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1 INTRODUCTION:

Our club Motto of “We do more than ski”, attests to the fact that activities play a vital role in the health of our club.  Encouraging volunteers to plan and lead activities promotes a diverse list of new activities.  Planning and implementing activities is important to ensuring their success.  The purpose of this document is to summarize the procedures required to plan and lead a Columbia Ski Club activity.  It includes an overview of the process, steps involved and applicable policies and forms.  

2 PLANNING AND LEADING ACTIVITIES OVERVIEW

Leading activities requires some advanced planning, but the degree of planning is dependant on the type of activity.  It is necessary to research the activity prior to developing a plan.  This may involve calling on the phone or searching the web to obtain date/time/place and cost data in addition to making tentative reservations or discussing group rates/sizes.  When the research is completed develop an activity write up for the newsletter activity list and website.  Activities span the range from free activities that require minimal planning to group weekend trips that require months of advanced planning.  

Activities that require advance collection of money should be planned 1- 2 months in advance so that the advertisement can be published in the newsletter and on the website before the next monthly meeting.  Activities need to be sent in to the Activity Chairperson by the monthly meeting date in order to meet the newsletter deadline of the 15th.
Below are some examples of activities grouped by the type of activity.

Free activities – These are typically the easiest to run since money not is involved.  List the activity, get the signup sheet and meet people at the car pool location (usually Dobbin Center).  Provide directions for drivers and attend the activity.  These types include:

· Trail Hikes

· Bike Rides

· Rollerblading

· Park walks

· Annapolis Boat Parade of Lights

· Free Lectures

· Free Concerts

Hikes and bike rides require advanced route planning.  For activities that involve an unfamiliar route for bike rides or hikes it is a good idea to scout these in advance to locate parking, determine the route, verify driving directions and note any limitations (such as parking).  These types of activities require the leader to map out driving directions to the trail, locate trail head, scout the route in advance and plan for contingencies (flat tire, etc).  The activity write-up should include a description of the experience needed to perform the activity, the duration (miles or hours) and degree of difficulty

Civic activities – This type of activity requires some coordination between the leader and civic organizations and is typically scheduled by outside groups.  They are free and require a write up for the activity list to define the date/place and time and what is expected.  Members sign up and show up at the appointed place.  CSC volunteers help our community by performing these community services.

· Adopted Road Cleanup 

· Christmas in April

· International Coastal Cleanup 

· Symphony of Lights

· Project Clean Stream
· Maryland Public TV

Pay as you go – Similar to other activities, this type of activity requires some advanced planning to gather date/time/place and cost information for the newsletter activity list and website.   Since we do not have to collect money in advance these can be planned a month in advance.  Attendees who have signed up meet at the designated place and pay when arriving at the event.  Such activities typically have no limit on the number of attendees.  Examples include:

· Andrews AFB Air Show

· Baltimore Aquarium

· Wine Festivals (Maryland, Wine in the Woods, Linganore)

· Movies

· Chesapeake Bay Bridge Walk

· Dancing

· Longwood Gardens

· Maryland State Fair

· Brewing Company Tours

·  International Auto Show

· Night Skiing

· Philadelphia Flower Show

· Volley Ball

· Laser Tag

· Museums and Art Galleries
· Zoo

· Sports Events

· Renaissance Festival

Activities requiring reservations - This type of activity requires a little more planning and coordination but is still pay as you go so money is not collected in advance. The leader may have to set a limit on the number of attendees because of space limitations.  It is advised that the leader check out a bar or restaurant before hand in order to determine the size of the group it can accommodate.   Typically the leader calls the bar or restaurant and reserves space in advance based upon a count of the number of people signed up.  It is important to ask the restaurant manager in advance (if possible) or the waitress (otherwise) for as many separate checks as possible. A good rule of thumb is one check per table or one check per every 6 people, if the tables are large. For dining out some leaders do not advertise the location to prevent last minute attendees.  In addition, for dining out activities it is recommended that the leader bring a calculator, pencils and small sheets of paper so attendees can keep track of individual items ordered and expenses.  It is also recommended that attendees remain at the table until the bill is reconciled.  Examples include:

