
 
Signing Event Protocol and Checklist  

 
Congratulations on the accomplishments of your student athlete!  

 
Signing events are appropriate when a high school senior is accepting a scholarship, partial 

scholarship or accepting a Military appointment. Menomonie High School is thrilled to share this 
special event with students and their families. A checklist of items is provided below.  

 
Checklist for a MHS Signing Event: 

- Determine the location for the signing event. MHS staff will assist with determining the location 
and making appropriate reservation/booking within the school. This is typically done in the 
Auditorium or the Gymnasium. (School and Family) 

- Determine the date and time of the signing event. Signing events work best when held during 
ELT or immediately following a school day… 3:15 p.m. This time allows for staff and fellow 
students to attend the special event. Mondays or Wednesdays work best. As we do not typically 
host many sporting events on these nights. (School and Family) 

 
Items to have at a signing event:  

- Table, BackDrop, Table Cover, Event Flags, Podium (School)  
- Sweatshirt, pennant or other items representing the program you are signing with (Family)  
- Helium balloons in the appropriate colors (2 small balloon bouquets with 3-4 balloons each) 

optional (Family)  
- The MHS staff will have a name card and seat assigned to your student athlete. (School) 
- MHS staff will assist with the set up and take down for the event. (School) 

 
Prior to the event:  

- MHS will assist with the writing and sending of a school press release. (School and Family) 
- In order to write a press release students and their family must provide information on academic 

success and recognitions, GPA information, athletic accomplishments, state or national 
recognitions. State or national awards information. Provide information about future ambitions 
including career or future vocations, and a coach or significant family member testimony. (Family)  

- Make sure to provide parent or guardian information as well. (Family)  
 

 
 



Press release invitations and follow up letters will be sent by the school to the following:  
 
Newspaper 
Chippewa Herald Telegram 
Eau Claire Press Company 
Volume One 

Radio 
iHeart Media  
Midwest Family Broadcasting 
WHYS Radio 
WWIB 
Wisconsin Public Radio 

 

 

 
 
Television 
WEAU 
WQOW 
FOX 25/48 
WKBT 
Chippewa Valley Community Television 

*Consider having someone photograph the signing as some news organizations may need a photo 
 
Who should be invited to attend a MHS signing event? 

- The parent/guardian of the student  
- The MHS teaching and coaching staff is invited to attend (school)  
- Coaches, teachers, school counselors or individuals who have made a special or significant 

impact on the student may receive a special invitation (family)  
- Special friends or other relatives as determined by the student and their family (family) 
- Former coaches or significant people who have made an impact on the student (family) 

 
What to wear on the day of the signing?  

- Students should consider professional dress or appropriate spirit attire from the program they are 
signing with.  

- Example: A University of Madison sweatshirt is appropriate when signing with the 
University of Wisconsin Madison.  

- Example: A shirt and tie or dress is also a recommended option for your signing day. A 
university tie-tack or pin could also be an added accessory.  

- Students signing paperwork with a Military Academy should consult the organization for 
input on clothing.  

 
Program at the signing event --- Who should and will speak? 

- The school will provide an individual to emcee a signing day event unless the family asks to 
handle this detail.  

- A modified version of the press release is read, listing the accomplishments of the student leading 
up to this signing event.  

- The student may speak if they wish 
- The parents may speak if they wish 
- A pre-determined speaker such as a coach or teacher, counselor, etc. may speak.  
- The student signs the letter of intent  
- The student poses for photographs, signing the letter of intent.  
- Afterwards the friends and family are invited to stay after for pictures ... 
- At this point the official event is over. The student, their parents and other special individual may 

be called upon by local media to pose for photographs or be interviewed. 

http://chippewa.com/
http://www.leadertelegram.com/
http://volumeone.org/
http://www.iheart.com/
http://midwestfamilybroadcasting.com/eauclaire/
http://www.whysradio.org/
http://www.wwib.com/
http://www.wpr.org/
http://www.weau.com/
http://www.wqow.com/
http://www.fox2548.com/
http://www.news8000.com/
http://www.cvctv.org/

