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I. PURPOSE

The purpose of this Manual is to assist the member Club Trip Leaders in coordinating their club trip with the Texas Ski Council Vice-President of such trip. Hopefully this will assist in better communications between the TSC Trip VP and the Club Trip Leader.

A Texas Ski Council trip does not just happen; hours of preparation are needed for a trip to be successful. Much of this preparation has to do with you, as leaders of your Club's TSC ski trip. These Guidelines are prepared to help you to understand what you need to do in working with the TSC Trip VP, TSC Treasurer, the ski area and your Club trip participants. What you do or fail to do will have a tremendous impact on the success of the overall trip.

Your failure to provide information timely to the TSC VP or to the TSC Treasurer will result in unnecessary hardships for your participants and monetary penalties to your Club. Failure to provide information in a timely fashion is reason for your Club to be placed on probation. Providing timely information is one of the responsibilities of the Club to remain in good standing with the Texas Ski Council

.

II. TRIP QUESTIONNAIRE
The information in the initial Trip Questionnaire is vital to the TSC VP.  The initial Trip Questionnaire is sent by the TSC Trip VP to someone in your Club, most often the TSC Delegate, shortly after the Annual Bid Meeting.  Instead of the form, they may just ask for this information via email.  Make sure this Questionnaire is completed or at least the information is supplied and returned to TSC VP as soon as possible. If you or your Club does not receive this Questionnaire or a request for the information within two months after the Bid Meeting, contact the TSC Trip VP immediately. 

III.  IMPORTANT DATES
The TSC Calendar is prepared and distributed at the first meeting of Delegates after the Annual Bid Meeting (usually in June). Be sure that you have a copy of this Calendar and become familiar with the important dates pertinent to your trip.   The calendar is available on the TSC web site at http://www.texas-ski.org/insidetsc/calendar.htm.

If you don’t have a copy of the bid for your trip, get that IMMEDIATELY.  The TSC VP can provide a copy for you if you cannot find the one your club was sent.  

The first important date is the Lodging Request date.  Usually this is several weeks after the Bid Meeting.  A copy of the form is on the TSC web site at http://www.texas-ski.org/forms/forms.htm#trip.  The TSC VP might send you a copy of the form with important information already filled in.  If your club doesn’t appoint Trip Leaders until later, this may have already been handled by your VP of Trips.  If not, the form is used to specify the lodging property you desire from the bid and the number of pillows.  It cannot be faxed or emailed before a certain time on the specified date.  Although many think lodging requests should be filled on a first come, first served basis, it is actually done by the most efficient utilization of available space followed by first come, first served.  After sending in this form, you should be notified shortly of the lodging you will be in.

Check with your Club Treasurer to make sure the $5 participation fee per participant on TSC Trips is sent to the TSC Treasurer. This fee must be to the TSC Treasurer on or before October 1st. This fee is necessary at this time in order that the TSC VP and the ski area representatives can coordinate activities according to the number who will be attending the trip.

The next important date is the date the activity fee (presently $40 per participant; $25 for children between 4 and 12; children 3 and under are free) must be sent to the TSC Treasurer and postmarked at least thirty (30) days prior to the official trip start date.  This fee is paid to the resort and is used to cover the Welcome Party, the Final Awards Party, racing, the credentials and trip pins.

The participation fee policy is attached hereto as Exhibit "A".  In this Exhibit cancellation procedures are explained. Remember, if you have a cancellation, your Club will receive full credit if the TSC VP and the TSC Treasurer is advised in writing thirty (30) days after the TSC official trip completion date.

The activity fee policy is attached hereto as Exhibit "B". This policy provides information as to when the activity fee is due to the TSC Treasurer. It also outlines procedures for cancellation.  Note once the activity fee has been paid to the resort, it cannot be refunded.  The payment usually takes place ON the trip.  Do not wait until AFTER the trip to ask for refunds.  That is too late.  

Note also that if you have participants not staying in the lodging provided in the bid, they may have to pay something more than the $40 activity fee to participate in the parties and racing.  Check with you TSC VP to find out.

The forms that you need for these payments are on the TSC web site:  http://www.texas-ski.org/forms/forms.htm#treasure.  The TSC VP will probably also send these out to you as well.