· Dining out

· Happy Hour

· Dessert Night

· Birthday Bash
· Brunch
Major advanced planning – is necessary for overnight trips involving advanced reservations with hotels, travel agents and outfitters.  These types of trips require a deposit, payment schedule and may require a cancellation policy.  The activity write up is usually lengthy and should outline all of the trip particulars, costs, amenities and cancellation policy.  For these types of activities it is important that the leader estimate the trip costs, minimum number of participants and break even costs so that the club (or leader) does not lose money.  Advertisement and collection of deposits 2-3 months in advance is recommended so that reservations are made only for people who have paid in advance.  Examples of these types of activities are:

· Antietam Creek Tubing & Camping (remind people that they need to bring water shoes)

· White Water Rafting

· Camping (reserved camp site)

· Whale Watching 

· OC and Outer Banks Trips 

· Weekend Trips - Murder Mystery, VA Creeper Trail Trip

Remember: overnight activities aa should not conflict with ski trip dates. Any exceptions to this rule require advance CSC Board of Directors approval.

Advance ticket purchases or pre-registration may require a deposit and possible up front costs by the activity leader (i.e. charge card payment to reserve tickets).  Advanced planning and activity advertisement/signup is suggested for these types of activities so that a deposit can be collected and an accurate head count can be made for advance ticket purchase or reservations.  These activities should be planned 2 –3 months in advance. Examples of these types of activities include:

· Professional and amateur sporting events (Orioles, Ravens, Bowie Baysox, Frederick Keys)

· Amusement parks (Hershey Park, King’s Dominion)

· Theater (Kennedy Center, Mechanic, etc.)

· Maryland Football

· Concerts (Merriweather Post Pavilion, Ramshead Tavern, etc.)

· Dinner Theaters (Toby’s, Olney)

· IMAX Theater (advance ticket purchase recommended)

· Art Gallery Exhibits

· Indoor rock climbing

Pre-registration for some events such as the Tour du Port and Seagull Century bike rides are necessary.  Typically pre-registration can be performed by club members via the web or via mail.  The leader should include pre-registration requirements in the activity write-up. 

NOTE: It is not a good idea to charge advance purchase tickets on your personal charge card and hope to collect for the tickets after the fact.  It is better to collect money far in advance of the purchase date.  You can still use your credit card to purchase tickets, but you have a guarantee of being reimbursed.  The club will not reimburse members for tickets purchased but not sold.

It is also a good idea to maintain a wait list for advance purchase activities in case someone cancels and needs to sell their ticket.  While it is the responsibility of the member to locate a replacement or sell their ticket if they cancel, the leader can facilitate this effort if a wait list is maintained.

Note that Dances and the Annual Crab Feast are not under the purview of the Activity Committee but are scheduled through the Activity Chairperson so that they can be added to the activity list.
3 STEPS TO PLANNING AND LEADING AN ACTIVITY

3.1 Research the Activity

Develop and research your activity idea.  This involves gathering dates/location/cost, travel directions and availability data for activities that require advanced planning or planning a route for a hike or bike ride.

3.2 Determine Cost, Payment and Cancellation policies

Establish the cost of the activity. Remember to include:

a. Activity cost (i.e. tickets)

b. Transportation (i.e. bus, tip, parking, snacks, etc.)

c. Extras (i.e. postage, phone calls, other miscellaneous expenses)

d. Slush fund (pre-trip/post-trip meeting or party).

e. Extra surcharge to partially offset cost of activity for leader (partial or full "comp"). For example, some restaurants are willing to give one free meal or a 10% discount for everyone.

f. Non-member administrative fee for certain activities ($5 -$10). 

g. Determine if a cancellation/refund policy applies (refer to activity cancellation policy on web page at http://www.columbiaskiclub.org/Home/documents/tabid/68/Default.aspx )
h. Determine if you need to use the NON-SKI TRIP or ACTIVITY SIGN UP FORM

When establishing the payment schedule, always front-load the payment schedule.  This will help ensure that there is no financial loss to the club if a participant drops out, and doesn’t pay the remainder of their portion of the activity's fees. A major goal is that activities must not result in any liabilities to the club. 

