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Trip Chair’s Guidelines

YEAR 2007

Overview

· Expectations of NLSC Trip Chairs

· Putting it Together--The Proposal

· Marketing of Trips

· The Financial Side of  Sailing

· Pre-Trip Activities

· The Trip

· Post-Trip Activities

 Trip Chair Duties

· Plans the trip--destination & itinerary

· Develops a budget

· Submits proposal to Board for approval

· Markets the trip at March club meeting

· Recruits qualified skippers (requires Board approval)

· Follows the trip chair guidelines

Benefit of Trip Chair Duties

· Learning what it takes to organize a trip

· Learn more about sailboats, sailing & charter companies

· Getting to know other members of club

The Trip Proposal

· Determine costs

· Get estimates from sailboat charter companies or lodging facilities

· Transportation to/from point of sail if it is to be included (Airfare not run through club Treasury)

· Cost estimate of meals eaten aboard boats or onshore & incidentals 

· Should be detailed and inclusive

· Considerations for different # of participants

· Submit proposal to board for approval

· Recruit skippers for trip?  

     -  Day Sailors/Owners

        --  Skippers

        --  Captains Cruising

Designations of NLSC Trips

· Sponsored Trip: NLSC organizational overview. NLSC policies apply



· Shared: NLSC sponsored trip to which Board invite other club/group to participate



· Co-operative:2 or more clubs/groups
jointly sponsor trip with financials shared pro rata 

· Endorsed: Non Sponsored trip that NLSC board approves the promotion of, which may not conform to NLSC policies & for which club has no financial responsibility
Trip Participation

· Must be NLSC member, unless

· Board designates trip as available to non-members

· Board designates trip as shared

· It’s a day trip

· Non-Board approved trips may be announced at the “Open Forum” section of general meeting

NLSC Trip Payments (Sponsored) 

· A reservation is confirmed with full payment made to NLSC for available spot

· Deposits accepted for waiting list, though not guaranteed spot

· “Deposit” Minimums (varies with trip) 
· Full payment for one day trip

· $50 for weekend trips or determined by Trip chair

· $100 for partial week or week trips or determined by Trip Chair

· Full payment due 15 days prior to boat cancellation date or otherwise noted

NLSC Trip Payments (Sponsored)

· Full payment to Trip Chairs must be made approx 15 days prior to charter company for deposit forfeiture

· If not paid in full by this time, the reservation is to be canceled & another person may be substituted

· If full payment not received from budgeted number of participants by the payment date, boats may be canceled, or participants could be offered option to pay more to offset fewer participants

NLSC Trip Payments (Sponsored)

· Damage & cleaning costs, Cruising fees, Park fees, Insurance  deposits, if required, collected in advance, returned if not needed

· May be cashed in some cases

· Additional fee’s may be accrued on cruise

Trip Cancellation Policy

· No refunds for no shows

· $10 administrative fee for any cancellation

· Cancellation may be refilled so might not lose full cost of trip

· Trip chair may cancel trip/boat(s) in advance if have not received full payments

· Keep track of the order in which deposits and final payments are received

Skippers

· Propose captains & First Mate to NLSC Board for approval

· Develop a Skippers resume & sailing experience (to facilitate education and experience of other club members)

Marketing The Trip

· Presentations at club meetings

· Flyers (required)

· In NLSC newsletter (required)

· NLSC e-mail list

· In sailing publications (Membership Chair as contact)

· Other Marketing efforts to promote trip

Presentation at Club Meeting

· Prepare visual display--pictures, charts, brochures, booklets, etc. (include cost of materials in budget)

· 5-15 min. presentations at March club mtg.

· 3-5 minute updates at subsequent meetings

· Have sign-up sheet at all meetings

· All materials should state “ NLSC Club Trip Policy Applies”

The Flyer

· Name and location of activity

· Dates, times, capacity for trip

· What’s included in trip costs--food, transportation, boarding privileges, lodging if not charter

· Cost, payment deadlines

· Checks to be made out to NLSC

· Means of contacting trip chairperson(s)

· “NLSC/Individual Club trip policy apply” (check NLSC roster booklet for full details)

NLSC Newsletter

· Pre-Trip promotion several months in advance

· Write a Post-Trip summary article, or have another sailor do so

· Inclusion in NLSC newsletter

· Submit to Trip Chairman:

· E-mail (preferred)

· Disk acceptable via snail mail


The Trip Finances

· Be all inclusive for expenses--administrative, pre-post trip gatherings, boats, dinghies, food, lodging, taxes, etc.

· Trips should only be run if they are financially sound

· Collect all money well in advance prior to trip

· Submit check request forms et al to NLSC Purser (at least a week) in advance of need.

The Trip Finances

· May use credit card for any/all approved expenses then get reimbursed from NLSC

· Participant deposit deadlines are set to cover final deposits to charter companies

· Could be 30-90 days or more prior to trip

· Damage deposits checks held--used if needed or returned

· Finalize expenses within 30 days after trip

Available NLSC Forms
(available on www.nlsc.org}
· Budget--Projected Activity Revenue/Expense Form

· Check Deposit Form

· Check Request Form

· Activity Financial Summary Form

· Informed Consent Form

· Boat Evaluation & Post Trip Charter

· Medical Information

· Sailing Gear Checklist (optional)

· NLSC Medical information sheet

· Sailboat anatomy, terms & Arrival/Departure  

Pre-Trip Gathering

· Introduce skippers and crew members

· Crews should be pre-established with Skipper input.

· Provide overview of trip, itinerary

· Determine transportation, grocery lists, etc.

· Explain what to expect on trip

· Talk about safety issues

· Boat Trip Policies as set out by Trip Chair

· Hand out list of items to bring on trip

· Provide crew info packet

Pre-Trip Gathering (continued)

· Make sure to have signature on “Informed Consent” form (already done if members)

· Skipper has authority to ask unruly participants to disembark prior to end of trip

· Use NLSC Medical Information form.

· This is confidential information to be given to Skippers in sealed envelopes (provide envelope with form)

· Return to participant at trip completion

NLSC Policies

· Participants must be 21+ years old

· No illegal or controlled substances

· Alcohol use restricted to after sailing activities.  Moderate use only.

· Restricted smoking in transportation to/from event; on boats, with permission from fellow sailors

· Offensive behavior may oust a person from boat.  Board has right to deny participation on future trips.  (See Trip Policy)

Other Items to Remember

· Each skipper/boat should be given a Club First Aid kit from Trip Chair (remember to return it)

· Trip chair is to have club tool kit for emergency repairs

Post Trip Items

· Have a post trip party at Trip Chair’s and sailors’ discretion

· Finalize financial forms within 30 days after the trip

· Have captains complete a boat evaluation form if applicable. 

