The purpose of this notebook is to serve as a guide for the 
Travel Coordinator
Although the role may seem obvious in some ways, documentation of the responsibilities will ensure consistency from year to year and promote a smooth flow of events during the meetings.

Please read the guidelines thoroughly and make note of any outdated statements for future edits.
DO NOT misplace this notebook.

Add your name to the bottom of the list on the “Previous Chairpersons” page.

Complete the end of year report page in October.

Turn this notebook in to the President no later than the October guild meeting.
Thank you for your participation in the guild!

Previous Chairpersons
For

Travel (Trip) Coordinator 

	2005-2006
	Peggy Smyly
	

	2006-2007
	Peggy Smyly
	

	2007-2008
	Peggy Smyly
	

	2008-2009
	Vacant
	

	2009-2010
	Marilyn Kelly
	

	2010-2011
	Marilyn Kelley
	

	2011-2012
	Shelley Bertels
	

	2012-2013
	Linda Brooks
	

	2013-2014
	Joy Vo
	

	2015
	
	


Guidelines
Per the Bylaws, the role of the Travel Coordinator is to plan and execute trips for Guild members.  These may be a one day trip to a quilt show or a shop hop or even an overnight trip to an out of town venue that could involve airfare and lodging. These could be bus trips, or car caravans.
Several of the past Travel Coordinators have written excellent notes about their tasks, with excellent recommendations.  Please review those – included in this notebook behind the Guidelines.

Planning a Trip:

Traditionally, the Guild arranges a large passenger bus trip to the Jacksonville Quilt show every September. There have occasionally been problems in filling the bus, so consider opening it up for non-Guild members, e.g., friends of Members, after a certain date. The bus for this trip should be reserved no later than November for the following year’s show. 
When planning any other trip, gather information about the cost and then inquire if enough guild members would be interested based on the cost per person. The Jacksonville trip is relatively inexpensive due to the large bus size. Chartering a smaller bus results in a significantly higher cost per person. For smaller day trips, other options might include:

· Renting a small bus or large van and finding a guild member or member’s husband who would be willing to drive. This may necessitate having the riders sign a waiver in advance. 

· Organizing a caravan of cars with guild members who would be willing to drive and transport other members with a contribution towards gas money. For example, Driver A can take 4 passengers in a sedan; Driver B can take 6 passengers in a mini van. (Some members have difficulty with low seats and others may not be able to step into a higher SUV or van).

In addition to the Jacksonville Quilt show, past trip plans have included:

· Shop Hop and dinner in Panama City

· Shop Hop to Suzanne’s Quilt shop in Moultrie plus lunch

· Shop Hop to Trenton and Lake City

· Paducah, Kentucky

Pricing a Bus Trip
You need to factor in:

1. Cost of the bus divided by the number or passengers. Assume that there may be some empty seats. Example: 56-seat bus rental costs $1100 for one day. 52 riders makes $21.15 per person.
2. Group-scale ticket to Quiltfest costs $10.00 per person.
3. Snacks, water and supplies cost $3.00 per person.

4. Tip for driver set at $2.00 per person. 

5. Rounded Total: $36
On occasion, Travel Coordinators have had to reduce the price in order to get more seating. Stay within your allocated budget if this is necessary, but also notify the Steering Committee that the trip may not pay for itself, thus having the Guild subsidize some of the costs of the trip. Make sure this is indicated in your End of Year Report. A way to cut "formal" expenses is "pass the hat" for the tip, and ask the riders to bring snacks and games for everyone.
Advertising a Trip:

There are numerous ways to advertise within the guild and these include:

· Making announcements during the regular guild meeting

· Posting information in the newsletter

· Posting information on the website

· Posting information on the QU Facebook page

Outside of the Guild, you can:

· E-mail or call quilt shops in the surrounding region and ask if they would be willing to post announcements/flyers for us. If so, e-mail or mail the information to them.  If need be, prepare Flyers.  

· If you wish to try, e-mail or call quilt guilds in the surrounding region about posting flyers. However, since the QU Guild merely makes announcements about similar information that we occasionally receive, do not expect much from other Guilds from this effort.