Failure to meet the payment schedule should be followed up immediately by the leader with a reminder that if the payment isn't received within a week (of the scheduled due date), the member may be moved to a wait list, with the potential loss of previous payments.

Sometimes people join activities via phone calls. Make it clear during the phone call that when you receive their check (deposit or full payment), that it is just as if they signed up directly on the signup form. In other words, receipt of check indicates acceptance of the activity's cancellation and other polices.

3.3 Determine Schedule and Activity Write-up

Review the CSC activity calendar on the web page to pick an available date.  Attend the activity committee planning meeting or e-mail (activities09@Columbiaskiclub.org) the Activity Chairperson for approval before you proceed.  Type an informational paragraph for the newsletter and web activity list.  Make it clear, and meet the newsletter deadline, which is the 15th of each month; the website deadline is the Friday before the next scheduled monthly meeting.  If there are any changes in the activity details (date, time, location, cost, etc.), send an e-mail to updates09ColumbiaSkiClub.org. This e-mail address reaches the Activity Chairperson, Newsletter Editor, and Webmaster.

If you have a cancellation policy make sure you notify the activity Chairperson so it can be included on the signup sheet.   Determine if you need to use the NON-SKI TRIP or ACTIVITY SIGN UP FORM.  Always include:

· Dates

· Departure times

· Meeting place

· Cost

· Deposit

· Payment schedule 

· Cancellation policy, if applicable

· Sign-up deadlines

· Your home phone number and optionally your work phone number or e-mail address.

Overnight activities should not conflict with ski trip dates. Any exceptions to this rule require advance CSC Board of Directors approval.

3.4 Advertising

Optionally prepare a flyer for the monthly meeting and newsletter, as desired.  This can also be placed on web. Send either PowerPoint or MS Word to webmaster09@columbiaskiclub.org for the web and newsletter09@columbiaskiclub.org for the newsletter.
Provide details, cancellation policy and NON-SKI TRIP or ACTIVITY SIGN UP FORM to Activity Chairperson for the CSC General Meeting.  

3.5 Assist at the Activity Table

Attend CSC monthly meeting to answer questions, accept sign-ups, and collect money. If no money is needed in advance, have individuals put names, e-mail addresses and phone numbers on the signup sheet.   Remember to obtain your sign-up sheet from the activity table after the meeting.

3.6 Collect Money

If you need to collect money for an activity you should sit at the activity table to collect the money and fill out the necessary forms.   Checks should be made payable to “Columbia Ski Club” and are the preferred method of payment for club activities.  It is recommended that a receipt be provided for cash collected.  The Treasurer or Activity Chair can provide a cash receipt.  Checks and cash collected for an activity need to be given to the Treasurer using the Deposit of Funds to Treasury form. 
The CSC Deposit of Funds to Treasury form should be filled out during the meeting while collecting money.  Fill out the form in the order that money is collected.  This is a good record of who paid.  The best time to do this is at the monthly meeting.  You can obtain a Deposit of Funds to Treasury form from the CSC Treasurer at the meeting or from our web site in the "forms" directory, http://www.columbiaskiclub.org/Home/documents/tabid/68/Default.aspx .  This form is titled Deposit of Funds to Treasury.pdf
Provide the completed CSC Deposit of Funds to the Treasury form to the Treasurer after the meeting with the collected checks and cash.  Verify with the Treasurer that all collected funds are listed and the total on the form matches the total of the checks and cash collected.  This process is facilitated by having the checks in order as they are listed on the form. Verify the checks and cash payments tally correctly and agree with the form.   Maintain a signed copy of the CSC Deposit form for your records.  You may need this if a refund is needed.  
3.7 Reimbursement or Payment for an Activity

After all of the funds are collected for an activity the leader has several options for payment of the activity. 

