
 

-1-  

 
 
 

 
 

Reno Ski and Recreation Club  
Trip Leader Procedures and Guidelines 

 
Any Club activity that involves the Club collecting money in advance falls under the guidelines of 
trips, with the exception of dinner parties, etc. that are otherwise approved by the Board as social 
functions. If participants pay the money directly to an outside source (restaurant, park, etc) then 
the activity is considered a social function instead of a trip.  

 
TRIP APPROVALS 

1. All trips sponsored by the Reno Ski and Recreation Club must be approved by the Board of 
Directors before any formal advertising can occur or expenditures made. 

 
2. Trip leaders work directly with the Trip Chair. The chair is responsible to help trip leaders 

follow all procedures and to assist and guide the trip leaders. Questions on organizing trips, 
club procedures, etc. should be directed to the Trip Chair. 

 
3. A trip leader must submit a trip proposal form to the Trip Chair at least one week prior to the 

next board meeting, with a copy to the President. The Trip Chair may accept proposals with 
less time at his/her discretion/approval. All proposed expenses, income, and trip 
cancellations policies must be included. A trip leader must also provide a signed Trip Leader 
Procedures and Guidelines form to the Trip Chair, which must be kept as part of the Club’s 
records for a minimum of 4 years. All proposed expenses, income, and trip cancellation 
policies must be included.  

 
4. A trip leader may build in his/her authorized member trip cost into the pricing of the overall 

trip. However, if there are not enough funds collected to cover this cost, the leader will need 
to pay for his/her own trip. The trip leader is responsible for any additional personal costs 
associated with the trip that are not built into the actual member trip cost, including travel 
expenses, meals, etc. (unless such costs are part of the approved trip proposal for all trip 
participants). 

 
5. In general, approximately 1-5 percent surplus should be built into each trip (in addition to the 

cost for the trip leader’s trip cost), or a minimum of $5/person. This surplus is to be capped 
at $50/person.  The board reserves the right to request additional funds to be collected to 
cover possible risks a particular trip might pose for the club. 

 
6. The Trip Chair will present the trip proposal to the Board.  The trip leader is encouraged to 

be present during this presentation to answer questions but this is not required. Although 
the board will make every effort to allow the trip leader to have flexibility in running the trip, 
modifications may be required to ensure the trip is stable financially and that the participants 
are receiving reasonable accommodations, etc. at a reasonable price.  
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7. The Trip Chair will notify the trip leader immediately after the Board meeting if the trip 
proposal was approved and if any modifications to the original proposal were made. 

 
TRIPS AND MEMBERSHIP 

8. Members only will be allowed on the houseboat trip and RSRC sponsored ski week. Guests 
may be allowed on other trips with approval from the board.  Children under the age of 18 
may be allowed on trips at the discretion of the trip leader. Dogs may also be allowed if the 
trip can accommodate them. When children and/or dogs are allowed, this should be 
included in the trip proposal (or approved by the board at a later date) and advertised on 
flyers, etc. to ensure that participants are informed. All trips that allow guests will include a 
cost for non-members higher than the member cost.  

 
9. A person must be a member of the Club at the time they make their first trip payment in 

order to receive the member rate. The trip leader should work with the VP of Membership 
for current membership information. 

 
ADVERTISING, PAYMENT, COLLECTION, ETC. 

10. Once the trip is approved, the trip leader is required to advertise the trip in the newsletter 
and on the website as soon as possible. The leader should specify where checks should be 
mailed. Flyers or other printed modes of advertising must be approved by the trip chair prior 
to distribution. Trips are to be sold on a first come first serve basis when individuals pay. A 
space for a trip should not be reserved for an individual without payment. 

 
11. The trip leader should keep track of all individuals who sign up, their membership status, 

payment, etc.  
 

12. All checks should be made payable to Reno Ski and Recreation Club (exception in guideline 
#15). 

 
13. All participants MUST sign a waiver form. This should be done as soon as possible. All 

trip participants should be informed at the time they make payment of this requirement. 
Failure to sign the waiver is not grounds for refund.  

 
14. All monies collected from trip participants are to be submitted to the treasurer as soon as 

possible, but no more than 30 days after collecting the funds. The trip leader is NOT to pay 
for expenditures from monies collected. All monies collected must be accounted for by 
submission to the treasurer. 

 
15. Money collected for any trips is non-refundable unless otherwise approved by the board. 

Exceptions are made when the money is replaced by another individual who purchases the 
“spot” for the trip or activity; in these cases, where no cost is incurred by the Club, a refund 
may be made to the original person who paid for the trip/activity with approval from the Trip 
Chair or President. 
 

16. A charge will be assessed for each bounced check collected as outlined in Club policies, 
and in individual who bounces a check cannot participate in any Club activities or trips untils 
his/her debts are paid.  
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EXPENDITURES 
17. Only expenses that were approved in the trip proposal are authorized, unless the trip leader 

asks for a modification of expenses at a later date and the modification(s) are approved by 
the Board. 

 
18. The trip leader may pay for trip expenses as approved. Whenever possible, the trip leader 

should request a check for expenditures by email or by submitting a check request form. 
The expense must be approved by the trip chair (or President in the absence of the trip 
chair) before the Treasurer will pay or reimburse for expenses, to ensure the expense was 
approved in the Trip proposal. At the discretion of the Trip Chair or President and Treasurer, 
the club debit card may be used. Expenses for accommodations or any expenses over $250 
are not to be paid with a personal credit or debit card unless approved in advance by the 
Trip Chair and President. If it is necessary to pay for other expenditures under $250 at 
his/her own expense, the trip leader must present a receipt for reimbursement. The trip 
leader must also submit receipts for all expenses paid in advance by Club check. 

 
INVOLVEMENT IN TRIP BY NON-TRIP PARTICIPANTS 

19. Trip leaders spend a lot of time and effort researching information, preparing the trip 
proposal, collecting sign-ups, etc. Paid trip participants are the ones who should benefit 
from the work of the trip leader. Sometimes individuals who did not sign up and pay for the 
trip will show up, (houseboat, lodging accommodations, restaurants, campgrounds, etc.).  
This is not allowed and the trip leader should/may ask those individuals to leave.  As the 
trip leader, you should report back to the Trip Chair any member that has done this.  Any 
exceptions must be approved by the Trip Chair. 

 
 AFTER THE TRIP  

20. An income/expense report and list of participants must be submitted to the Trip Chair within 
20 days of the completion of the trip. The Trip Chair must present the report and expense 
report to the Board at the next scheduled Board meeting. 

 
21. The trip leader is responsible to ensure a recap article is submitted to the Trip Chair for the 

website and next newsletter (or the second newsletter depending on the newsletter 
deadline) after the trip. This may be delegated to a trip participant, but it is the trip leader’s 
responsibility to ensure this is done. 

 
22. Failure to submit an expense report, list of participants, and to produce a recap newsletter 

article can be grounds to not allow the individual to organize future trips or activities for the 
club.  

 
I, ___________________________________________________, have read and understand the 
Reno Ski and Recreation Trip Leader Procedures and Guidelines. I understand I am responsible to 
adhere to all procedures and guidelines.  
 
 
______________________________________________________________________________ 
Prepared by Trip Leader        Date 
 
 
______________________________________________________________________________ 
Accepted by Trip Chair        Date           Revised May 2017 


