMarch 1. 

 

Giving results and statistics for the 2008-09 fiscal year are on pages 14-15.  During this time frame, there 

were 819 gifts generated by the class agent letter, which produced $189,624 for Luther (Annual Fund plus 

other designations). Thank you class agents! 

 

Participation percentages improved to 27.23% (Annual Fund) and 28.78% (All Funds) in fiscal year 2008-09.  

Congratulations!  Please continue to do whatever you canðletters, e-mails, phone calls-- to promote regular, 

yearly giving to Luther among your classmates. Let me know if I can provide you with lists of who or who 

hasnôt yet given. 

 

To help you promote giving to Luther and investing in the lives of students, a sample of this fallôs mail 

appeal is included in the handbook, on pages 11-12. This letter was sent to alumni to illustrate how gifts to 

the Luther College Annual Fund benefit Luther students each and every day. Feel free to reference this 

appeal in your class agent letter, as you make the case for giving to Luther and investing in the lives of 

students. 

 

Good luck to you as we begin the 2009-10 class agent letter-writing season. Let me know if I can be of help 

to you, and thanks again for all you do for Luther. 

 

Sincerely, 

 

 
 

Sue (Franzen) Drilling ô78 

Class Agent Adviser 

Director of Special Programs 

 
 
 
 

mailto:drillisu@luther.edu
mailto:elsbtr01@luther.edu
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                 DATES TO REMEMBER 
 

 200 9-10 CLASS AGENT CALENDAR 

                     

 
 

 

 

 

 

Class Agent Workshop                October 2, 2009 

 

Class Agent Handbooks sent to agents absent from workshop              October 5, 2009 

 

Write Fall Class Agent Letter                    Anytime between October 5 and October 19, 2009 

 

Fall letter deadline                     October 19, 2009 

 

Development Office mails letters                 October ï December 2009 

 

Spring letter materials mailed to Class Agents                            early February 2010 

 

Write Spring Class Agent Letter                                 Anytime between February 15 and March 1, 2010 

 

Spring letter deadline                         March 1, 2010 

  

Spring Class Agent letters mailed from Development Office                       February ï May 2010 

 

Class Reunion information sent from Alumni Office to agents with upcoming reunions                             May 2010 

 

End of Fiscal Year                            May 31, 2010 

 

Deadline for agents who plan to retire to notify Development Office                                              July 31, 2010 

 

End-of-Summer information regarding fall workshop  

and complimentary tickets mailed to agents                   late August 2010 

 

Homecoming 2010                   October 8-10, 2010 
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THE LUTHER COLLEGE ANNUAL FUND 
 

The Luther College Annual Fund provides unrestricted, 

budget-relieving dollars through gifts from alumni, parents, 

friends, and corporations.  It supports all areas of the college 

from programs and projects in the academic curriculum to 

extracurricular activities and student life.  Since tuition, 

endowment income, and grants alone are not sufficient to meet 

all the needs of the college while providing the excellence we expect, the Annual Fund helps to make up the 

difference between those forms of revenue and what it actually costs to educate students. 

 

Annual giving and increased alumni participation are critical  if we are to remain the best teaching and learning 

environment in the Midwest.  All gifts, large or small, make a difference and have an important impact on 

Luther .  Charitable foundations and corporations that support Luther, such as the Kresge Foundation, consider 

your annual gift a vote of confidence in your college.  Your gift encourages their gifts. 

 

 

                      PROGRAMS THAT RAISE FUNDS FOR  
                     THE LUTHER COLLEGE ANNUAL FUND 

 

Phonathon ï Over 300 students call alumni and parents for updates and support of the Annual Fund.   

 

LUTHER 10  ï Lutherôs giving program for graduating seniors.  It consists of peer-to-peer solicitation and 

matching gifts from alumni sponsors.  