IV.   PRE-TRIP
Make sure all trip participants know the activities planned during the Ski Week. The TSC Trip VP will be sending you periodic updates on the Schedule of Events. You as the Trip Leader need to convey this information to your trip participants. This can be done at the Pre-Trip Party for most activities; however, if there is a theme party, people will need to be prepared, and giving this information at the Pre-Trip Party may be too late.  Don’t be afraid to email the information SEVERAL times, as well as provide when the trip leaves.

A.    Procedures and Policies: All procedures and policies that involve the trip participant need to be passed along to such participant in a timely fashion. 

The participants are not to negotiate with the ski area. Each needs to abide by the policies established by the ski area and the TSC Trip VP. Participants are not to ask for anything not contained in the bid or established by the TSC Trip VP.

If a trip participant wishes to do something not established by the Council or the ski area, this person needs to contact you first and you then should discuss it with the TSC VP. When an individual or group of individuals asks the ski area for something that was not contained in the Bid Package or established prior to trip departure, the Council integrity is blemished. The Texas Ski Council does its utmost to operate with integrity. The TSC has an outstanding image within the ski industry, and does not wish to have this image tarnished by a few individuals asking for something that was not part of the original agreement.

B.    Rooming: After your rooming list has been sent to the ski area, changes should be kept to a minimum. 

Be sure that your participants know that at least one credit card per room will need to be presented to the registration desk at check-in. 

You, as a Trip Leader, should know what the room configurations are long before the trip departs so that proper rooming assignments can be made. Your resort property contact should be able to give you this information prior to submitting your rooming list.

Caution members of your trip to treat their lodging as they would their own home. They will be responsible for any damages caused and may be reprimanded by the Council.

V.   RACING

As you know racing is an important part of a TSC Ski Week. As such it is very important that you select a Race Director who is familiar with racing and the TSC Race Rules. A copy of the Race Rules can be found on the TSC web site at http://www.texas-ski.org/forms/forms.htm#race.  IMPORTANT: The spreadsheet with the racers' information in racing order MUST be received by the TSC VP three weeks prior to the Race Director meeting. All information requested on this sheet must be completed. The importance of this sheet being received by the Trip VP on the date requested is because all information must be inputted into the computer prior to his/her departure.  Therefore, your Race Director need to get the information at your Pre-Trip party, if held a month or more prior to the trip, or will need to make contact with participants another way.

Your Race Director must attend the Race Director's Meeting, and of course you should also attend. You need to be punctual and have all information concerning changes readily available. If you or your Race Director has any questions concerning the races, now is the time to ask.

After the club races, your Race Director must pick up the results immediately.  They will be told when and where at the Race Director meeting.  They will then have a VERY SHORT time frame (usually a half hour) to get the names of the individual racers to the TSC VP.  Depending on the number of participants on the trip, your club is entitled to 6 to 12 racers.  In addition, anyone willing to pay $6 can also race in the individual races.  ALL the names PLUS the money must be turned into the TSC VP at that time.  Therefore, the Race Director should find out who is willing to race in individuals BEFORE the race.  There is not enough time afterwards to chase everyone down.

VI. ARRIVING AT THE AREA
When your Club arrives at the ski area you will follow the procedures the TSC Trip VP has planned, as far as picking up your packets, room keys and trip participant credentials (badges).  You need to know the exact number of credentials you receive for your Club, and you should be prepared to sign a receipt for these credentials. Credentials will be handed out for the exact number of participation and activity fees you have paid.  If you have additional participants, you must pay the participant and activity fees before credentials will be given to you.  You need to personally make sure that each one of your Club members receives his credentials. Additional credentials, if lost or replaced, will have to be paid for by you or the Club member. Keep an accurate count of these credentials as, on many occasions, there are very few extras.  

If you have TSC officers on the trip, they do not have to pay participation and activity fees.  The TSC VP will give them their credentials.

Make sure that your participants know that they will not be able to attend the parties without their credentials.  Credentials are often also required for discounts at area shops and restaurants.  In addition, on most trips, the credentials are numbered and are used for door prizes.

BRING YOUR CLUB BANNER on the trip, unless your TSC VP has told you not to.  The banners will be hung at the parties and possibly at the race course.  On European trips, they are often carried in Welcome processions.