If you incur out-of pocket reimbursable expense, receive bills that should be paid by CSC check or are

Requesting funds for advance payments, submit the Request for Payment Voucher immediately with bills, itemized receipts,

explanations, etc. attached. Reimbursements can not be made without receipts. 
On some trips the Treasurer will mail advance payment directly to the company running the trip (e.g., rafting outfitters).  You need to make sure that money is collected sufficiently far in advance to meet the payment deadline required by the company running the trip.  If you are requesting payments for advance reservations to be forwarded by CSC check, attach a contract agreement or write a letter of explanation to the recipient to accompany the check, indicating the agreed upon conditions, (defaults, cancellation date, late cancellation fees, etc.) and attach the original and one copy to this voucher. It will be forwarded, with the check to the recipient.

A leader may pay for tickets using a personal credit card after collecting and depositing money into the Treasury.  The Treasurer will reimburse the leader for expenses when a Request for Payment Voucher form is submitted with receipts.
3.8 Activity Pre-Trip Planning

Hold a pre-trip meeting or party if necessary.  Prior to the activity (optionally) call the people on the sign-up sheet to confirm their planned attendance and get a final count.  Remind people of any required items such as bike helmets (mandatory on all CSC rides), lunch, water, etc.

Write up and copy driving directions and other information (maps, itinerary, hotel name/phone, contact phone numbers, etc.) so you can hand them out.  It is a good idea to include your cell phone number in case people get lost.
For hikes, bike rides and other outdoor activities that may be a distance away it is a good idea to first scout out the route to locate trail heads, route,  parking, etc. and verify driving directions (exit numbers, road names, etc).

For dining out and happy hour activities call the restaurant ahead of time to make reservations.

Make advance ticket purchases or deposit payments as required. 

Sometimes people want to meet at the destination instead of at Dobbin Center.  Coordinate a meeting place and time with them so they arrive a few minutes before you plan to arrive. 

3.9 Run the Activity

Meet at the designated location at the appointed time.  Bring the sign-up sheet, CSC waiver forms (for non-members), printed driving directions and other items needed for the activity.  For dining out it is a good idea to bring a calculator, some paper and pens so people can record their own meal expenses.  Remember to ask for separate checks at restaurants.

At the meeting place, take attendance on the sign-up sheet and perform a head count.  Use this data to keep track of attendees so no one gets lost.  If driving, make sure everyone has directions and understands where they are going.  Make sure you check attendance when arriving at the destination.  For activities that have prerequisite requirements like bringing water, lunch, wearing hiking boots or wearing a bike helmet make sure that participants have the required items prior to leaving the area.  If you are attending an activity that is very crowded such as the Air Show or Wine Festivals select a place and time to regroup if people get separated.  At the Wine Festivals we usually have a blanket and lawn chairs as the meeting place.  

Finally, make sure that everyone knows how to return home.

3.9.1 Non-member Participation in Activities

Non-members are welcome to participate in ski club activities but activity leaders should encourage non-members to join the club.  Non-members should sign the non-member CSC Liability Waiver form for activities that have inherent risks and liability to the club.  
These include but are not limited to:

· Day ski trips

· Hikes

· Bike rides
· Rock climbing (indoor and outdoor)
· White water rafting

· Tubing

· Overnight trips
3.9.2 Member behavior on trips and activities

Members are expected to follow ski club policies and to behave in a normal adult manner during ski club activities.  If a member is not following ski club activity policies, the leader will inform him of the breach in the presence of one or more witnesses. If necessary, remind them that severe problems are potential grounds for membership termination, per the club bylaws.

3.9.3 Leading a Dining out 

The leader should call the restaurant a week or two in advance to reserve space based upon a count of the number of people signed up.  For a large group it may be necessary to limit the menu selections.  Please coordinate with the restaurant.  

It is important to ask the restaurant manager in advance (if possible) or the waitress (otherwise) for as many separate checks as possible. A good rule of thumb is one check per table or one check for every 6 people, if the tables are large. For dining out some leaders do not advertise the restaurant name and location (or the time) to prevent last minute attendees.  In addition, it is recommended that the leader bring a calculator, pencils and small sheets of paper so attendees can keep track of individual items ordered and price.  Leaders can print the dining out template below to hand out at the restaurant so people can keep track of their individual charges.
	