 

Class Agents ï Over 100 class representatives serve as liaisons between their classmates and Luther.  Agents write 

two letters per year, reporting news of the college and news of classmates, as well as asking alumni to give to the 

Luther College Annual Fund on an annual basis.  They serve renewable 5-year terms, often beginning and ending 

service in a reunion year.  They plan and facilitate their reunion celebrations and meet for a workshop each year at 

Homecoming.   

 

Direct Mail ï Letters are sent to various groups of people at different times throughout the year, especially the fall 

appeal in September, the end-of-calendar year appeal in December, and the end-of-fiscal year appeal in April.   

 

Faculty Staff Campaign ï An on-campus (primarily letter) campaign for current faculty and staff that asks for 

Annual Fund support through payroll deduction or an annual gift.  Usually the chair or co-chairs from this group 

sign the letters and provide guidance. 
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Reunion Giving ï A program to solicit gifts in honor of a special class reunion.  Currently the focus is on the 50-

year, 25-year, and 10-year classes.  Campaigns run for two years with emphasis on giving to the Annual Fund, but 

count all gifts in the total for each class.  Plaques that display results for the 50-year and 25-year classes are located 

in the lobby of Loyalty Hall.  Some class campaigns include challenge donors. 

 

Roots and Wings ïThe campaign for current and past Luther parents.  Two letters per year (from Lutherôs Parents 

Council) and a phonathon are the vehicles; parents are encouraged to include Luther among their gifts to 

organizations they believe in.  

 

Matching Gifts ï Donors are encouraged to seek matching-gift opportunities, as matching gifts can greatly 

increase our totals.  Lutherôs website lists matching-gift information, and donors can search for their employers. 

 

Comprehensive Campaign ï As needs arise, Luther conducts comprehensive campaigns, with various fund-

raising goals.  However, development officers continue to solicit Annual Fund gifts from individual and corporate 

donors throughout the campaign period.   

 

 

 

 

 

 

THE CLASS AGENT PROGRAM 
 

Luther's class agent program began in October 1974, empowering volunteers to encourage classmate gifts to the 

Annual Fund and to pass on information to alumni about Luther and the lives of their classmates.  Although 35 

years have passed, the program is essentially the same.  As a class agent, you will be working for Luther College 

to encourage gifts to the Annual Fund from your classmates.  Your appeal for Luther is different from other 

fund-raising programs.  Your appeal is a letter to a friend, your classmate, asking for a gift to a cause you both 

cherish and believe inˈLuther College.  The personal touch you 

provideˈthe memories of shared Luther experiencesˈlend greater meaning 

and purpose to your fund-raising appeal. 
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POLICIES AND PROCEDURES 

 

 

 

 

 

Term of Service 

 

The suggested term of service is 5 years, but this is only a guideline.  Some agents prefer to serve more than 5 and 

some less, based on their individual situations.  A proven method for passing the baton from agent to agent is to 

make the switch during a reunion year, so the retiring agent can be recognized and the new agent introduced at the 

class reunion.  The new agent can assume class agent duties after Homecoming.  For agents who wish to retire, please 

notify Sue Drilling before July 31.  It would also be helpful if you could suggest names of new class agent candidates for her to 

contact. 

 

Classmate Updates 

 

Please forward to Luther (by mail, fax 563-387-1322, or e-mail drillisu@luther.edu or alumni@luther.edu) 

all updated life information (name, address, telephone number, e-mail, career changes, births, marriages, 

etc.) that you receive from classmates.  We will update our database and include a hard copy of the update in the 

alumôs file.  Thank you. 

 

When you receive your packet of materials for writing the class agent letter, you will find pre-typed classmate 

update notes, if any were submitted from your class.  The pre-typed notes are sent to you for review, but you donôt 

need to do anything with them.  We will automatically add them to your letter before it is printed.  If you have 

received from your classmates additional updates that do not appear in the pre-typed notes, you may choose either 

of the following options: 

 1.  add them to your letter yourself, (and be sure to forward a hard copy of the original update to us) or 

 2.  send them on to us to be added to the NEXT class agent letter. 