VII.  TRIP RECIPROCITY
The Texas Ski Council By-Laws and Standing Rules have established guidelines for reciprocity. Each Club is encouraged to adhere to these guidelines as stated in Exhibit "C" attached hereto.

VIII.   CONFIDENTIALITY STATEMENT

You, as the Trip Leader, should have a copy of the Bid from the ski area. You should study this Bid and abide by it. If you have any questions concerning this Bid, ask the TSC Trip VP or the area representative.

The Bid is confidential, so please do not discuss the contents therein with any unauthorized person. The Confidentiality Statement is attached hereto as Exhibit "D".

IX.  EVALUATION FORM

The Texas Ski Council has established an Evaluation Form to evaluate the ski area and the TSC Trip VP. This is a valuable tool used in selecting the area in the future and in determining the performance of the TSC Trip VP and if said VP should be considered for other offices within the Council.

It is important that this form be completed and returned to the President of the TSC immediately after the trip returns. The Evaluation Form is available on the web site at http://www.texas-ski.org/forms/forms.htm#trip.

X.   REMEMBER
If the communication is poor and information is not timely received, problems can occur and usually do occur. It is hoped these Guidelines will eliminate any problems that may occur and serve as an instrument for the Club Trip Leader in dealing with the TSC Trip VP, TSC Treasurer, and ski area representatives.

Please refer to these Guidelines frequently and keep them with your trip material so that you may refer to them often.

EXHIBIT "A"

TEXAS SKI COUNCIL PARTICIPATION FEE – POLICY
A participation fee per trip, per participant, as determined by a simple majority vote at any meeting of Delegates, is due and payable to the Corporation Treasurer on or before October 1 of each ski season, as evidenced by a legibly dated postmark or other appropriate documentation.  Written notice to the Corporation Treasurer and the respective Texas Ski Council trip Vice President of cancellations of club trip participants delivered personally,  postmarked or emailed WITHIN THIRTY (30) DAYS AFTER THE Texas Ski Council official completion date (as evidenced by a legibly dated postmark or other appropriate documentation) will receive full credit of the base fees for canceled participants.  In addition, all other cancellations will result in full forfeiture of canceled participants' fees.  Credits may be applied to future trips for that season, if possible, or refunded; however, participation fees will not be refunded under the no snow policy.  All cancellations will be treated as the last ones for which fees were received.  All Texas Ski Council Officers will be exempt from this fee.

EXHIBIT "B"

TEXAS SKI COUNCIL TRIP ACTIVITY FEE - POLICY

An activity fee per trip, per participant, as specified in any Texas Ski Council negotiated package during an official Texas Ski Council trip time period, is due and payable to the Corporation Treasurer on or before thirty (30) days prior to the Texas Ski Council official trip start date, as evidenced by a legibly dated postmark or other appropriate documentation. Written notice to the Corporation Treasurer and the respective Texas Ski Council trip Vice President of cancellations of club trip participants delivered personally, postmarked or emailed inside thirty (30) days prior to the Texas Ski Council official start date (as evidenced by a legibly dated postmark or other appropriate documentation) will result in total refund of activity fees not paid to the area for canceled participants.  All Texas Ski Council Officers will be exempt from this fee.  Participants not staying in the lodging as provided in the bid may have to pay a different amount for the activity fee.

EXHIBIT "C"

TRIP RECIPROCITY

The Texas Ski Council member clubs are required to provide a means through which members of the Texas Ski Council will honor memberships between clubs.  This would allow other Council club members to participate in other Council club trips, at the discretion and control of the club running the trip.  Deposits and payment schedules, and cancellation charges shall be set by the clubs sponsoring the trip.  Communications on space available on these trips is encouraged.

EXHIBIT "D"
TEXAS SKI COUNCIL 

CONFIDENTIALITY STATEMENT
Information contained in this proposal is the property of the submitting ski industry organization and the Texas Ski Council, and should be held in the strictest confidence.  This information should be restricted to the Texas Ski Council officers, member ski club officers, and those directly involved in bid evaluation or trip planning activities.  Dissemination of the contents of this bid to other ski industry organizations or nonmembers of the Texas Ski Council is expressly prohibited.
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