Newsletter submissions: 

Note that all submissions to the newsletter must be written exactly as they will be printed. Do not ask the newsletter editor to mention something about a certain topic. Newsletter deadlines are posted in every newsletter and can be viewed at www.quilttallahassee.com.

Website Submissions

Website articles or dates are submitted to the website coordinator at webcoord@quilttallahassee.com  As with newsletter articles, these are written exactly as they will be posted.  Website postings can be made at any time, but expect a delay in the submittal of your item until its actual appearance on the website.  You can request that urgent messages be sent via “e-mail blast”, remembering that these will only reach Guild Members who have e-mail.

Make sure that your articles provide information on how to obtain more information.

Reserving the Bus:

Make your arrangements many months in advance, e.g., in November/December for the September Jacksonville Quiltfest.

Several coordinators have used Astro Travel. They have large busses with a bathroom (very tiny bathroom!) that seats 56 people. They also have a 35-seat bus but no bathroom. Costs vary depending upon how far you are traveling. They are bonded and carry liability insurance while you are ON the bus. The phone number for Astro (in 2014) is 850-514-1793.  Because of problems that have been experienced with the restroom on the bus, if possible, stress in any papers signed that this must be in working order before final payment is made.
Once initial arrangements have been made, contact the Guild Treasurer with information about the amount of the deposit, and where to send it. Do the same for the final payment.
QUILTFEST – Contacting
If the trip is to Jacksonville Quiltfest, contact them at www.quiltfestjax.com .  Make arrangements with them for bus-group attendance.  You can call ahead of your arrival time- about 30 minutes- and the show sponsors will meet your bus and have the tickets for admission ready for you. The will also have the passes for the members who have quilts in the show and thus are admitted free. 

Contact the Guild Treasurer with information about the amount of the group tickets and obtain a check to give the Show's management team.
Signup List and Collecting Money:
You can start a signup list for your planned trip as early as you desire. This will help you to gauge whether or not it will come to fruition. Establish a deadline for money to be paid and make yourself visible at the meetings for members to pay. At the end of every meeting or one time per month, submit your collected trip fees to the Treasurer with her form designated for that purpose. Maintain a waiting list for each trip as not all members who signup in advance will pay by the deadline. There could also be some last minute cancellations. 

You can also request that the Website Coordinator make arrangements to have arrangements made for payment via PAYPAL.  Provide the information wanted and the price of the trip. Use the website page for payment of Annual Dues as a guide. (In 2014, the Dues webpage was http://quilttallahassee.com/membership/dues-payments/ )
Cancellation Policy:

Once a guild member has paid for a trip, a refund cannot be provided unless (a) the entire trip is cancelled due to lack of interest or unforeseen circumstances such as unsafe traveling weather, or (b) the guild member or trip coordinator has ample time to arrange for another member to go in the cancelled member’s spot. On the day of the trip, there will be no refund if a member chooses to cancel at the last minute or changes their mind and decides to use their own personal transportation. 
The Guild recognizes that there may sometimes be extenuating circumstances that may prohibit a member from completing a trip. Examples may include death of a family member, unexpected illness, hospitalization or similar event. In these situations, the Trip Coordinator will make a recommendation to the Steering Committee to refund that individual’s trip expense. 
Meals:

Every trip will span over one or two meals. Some trips such as shop hops may include lunch or dinner at a designated restaurant and designated meal time. Provide meal information with the trip details. For example, “lunch on your own at the show,” or the bus will take us to Joe’s Spaghetti House at 4:00 for an early dinner. Meal prices will range $7.95 – $13.95.
On bus trips, plan on having snacks for on the bus. Bring ice and bottled water, paper towels, napkins and trash bags.  Wet wipes and sanitizer would be good.
Bus travel "Entertainment"

Plan on playing some silly games, and have prizes for the winners.  Factor costs for this into your trip fees.
Parking Arrangements:

Depending upon the trip direction, two park and ride locations have been useful in the past. Tallahassee Mall, behind the food court, is a good location for the Jacksonville trip due to the large bus and many parked cars. Target on Thomasville Road is a good location for a small shop hop. Members can park on the far side of the lot, across from the garden center and near the road. The Guild’s Meeting location should not be utilized without prior consent of that venue.  The guild rents the social hall for one to two meetings per month and does not have free reign of the parking lot or building any other time. Also, the Meeting location may have other events, such as weddings or funerals scheduled.
Day of Trip:

Plan on having a backup person for the day of the trip to cover for you in case of illness/problem.  They can also have them act as your assistant for the bus trip, helping with checking off names, assisting members, etc.