 

You may receive feedback from your classmates asking why their notes werenôt included.  Please explain that their 

note may have missed the submission deadline, but assure them that their note will be in next time.  (And then you 

may want to double-check that you sent it to us.)  Notes that are submitted prior to mid-August are usually included 

in the fall letter, and notes submitted by mid-December are included in the spring letter. 
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Faculty/Staff Updates 

Updates on alumni who are members of Lutherôs faculty or staff  are not typically included in classmate update notes.  

Please check the Luther Alumni Magazine under Faculty/Staff News for updates on your classmates, which you will  

want to include in your letter. 

 

LUTHER NEWS 

To subscribe to Luther News, the collegeôs weekly (each Thursday) e-newsletter, go to the following site and use the subscribe 

function: http://publicinformation.luther.edu/luthernews/.  Luther News is a weekly electronic publication aimed at keeping 

alumni, the Luther and Decorah communities, parents, and friends of the college updated on Luther's current events.   

 

DELIVERY METHODS - E-mail vs. U.S. Postal Mail 

Sending Class Agent letters by e-mail instead of U.S. postal mail conserves resources, is good for the environment, and saves 

the college a good deal of money. However, not all Luther alumni have e-mail, so we will employ both delivery methodsð 

e-mail in the fall and U.S. mail in the spring for most classesðand just by U.S. mail for some classes.  Luther alumni will be 

able to view their fall and spring class agent letters on Lutherôs Web site, and we will continue to encourage alumni to send us 

their e-mail addresses, so they donôt miss out on e-communications from Luther.  Agents, please send Sue Drilling a photo of 

yourself to add to your letter.  This should be sent in jpeg, tif, or png, or it could be sent hardcopy for us to scan. 

 

TUESDAYS 

The most recent edition of Tuesday is available for viewing on the Luther College Web site via the office of public information 

home page.  The address for viewing Tuesday is www.luther.edu/~pubinfo/tuesday.html.  If you would prefer to subscribe to 

Tuesday as a weekly e-mail, send a two-line message to tuesdaylist-request@luther.edu, which says, 

subscribe 

end 

 

Class Reunions 

Class agents from the classes of 1945, 1950, 1955, 1960, 1965, 1970, 1975, 1980, 1985, 1990, 1995, 2000, and 2005 will be 

contacted by the Alumni Office in May 2010.  They will be given details about their upcoming class reunions and asked to 

write a letter inviting their classmates to attend.  (See ñPreparing the Class Reunion Letter,ò p. 23.)  Class agents are also asked 

to emcee their class reunions or to assist the Alumni Office with finding another classmate to do it. 

 

Deadlines 

Alumni enjoy receiving class agent communications on a regular basis. If something has happened in your life that makes 

writing a letter difficult or impossible by the deadline, please contact one of us and we will make arrangements for a later date, 

send a more generic letter directly from our office, or work with you to find a solution. Thank you for your cooperation. 

 

Sue Drilling  Tracy Elsbernd 

Director of Special Programs  Development Office Secretary 

(563) 387-1100  (563) 387-1509 

(800) 225-8664  (800) 225-8664 

drillisu@luther.edu  elsbtr01@luther.edu  

 

 

 

 

  

7 

http://publicinformation.luther.edu/luthernews/


 

HOW TO WRITE THE CLASS AGENT LETTER 
 
1.)  Make a commitment to writing the letter before the due date; this is extremely important.  If you have a problem writing 

your letter, please call us and we will work with you to find a solution. (Due dates listed on page 3.) 

 

2.)  Decide what is most appropriate for you, and then make your gift to the Luther College Annual Fund.  Your commitment 

will help you feel good about writing your letter, and it will encourage others to follow your example. 