	
	

	Name
	 
	 

	
	
	

	Soft drink
	
	 

	Beer/Wine/etc
	
	 

	Appetizer/soup
	
	 

	Entrée
	
	 

	Side dish
	
	 

	Desert/Coffee
	
	 

	
	
	

	Subtotal
	
	 

	
	
	

	Tax & tip 
	
	 

	  (groups= 25%)
	
	

	Total
	
	 


When a large group is dining out it is important to determine if the gratuity is more than the traditional 15% (usually 18%) and inform members so that they can calculate the correct cost including tax and tip.  In addition the leader should note if the gratuity is included in the bill.  The leader should collect money and reconcile the bill.  It is recommended that attendees remain at the table until the bill is reconciled.  If the collected money is short then the leader should solicit for additional funds from the group. The leader should not make up the difference. 
3.9.4 Leading a Happy Hour

Leading a happy hour is very similar to leading a dining out.  Remember that you should call the restaurant in advance to notify them that you have a large party attending for happy hour.  Some establishments are not real happy if you show up unannounced with 30 people.  We traditionally have 20-30 people attend happy hours regardless of the number of people on the sign-up sheet.  So plan accordingly.    Sometimes you can negotiate with the manager for a special discount or additional perks.

It is advisable to cut off and reconcile the happy hour tab when happy hour is over at around 7pm.  That way you can ensure that the majority of the partiers pay before they leave.  Believe it or not there are people out there that will “stiff” us.  Also, similar to dining out, it is a good idea to collect additional money from the group if the money collected comes up short. 

Some of the better places for happy hours where we have been treated well include (as of 10/2005):
Ramshead Tavern in Savage Mill

Ellicott Mills Brewpub

Cacao Lane

Nottingham’s
Clyde’s
Dave and Buster’s
Bare Bones

Howl at the Moon

Bahama Breeze

94th Aero Squadron

DuClaws

Kelsey's Irish Pub
Z'Tejas
Stone Cellar

4 APPLICABLE POLICIES:

Several CSC Policies apply to activities. These are as follows:

1. A non-member administrative fee of $5-10 can be added to an activity cost to pay for club administrative costs.

2. Bike helmets are mandatory on all CSC bike rides

3. A non-member CSC Liability Waiver form must be filled out for activities that have inherent risks and liability to the club.  These include but are not limited to:

· Day ski trips

· Hikes

· Bike rides

· White water rafting

· Tubing

· Overnight trips

4. Overnight trips may not conflict with club ski trips.

5. Bounced checks will incur a fee of not less than $25.
In general, ski club activities should not be affiliated with a religious group, charity or church.  Certainly, exceptions to this are made for supporting community service activities and certain club sponsored charities. 
5 APPLICABLE FORMS:

The following CSC forms are related to activities.  These can be found on the CSC web page 

http://www.columbiaskiclub.org/Home/documents/tabid/68/Default.aspx 
Activities Cancellation Policy (Activities_Cancellation_Policy.pdf) - The Non-Ski Trip or Activity Cancellation/Refund policy applies to all CSC activities where payment is made in advance of the activity. The policy explains what obligations participants have regarding payment and what leaders may refund if the participant cancels. 

Activity Sheet for Cancellation Policy (Activity_Sheet_Template_for_Cancellation.pdf) - Template for leader to update with relevant cancellation cut-off dates. 

Release and Waiver of Liability form (Release_and_Waiver_of_Liability.pdf) - All Non-Members must complete this release and waiver of liability and indemnity agreement for activity involving overnight stay. Leaders may optionally require this form for shorter activities too. 

Non-Ski Trip Activity Sign-up Form (Trip_Activity_Signup_Form_RevD.pdf) - Non-ski trip or activity sign up form (similar to Ski Trip Signup form). Includes highlights of activity rules, cancellation policies and payment schedule. Use of this form is at the discretion of the activity leader. 

The following CSC Treasury forms are related to activities.  Examples of these forms can be found on CSC web page http://www.columbiaskiclub.org/Home/documents/tabid/68/Default.aspx 
· Deposit of Funds to Treasury (.xls or .pdf) – use this form when collecting money for an activity listing each payment.  Forms are given with checks and cash to the Treasurer.
· Request for Payment Voucher (.xls or .pdf) – Use this form to request a payment from the Treasurer for an activity that money was collected and deposited into the treasury. 
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