Arrive at the designated parking area at least 20 minutes ahead of the arrival time for riders. Have your list ready to check off members as they board the bus or vehicles. Even with a small group it could be easy to overlook someone so plan to take “roll call” again prior to departure back home. Remind all members of the departure time and meeting spot. At the Jacksonville quilt show, you can request an overhead announcement that “the Quilter’s Unlimited bus for Tallahassee will be departing in 15 minutes.”  Provide your cell phone to members as way to contact you.
Past Coordinators have called the bus driver in advance (Astro Travel will give you his number) and made arrangements for him to open the bus during the shopping /viewing time. Some folks like to return with packages, etc. The only problem is the bus has to park in the far lot of the convention center, so it can be a walk for members. Drop off and pick up was at the front door of the convention center.

Tip for Bus Driver:

Pass around an envelope (strictly voluntary). Or include in ticket price.

Budget:  The 2014 budget of $2,000 was allotted for travel and trips. No change in 2015 was requested, but the amount could be less. When requesting reimbursement, follow the Reimbursement Guidelines in this notebook and utilize the Reimbursement for Expenditures form, also located in this notebook.
***************
Review of Website for Travel Matters

Review all pages and posts on the Website that have references to the Museum Show on a regular basis (at least monthly).  This is to assure that there are no errors, no duplications, and that the information has been published in a logical place on the Website. If you have concerns, coordinate with the Website Coordinator, specifying the page in question by its URL.

Guild E-mail address: 

Certain of the Officers and Chairpersons have assigned e-mail addresses through the Guild. Yours is  travel@quilttahassee.com.  The purpose of the formal address is to allow you to keep your personal address private, to have a formal repository for communications on Guild matters, and to keep your personal e-mail address from receiving SPAM.  The e-mail account will forward a copy of incoming e-mails to your personal account, making it easier to keep up the accounts, but it is recommended that you use the Guild account for responses, and keeping a copy if needed of the communication.  You will be provided with an initial password for the account that can be changed; however, if you chose to not use the account, please leave the password as initially received, since the account's SPAM folder will need to be cleaned out periodically.

Guild Property: The guild notebook for Trip Coordinator  
Incidental Information:

The Guild is a Tax Exempt organization under the provisions of 501(c)(4).

Frequently Asked Questions

1. Do I have to attend every guild meeting to be the Travel Coordinator?
No, you do not. However, when you are taking names for a signup list or collecting money, you should plan to be there or arrange for someone to handle your duties in your absence. 
2. Do I have to attend the steering committee meetings?
You are not required to attend the steering committee meetings but all chairpersons and officers comprise the steering committee and you should therefore plan to attend as many as possible. The President may occasionally call a mandatory meeting for all steering committee members. In this situation, input and votes are needed from as many chairpersons as possible and your opinions would be greatly valued. 
3.  Does the Guild subsidize any part of the trips for members?
Preferably not, but on occasion, small amounts may need to be subsidized to assure proper payment to the Bus company.
End of Year Report



Committee - Travel
Complete this report in the month of October
The information that you document will be helpful to future chairpersons to know what has been done, what was successful, etc. It will also help with possible decisions about revising the role and budgetary adjustments. Use additional paper if needed. File this report on top of the previous year end report. 

Describe the year and anything unique that you did in this role:

Did you perform this role by yourself or did you enlist support from others? __________

How many other people helped you? __________________________________________

Explain how you needed help: _____________________________________________
_____________________________________________________________________

_____________________________________________________________________

Budget allotted: __________________            Did you exceed your budget? ________ 
Where there unusual expenditures?_____
Explain:_________________________
Recommend increase in budget? _______        How much? ______________________
What obstacles did you encounter?  ________________________________________
_____________________________________________________________________

Helpful Hints for future chairpersons:

_____________________________________________________________________

_____________________________________________________________________

Recommendations for change:

_____________________________________________________________________

Your name ______________________________         Date ______________________
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