 

3.)  Write your letter.  Use the information below and throughout this handbook to assist in drafting your class letter.  You may 

also want to visit Lutherôs websiteðhttp://www.luther.eduðfor college news to write about.  Your letter doesnôt have to be 

lengthy; shorter is actually better than longer.  Letters that are too long donôt get read. 
 

 Encourage matching gifts.  A matching gift program is a great way to double, or even triple, the impact of a 

contribution to Luther.  Many companies will match employee gifts to higher education; some also match 

contributions of employee spouses and retirees.  Encourage classmates to contact their offices of human resources for 

matching gift forms to complete and send with gifts or, promote the website www.matchinggifts.com/luther/ 

where they can search for their employer.  Thrivent Financial for Lutheran's GivingPlus (matching-gift) program will 

be discontinued as of December 31, 2009. The GivingPlus program provides 50 cents for every dollar, limited to two 

organizations that a donor can support each year, up to a $300 match (which requires a $600 gift). Please encourage 

your classmates to take advantage of this program match before it expires.  Further information will be shared as we 

hear more from Thrivent about future philanthropic programs that may become available to support Luther and other 

organizations.  
 

 Use the Leadership Trust and Luther Loyalty giving societies.  Refer to the Leadership Trust and Luther Loyalty 

Society information on the return envelope enclosed with each letter.  Familiarize yourself and your classmates with 

the different levels of membership, and encourage them to become a part of these societies. 
 

 Refer to the annual Luther Phonathon.  By the time your classmates receive their fall letter, Phonathon 2009  will 

probably be completed.  Please include a general thank-you to those who have already pledged through the phonathon 

or other campaigns, and encourage others to join you in making their gifts. 
 

 Report on your class giving during the past year (see pp. 14-15), and encourage 100 percent participation in giving 

among your classmates.  Stress the importance of alumni support and the critical need for Luther to increase alumni 

giving percentages.  Gifts to the Luther College Annual Fund are an important indicator for granting institutions, as 

well as for organizations that determine rankings of colleges and universities.  The higher our percentage of giving, 

the stronger our reputation.  Refer to existing class scholarships, endowment, and capital projects now underway as 

additional opportunities for support.   
 

 Lists of donors will be published in the spring Class Agent letters.  These lists will recognize donors who made 

gifts during the previous calendar year, with consecutive years of giving noted.  Please remind your classmates 

that if they want to be listed as ñanonymous,ò to phone the Development Office (800-225-8664) and make this 

request. 

 

4.)  Send us your signature (in black ink) if you havenôt provided it already on the Class Agent Profile sheet.  We will 

reproduce your signature on the letters.  If you have a small class and wish to sign the letters yourself, let us know when you 

submit your letter. 

 

5.)  Send your letter before the due date.  You may e-mail, fax, send on a computer disk, type, or handwrite your letter.  If 

you want to include graphics, please understand that we can reproduce them in black and white only, due to the high cost of 

color reproduction.  If you send your letter on disk or as an e-mail attachment, please save your letter as a Microsoft Word 6.0 

(or less) document.  Do not save in PDF format.  Most computers give you the option to save it in various ways.  

Development Office staff will format, proof, and publish your letter.  We try to not change the style or content of your letter.  

Just remember that your letters represent Luther College and its mission.  Your letters will be mailed, or e-mailed, to your 

classmates ASAP.  (If there are 250 or more classmates, we will mail at bulk rate.  For classes with less than 250, you may 

choose to have the letters and postage sent to you for your signature and PS., or we will reproduce the letter with your signature 

and mail them from the college.)  Remember, sending letters to over 75 classes takes time.  Please realize that it may take 

four to six weeks, or longer, from when you submit your letter to us until it is sent to your classmates.  For best results and 

quicker turn-around time, please submit your letter within the fall and spring deadline dates.   

 

As more letters are being sent by e-mail, please encourage your classmates to check their spam filters and boxes in case 

their letters accidently get deposited there. 
                                                                                                          8
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HELPFUL HINTS 
 
 

Here are some tips and suggestions to make it easier for you to write a terrific letter. 

 

1.)  Make your gift first.   Making your own contribution will lend meaning to your efforts 

with others.  You will also find it easier to ask others to make a gift after you have made 

one yourself.  It may even be helpful to refer to your own giving in the text.  For example, 

"Join me in supporting Luther students..." 

 

2.)  Write to an individual classmate, not the entire group.  For example, write ñDear Classmate,ò or ñDear 

Friend,ò and think about your audience being just one classmate rather than the entire class. 

 

3.)  Talk about your Luther experience, or the experience of a current student, or incidents that your entire class 

might have shared.  The more you can relate to the experiences of students today, the better chance you will have of 

gaining wide participation. 

 

4.)  Show your enthusiasm and be positive!  Be a fanatic about Luther's excellent reputation, facilities, and 

enrollment.  Donôt be afraid to use some humor in your letter, and don't apologize for asking for gifts.  Believe in 

what you're doing. 

 

5.)  Consider your own convictions.  Why do you feel good about Luther?  Why do you contribute to the college?  

Chances are your classmates share many of your views. 

 

6.)  Say Thank You!  Encourage a current gift by thanking your classmate for last year's gift. 

 

7.)  Personal attention is effective.  The more you can personalize your letters to classmates, the more successful 

you will be.  If your class has fewer than 250 members, hard copies are not mailed at bulk rate.  Therefore, you might 

want to include a handwritten PS. on some letters. 

 

8.)  Just the facts, please.  Please donôt announce engagements or impending births; itôs better if those items are 

published after the events have occurred.  Refrain from gossip or second-hand information, too; itôs best to pass 

along only information that the alum has released to you, or us.  (And please remember to send any information 

you receive from classmates to us for updating our records.  Please mail, fax, or e-mail the news to us so we 

have a hard copy for the classmateôs file.)  Also, please note that street addresses, phone numbers, and e-mail 

addresses of alums are generally not printed in letters.  Alumni can contact the Alumni Office for this information, or 

view it in the online directory. 

 

9.)  Google ñgenerational marketingò for helpful information on its implications for fundraising.  Or contact 

Tracy or Sue for a bibliography. 

 

10.)  Have fun with this!  Relax, and enjoy this opportunity to correspond with old friends.  You'll be surprised at 

the many positive comments you will receive. 
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COMMUNICATING WITH CLASSMATES 

 

 

SAMPLE CLASS AGENT LETTERS 
 

The enclosed samples of class agent letters (see Appendix A) may give you some ideas for your letter.   

If you have any questions about preparing your letter, just let us know.  Weôre happy to 

help. 

 

 

 

 
 
 
  
   

 

 

 

 
 

SENDING PERSONALIZED E-MAIL MESSAGES TO YOUR CLASSMATES 
 

Why should class agents e-mail their classmates? 

E-mailing your classmates can be a powerful tool to increase support for Luther.  While all gifts to Luther are 

acknowledged with a ñthank-youò from a staff member from the Development Office, a personalized message from 

the class agent can go a long way to encourage continued support each year. 

 

Where can I find e-mail addresses? 

Log on to Lutherôs Online Alumni Directory and look up your classmates.  Go to www.luther.edu, click on 

ñAlumni,ò then ñOnline Alumni Directory.ò  If you have questions about using the 

directory, click on ñcontactò or telephone 800-225-8664 for assistance.  If you wish to 

have a list of e-mail addresses sent to you, e-mail Sue Drilling at drillisu@luther.edu. 

 

Start with a thank-you note. 

The Spring 2010 class agent letter will contain a list of classmates who have made gifts 

to Luther (to any Luther fund) during the 2009 calendar year.  Once you have a list of 

addresses, you can proceed to send each classmate a thank-you message.  Contact Sue 

Drill ing for a sample thank-you note, or for answers to any questions you have about the 

process.  She will work with you to make the process as quick an easy as possible. 
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